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INTRODUCTION PORTAL USER GUIDE

This document stands to serve as a user guide for the Tenant / Owner Portal.

This Portal connects you to the MidCity Property Services system, allowing
you to access key account information at any time from any smart device.
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KEY FEATU RES PORTAL USER GUIDE

O'l VIEW ACCOUNT BALANCES
View your account balances and get copies of statements.

02 LOG AND TRACK
Log and track service and maintenance requests.

03 BE REMINDED

Be reminded of key dates and other notifications.

04 VIEW SCHEDULE
View lease / Contract schedules and other important documents.

O§5 ANALYSE CHANGES

Analyse account charges and transaction history.

06 UPDATE CONTACT DETAILS
Update contact details.

* At the discretion of MidCity Property Services (Pty) Ltd.
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ACTIVATI O N PORTAL USER GUIDE

INTRODUCTION

MidCity Property Services will be activating your Portal shortly.
You will receive an activation email, as per the example below:

From: MidCity Utilities (Pty) Ltd <no-reply.portal @mdapropsys.com
Sent: Tuesday, April 29, 2025 10:02 AM

To: MRI Support <mrisupport@midcity.co.za>

Subject: Online Portal: Account Link Added

Dear John Doe,

MidCity Utilities (Pty) Ltd has given your profile access to their online portal for the following account(s):
- MidCity Square [DEMSER) - MidCity Square Body Corporate (6953)

The portal allows you to connect to their back office property management systems and self-serve,

To view your profile, please click here.

Regards,
MidCity Utilities (Pty) Ltd

After following the hyperlink within the email, create a preferred password.
In addition, you will be given the option to stay logged into the Portal.

Proceed to log into your account using your MidCity registered email
address and the preferred password which you will create.

Online Portal: Account Link Added

- -
M 'd C lty @ MidCity Utilities (Pty) Ltd <no-reply.portal@mdapropsys.com:

UTILITIES To MRISuppert
VXL ShART SOLLITHO N
WIAARLMICC ITYUTILITIES.S0UEA Dear John,
MidCity Utilities (Pty) Ltd has given your profile access to their online portal for the following account(s):
MidCity Utilities (Pry) Ltd - MidCity Square - lohn Doe (36725)
Enter 41 The portal allows you to connect to their back office property management systems and self-serve.
Tenant/Cliemt 4 To view your profile, please click here.
Regards,
MidCity Utilities (Pty) Ltd
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1. DASHBOARD
Browse the dashboard for an overview of your account.

d @ customercareSmidcitpueitioncoga % STMIEM00 % MidCity Broperty Groug & jobin Doe =

MidCity I
pashbosrd

uTILITIES

MigCity Corner [Carnpus Edgel (MCCSER] - Jori City Holdings [PLy) LTO (1855)

View your
account Account Basance Document Library Servioe Requests
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This information can
also be accessed via
View your current o R e e e the Account tab on
Account Balance the menu at the top
and then drill down Account Batance Document Uibeary logHew- of the screen.
via the View Details o h .
button for further
transactional analysis == = Vo Do
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2. ACCOUNT INFORMATION

2.1 TRANSACTIONS

MidCity
[ rce |
Analyse charge L
allocations and
receipts captured
across multiple
period selections s B A Ao % sk

2.2 CONTACT DETAILS

MigCity

t Contaet Dutalls

Update your
contact details via
the Account tab
or your Portal
Account drop
down menu
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3. DOCUMENT LIBRARY

3.1 STATEMENTS

MidCity

View your =
monthly
statements
and other
important
documents
via the
Document
Library

MidCity
UTILITIES

Ertity Megitracn Mo

Tax Invoice & Statement

Jori City Haidiregs (Pep) LTD Freperry

3.2 LIBRARY

MidCity

View your
monthly o [ —
statements T
and other S B e e
important ' :
documents
via the I iy Ui Fortal 26308 1.0 A
Document ki
Library

[l MIDEITY UTILITIES Ozow-Brachuse 01 pd!

[ Midciy Utilities_Privacy Notice 2021_20.08 pdf
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INTRODUCTION KEY FEATURES ACTIVATION

FUNCTIONALITY

PORTAL USER GUIDE
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4. LEASE CONTRACT

4.1 KEY DATES

View your key ==
My Danes
dates and o
schedule
in the Lease /
Contract tabs
e Det Dal

Be reminded of key
dates and other
notifications.

5. NOTIFICATIONS

MidCity

This information
can also be
accessed via the
Notifications
tabs on the
menu at the
top of the
screen

Ganwersl Contact Emall Changed

Last receipl of 24 699,42 received om 30/08/2025
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6. FREQUENTLY ASKED QUESTIONS

MidCity _— : : W |
Make use of the
FAQ section to assist
in navigating and
managing our Click on the
Online Portal. drop downs
Mow do 1 change ey profie detaits to find more
answers to
questions
o that you
may have.

What are my prelile details uned fe?
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