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Logg i ng I n O * Download the app via the iPhone App Store or the Google Play Store by

searching “Synco”
» Navigate to app.teamsynco.com to log in on your computer

Getting started with the mobile and web app

User Guide
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Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

Don't Allow Allow

R, Sign in with Phone Number By signing in, you are agreeing to the Y. Signin with Phone Number
Terms of use and Privacy Policy
( Sign in with Email > 1 2 3 ( Sign in with Email >
ABC DEF

04 % MGO
PZ‘IS T§V wxgvl
0 &
By signing in, you are agreeing to the By signing in, you are agreeing to the
Terms of use and Privacy Policy Terms of use and Privacy Policy
Need Help?
B support@teamsynco.com . . .
Get Access Code Enter Code to Login Turn Notifications On
@ (866)921-4517 Enter your phone number Enter the 6-digit two-factor You'll want to receive
or work email address authentication code sent to notifications of incoming
you via text or email messages and messages you

are mentioned in.
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Need Help?

B support@teamsynco.com

L

(866) 921-4517
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Guide to Your Synco Inbox

Menu Button

Use the top left Menu
Button to expand the
Navigation Bar

Starred Contacts

Your Starred Contacts &
Groups appear at the top
of your Inbox

Mark as Unread

Swipe right to toggle a
conversation to “read” or
“unread”

o

e - southwest-
Vivian O. Adrian A. region

@ -
o

Janessa Cook, Adrian @ MaN26
Arrival Times
thanks w

2023 ) | midwestconference

Q Adrian Acosta, Vivian Mar 23
Tomorrow’s Presentation
looking forward to it w

execteam

Ll. ‘@ Jordan Campo, Janeessa

UB Training Reminder 4/15
Hey @billjones - there was a fire on the
HR | ( training

Julianna Carey Mar 23

Y .

Dinner plans tonight - pls read
/ Got us areservation at Marina Grille downtown ~ ¥¢
Unread conversations

Unread conversations are
shown bolded until read

Tags
Each conversation
shows the Tags used

2023 ) | midwestconference

o
,a‘. Julianna Carey @ Mar 23
Weely Lease-Up Report
Hey @billjones - there was a fire on the second fl... ¥¥
TheGrandAdams | leasing | = #maintenance
5. Julianna Carey Mar 23
Booth Info - FYI
Our booth # is 4531, located in upper hall - t;
. 2023 | | midwestconference a}

° £,\ Avery Alvarez, Janessa, Bryan, Black Mar 23
> Nare naadad AQAD

Search

Click to search
conversations by any text
string, Tag, Group, or user

Filter

Click to filter
conversations and
messages by date, Tag,
sender, etc.

View Unread
Click to show only unread
messages

Star a Conversation

Click the star to bookmark
a conversation, and
access it via Starred on
the navigation bar

Compose Message

Use the orange button to
compose a new message
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Starred Conversations
Conversations that have been
starred

User Guide

Sent
View a list of messages sent by
you

All Conversations
View All Conversations, even
those you've removed from Inbox

Contacts

View your organization’s
Contact directory of
individuals & Groups

My Groups
See the Groups you're a
member of

Tags
5 View and expand Tag folders
Need Help? and tagged conversations

B support@teamsynco.com

My Profile
View your Synco profile and set
notification preferences for Groups

. (866)921-4517

Guide to Your Navigation Bar

[ Unread

& syNnco (Foomes

* Starred Contacts ~

B Inbox (18]
e 0 =
"
* Starred Conversations Vivian 0 AdianA.  southwest.
Tegion

> Sent

& Adrian Acosta
Electrical Emergency at a Property
Post the financial report here as soon as it's complete.

@ All Conversations
@ Contacts

Z Shortcuts

* Bryan Edgerton, Adrian, Brian, Amir
Y@®» Req for Unit Rehab - 504B
f v ViV PE elr

22 My Groups

Cs Department @ Adrian Acosta
Booth Info - FYI

ooth # is 4531, located in upper h
C# Project

C3 Properties Chad Kim, Kevin, Kelly

® ~» Vendor Contracts Signed
We have new forms signed for the vendors attached. Please download for your reco...
© Support
2 Admin ﬁ Janessa Cook, Adrian

@ My Profile

& Log Out
.;’ Bryan Edgerton, Vivian
b Tomorrow’s Presentation

ooking forward to it

D\ Chad Kim, Janessa
o Hey @bill - the training materials are in the conference room

ooking forward to

Chad Kim
~» Dinner plans tonight - pls read
Got us a reservation at Marina Grille downtown

Adrian Acosta
@‘ Weekly Lease-Up Report

[} Save Shortcut

= Filter

11:02 AM

® 0

10:44 AM

* Q0

9:07 AM

*® 0

8:55 AM
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Delivery vs. Drop-In Access: Groups

View the Groups you’re a member of and update notification settings

X My Profile

Caroline Brolin -

@carolinebrolin
CEO

User Guide

® Contact Info

] caroline.brolin@teamsynco.com

22, My Groups (20) o*— My Groups
@105Ridgeine See a list of Groups that you are a
@105Ridgeline-maintenance mem ber Of

@3010cean

@3010cean-maintenance [w]

dain

ain-maintenance

@567main-renovations o @o—— Notifications
Qsccomingtean = Turn the "inbox toggle” on or off
i sl for your Groups

Need Help? Smpmrpiile Q L] New conversations for this

& support@teamsynco.com et e GrOl{p sent to your Inl?ox/ you
o receive push notifications

R, (866)921-4517 o )
S Conversations not sent to

Inbox and no push
notifications are sent
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Need Help?

B support@teamsynco.com

. (866)921-4517
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Delivery vs. Drop-In Access: Conversations

You can also customize settings at the conversation level

Mute:

= To mute a conversation that you're a part of, toggle off the bell
icon at the top of the conversation.

= When the bell is toggled off, you will not receive notifications for
that conversation.

Remove from Inbox:
= To remove a conversation from your Inbox, toggle off the Inbox

icon.

= The conversation is still searchable and will appear in All
Messages.

= To bring a conversation into your Inbox, toggle on the Inbox
icon.

Note: If you are called out via the @ symbol in a conversation you have
muted or removed from your inbox, the new message you are called
out in will appear in inbox and push notification is sent.

19:02

<

all T

% E O

Req for Rehab - 504B
€30 '

«

Amir Abrams 9:12AM

#renovations #567Main-504B is going to
be vacant as of next Friday -
@bryanedgerton | need approval for the
follow renos: new flooring, fridge, and
cabinets

Bryan Edgarton 9:20AM
can you send a pic of the current condition?

Amir Abrams 9:45AM
pls see attached pics

0
2
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— Viewing Conversations: Mobile

How to start and participate in conversations in Synco

Conversation Actions

< w M = ® In\ M
. X Mute On/Off
H ; Preview Req for Rehab - 504B .
User Gu|de View people called out on ol dis i - & Inbox/Not in Inbox
the conversation and any ' o St
Groups/Tags included K Star
®  Amir Abrams o2 ™ Mark Read/Unread
#renovations #567Main-504B is going to
be vacant as of next Friday - @ F”es & AttaChmentS
@bryanedgerton | need approval for the
Tags follow renos: new flooring, fridge, and #0 Conversation |nfO
cabinets [=)
See tags that the
conversation has been P = .
e yan Edgarton 9:20AM ° .
tagged with can you send a pic of the current condition? Edlt Subject . )
Edit the conversation subject
‘. Amir Abrams 9:45AM o
CaIIOUt pls see attached pics Message options

Use the @ symbol to call
out a Group or individual
team member

Click the three horizontal dots to:

» Add areaction

+ View who’s seen and not seen message
- If you're the sender, edit or delete

message
Add to Reply
Need Help? o Attach images, GIFs, videos and files
B support@teamsynco.com # Add Tags ® Reply to Conversation
R (866)921-4517 @ Add a callout of a team member Enter a reply here to

respond in the
conversation
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How to start and participate in conversations in Synco

© #o
 Stamed Cotacts i 10 © =
oo
&2
Vian0. AdinA soutwest
egion Docs needed ASAP
Janessa Cook, Asia, Avery, Blake Mon 3/27
Docs needed ASAP &(Cﬂ
U s G i d . o
9 Avery Alvarez "
Amir Abrams, Caroline, Janessa Wed 3/22 Can someone here upload the rent rolls, DD checklist, and unit
‘3 Lunch today? inspection reports by end of day? Bank is asking
* Q0 @TXportfoliosale
02
Bryan Edgerton, Joe Wed 3/22
Elevator Entrapment e Janessa Cook
#elevator *Q Unit inspection reports are here
Vivian Oppenheimer, Bailey, Janessa Wed 3/22 =
Electrical Issue B
#repairs a0 el
ﬂ Blake Embry
@janessacook will get you the rent rolls now
Julianna Carey, Bryan Tue 3/21

Weekly report?
a0 a Janessa Cook

Rent rolls attached via Yardi @blakeembry

Vivian Oppenheimer, Bryan, Amir, Jake Tue 3/21

Req for Unit Rehab - 5b
y a0 o

Janessa Cook, Amir, Alex Tue 3/21

Ongoing Leak in Gym #
r * 0

Conversation Actions
' Mute On/Off

& Inbox/Not in Inbox
* Star

% Mark Unread/read
O Files & Attachments

Inbox Conversation List
Select a conversation to
Need Help? view messages and details

B support@teamsynco.com

. (866)921-4517

#2 Conversation Info

Viewing Conversations: Web

Files & Attachments

—_— Copy of Unit Walks Summa...

Janessa Cook

Rent Roll Peachtree 1.xIsx

Janessa Cook

DD Checklist -...

Avery Alvarez

due-diligence-...

Asia Ortolani

Unit Inspection Photos.zip

Janessa Cook

Files & Attachments
View a list of all file
attachments in the
conversation

Conversation Details

# Tags (1)

i duediligence

22 Groups (1)

@ TXportfoliosale

[2) People (6)

9 @averyalvarez

an
¥3# @carolinebrolin
‘e

ﬁ @blakeembry

a @janessacook
o @asiaortolani

e @vivianoppenheimer

Conversation Info

View all Groups and
people who can view the
conversation and if they
have notifications on/off
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Using Groups & Tags

My Groups
y X . & Inbox X New Message
» Groups will appear bold ° Composing a message

H When there are Y Starred Conversations Subject
User Gu'de conversations that you B Sent Inspection toa Group
h "t d vet Use the @ symbol to
aventrea ye =) All Conversations Ca”out ; Group and

. . . .
Click on a Group to filter @ contacts (~ Message ) start a conversation
the Inbox to all @3010cean who is at the property today?| s

with its members

conversations including Pl iy oo
that Group

@ 105Ridgeline

@ 105Ridgeline-maintenance
@ 3010cean

@ 3010cean-maintenance

@ 567Main

@ 567Main-maintenance

@ 567Main-renovations

@ AtlasTowers-maintenance

@ Atlastowers

@ TXPortfolioSale

@ TheGrandAdams e # @ e

@ TheGrandAdams-maintenance

@ accountingteam q

@ companyupdates

Need Help? @ southwestregion R B B B S G &S Y

B support@teamsynco.com @ execteam 723 Z X ¢ Vv b

TAGS — S WD WD U S U _—

. (866)921-4517 . v
> [3 Company 123 space return

> [C3 Department

> C% Other @ Q_)
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Using Groups & Tags
TN

B Inbox

> Sent

User Guide

=) All Conversations
Contacts
> [ My Groups

TAGS

> C% Company

> 3 Department

Tags

> [C% Other
« Expand the folders to
H H CR Pr
view Tags in each 7 L project
Category v [ Properties
 Clickon a Tag to filter > #105Ridgeline
the Inbox to all > #3010cean
conversations including > #567Main
that Tag > # atlastowers
& Support
Sa Admin
ﬁ My Profile
Need Help?
[> LogOut

B support@teamsynco.com

. (866)921-4517

Y Starred Conversations

X New Message
Subject e&——— Tagging a message
Lobby Repair . Uge the # symbol to
bring up the Tag
picklist, and add a
( @soron ) Tag to a message

@3010cean The window vendor is on site today to
fix the smashed lobby door. #repairs|

* Once one team
member has tagged
a conversation, it will
be tagged for
everyone

123 space return

@ ¢
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Need Help?

B support@teamsynco.com

. (866)921-4517
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Starring Groups & Contacts

% svnco @GR Contacts

@ Contacts

Star Your Favorites!

Starred users and groups are listed here and appear at the top of the Inbox

Contacts

Editing Starred Contacts
» To star a contact, click
Contacts on the left-hand
nav and highlight the star

on a Group or individual

+ Toremove a starred
contact, simply un-highlight
the star

NAME cALLOUT TITLE LOCATION
22 execteam Y
e‘ Jake Courtemanche ¢ Assistant Property Manager
9 Jamie Gorman  Yr ! Property Manager

e Janessa Cook k Property Manager /

4
A ’ /
Joe Garrity  r garity On-Site Manager /
4
4
e Jordan Campo ¥ Y Sr. Director, Leasing ,/
’
«0 Julianna Carey ¥ ey Leasing Manager,,#
-
R
28, leasingteam 7 ingt PR
’/
-
20 3 west f f’
22, midwestconference2023 ference20a
—‘——‘
29 e e
. Test tester CEO At Home

22, TheGrandAdams
22 TheGrandAdams-maintenance ¢
28 TXportfoliosale

e Vivian Oppenheimer ) VP of Operations

S~

LAST ACTIVE

00
musnsazsen @ @
won 127 12177m @) @
SPPTVEN - - )
e 3128 1000 @) @
won 31273000 @) @
musnsassen @ @

@0

@0

Q0

@0

@0

Q@0

@0
musnsasion @ @

> &
—_————— . - southwest
- Viian 0. AdrisnA
Janessa Cook, Adrian > Mar 26
Arrival Times
thanks w
ﬂ Adrian Acosta, Vivian Mar 23
Tomorrow’s Presentation
looking forward to it
? Jordan Campo, Janeessa Mar 23
L /
UB Training Reminder 4/15

Hey @billjones - there was a fire on the second fl... ¥¥

° s Julianna Carey Mar 23
Dinner plans tonight - pls read

Got us a reservation at Marina Grille downtown

‘ Julianna Carey @ Mar 23
Weely Lease-Up Report

Hey @billjones - there was a fire on the second fl... ¥

Julianna Carey Mar 23

Booth Info - FYI
Our booth # is 4531, located in upper hall - take t

7
° ﬁ Avery Alvarez, Janessa, Bryan, Black Mar 23
> Docs needed ASAP

Starred Contacts in Inbox
Your Starred Contacts will
appear in an expandable bar
at the top of your inbox on
web and mobile app
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Searching & Filtering Conversations & Content

Finding what you need in Synco

Filters Reset
Q, booth #midwestconference
00
S @ Attributes Janessa Cook, Adrian
a | Sep 26 . .
Use r Gu Id e ﬁ anessa ook, Adfian [P Unread  ¥r Starred @ Attachments & Inbox Arrival Times
Floor layout thanks

The booth is at the northwest corner
! @ Callouts

° Julianna Carey Sep 23
Julianna Carey Sep 23 Dinner plans tonight - pls read
Booth Info - FYI Got us a reservation at Marina Grille downtown

Our booth # is 4531, located in upper hall - take t... v¢

€ @adriancacosta

() Date Range

Julianna Carey ep 23
Booth Info - FYI

# Tags
Need Help?
B support@teamsynco.com
L (866)921-4517 Q, Search — Filtering =* Filters Applied
Use the Search bar to search Select filters to apply to all View the filters applied to the
conversations by any text conversations you've view at the top of the screen

string, Group, Tag, or user received




