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CREOP tutorial

Where to start? Go to creop.com and enter the credentials. Once you've enter you will then click list.

CRE COMMERCIAL REAL ESTATE Welcome Steven Tomaso

Home | Logou

LIST PROPERTY MY ACCOUNT SUPPORT TUTORIALS

PORTFOLIO TUTORIAL [ Portfolio

TYPE STATUS PRICE NAME ADDRESS cIry STATE LAST MODIFIED

|Au i All v Y Y Y

ra @ sale Multi-Family Proposal $1,000,000 Quilty Hill MHP 49 Quilty Rd Kirkwood NY 05/07/2021 0
7 W Sale Multi-Family Active $800,000 Warrick's Mobile Home Park Orchard Street Port Byron NY 05/07/2021 0
7 M sale Multi-Family Proposal $4,000,000 Thompson's MHP 320 Thompson Rd Oswego NY 05/07/2021 0
Vs [ sae Multi-Family Proposal $250,000 Deposit MHP 36 Oak St Deposit NY 05/06/2021 0
7 [ sale Multi-Family Proposal $600,000 Currey's landing. LLC. 8304 New Floyd Rd Rome NY 05/06/2021 0
Vs [ sale Multi-Family Proposal $479,900 Dreaming Earth Properties 650 0ld Genoa Locke NY 05/06/2021 0
7 @ sale Multi-Family Proposal $179,000 Ames Trailer Park 7555 Airport Rd Hornell NY 05/06/2021 0
Ve [0 sale Multi-Family Proposal $1,000,000 Waterview Estates 19 Waterview Rd Oswego NY 05/05/2021 0
7 @ sae Multi-Family Proposal $860,000 Chenango Valley MHP 6669 Airport Rd Hamilton NY 05/04/2021 O
Vs [0 sale Multi-Family Proposal $2,000,000 Oma's Family Campground 2085 Kirkwood Pike Kirkwood PA 04/30/2021 0
ra [ sale Multi-Family Proposal $1,750,000 Neels Campground & Trailer Court 108 Front Street Fallentimber PA 04/29/2021 0
Vs [ sale Multi-Family Proposal $168,000 Steelmeadows Mobile Home park 96 County Rd Rt 76 Stillwater PA 04/28/2021 O
/‘ u Sale Multi-Family Proposal $1,019,000 Perkins Mobile Home Park 9582 Middle Road East Concord NY 04/28/2021 0
/‘ a Sale Multi-Family Proposal $1,060,000 Whitehall MHP 9850 Route 4 Whitehall NY 04/27/2021 0
7 @ sale Hospitality Proposal $2,400,000 Singing Waters RV Park 1334 NY RT 28 Thendara NY 04/23/2021 0
Ve ] sale Multi-Family Proposal $3,400,000 Bon Acres. 55 Bon Acre Way Averill Park NY 04/21/2021 0
Vs M sale Multi-Family Proposal $1,295,000 Little Red School Community 516 County Highway 11 Oneonta NY 04/19/2021 0
Vs [ sale Multi-Family Proposal $2,200,000 Birchwood/Dutchess MHP 36 Osborne Hill Rd Wappingers Falls NY 04/16/2021 0
7 [ sale Multi-Family Proposal $700,000 Quality MHP 30 Archie Bordeleau Rd Plattsburgh NY 04/13/2021 0
Ve [0 sale Hospitality Proposal $1,099,000 Lake Lauderdale Campground 744 County Rd. 61 Cambridge NY 04/12/2021 0

Then click new sale property. You will then be prompted to the page below. You will complete all the
fields. The fields Country, APN, ownership type, market and sub-market are not required. If it is a mobile
home park it will be a multi-family property, if it is an RV resort it will be a hospitality property. Click
save after all the fields have been filled out and then click maps.
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@Map; Pictures  Description  Comparables  Financial Analysis  PUBLISHER
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[O)C] Cover Page Additional Text

Property Name @ APN

Ownership Type
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Offering Price
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P
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Save



Once you've completed the general tab, click the maps tab. You will proceed to click the map
buttons next to locator map, regional map and aerial map. If you have a parcel map from the
owner, you can upload it where it says choose file. If you don't have a parcel map, then just press
save and move to the pictures tab.

LIST  PROPERTY MY ACCOUNT SUPPORT  TUTORIALS Quilty Hill MHP, 49 Quilty Rd, Kirkwood, NY 13795 (1]

= e e
» | | Add Map Order Custom Aerial Order Floor Plan

choose to Auto Map or Upload your own image

MAP NAME AUTO MAP UPLOAD (JPG, PNG or GIF)

Locator Map - [‘Choose Fite v}

Regional Map [ Choose Fike | 0

Aerial Map Choose File 0

Parcel Map [‘Chooss Fie | (1)
[ Croose Fie | (0}

Save

Once you click on the pictures tab, you will start uploading photos on to the offering memorandum.
Under the front cover sub-section click the upload/crop button to upload the cover photo (it should
be your best photo of the property).
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st PROPERTY MY ACCOUNT SUPPORT TUTORIALS Currey's landing. LLC. , B304 New Floyd Rd, Rome, NY 13440 (]

General | Maps Desmutmn Comparables | Income  Expenses | Financial Analysis | PUBLISHER

SectionPages  Pictures With Captions  Amenities

3]

IMAGE LOCATION UPLOAD IMAGE (3887 PNG or GIF) IMAGE

Front Cover Page
Front Cover Page Small #1
Front Covar Page Small 22
Front Cover Page Small #3
Web site Cover [fl]
Bortrait Flyer Cover
Portfolio Property Image gy

LTI
WA

© © 000 00



To upload and crop a photo, click the upload/crop button. Once you've clicked the upload/crop
button, click on the select a file button. Once you've chosen a photo, click the upload image button.
The image will now appear and it will be cropped to the dimensions that will have the best display
in the offering memorandum software. You can move the cropping box around, but I will caution
about changing the dimensions because it will make the photo quality become poor. Once the
photo is uploaded, click the save cropped image to save the photo in the offering memorandum.

IMAGE UPLOAD/CROP - Property Image

The crop ratio displayed with green squares is ideal for the PDF
Step 1 Step 2 Step 3

Uploadimage  SaveCroppedimage (D)

a‘*

8304 New Floyd Rd

e

After you have chosen your cover photo for your offering memorandum. You will have to upload
the rest of your photos in the sections pages. Section pages is the next sub-section tab in the
pictures tab. The same process to upload photos will be used in this section as well.

CRE [) COMMERCIAL REAL ESTATE Welcome Steven‘Tor
/ NE P E Home | Lo

LIsT PROPERTY MY ACCOUNT SUPPORT TUTORIALS Currey's landing. LLC. , 8304 New Floyd Rd, Rome, NY 13440

FrontCover  [CRSTEEEEN pictures With Captions | Amenities

IMAGE LOCATION UPLOAD IMAGE (JPG, PNG or GIF)

Additional Information Cover Page O
Back Page (v)
Cash Flow Assumption Page O
Company Bio Cover Page (0]
Demagraphics Cover =: o
Demographics Page o o
Executive Summary Cover page and Flyer 2nd page O
Financial Analysis Cover Page (0]
Investment Summary Page (2 (0]
Investment Summary 2nd Page {only used when there is 2 2nd page) O
Locstion Summary 2n Page (only used when there is @ 2nd pge) (o]
Marketing Plan Cover Page (0]




Here's the cheat sheet for what sections you need to complete to have a nice looking offering
memorandum:

* Front Cover Tab- Front Cover Page

* Sections Pages Tab- Additional Information Cover Page

* Sections Pages Tab- Back Page

* Sections Pages Tab- Demographics Cover Page

* Sections Pages Tab- Executive Summary Cover page and Flyer 2nd page
* Sections Pages Tab- Financial Analysis Cover Page

* Sections Pages Tab- Property Description Cover Page

* Sections Pages Tab- Rent roll cover page

* *Please note that if you add additional information that you will be including in the
offering memorandum like rent comparables, sales comparables, etc. you may need to add
photos to the cover pages of these sections.

The next tab you will work on is the description. You will start with property features. The most
important aspects to obtain are the following:

*Number of units

*Land Acres

*Year built

*Anything else you may deem important to the deal
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[.‘ fields will not appear when left empty
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The next sub-section tab under description that will need to be added is investment summary. The
investment summary will highlight some of the driving factors of the deal. This should note the water
and sewer infrastructure, occupancy rate, information on tenant and park owned homes & any other
features that highlight the property. Make sure you write the content in where it says Enter bullet
item. Then press the add section button to add another bullet item if you have more highlights that
you would like to include. I would suggest at least three highlights.

™) | COMMERCIAL REAL ESTATE

PROPERTY MY ACCOUNT SUPPORT  TUTORIALS

Currey's landing, LLC., 8304 New Flayd Rd, Ramel

General Maps  Pictures  [BESSLGLRNMN comparables | Income Expenses Financia | Analysis  PUBLISHER

roper
=
SORT
) 100% Occupied m
2 Paved Road
3 Possible Expansion

The next sub-section tab in the descriptions tab to be completed will be the location summary. The
location summary should highlight what major cities it's next to, population data, general location in
the town (near grocery stores and shopping, etc). You will enter the content into the enter bullet
item area and click add section for multiple highlights. I would also suggest three highlights for this
section as well.

%[ | COMMERCIAL REAL ESTATE Welco

PROPERTY MY ACCOUNT SUPPORT TUTORIALS Currey's landing. LLC., 8304 New Floyd Rf

General | Maps  Pictures (nmparames Income  Expenses  Financial Analysis | PUBLISHER

Property Features. investment Summar B | ocation Summary
z]
SORT
1 Conveniently Located next to Rome and Utic| [T

Save



If you have comparable information that you would like to share in the offering memorandum,
click on the comparables tab. Then upload comparables sub-section tab and click on the radio dial
what type of comparable you would like to display. Click on select file and then upload to have it
enter into the offering memorandum. Please use comparable charts that are not part of CREOP to
complete this section. You will typically do this with a stand-alone excel sheet saved as a PDF.
Please note that this section should be used with caution because of the pricing differences between
parks based on location, quality, rent types, infrastructure, etc.

CRE COMMERCIAL REAL ESTATE Welcome Steve]

LIST PROPERTY MY ACCOUNT SUPPORT TUTORIALS Currey’s landing. LLC., 8304 New Floyd Rd, Rome, NY

General | Maps  Pictures | Description [E-IEEICESEN income Expenses Financial Analysis | PUBLISHER
Rent Comparables | On Market Comparables | Sale Comparables  [IchRespRcics)

@Rent Comparables  © On Market Comparables & Sales Comparables

sort (7] FILENAME FILE TYPE (PDF) / MAGE .

The next tab you will complete is the income tab. The first sub-section tab to be completed is the
rent roll tab. First, I like to recreate a rent roll after I receive it from the owner that includes the
site number, what type of rent (lot rent, home rent, etc.), the rent amount, notes on the sites and
the value of the park owned home if the site is collecting home rent. I do this by creating a rent
roll in an excel sheet and then saving it as a PDF. I do this to take out residents' names, to make
the distinction between park owned homes and tenant owned homes more clear, add notes
where applicable and add values to homes where applicable. Below is an illustration.

Littie Red School Community - Rent Roll
Uit & Lot ar Rent Notes: Walue
ifior 373 enant Cwned
2lLot AS S
3Lot 3721
aliot E
= [ EX
&liot o 373
7litot 10 372 enant Cwned
sliLot 12 373 Enant Owned
oot AS S enant Cwhned
10[Lot 15 371 enant Owned
1iftor 16 7 enant Owned
1zfior 19 FL enant Owned
3fior 20 73 enant Owned
Lot 21 7 enant Cwhned
Sliot 22 7 enant Cwned
GlLot 23 37 enant Cwned
7[ror za 37 enant Owned
1efior 25 371 Tenant Owned
19lior 26 S373 Tenant Owned
oftor 27 7 enant Cwned
ifior 28 r3 enant Owned
2[Lot 2o 7 enant Cwned
3[tor 30 7 enant Owned
alior 32 £l enant Cwned
Slior 3a 7 enant Cwned
&liot 36 7 enant Owned
7ot 37 7 enant Owned
aliot 38 7 enant Owned
afior 30 = enant Owned
oliotac |  savi| Fenan T Cwned
ifior aa enant Owned
2ot a2 enant Owned
3ot a3 371 enant Owned
1 [P 371 renant owned
S[ior as ass enant Owned
S[ior ae 571 renant Cwned
=7|lot as 371 Tenant Owned
38[Lot 49 S371 Tenant Owned
39[Lot 50 SAass Tenant Owned
a0 7SO Park Cwned Honme S75.000
Total: 515,555 Total 75,000



Once you've completed the rent roll, you will click the upload rent roll (PDF)button on the rent roll sub-
section tab.

I | COMMERCIAL REAL ESTATE Welcome Steven Tol

Home | L}

LIST  PROPERTY MY ACCOUNT SUPPORT  TITURIALS Little Red School Community, 516 County Highway 11, Oneonta, NY 13824

PUBLISHER

((Addtenant] OR (UploadRentRoll(Exce) ] OR  ((Upload RentRoll (PDF) ] [RENT ROLL IMAGE] if vacant, make "Move-In Date" a date in the future

soRT unrT SQUARE FEET \ UNIT MIX CURRENT RENT MOVE-IN DATE NoTES

Rent Roll Notes

Once you've clicked the upload rent roll (PDF) button, you will click the select PDF file, select the
appropriate rent roll PDF and then click upload to insert the file into the offering memorandum.

Select PDF file

Select file to upload

CURRENT UPLOADED FILE: Little Red School Community Rent Roll.pdf

ot




Once you've uploaded the rent roll, it is now time to complete the income summary page. In the income
summary page you will put the current income information and then the pro forma information. I will
typically note how I came to my pro forma information and any other important information someone
should know about. Before going to the next section click save.

CRE ™) | COMMERCIAL REAL ESTATE

LIST PROPERTY MY ACCOUNT SUPPORT TUTORIALS Little Red School Community, 516 County Hig|

General  Maps | Pictures  Description | Comparables Mapenses Financial Analysis  PUBLISHER

] Gross Potential Rent: @ Manual Entry (O Rent Rgh? O Unit Mix Summary
ANNUALIZED ANNUALIZED
- CURRENT Proforma ¥ || 2021
$ AMOUNT $ AMOUNT
Gross Potential Rent $ 186,660 1000 % $ 192,260 o
Parking
RUES

Garage Rental

Additional Income 30 00% 50 oc

Gross Potential Income $186.660 $192,260

General Vacancy [ Included in Gross Revenue

<

[

Star rebate

D

Effective Gross Income $186.660 $192.260

Income Summary Notes [Pro-ferma includes lot rental ....]

Save

Now that the income summary is complete, I will then complete the future income assumptions. Completing
this information will help with the 10 year modeling that the offering memorandum software performs. If a
property is 100% occupied & in NY, I will typically give the property a 3% gross potential rent annual growth.
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st PROPERTY MY ACCOUNT SUPPORT TUTORIALS Little Red School Community, 516 Caunty Highway 11, Oneonta, NY 13820 []]

General | Maps  Pictures  Description | Comparables Expenses Financial Analysis  PUBLISHER

UnitMixSummary  RentRoll  Income Summary [T e et L e
] [ONOPRNY . (,.cicnsl} Enter Muli-Year Cash Flow Headings by Yes

GLOBAL

Analysis Period i
Consumer Price Index i
Millage Rate (ot a growth rate) i

Exit Cap Rate i
FIXED GROWTH RATES

Gross potential Rent 3.00% @

e ‘_\

But, if the property is not under rent control and has opportunity for occupancy gains you can manually
enter growth assumptions by clicking on varying growth/income and manually entering projections as
listed below.

Income Assumptions / Increase Percentages

© Percentages ® Dollar Amounts
Income/Expense 2021 Year 3 Year 5 Year 6
o —_——

Gross Potential Rent

%




Once all of your income information is included, you will click on the expenses tab. You will first complete
the expenses sub-section tab. This will be completed similarly to the income summary. Notes should be
included for pro forma information and anything else that would be important to convey in the offering
memorandum. Click save before entering the next section of expense assumptions.

Welcome Steven Tomas|

RE [ | COMMERCIAL REAL ESTATE
OF - SHE Home | Logot
usT PROPERTY MY ACCOUNT SUPPORT TUTORIALS Little Red School Community, 516 County Highway 11, Oneanta, NY 13820 []
General | Maps  Pictures | Description | Comparables | Income @ Financial Analysis  PUBLISHER
[SREIN Expense Assumptions
CURRENT 2021
- $ AMOUNT $ AMOUNT

Effective Gross Income $186,660 1000% $192,260 1000%

Real Estate Taxes $ 69,559 Lt 5 69,559 b

Insurance $ 5,550 30%; $ 5,550 29%

Management Fee | [

Administration $ 429 02 $ 420 g

Repairs & Maintenance 51,162 L 51,162 L

Water $ 10,800 58% $ 10,800 56%

Grounds Maintenance 56,458 5% 56,458 24%

= hosd 2% 556,355 33%

Gas & Electric 5 4,650 2% $ 4,650

Permits §317 02% 5317

Total Operating Expense $105,280 564% $105,280 548%

$81.380 26% $86,980 152%

Net Operating Income

Reserves

Expense Notes [Owner is mowing the common are....]

s ____

To set a growth rate for expenses, put a figure in next to the set growth rate button (1.5 for 1.5% for example).
Click the set growth rate button and leave any notes in the expense assumption notes as needed. Click save
before reviewing the financial analysis tab.

COMMERCIAL REAL ESTATE

PROPERTY MY ACCOUNT SUPPORT TUTORIALS Little Red School Community, 516 County High

General  Maps | Pictures  Description | Comparables | Income Financial Analysis | PUBLISHER

[SUILELEEN Expense Assumptions /

Enter Growth Rate | Set Growth Rates | Varying Growth/Exp

EXPENSES \ FIXED GROWTH RATES
\ 1.50%
1.50%

1.50%

1.50%

1.50%

1.50%

1.50%

1.50%

Permits 1.50%

Expense Assumption Notes

Save



Once you've completed the expenses tab, you will move to the financial analysis tab. The first section you
will complete will be the loan 1 tab. This tab allows you to put assumptive loan terms into the financial
analysis of the property. Or it can allow you to illustrate the assumable mortgage terms that may be available
or required. Click save after you've entered all the financing terms.

CREOP |cormeraiaL rea estate

Little Ked School Lommunity, 516 Lounty Highwa

us| PROPERIY MY ACCOUN | SUPPORI 1UIORIALS

General | Maps  Pictures  Description  Comparables  Income Expenses Financial Analysis  [EIGIRGEIZ

IR (oo Loan3 SiapshulResulls | Mulli Year Cash Flow Analysis | Upluad Financial infunmatiun

LOAN 1
Listing Price: ¢ 1,295,000
Financing inancing

e

If you have additional documents to attach to the offering memorandum, click on the upload financial
information tab. Click select file button, select your file and then click upload.

CRE I)  COMMERCIAL REAL ESTATE

Little Red School Community, 516 County H

LIST PROPERTY MY ACCOUNT SUPPORT TUTORIALS

General Maps Pictures Description Comparables Income Expenses Financial Analysis PUBLISHER
Loan 1 Loan 2 Loan 3 snapshat Results Multi Year Cash Flow Analysis  (IEtESRERETRIGIpE Y /
3] File name: _Selecl file II

select a .pdf file

SORTQ FILENAME FILE TYPE (PDF) IMAGE

=)

0 LRSC map.pef applicationfpdf

0 LRSC EXP.pdf applicationfpdf 0
¢



Now that you've completed entering all the information about the property, it's time to review things and
publish the offering memorandum. First I like to look at the multi year cash flow analysis to see the metrics
on the pricing and financial modeling. I typically focus on cash on cash, cap rate and operating expense
ratio. I can typically understand if I didn't price something right or if there is some type of information that
is off in the income and expense tabs by reviewing this.

I | COMMERCIAL REAL ESTATE

PROPERTY MY ACCOUNT SUPPORT TUTORIALS Little Red School Community, 5)

General Maps | Pictures Description Comparables | Income  Expenses [WEUELELIPUEIEENEN PUBLISHER
Loan 1 Loan 2 ELE B L LTSIl 1uiti Year Cash Flow Analysis Upload Financial Information

CURRENT 2021 Year 2 Year 4 Year 5 Year 6 Year 7 Year 8
Gross Potential Revenue
Gross Potential Rent 5186660 5192.260 5198028 5203968 $210,088 $216,390 5222882 5229568
$186,660 5192.260 5198028 5203969 $210,088 $216,390 5222882 5229568
559,559 569,559 570,602 571,661 $73,827 $76,059
§5.550 $5.550 $5718 $5.891 56,068
5429 $429 5442 3255 5469
51.162 51197 51233 51271
511,126 $11,809
56.65: $7.061
$6,54° $6.949
32720 52701 32035 $5.085
5322 5327 3321 5336 5347
§105.280 5105280 $106,853 5108462 $110,089 $111.740 3115118
581,380 586,980 591,169 595,507 329,999 $104,650 $114.451

Once everything looks right to me, I then proceed to the publisher tab. You will choose the cover page
design, I currently like redwood but CREOP is constantly being updated. Then you will select the pages to
be included in the offering memorandum. Once you select all your pages, click the publish button. Please
note a pop up may appear informing you for better results add pictures. You can just press close and then
press the publish button again to populate the offering memorandum. I put a cheat sheet below the
illustration to help with multi-family properties (mobile home parks) and hospitality properties (RV
Resorts).
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[::"} Repoart Type Select Cover page design
Offering Memorandum v - N _ - - - -
_ O Classic @® Redwood O sky O Monte O Double Shot O Clean
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Publisher pages cheat sheet for multi-family (mobile home parks)
*Executive summary

-Investment summary

-Demographic highlights

-Location summery

*Property Decription

-Aerial Map

-Parcel Map

*Rent comps (if you have them)

*Sales comps (if you have them)

*Financial Analysis

-Income & Expense

-Multiyear cash flow assumptions

-Multiyear cash flow projections

-uploaded financial analysis (if you have added anything)
*Demographics

-Demographic details

-Demographic charts

-Back page

Publisher pages cheat sheet for hospitality (RV Resorts)
*Executive summary

-Investment summary
-Demographic highlights
-Location summary

*Property Decription

-Aerial map

-Parcel map

*Financial Analysis

-Income & Expense

-Multiyear cash flow assumptions
-Multiyear cash flow projections
*Demographics

-Demographic details
-Demographic charts

-Back page
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