
CREOP tutorial 

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

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.



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.

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). 



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.

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.



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



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.

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.



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. 

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.



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

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.



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.

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. 

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.



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.

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.



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.

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. 



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.

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). 



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


	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page



