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Online Portfolio

Short tutorial on how to use the online

portfolio application, accessible at
http://portfolio.ccim.com




Getting started

i . CCIM HomePage Member Console Member Profile
You can access your Online Portfolio account

from inside your Member Console area
¥ Welcome To CCIM's Member Console

(http://memberconsole.ccim.com) or by
going directly to http://portfolio.ccim.com

About Me

+ My Profile
¢ My Password
¢ Ny Course History

Resources

e Blackboard (Alternate Link)

|- Online Porifolio

e Find A Professional

o CCIM Committees

+ NMailBridge

¢ |Logos, Presentations, Merchandise

e Staff
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CCIM Institute

Go to My Account
web site area and
start uploading your
portfolio application Overview & HowTos

= General Overview

= Application Process

= Traditional Track Forms
= Streamlined Track Forms
= Uploads Howto (pdf)

My Account

Equipping the world's best minds in commercial real estate ‘ Onllne Por | I Ollo

There are two ways to submit yvour portfolio online

Traditional

Check the requirements for each ...

The Traditional is for those Commercial Real
Estate Professionals regardless of time in the
commercial real estate industry.

Applicants must:

+ Submit online application
» Submit activity data form for each ackivity

« Submit a summary of gqualifying activities,
transaction, projects or work products

+ Provide copies of closing or settlerment for
zach activity

+ Provide a detailed explanation of role and
responsibilities in your position

+ Provide a recormmendation from the local
chapter representative (or authorized
representative)

+ Provide at least two proofs of material
participation in each activity, Examples
include:

o Commission checks

@ Signature on settlement or closing
documnents

o Copy of deed showing candidate as
grantee or grantor

o Signed listing agreement with
candidates name

e MNotarized statement from client or
SUpEryisor

Streamlined

The streamlined Portfolio is anly available for

Commercial Real Estate Professionals with five
(S) or more years in the commercial real estate
industry,

Applicants must:

¢ Submit Streamline online application

e Submit a professional resume of real
estate experience (employment history)

¢ Submit a summary of your qualifying
activities, transackions, projects or work
products

¢ Submit a signed and notarized affidavit
from CFO, CPA or Managing Broker
(Affidavits are returned to the candidate
for uploading)

¢ Provide a detailed explanation of role and
responsibilities in your position

¢ Provide three recommendation forms from
a

& CCIM Designee (who does not work in
the same firm or is related to you)

o Client (someone whom you have
warked far in a professional capacity)

o Local chapter representative (or
authorized representative)

...and select the one that is appropriate for your profile:

Select Traditional

Select Streamlined
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1. Set Agreement

Overview & HowTos

= General Overview

= Application Process

= Traditional Track Forms
= Streamlined Track Forms
= LUploads Howto (pdf)
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Submit Agreement

Please note that in order to take part in this Online Resume of Qualifying Experience submission you MUST complete
this form and return it to the CCIM Institute.

MName:
Company:
Address:

City:

State:
Zip/Postal Code:
Business Phone:
Business Email:

I will submit my application and take the CCR and Comp Exam in the following location:

(

Select the Location & Exam
Session that you are planning to
take part to..

Freference Submission Deadlines CCR and Comp Exam Date Location

N ) Lugust 1, 2011 October 12, 2011 Phoenix, AZ

Ve

Select the Application Track that
you will pursue.

Select the application track that you will pursue (see info on application tracks)

& Streamlined

\ & Streamlined Non-Transactional

& Traditional

Confirm if this requirement is

met.

[] &l of my reguired education coursewark, including the Online Ethics Caurse will be
/ completed 20 days prior to the CCR and Comp Exam and this registration is contingent
Lpon approval of my Onling Resume of Qualifying Experience and all recommendations,

[ Submit Agreement
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Mermber: 08922714
Track: STREAMLINED
Logout

L S N o S WO I o )

. Set Agreement
. Porfolio &pplication
. Roles & Responsihilities

Resume

Qualifying Activities
Transaction Affidavits
Recommendations
Additional Documents
Subrmit Portfolio

/

/

Once your Application track
and Exam location (see
previous slide) are set, you can
start uploading your various
forms, required by your
particular application track.

)
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Submit Agreement

You previously submitted your agreement on Monday, January 31, 2011

Please note that in order to take part in this Online Resume of Qualifying Experience submission you MUST complete
this form and return it to the CCIM Institute.

Name: Todd Sahin

Company: Cameron Real Estate Services, Inc.
Address: 1250 Morth Tamiami Trail Suite 101
City: Naples

State: FL

Zip/Postal Code: 34102
Business Phone: (239) 21-1111
Business Email: tsabin@cresfla.com

I will submit my application and take the CCR and Comp Exam in the following location:

Preference Submission Deadlines CCR and Comp Exam Date Location

= August 1, 2011 October 12, 2011 Phoenix, A7

Select the application track that vou will pursue (see info on application tracks)

O} Streamlined
3] Streamlined Non-Transactional

& Traditional

All of my required education coursewaork, including the Onling Ethics Course will bhe
completed 20 days prior to the CCR and Comp Exam and this registration is contingent
upon approval of my Online Resume of Qualifying Experience and all recommendations,

[ submit Agreement ]
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My Account
Traditional Application Track

Overview & HowTos Traditional

» General Overview

= Application Process

w4 Traditional Track Forms
s "Streamlined Track Forms
o Uploads Howto (pdf)

Download the application forms for this track:

= Online Application Form {pdf)

= Summary of Qualifying Activities Form (x[s)

[ = Activity Data Form (pdf)

Forms for the Traditional Application track Recommendation Forms

can be downloaded from here . Chapter Representative (pdf)

/ Download Portfolio Submission Form {pdf)

Please note:

Roles and Responsibilities, Two proofs of your role, Closing or Settlement documentation
and Supplemental Forms can be submitted/uploaded in any format and are not provided by
CCIM,

PDF files must be downloaded and saved to your computer,
Simply click the link to the POF and oo to File = Save As.

The Summary of Qualifying Activities Form rmust be in EXCEL FORMAT (trying to upload a
POF file will result in error),

Jnce the forms are completed, PFOFs can be uploaded back to the Portfolio website,
If you do not save the files to your computer, any information you enter may be lost when
closing the POF.
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My Account . . .
Streamlined Application Track

Overview & HowTos Streamlined / Streamlined Non-Transactional

v General Overyview

» Application Process

» Traditional Track Forms
Streamlined Track Forms
Uploads Howto {pdf)

Download the application forms for this track:

= Select the appropriate form:
A: Streamlined Application Form {pdf)
B: Streamlined NMon-Transactional Application Form {pdf)

» Summary of Transctions Form {xzls)

~

Forms for the Streamline (including Non- = Affidavit #2 Form (non-transactional) (pdf)
Transactional) Application track can be
downloaded from here

= Affidavit #1 Form {pdf)

Recommendation Forms

= CCIM Designee (pdf)

= GClient (pdf}

= Chapter Representative {pdf)

Please note:

The Resume, Organizational Chart, Roles and Responsibilities and Supplemental forms can
be submitted/uploaded in any format and are not provided by CCIM,

POF files must be downloaded and saved to your cormputer,
Simply click the link to the PDF and go to File = Save As.

The Summary of Transactions Form must be in EXCEL FORMAT (trying to upload a PDF file
will result in error),

Once the forms are completed, PDFs can be uploaded back to the Portfolio wehsite,
If you do not save the files to your computer, any information you enter may be lost when
closing the POF.,
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Equipping the world's bast minds in commarcial real estate

Member: 08922714
Track: STREAMLINED
Logout

1. Set Agreement

. Portfolio application
Roles & Responsibilities
Resume

Qualifying Activities
Transaction Affidavits
Recommendations
Additional Docurments
Subrmit Portfolio

e il

Overview & HowTos

= General Overview
= Application Process
= Traditional Track Faorl

/

Select the appropriate form to upload and
then click the upload buton.

C O portfolio.ccim.com/form/applicaton. action

Application
Application File: | Choose File | pg file chosen

Please note: POF files

Online Portfolio

[ Lipload Application ]

nline Portfolio Application Form from here

st be downloaded and saved to your cornputer,

Sirnply click the link tp#the PDF and go to File > Save As,

Once the forms areornpleted, PDFs can be uploaded back to the Portfolio website,
If vou do not =ayé the files to your computer, any information you enter may be lost when clozing
the PDF.

D

My Recent
Documents

&)

Desktop

@

My Documents

4

by Computer

e

by M etwiork,

Look in: ‘ = Downloads

iE application_streamlined_nt.pdf
@CCIM_F'.Eti".-'it':.-'_SLII'I'II'I'Iar'}.-'_ShEEt.xls
@ CI031101 _CI103_flver.pdf
@CIINTR9289_CIINTR_F|\,fer.de

E CIINTRO310_CIIMTR._Flver.pdf

E CIINTRO315_CIIMTR._Flver.pdf

(£ commaons-beanutils-1 \8.3-bin.zip
commons-lang-2,6-bin. tar. gz

[2 ] commans-lang-2. &-bin. zip

3 eclipse-jee-helios-5R 1-win32. zip
@.‘ eclipse-jee-helios-5R1-win32, zip, tarrent
@ ezmorph-1.0,6.jar

@ ezmorph-1.0.6-javadoc, jar

< |
File name: |appliu:atiun_StreamIined_nt.|:u:|f
Files of type: Al Files

[] 0pen as read-only
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Member: 08922714

Application
Track: STREAMLINED PP
Logout N . .
d Spplication File: view | delete -
1. Set agreement
2. Portfolio &pplication
3. Roles & Responsihilities
4. Resume o vou can download a blank\Online Portfolio Application Form from here
5, Qualifying Activities
6. Transaction Affidavits Please note: POF files must be downloaded and saved to vour computer.
. Simply click the link to the PDF ar\d go to File = Sawe As,
7. Recommendations Once the forms are completed, PDRs can be uploaded back to the Porfolio website,
2. Additional Documents If vou do not zave the files to vour dormputer, any information you enter may be lost when closing
9. Submit Partfalio the POF.

Overview & HowTos

s General Overview 4
= Application Process
» Traditional Track Forms You can then view or delete the uploaded
= Streamlined Track Forms document.
= Uploads Howto (pdf)
J
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Member; 08922714 P P ; P :
Traks BTREAMLINED Submit Online Portfolio Application
Logout
CCIM Institute's Online Portfolio Submission offers you an alternative way to satisfy the experience requirement
1. Set Agreement necessary to receive your CCIM Designation. The Portfolio Submission is done entirely online and emphasizes your
2, Portfolio spplication qualifications rather than your use and documentation of CCIM skills,
3. Roles & Responsibilities
+. RES'-‘_"”'_E o The portfolio will be graded during the August 25 - 26t 2011 time period.
5. Qualifying Activities Results of your submission will be sent via email within one week following the session.
6. Transaction Affidavits
7. Recommendations
8. Addiional Documents Your application is incomplete and it cannot be submitted at this moment.
9. Subrmit Porfolio
ﬁ\ Portfolio application ] ﬁ\
Roles & Responsibilities Q
Resume (% )
Overview & HowTos Qua“ﬁ”ng m:tw.ltleg. o
Transaction Affidayits (% )
s General Overview
= Application Process 3
= Traditional Track Forms
= Streamlined Track Forms Next
= LUploads Howto (pdf)
4 4
When all required documents are uploaded, Our system will analyze your documents and
click the Submit Portfolio link to go to send let you know if every required document is

your whole portfolio for review. present and if you can submit your portfolio.
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2011 Online Portfolio Submission Form

rPart 1 of 2 — Personal Information———~
e Your application will be reviewed only after the application fee is paid.

The form can be found at: https://registration.ccim.com/form/onlineportfolio

rPart 2 of 2 — Registration Fees

Oz e
Qe -
O-. 2 .
L@ JI—
Olcussen
0 o hanes: @ COURDN? I:l

Tew rmay pay by craditcang er, i yow ara an inereaienal marsber, gedfy tak pes want e bave 3 OCIM Insinte raprosentativg coniic pou b arrangs fee a wirg
transhar.

s Qv Ouire Orri
—
—

O I want to pay by wire transter, and have a CCIM Institute representative contact me directly!




