Generating an Automated Restructuring Commitment

Contents of Zip File

File Name
RCTransmittal 10-05-04.xls

Description
Excel spreadsheet that will pull

data from any model (version 4.33
and higher) and where the PAE
will input additional information
not provided in the model to
populate the restructuring
commitment.

MergeDoc 10-05-04.doc

Word document to be used to
generate Restructuring
Commitment, which will pull
information from the RC
Transmittal file.

Restructuring Commitment.doc

Most recent version of the
Restructuring Commitment,
indicating which fields are to be
populated by the PAE (will pull
from the RC Transmittal) and
guidance to PAEs on which
paragraphs should be included
(will be determined by the RC
Transmittal).

RC Special Conditions

Library of optional clauses for use
by PAEs in completing Paragraph
48 of the Restructuring
Commitment.

AutoRC _Instructions 10-05-04.doc
AutoRC_Instructions 10-05-04.pdf

Instructions for generating the
Automated Restructuring
Commitment (provided in MS
Word and Adobe Acrobat format).
These instructions cover four
different versions of Microsoft
Office: Office 2000 (See page 2),
Office 2002 (see Page 11), Office
XP (see Page 18) and Office 2003

(see Page 28).
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Il. The Automated Restructuring Commitment

This tool is designed to facilitate the compilation of the OAHP

Restructuring Commitment. As with any automated tool,

- especially documents with legal implications, it is imperative that a
thorough review of the completed product take place before the
document is sent out for signature. The Restructuring
Commitment.doc file is a reference tool for verifying the content
of the auto-generated Restructuring Commitment (RC). The
yellow and green highlighted fields indicate sections that are
unique to each RC and should be reviewed against the final
product to ensure the correct information is included in each RC.
If a section in the RC Transmittal displays “Not Applicable” but it
is actually pertinent to the transaction, the data in the underwriting
model need to be modified.

Additionally, it is essential for legal counsel to review the
completed document after it is generated to be sure it meets OAHP
and legal requirements before it is sent out for signature.

There are four unique sets of instructions included below. Section
111 below includes instructions for users working with Office 2000.
Section IV provides instructions for Office 2002 beginning on
page 11, Section V guides a user through Office XP beginning on
page 18, and Section VI relates to Office 2003, which begins on
page 28.

. Generating an Automated Restructuring Commitment in
Office 2000

A. To generate an automated Restructuring Commitment, follow
these steps:

1. Open the Underwriting Model for the transaction for which you are
creating the Restructuring Commitment (RC). The underwriting model
must be at least version 4.33 to work with this automation and must
remain open on your computer throughout the entire process.

2. Open the RC Transmittal 10-05-04 MS Excel file to be used to collect
the data for populating the RC.
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3. Click Enable Macros.

Microzoft Excel II

CWINDOWS TEMPYC, nokes, dataRC Transmitkal, xls contains macros,

Macros may conkain viruses, It is always safe to disable macros, but if the
macros are legitimate, wou might lose some Functionality,

Cisable Macros Enable Macros | Mare Info I

.......... e ettt et ee ool

4. Click Don’t Update or No (depending on which version of MS Excel you
have installed) to link information.

Microsoft Excel

The waorkbook wou opened contains automatic links o information in another workbook,
@ Do wou want ko update this workbook with changes made ta the other workboolk:?

« To update all linked information, click Yes.
+ To keep the exisking information, click Mo,

N

B. To link the RC Transmittal spreadsheet to the underwriting model,
follow these steps:

1. Click on the Model Import tab.

I_.".I-\_'I.III::l LLATT T LTI &7

Elevwibde Tolamicdyg D
Gil Merge % Model Inmport [X User Input £
ko

2. Click Click here to begin RC link update button that is located in Row 3
of the worksheet.

Click Hete to Begin RC Link Update
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Click OK when the Update the Links for the RC dialog box displays.

UPDATE THE LINKS FOR THE RC

& Pleasze link thiz BC Transmittal workbook, to the undenwriting model requining the

Restructuring Commitment. Use the Edit Menu, select Links, and use the Change Source
button to locate the new link file. Pleaze click the Complete RC Link Update button when

dare.

Pull down Edit menu.

Click Links.

|§|:Iit Wiew Insert  Form

BB, paste  Chrl+y

Clear r

Delete, ..

#h Frd...  Cul+F

—a

Click Change Source.

Links

Saurce File Item Twpe Skatus

Source file: C:\Program Fil...\East Central Towers HOLC, xls

Item:
Twpe: ‘Worksheet

Update: & automatic " Manual

E E

Update Mow |

Cpen Source |

Change Source. .. [ !

QK

Close




7. Locate the model file using the Windows Explorer dialog box. Click OK.

Look in:

j ¢'|@X@'TDDI;Y

ID My Documents

%] Jerusalem
B8] Lakata Post[:@losing QU Comparison

@North Fork Manar
@past due expected due
@Pine Vigw Apartments
3 Pine Yiew HAP Contract
@Recon Ttems unresolye
@Recon Items unresolyer
@rpt Closed Properties
@Tehama Post-Closing O
@Tehama village w3-2
@ Tulane I

@ Tulane II

@Vantage Paink Aparkrme
@Villa del Comanche Post
@‘u‘illa del Comanche v3-2

'3 Maria Lopez @Weekly Tracking Report
O i
File narme: I j B oK
Files of bype: IMicrosoft Excel Files j Cancel
8. Click OK. The Model Import page will populate.
Links [ 2] x| |

Source File

Type
|Update

Source File:

Jerusalern, xls

Item:

i Wiorksheet

i % Aukomatic ™ Manual

Updake Mow

Open Source

| Change Source...

Ok [: | Close

9. Click Click here to Complete RC link update button.

Click Here to Complete RC Link Update
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10. Click OK when the Save the File with a New Name dialog box displays.

SAYE THE FILE WITH A NEwW NAME

Please zave thiz Bestructuning Commitment warkbook, with a new, property zpecific name.
The Froperty 1D Humber followed by BT iz a suggested file name.

11. Pull down the File menu.

12. Click Save As. Save the file with a new name (for example, “RC
Transmittal Jerusalem 10-10-04.xIs”).

C. To populate data needed to generate Restructuring
Commitment which is not contained in the Underwriting Model,
follow these steps:

1. Click on the User Input tab.

% Mail Merge £ Model Import b User Inputﬁ

2. Input data in all fields with red type.

‘"] If the model indicates certain sections are not relevant for the
= particular transaction, they will display as “Not Applicable” on the
< Model Import and User Input page of the RC Transmittal. Skip to
the next section.

If a section displays “Not Applicable” but it is actually
pertinent to the transaction, the data in the underwriting
model need to be modified.

3. Click Save.
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D. To merge the data from the RC Transmittal spreadsheet (for
example, RC Transmittal Jerusalem 08-10-04.xls) into MS Word,
follow these steps:

1. Open Mergedoc 10-05-04.doc.

2. If MS Word cannot locate your data source, and the Data Source dialog
box displays, click Find Data Source.

Microzoft Word

MergeDoc is a mail merge main document, 'Waord cannot find its data source, RiC
Transmitkal wil.xls,

| __________ End Data Source. . I Options. .. |

If the Data Source dialog box does not automatically display,
you need to identify the source manually. Follow steps a, b,
and c¢ to manually select the source document. Otherwise,
skip to #3 below.

a. Pull down the Tools menu and click Mail Merge to locate
your data source.

b. Click Get Data.

The next stepin sekking up the mail merge is to specify a daka so
Choose the Get Data button,

=
1 Main document

Create - Edit =

Merge type: Form Letbers
IMain document: C:iMy Documentst, . \MergeDoc 1-23)

=
2 Data source

Gek Data -

c. Click Open Data Source.

T

B
2 Data source —————————— |
i Get Daka =

Creake Daka Source.,.

Cpen Data Source, .,
Ft
3 Use Address Book... k

Header Options, .,
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3. Use the Windows Explorer dialog box to locate the RC Transmittal
spreadsheet. At the bottom of the Windows Explorer dialog box, you will
need to use the pull down menu to select All Files so that MS Excel files
display on the list.

Files af Eyper | All word Documents

M3 Excel Worksheets
M5 Query Files

M5 FoxPra Files
Paradox Files

dBase Files =

I* [

4. Click on the file name.

Open Data Source HE
Look in: ID Autamated RC j - |® * ﬁ ~ Tools ~

-h_E. Automated RC For Brownsville Manor
1) cukoRoC_Tnstructions CET v2

1] Ak oRC_Instructions CET

L-_E. AukoRC_Instructions screen shots

h_E. AutoRC_Inskructions

'3 Brownsville Manor Automated RC 1-27-03
84 Jerusalem Automated RC 1-28-03

71 Jerusalem Automated RO

L-_E. MergeDoc 1-28

h_E. MergeDoc

ETrc 1-28

’3 RC Transmittal Jerusalen 1-28-03
BEIRC Transmittal vil 1-28

BEIRC Transmittal vil

h_E. Restructuring Commitment Jan 2003 v5

File name: I j M5 Query.., |
Files of type: I,q|| Files j I Select methad Cancel |

Favorites

5. Click Open.

6. If the macros dialog box displays, click Yes that this document is from a
trusted source.

7. The Named or Cell Range dialog box will display. Click on MailMerge.

Mamed of cell range:

MailMerge

(a4 Cancel |
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8. Click OK.
9. Pull down the Tools menu.

10. Click Mail Merge.

lﬁ Table Window Help

@’ speling and Grammar,..  F7
| Language »
L WWord Count...

I Track Changes r

=] Envelopes and Labels. . ;

¥

11. Click Merge.
MailMergeHolper ——_EH|

The main document and data source are ready to merge, Choose the Merge
button to complete the merge.

=
] Main document

Create - Edit ~

Merge bype: Farm Letters
Main document: C:WINDO WS TEMPYMergeDoc, doc

[Fem
2 [Diata source

Get Data = Edit ~
Data: RC Transmittal Jerusalem 1-28-03!Mai. .,

3
Merge the data with the docurent

k Query Options.., |
Options in effect:

Suppress Blank Lines in Addresses
Merge ko new document

Cancel |

12. Verify that the Merge to: dialog box displays New Document.
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13. Click Merge.

Merge HE

rRecords ko be merged
@&al  © From: | To: I Check Errars... |

Cuery Opkions, .. | I

~When merging records
¢ Don't print blank lines when data fields are empty.
™ Brint blank lines when data fields are empty.

Mo query options have been set.

14. Pull down the File menu.

15. Click Save As. Save the file with a new name (for example, “RC Jerusalem
10-10-04.doc™).

Congratulations! At the end of the process, the completed RC will display
with all of the blanks filled in, all relevant paragraphs included, and all
inapplicable material intentionally omitted. Please remember to have legal
counsel review the completed document before it is sent out for signature.

September 30, 2004
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V. Generating an Automated Restructuring Commitment in
Office 2002

A. To generate an automated Restructuring Commitment, follow
these steps:

1. Open the Underwriting Model for the transaction for which you are
creating the Restructuring Commitment (RC). The underwriting model
must be at least version 4.33 to work with this automation and must
remain open on your computer throughout the entire process.

2. Open the RC Transmittal 10-05-04 MS Excel file to be used to collect
the data for populating the RC.

3. Click Enable Macros.
T - >

CATRDCWS TEMPYC. nokes, datatRiC Transmittal, xls conkains macros,

Macros may contain wiruses., It is always safe to disable macraos, buk if the
racros are legitimate, yvau might lose some Functionality,

Enable Macros | Mare Info |

4. Click Don’t Update or No (depending on which version of MS Excel you
have installed) to link information.

Microsoft Excel

The waorkbook wou opened contains automatic links o information in another workbook,
@ Do wou want ko update this workbook with changes made ta the other workboolk:?

« To update all linked information, click Yes.
+ To keep the exisking information, click Mo,

N

B. To link the RC Transmittal spreadsheet to the underwriting model,
follow these steps:

1. Click on the Model Import tab.

I_.".I-\_'I.III::l LLATT T LTI &7

Elevwibde Tolamicdyg D
Gil Merge % Model Inmport [X User Input £
ko
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2. Click Click here to begin RC link update button.

Click Here to Begin RC Link Update

3. Click OK when the Update the Links for the RC dialog box displays.

4.

5.

6.

September 30, 2004

UPDATE THE LINKS FOR THE RC

Pleasze link thiz BC Transmittal workbook, to the undenwriting model requining the
Restructuring Commitment. Use the Edit Menu, select Links, and use the Change Source
button to locate the new link file. Pleaze click the Complete RC Link Update button when

dare.

Pull down Edit menu.

Click Links.

|§|:|it Wiew Insert Form

R Paste  Ctrl+v

Clear r

Delete. ..

& Frd... cul+F

—a

Click Change Source.

Links

Source Fi

Source File: Ci\Pragram Fil...\East Central Towers HOLC  xls

Item:
Type: Worksheet
Update: & automatic £ Marual

Skatus

E E

IUpdate Mow |

Qpen Source I

Change Source. .. [ !

0] 4

Close |
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7. Locate the model file using the Windows Explorer dialog box. Click OK.

Look in: I[:I My Documents

j C:'|@Xﬁ'ho|_5v

24 | Decatur Place

% | Docket Filing Spreadshest

B4 Estella Apartments 12-06

B4 Estellatnnn 3421

3 Farm 7.19V3_2 10-11-02

3 Glenarden II RC

3 Glenarden I

| Haili Elderly

B4 | Hilsidle

3 Holiday Village Post-Closing QC Comparison
3 Haoliday Village v3-2

24 Jerusalem

B4 Lakota Post%losing QC Comparison
4 | Lakota v3-2

54 | Maria Lopez

]

@North Foark. Manar
@past due expected due
@Pine View Apartments
38 Pine view HAP Contract
@Recon Ttems unresolved
@Recon Ttems unresolved
@rpt Closed Properties
@Tehama Post-Closing O
@Tehama Willage v3-2
@ Tulane I

@ Tulane I

@\fantage Point Apartme:
@Villa del Comanche Post
@Villa del Comanche v3-2]
@Weekly Tracking Report]

File name: I

i
= & ok

Files of type: IMicrosoft Exrel Files

w
j Cancel

8. Click OK. The Model Import page will populate.

Links

Source File Item

Source file: Jerusalemn. xls
Item:
Type: Worksheet
Update: & aukomatic  Manual

Stakus

Update Mo |

Qpen Source |

| Zhange Source... I

|-

3N

Close

9. Click Click here to Complete RC link update button.

Click Here to Complete BC Link Update

September 30, 2004
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10. Click OK when the Save the File with a New Name dialog box displays.

SAVE THE FILE WITH A NEW NAME K

Pleaze zave thiz Festructuning Commitment workboolk, with a new, property zpecific name.
The Property 1D Mumber followed by BC iz a suggested file name.

11. Pull down the File menu.

12. Click Save As. Save the file with a new name (for example, “RC
Transmittal Jerusalem 10-10-04.xIs”).

C. To populate data needed to generate Restructuring
Commitment which is not contained in the Underwriting Model,
follow these steps:

1. Click on the User Input tab.

Bl % Mail Merge £ Model Import b User Inputﬁ

2. Input data in all fields with red type.

ﬂ If the model indicates certain sections are not relevant for the

S particular transaction, they will display as “Not Applicable” on the
< Model Import and User Input page of the RC Transmittal. Skip to
the next section.

If a section displays “Not Applicable” but it is actually
pertinent to the transaction, the data in the underwriting
model need to be modified.

3. Click Save.
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D. To merge the data from the RC Transmittal spreadsheet (for
example, RC Transmittal Jerusalem 10-10-04.xIs) into MS Word,
follow these stepst:

1.

Open Mergedoc 10-05-04.doc. The RC Transmittal you most recently
linked to will launch automatically. It can remain open in the background.

Make sure the "Show Mail Merge toolbar" is enabled in your Letters and
Mailings menu (under Tools).

In the Mail Merge tool bar, click the icon that says Open Data Source.
Hang your cursor over the icon to display its name.

Click Browse.

Select All Files from "Files of Type" drop down menu at the bottom of the
Open Data Source dialog box.

Locate the RC Transmittal that you saved for this property. Click Open
(or OK).

Click on MS Excel Worksheets via DDE (*.xls) when the Confirm Data
Source dialog box displays. Click OK.

Confirm Data Source

Open data source;

‘0LE DB Database Files
Microsoft Excel Worksheet via Converter (*.xds; ™, xlw)
MS Excel Worksheets via DDE (%, xls)

Excel Files via QDBC (*,xls)

i
[ Shaow all oK | Cancel |

If you are prompted to save changes to the RC Transmittal which opened
when you launched the Mergedoc, click No. Do not close the RC
Transmittal that you created for the property you are currently working
with.

If the macros dialog box displays, click Yes that this document is from a
trusted source.

September 30, 2004
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10. If the Links dialog box displays, click No, you do not want to update the

11. The Named or Cell Range dialog box will display. Click on MailMerge.

12.

links.

Microsoft Excel [ 2]

Mamed or cell range:

Ertire Spreadshest

Click OK.
13. Select Merge to New Document from the Mail Merge Tool bar, as shown
below.
M a1t » R DL . <
R S Mergeh:uNEWDDcument|'

14. When the Merge to New Document dialog box displays, select All, then

click OK.

15. Pull down the File menu.

September 30, 2004
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16. Click Save As. Save the file with a new name (for example, “RC
Jerusalem 10-10-04.doc”).

Congratulations! At the end of the process, the completed RC will display
with all of the blanks filled in, all relevant paragraphs included, and all
inapplicable material intentionally omitted. Please remember to have legal
counsel review the completed document before it is sent out for signature.

September 30, 2004
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V. Generating an Automated Restructuring Commitment in
Office XP

A. To generate an automated Restructuring Commitment, follow
these steps:

5. Open the Underwriting Model for the transaction for which you are
creating the Restructuring Commitment (RC). The underwriting model
must be at least version 4.33 to work with this automation and must
remain open on your computer throughout the entire process.

6. Open the RC Transmittal 10-05-04 MS Excel file to be used to collect
the data for populating the RC.

7. Click Enable Macros.
T - >

CATRDCWS TEMPYC. nokes, datatRiC Transmittal, xls conkains macros,

Macros may contain wiruses., It is always safe to disable macraos, buk if the
racros are legitimate, yvau might lose some Functionality,

Enable Macros | Mare Info |

8. Click Don’t Update or No (depending on which version of MS Excel you
have installed) to link information.

Microsoft Excel

The waorkbook wou opened contains automatic links o information in another workbook,
@ Do wou want ko update this workbook with changes made ta the other workboolk:?

« To update all linked information, click Yes.
+ To keep the exisking information, click Mo,

N

B. To link the RC Transmittal spreadsheet to the underwriting model,
follow these steps:

1. Click on the Model Import tab.

I_.".I-\_'I.III::l LLATT T LTI &7

Elevwibde Tolamicdyg D
Gil Merge % Model Inmport [X User Input £
ko
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2. Click Click here to begin RC link update button.

Click Here to Begin RC Link Update

3. Click OK when the Update the Links for the RC dialog box displays.

4.

5.

6.

September 30, 2004

UPDATE THE LINKS FOR THE RC

Pleasze link thiz BC Transmittal workbook, to the undenwriting model requining the
Restructuring Commitment. Use the Edit Menu, select Links, and use the Change Source
button to locate the new link file. Pleaze click the Complete RC Link Update button when

dare.

Pull down Edit menu.

Click Links.

|§|:|it Wiew Insert Form

R Paste  Ctrl+v

Clear r

Delete. ..

& Frd... cul+F

—a

Click Change Source.

Links

Source Fi

Source File: Ci\Pragram Fil...\East Central Towers HOLC  xls

Item:
Type: Worksheet
Update: & automatic £ Marual

Skatus

E E

IUpdate Mow |

Qpen Source I

Change Source. .. [ !

0] 4

Close |

19



7. Locate the model file using the Windows Explorer dialog box. Click OK.

Look in: I[:I My Documents

j C:'|@Xﬁ'ho|_5v

24 | Decatur Place

% | Docket Filing Spreadshest

B4 Estella Apartments 12-06

B4 Estellatnnn 3421

3 Farm 7.19V3_2 10-11-02

3 Glenarden II RC

3 Glenarden I

| Haili Elderly

B4 | Hilsidle

3 Holiday Village Post-Closing QC Comparison
3 Haoliday Village v3-2

24 Jerusalem

B4 Lakota Post%losing QC Comparison
4 | Lakota v3-2

54 | Maria Lopez

]

@North Foark. Manar
@past due expected due
@Pine View Apartments
38 Pine view HAP Contract
@Recon Ttems unresolved
@Recon Ttems unresolved
@rpt Closed Properties
@Tehama Post-Closing O
@Tehama Willage v3-2
@ Tulane I

@ Tulane I

@\fantage Point Apartme:
@Villa del Comanche Post
@Villa del Comanche v3-2]
@Weekly Tracking Report]

File name: I

i
= & ok

Files of type: IMicrosoft Exrel Files

w
j Cancel

8. Click OK. The Model Import page will populate.

Links

Source File Item

Source file: Jerusalemn. xls
Item:
Type: Worksheet
Update: & aukomatic  Manual

Stakus

Update Mo |

Qpen Source |

| Zhange Source... I

|-

3N

Close

9. Click Click here to Complete RC link update button.

Click Here to Complete BC Link Update

September 30, 2004
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10. Click OK when the Save the File with a New Name dialog box displays.

SAVE THE FILE WITH A NEW NAME K

Pleaze zave thiz Festructuning Commitment workboolk, with a new, property zpecific name.
The Property 1D Mumber followed by BC iz a suggested file name.

11. Pull down the File menu.

12. Click Save As. Save the file with a new name (for example, “RC
Transmittal Jerusalem 10-10-04.xIs”).

C. To populate data needed to generate Restructuring
Commitment which is not contained in the Underwriting Model,
follow these steps:

1. Click on the User Input tab.

Bl % Mail Merge £ Model Import b User Inputﬁ

2. Input data in all fields with red type.

ﬂ If the model indicates certain sections are not relevant for the

S particular transaction, they will display as “Not Applicable” on the
< Model Import and User Input page of the RC Transmittal. Skip to
the next section.

If a section displays “Not Applicable” but it is actually
pertinent to the transaction, the data in the underwriting
model need to be modified.

3. Click Save.
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follow these steps:

1. Open a new blank document in MS Word.

2. Pull down the Tools menu.

w

Click on Letters and Mailings.

>

Click on Show Mail Merge Tool Bar.

D. To merge the data from the RC Transmittal spreadsheet (for
example, RC Transmittal Jerusalem 10-10-04.xIs) into MS Word,

5. Pull down the Tools menu and click Options.

S

Click on the Compatibility tab, as shown below.

View ] General ] Edit ] Print ] Save
Security ] Spelling & Grammar ] Track Changes
User Infermation Compatibility File Locations

Compatibility options for Document1

Font Substitution. ..

Recommended options for:
‘Microsoft Word 2002

Options:

(Wl 2dd space for underlines
[ Adjust line height to grid height in the table

[ align table rows independently

[ allow table rows to lay out apart

™ Auto space like Word 95

I Balance SBCS characters and DBCS characters

[ Combine table borders like Word 5.x for the Macintosh
I Convert backslash characters into yen signs

I Do full justification like WordPerfect 6.x for Windows
[ Don't add automatic tab stop for hanging indent

[ Don't add extra space for raisedlowered characters

|

l
l
l

7. Select Microsoft Word 2002 from Recommended options for pull down

menu.

8. Click on the General tab.

September 30, 2004
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9. Select Confirm Conversion at Open.

=

Options
Security l Spelling & Grammar ] Track Changes l
User Information ] Compatibility ] File Locations l
View General Eit | Pt | save |

General options
I
[ Blue background, white text:
[ Provide feedback with sound
Iv Provide feedback with animation
[ Confirm conversion at Open
v Update automatic links at Open
¥ Mail as attachment
vV Recently used file list: |4 3: entries
™ Help for WordPerfect users
[ Navigation keys for WordPerfect users
[ allow background open of web pages

Iv Automatically create drawing canvas when inserting AutoShapes

@3

10. Click OK.

11. Open Mergedoc 10-05-04.doc.

12. If MS Word cannot locate your data source, and the Data Source dialog

box displays, click Find Data Source.

Microsoft Word

2)

Transmittal w11.xls,

| __________ Find Data Source... I

MergeDoc is a mail merge main document, 'Word cannot find its data source, RC

Options... |

skip to #3 below.

(u If the Data Source dialog box does not automatically display,
you need to identify the source manually. Follow steps a, b,
- and c¢ to manually select the source document. Otherwise,

a. Pull down the Tools menu and click Mail Merge to
locate your data source.

b. Click Get Data.

[
2 [ata source

EEtDatav

September 30, 2004
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c. Click Open Data Source.

T

B
2 Data source —————————— |
i Get Daka =

Creake Daka Source.,.

Cpen Data Source, .,
Ft
3 Use Address Book... k

Header Options, .,

13. Use the Windows Explorer dialog box to locate the RC Transmittal
spreadsheet. At the bottom of the Windows Explorer dialog box, you will
need to use the pull down menu to select All data sources.

14. Click on the file name.

Open Data Source H

Look in: ID Autamated RC j - |® * ﬁ ~ Tools ~

)
Histarsy

[y Documents

-h_E. Automated RC For Brownsville Manor
1) cukoRoC_Tnstructions CET v2

1] Ak oRC_Instructions CET

L-_E. AukoRC_Instructions screen shots

h_E. AutoRC_Inskructions

'3 Brownsville Manor Automated RC 1-27-03
84 Jerusalem Automated RC 1-28-03

71 Jerusalem Automated RO

L-_E. MergeDoc 1-28

h_E. MergeDoc

ETrc 1-28

’3 RC Transmittal Jerusalen 1-28-03
BEIRC Transmittal vil 1-28

BEIRC Transmittal vil

h_E. Restructuring Commitment Jan 2003 v5

File name: I j M5 Query.., |
Files of type: I,q|| Files j I Select methad Cancel |

Favorites

15. Click Open.

16. Click on MS Excel Worksheets via DDE (*.xls) when the Confirm Data
Source dialog box displays. Click OK.

Confirm Data Source

Open data source;

OLE DB Database Files

Microsoft Excel Worksheet via Converter (*.xds; ™, xlw)
MS Excel Worksheets via DDE (%, xls)

Excel Files via QDBC (*,xls)

i
[ Shaow all oK | Cancel |
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17. If the macros dialog box displays, click Yes that this document is from a

18. The Named or Cell Range dialog box will display. Click on MailMerge.

19.

trusted source.

Microsoft Excel [ 2]

Mamed or cell range:

MailMerge

Ertire Spreadshest

Click OK.
20. Select Merge to New Document from the Mail Merge Tool bar, as shown
below.
M a1t » R DL . <
R S Mergeh:uNEWDDcument|'

21. When the Merge to New Document dialog box displays, select All, then

click OK.

22. Pull down the Tools menu.

September 30, 2004
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23. Click Mail Merge.

lﬁ Table Window Help

@’ speling and Grammar,..  F7
| Language »
L WWord Count...

I Track Changes r

=] Envelopes and Labels. . ;

¥

24. Click Merge.

25. Verify that the Merge to: dialog box displays New Document.

September 30, 2004

Mail Merge Helper HE |.

The main document and data source are ready to merge, Choose the Merge
button to complete the merge.

=
] Main document

Create - Edit ~

Merge bype: Farm Letters
Main document: C:WINDO WS TEMPYMergeDoc, doc

[Fem
2 [Diata source

Get Data = Edit ~
Data: RC Transmittal Jerusalem 1-28-03!Mai. .,

3
Merge the data with the docurent

Query Options... |
Options in effect:

Suppress Blank Lines in Addresses
Merge ko new document

Cancel |
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26. Click Merge.

Merge HE

rRecords ko be merged

@&al  © From: | To: I Check Errars... |

Cuery Opkions, .. | I

~When merging records
¢ Don't print blank lines when data fields are empty.
™ Brint blank lines when data fields are empty.

Mo query options have been set.

27. Pull down the File menu.

28. Click Save As. Save the file with a new name (for example, “RC
Jerusalem 10-10-04.doc”).

Congratulations! At the end of the process, the completed RC will display
with all of the blanks filled in, all relevant paragraphs included, and all
inapplicable material intentionally omitted. Please remember to have legal
counsel review the completed document before it is sent out for signature.

September 30, 2004



VI. Generating an Automated Restructuring Commitment in
Office 2003

A. To generate an automated Restructuring Commitment, follow
these steps:

1. Open the Underwriting Model for the transaction for which you are
creating the Restructuring Commitment (RC). The underwriting model
must be at least version 4.33 to work with this automation and must
remain open on your computer throughout the entire process.

2. Open the RC Transmittal 10-05-04 MS Excel file to be used to collect
the data for populating the RC.

3. Click Enable Macros.
T - >

CATRDCWS TEMPYC. nokes, datatRiC Transmittal, xls conkains macros,

Macros may contain wiruses., It is always safe to disable macraos, buk if the
racros are legitimate, yvau might lose some Functionality,

Enable Macros | Mare Info |

4. Click Don’t Update or No (depending on which version of MS Excel you
have installed) to link information.

Microsoft Excel

The waorkbook wou opened contains automatic links o information in another workbook,
@ Do wou want ko update this workbook with changes made ta the other workboolk:?

« To update all linked information, click Yes.
+ To keep the exisking information, click Mo,

N

B. To link the RC Transmittal spreadsheet to the underwriting model,
follow these steps:

1. Click on the Model Import tab.

I_.".I-\_'I.III::l LLATT T LTI &7

Elevwibde Tolamicdyg D
Gil Merge % Model Inmport [X User Input £
ko
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2. Click Click here to begin RC link update button.

Click Here to Begin RC Link Update

3. Click OK when the Update the Links for the RC dialog box displays.

4.

5.

6.

September 30, 2004

UPDATE THE LINKS FOR THE RC

Pleasze link thiz BC Transmittal workbook, to the undenwriting model requining the
Restructuring Commitment. Use the Edit Menu, select Links, and use the Change Source
button to locate the new link file. Pleaze click the Complete RC Link Update button when

dare.

Pull down Edit menu.

Click Links.

|§|:|it Wiew Insert Form

R Paste  Ctrl+v

Clear r

Delete. ..

& Frd... cul+F

—a

Click Change Source.

Links

Source Fi

Source File: Ci\Pragram Fil...\East Central Towers HOLC  xls

Item:
Type: Worksheet
Update: & automatic £ Marual

Skatus

E E

IUpdate Mow |

Qpen Source I

Change Source. .. [ !

0] 4

Close |
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7. Locate the model file using the Windows Explorer dialog box. Click OK.

Look in: I[:I My Documents

j C:'|@Xﬁ'ho|_5v

24 | Decatur Place

% | Docket Filing Spreadshest

B4 Estella Apartments 12-06

B4 Estellatnnn 3421

3 Farm 7.19V3_2 10-11-02

3 Glenarden II RC

3 Glenarden I

| Haili Elderly

B4 | Hilsidle

3 Holiday Village Post-Closing QC Comparison
3 Haoliday Village v3-2

24 Jerusalem

B4 Lakota Post%losing QC Comparison
4 | Lakota v3-2

54 | Maria Lopez

]

@North Foark. Manar
@past due expected due
@Pine View Apartments
38 Pine view HAP Contract
@Recon Ttems unresolved
@Recon Ttems unresolved
@rpt Closed Properties
@Tehama Post-Closing O
@Tehama Willage v3-2
@ Tulane I

@ Tulane I

@\fantage Point Apartme:
@Villa del Comanche Post
@Villa del Comanche v3-2]
@Weekly Tracking Report]

File name: I

i
= & ok

Files of type: IMicrosoft Exrel Files

w
j Cancel

8. Click OK. The Model Import page will populate.

Links

Source File Item

Source file: Jerusalemn. xls
Item:
Type: Worksheet
Update: & aukomatic  Manual

Stakus

Update Mo |

Qpen Source |

| Zhange Source... I

|-

3N

Close

9. Click Click here to Complete RC link update button.

Click Here to Complete BC Link Update
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30



10. Click OK when the Save the File with a New Name dialog box displays.

SAVE THE FILE WITH A NEW NAME K

Pleaze zave thiz Festructuning Commitment workboolk, with a new, property zpecific name.
The Property 1D Mumber followed by BC iz a suggested file name.

11. Pull down the File menu.

12. Click Save As. Save the file with a new name (for example, “RC
Transmittal Jerusalem 10-10-04.xIs”).

C. To populate data needed to generate Restructuring
Commitment which is not contained in the Underwriting Model,
follow these steps:

1. Click on the User Input tab.

Bl % Mail Merge £ Model Import b User Inputﬁ

2. Input data in all fields with red type.

ﬂ If the model indicates certain sections are not relevant for the

S particular transaction, they will display as “Not Applicable” on the
< Model Import and User Input page of the RC Transmittal. Skip to
the next section.

If a section displays “Not Applicable” but it is actually
pertinent to the transaction, the data in the underwriting
model need to be modified.

3. Click Save.
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D. To merge the data from the RC Transmittal spreadsheet (for
example, RC Transmittal Jerusalem 10-10-04.xIs) into MS Word,
follow these steps:

1. Open a new blank document in MS Word.

2. Pull down the Tools menu and click Options.

3. Click on the Compatibility tab, as shown below.

View ] General ] Edit ] Print ] Save ]
Security l Spelling & Grammar ] Track Changes
User Information Compatibility l File Locations ]

Compatibility options for Document1

Font Substitution. ..

Recommended options for:
‘Microsoft Word 2002

Options:

[l Add space for underlines
I Adjust line height to grid height in the table

I align table rows independently

[ Allow table rows to lay out apart

[ Auto space like Word 95

I Balance SBCS characters and DBCS characters

I Combine table borders like Word 5.x for the Macintosh

[ Convert backslash characters into yen signs

™ Do full justification like WordPerfect 5.x for Windows

™ Don't add automatic tab stop for hanging indent

™ Don't add extra space for raisedlowered characters j

4. Select Microsoft Word 2002 from Recommended options for pull down
menu.

5. Click on the General tab.
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6. Select Confirm Conversion at Open.

Security l Spelling & Grammar ] Track Changes l
User Information ] Compatibility ] File Locations l
View General | Edt | et | save |

General options
I
[ Blue background, white text:
[ Provide feedback with sound
Iv Provide feedback with animation
[ Confirm conversion at Open
v Update automatic links at Open
¥ Mail as attachment
vV Recently used file list: |4 3: entries
™ Help for WordPerfect users
[ Navigation keys for WordPerfect users
[ allow background open of web pages
Iv Automatically create drawing canvas when inserting AutoShapes

7. Click OK.
8. Open Mergedoc 10-05-04.doc.

9. Pull down the Tools Menu. Click on Letters and Mailings. Then click
on Mail Merge. The Mail Merge task pane will display as shown below.

:_ EMaiI Merge r X
lle o a

Select document kype

Wwhat type of dacument are you
working on?

@ Letters

) E-mail messages
() Envelopes

) Labels

O Direckory

Letters

Send letters ko a group of people.
‘ou can personalize the letter that
each person receives.

Click Next to continue,

¢+ Steplofb

& Next: Starting document

)
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10. Click through the steps at the bottom of the page until you reach Step 3,

Select Recipients. You may need to bypass Select Document Type and
Starting Document.

: Mail Merge v x
Select recipients

(%) Use an existing list

() Select Fram Outlook contacts

() Type a new list

Use an existing list

Use names and addresses from a
File: or a database.

] Browse, .

& Edit recipient list...

If you're prompted to choose whether you want the information from the
data file to be merged again into the main document, click Yes.

Microsoft Office Word ]

Opening this document will run the Following SO0 command:

] SELECT * FROM Ci\Documents and SettingsiCharles S wilkins JriMy Documents|Chatlie's Docs|AEW MZMOPSE
. Memos\R.C Special ConditionsUpdate Spring 2004Automated Yersion\RC Morning Star 2,xls

Data From your database will be placed in the document. Do you want to continue?

[ es ] [ o ]

11. Click Use an existing list. Then click Browse to locate the file.

12. Use the Windows Explorer dialog box to locate the RC Transmittal
spreadsheet. At the bottom of the Windows Explorer dialog box, you will
need to use the pull down menu to select All data sources.

13. Click on the file name.

Open Data Source HE
Lok in: ID Aukomated RC j = |® * o - Tools -

O -L-_E. Automated RC For Brownsville Manor
F#1 ) b oR C_Instructions CET w2
1 kR _Tnstructions CET
h_E. AukoRC_Instructions screen shots
- L-_E. AutoRC_Inskructions
a‘ 8 Brownsville Manar Automated RC 1-27-03
Iy Documents ’3 Jerusalem Automated RC 1-28-03
h_l Jerusalem Automated RC
h_E. MergeDoc 1-25
L-_E. MergeDoc
EDrc 1-25
’3 R.C Transmittal Jerusalem 1-28-03
BERC Transmittal vil 1-28
BEIRC Transmittal vi1
L-_E. Restructuring Cammitment Jan 2003 w5

File name: I j MS Cuery., .. I
Files of type: [al Fies x| T select method Cancel |
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14. Click Open.

15. Click on MS Excel Worksheets via DDE (*.xls) when the Confirm Data
Source dialog box displays. Click OK.

Confirm Data Source

COpen data source:

‘OLE DB Database Files

Microsoft Excel Worksheet via Converter (%.uds; . xlw)
M3 Excel Worksheets via DDE (*.xls)

Excel Files via QDBC (*.xls)

[~ Show all oK | Cancel |

16. If the macros dialog box displays, click Yes that this document is from a
trusted source.

17. The Named or Cell Range dialog box will display. Click on MailMerge.

Mamed or cell range:

Print_Area

ik Cancel |

18. Click OK.

19. The Mail Merge Recipients dialog box will display. It will show one
line, with the data for your transaction. The checkbox in the left hand
column should be checked.

Mail Merge Recipients 3]

To sort the list, click the appropriate column heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading, Use the check boxes or
buttons ta add or remove recipients From the mail merge,

List of recipients:

| Ownership_Entity_Mame *| Ownership_Entity_address1 | O
2] [ Hamilton Place Associates, cjo Hou. .

<

[ Select all ]I Clear all I[ Refresh ]

>
[ Find... ][ Edit... ][ Validate ] é
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20. Click OK.

21. Bypass Step 4, Write Your Letter, and click through to Step 5, Preview
Your Letter. After several seconds, the completed mail merge document
will display with information from the transmittal.

=
Il Mail Merge  x

©18|a

Preview your letters

One of the merged letters is
previewed here. To preview
another letter, click one of the
Following:

Recipient: 1
g Find a recipient. ..
| n

Make changes

‘You can also change your recipient
list:

j Edit recipient list...

Exclude this recipient

When you have Finished
previewing your letters, click Mext.
Then you can print the merged
letters or edit individual letters to
add personal comments.

22. On the View menu, point to Toolbars, and then click Mail Merge.

23. Click Main Document Setup .
24. Click Normal Word document.
25. Pull down the File menu.

26. Click Save As. Save the file with a new name (for example, “RC
Jerusalem 10-10-04.doc”).

Congratulations! At the end of the process, the completed RC will display
with all of the blanks filled in, all relevant paragraphs included, and all
inapplicable material intentionally omitted. Please remember to have legal
counsel review the completed document before it is sent out for signature.
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