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LseMod® Tenant Rep Training

Training Modules 1 & 2

LseMod is Lease Modeling made easy!
Easy to use, Easy to understand, Easy to explain!
Objective – At the end of training module 1 be able to complete a simple analysis comparing properties and email it to a client.
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Color-code:
Blue text – Buttons


Italics text – Commands listed after clicking on a button

1. Introduction

Objective – Learn basic navigation and create an email file.

a. Create a Sample Analysis – open LseMod Tenant Rep (or LseMod Industrial Tenant Rep) and on the Start sheet click on the button Sample Analysis and select #1. Example Analysis 1and then click OK. When the Sample Analysis listing comes up again, click Cancel.

b. Save the file as Example1 – CAUTION, be sure you save it in something like My Documents (for a further explanation see Common Errors at the end of these training pages).
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c. Navigation – LseMod's Toolbar – buttons LM, F, A
i. LM – LseMod's home page. Use it like a website, return to the home page to start an analysis, print reports, etc. Note: the home page is on the Inputs sheet where all data is entered.

ii. F – Financial Summary. Go to Financial Summary on the Reports sheet.

iii. A – Assumptions. Go to Assumptions Printout on the Assumptions Reports sheet.

iv. Zoom – Last button on the toolbar. Toggle switch for Excel's zoom setting.

v. Other toolbar buttons are explained later. Click on the F and A buttons and scroll through the reports. Use the Zoom button if necessary.

d. Data Entry – there are multiple ways to enter data. Click on toolbar button LM, then from LseMod's home page in row 11 click on the Click to go to Start of Data Entry. Note the color code (display it using the button in cell A1 – Show/Hide Color Codes. Scroll down to see the different sections. There are only three required inputs – rent, term, and square footage.

e. Email – create an email file. Click on the Navigator toolbar button (3rd button with picture of pages on it), select 2. Email listing, and when the list comes up, select Financial Summary and Assumptions, then click OK. Follow the instructions and keep clicking OK. The reports will be in a new file. Save the file as Example_em1 (em stands for email). This is the file that is sent as an attachment. 
f. Printing – print reports using the listing in the Navigator toolbar button (select 1. Printing Options).

g. Sheets/Tabs in Excel – Excel uses sheets, which are named in the tabs on the bottom of the screen. Click on a tab to change sheets. TIP – always save the email file from the top of the Table of Contents since Excel will open the file on the sheet and display the cell where it was saved.

h. Using Windows to change between files – the Excel files open are Example1 and Example_em1. To switch between files use the Window listing in Excel's menu and select the file. Note: Files are also listed in the bottom menu, but if multiple files are open it becomes difficult to read the names.

i. Install a Brother Printer Driver – needed for LseMod's email program to work with graphs. Click on Windows Start button and add a Brother HJ100 printer driver by following Windows' instructions. Do NOT make it your default printer. Note: Instructions are in a Word document called Install a Brother Printer Driver in the LseMod folder. Also, you do NOT need a Brother printer, just the driver.

j. Back to LseMod – close the email file and return to the LseMod file, Example1.

k. Clear the Example by clicking the ? button on LseMod's toolbar and then clicking on the Sample Analysis button and selecting the last listing, Clear Example. When done, you will be back on LseMod's Start sheet.

2. First Analysis 

The Plan – Analyze a simple lease transaction, analyze a second alternative, and then compare the results – all in less than 15 entries!
a. Click on the button Click Here to Begin. After clicking OK on the welcome message, click on Do A Basic Analysis. Make up an example, fill in the forms and click OK.

b. You are done. Good job! After completing just 7 entries you have created your first LseMod lease analysis! Save the file as Example1. Click on the F toolbar button to see the Financial Summary and then the A toolbar button to see the Assumptions printout.

3. Evaluating a Competing Property

Objective – create an analysis for a competing property, another alternative to the one just completed.

a. Click on the LM toolbar button to return to LseMod's home page. Save the file with a new file name, Example2.

b. In cell M7 on LseMod's home page click on the button Do a Basic Analysis. Change the appropriate assumptions for the competing property. TIP – keep the client the same and the lease term the same (needed so you can compare apples-to-apples). Also, make the square footage similar to the first property so the comparison will be meaningful. 

c. Congratulations! With just a few entries you have completed your second LseMod Analysis. Save the file as Example2.

4. Comparing Properties – Using LseSum
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Objective – create a report comparing the two properties.

a. The program LseSum (short for Lease Summary) the companion program to LseMod that is used to link LseMod lease analysis files and compare alternatives or what-if scenarios and create a management summary. Open the file LseSum Tenant Rep (or LseSum Industrial); it is in the folder with the other LseMod files. Save the file as Example_sum. Note the new toolbar that starts with LS. The LseSum toolbar (LS) is used when you are in a LseSum file and the LseMod toolbar (LM) is used when you are in a LseMod file. LseSum's toolbar has it's own Navigator button with the same type of print and email functions as found in LseMod's Navigator toolbar button.

b. Click on the Click Here to Begin button. After clicking OK on the welcome message, click on the Use the Link Wizard button. You are now on the Links sheet; click on the button The Link Wizard. Click OK when the next two message boxes are displayed.

i. Start by choosing Select a closed LseMod file since Example1 was closed when we saved the file as Example2. Browse to Example1, click on it and then click on Open.

ii. Next choose Select an open LseMod file and select Example2. Note: Files do not need to be open to be linked.

iii. Select File Selection Complete and click OK.

iv. In the next instruction click OK – adding additional columns is not necessary for this example.

v. Follow the instructions, clicking OK until you are on the Management Summary report where you can type in a title of the report (e.g. ABC Company Analysis).

c. You are done! With less than 15 entries you have analyzed two properties and created a management summary comparing them. Good job! Save the file as Example_sum. TIP – name your LseMod files with similar names such as NY1, NY2, etc., and name your LseSum file as NY_sum (use the _sum to indicate it is a summary). This way all related files will be listed together and you will know which one is the summary file.

d. Exploring LseSum

i. Graphs – use the Navigator toolbar button (3rd button with picture of pages on it) and select Go to Graphs.  Graphs are automatically created. Click on the sheet tabs labeled G2, G3, etc. to see other graphs.

ii. Click on the SqFt button to see the properties compared on a square foot basis.

iii. Click on the M button to return to the Management Summary.

iv. Click on the Navigator button, select 2. Email Reports to create a file with reports and graphs that can be emailed as an attachment. Do not create an email file, we are going to make some changes to LseSum first.

The Power of LseMod

Please take a moment to think about the analyses you did.  With less than 15 entries, you created two sophisticated financial analyses and a comparative summary you can present to management.  You have included rent, rent increases, operating costs (triple net or full service), and the construction costs.

Reports include graphs, PreTax Cash Flow, NPV, a cost per square foot analysis as well as a complete listing of your assumptions.

5. Customizing a LseSum report

Objective – customize the Management Summary report in LseSum 

a. Deleting line items – Start by clicking on the M button on LseSum's toolbar (toolbar that starts with LS) to go to the Mgmt Summary. Click on the button in row 1 labeled Modify Reports and select 4. Remove a line item from report. Follow the instructions and remove any of the items listed from the report.

b. Adding a line item – Click on the Modify Reports button and select 3. Add a line item. Add the 2nd Year PreTax Cash Flow. When asked in the first instruction where to add the item, click on the cell Total PreTax Cash Flow (this will add the item above the Total PreTax Cash Flow). When asked in the 2nd instruction what to add, scroll down the Links sheet and find 2nd Year PreTax Cash Flow and click on it. Follow the instructions until the item has been added.

c. Sort the report – You can sort the properties, changing the order the reports are displayed and making the Mgmt Summary easier to read (more important if you have 3 or more properties compared). 

i. For example, look at the last comparison, NPV @10% PreTax Cash Flow, you will sort the two properties either in Ascending or Descending order. Since the objective is to demonstrate how the sorting function works, you must decide which way to sort in this example, please decide if Ascending or Descending will change the order the reports are displayed. Click on the button Modify Reports and select 1. Sort Results, scroll down to NPV and click on it, next click on Ascending or Descending on the right side of the form, then click OK. Note: The order has changed. Click on the G1 tab, the order the graphs are displayed has also changed. 

ii. CAUTION: In the step above you added a line item, you cannot add line items after the files have been sorted (there is a Reset to Original Order option in the Sort Listing).

d. Calculating Totals/Differences – You can calculate the differences between the two properties, again making the Mgmt Summary easier to read.

i. Click on the button Calc Totals in row 1. When asked where you want to add the column click on a cell in column F and then click OK (this will insert the column to the right of column F).

ii. For the two properties listed on the left, click on the first one and then the Add button on the bottom. Next click on the second property and the Subtract button on the bottom, now click OK. When asked in the next instruction to type in a title, type in "Difference" and click OK. Next is a listing that shows all the items being that may be compared, click OK.

iii. You have added a difference column in column G. Save the file as Example_sum.

e. Making changes in LseMod – Use the Windows' listing in Excel's menu to return to the LseMod file, Example2. Click on the toolbar button II on LseMod's toolbar (starts with LM) and select Space Program (you will learn more about II in the next example). After selecting Space Program you will be in the input section for entering the square footage. Whatever square footage you have entered, change it dramatically (e.g. double it, add a 0 to the end, whatever). After making the change, return to LseSum using the Windows' listing and go to the Mgmt Summary (toolbar button M on LseSum's toolbar). Notice the square footage for Example2, it has automatically been updated. You can make changes in a LseMod analysis (do your assumptions ever change?) and LseSum will be automatically updated!

f. Inserting Pictures – To add pictures, click on the Insert Pictures button in column A and follow the instructions. Pictures can also be added to the Annual Cost Report and $/sf Report, click on the Modify Reports button in row 1, select Insert Pictures and follow the instructions.

g. Adding Logos – To add logos, click on the Navigator toolbar button, select Add a logo to reports and follow the instructions. Logos can also be added to the LseMod reports, use the Navigator toolbar button on the LseMod toolbar and select Add a logo to reports. In LseMod, the logo is sized to fit in the header of each report.

6.  Email

Objective – learn how to use the email commands in LseMod and LseSum

NOTE: You need to add Brother printer driver in order to email graphs. See instructions in the Introduction section above.

a. LseSum reports – Use the Windows' listing in Excel's menu to return to the LseSum file, Example_sum. Click on the Navigator toolbar button, select 2. Email reports and then click on Mgmt Summary and all the reports starting with G (the graphs all start with G). Note: The reports Sum Year, Sum Month and Summations Listing do not apply, they are a different (different from The Link Wizard) method for comparing properties. Follow the instructions.  

i. If you included pictures in the step above you will need to tweak their placement in the email file. Do that by clicking on the Mgmt Summary in your email file and clicking and dragging the pictures as necessary.

ii. When done save the file as Example_em1 (replacing the earlier email file we created). Remember to save the file from the top of the Table of Contents sheet. TIP – use a numbering system such as _em1, _em2, etc. to distinguish different files you create. This way you will have a record of the files sent and it's easier to keep track of the most current file.

b. LseMod reports – You can include LseMod reports in an email file so everything is in 1 file! Use the Windows' listing in Excel's menu to return to the LseMod file, Example_2. Click on the Navigator toolbar button, select 2. Email reports and then click on Financial Summary and Assumptions. Click OK, when prompted to select a file, select Example_em1 and the LseMod Financial Summary and Assumptions will be added to your report.  Save the file as Example_em1.

c. Optional – Protecting an email file. You can protect, i.e. lock from changes, the email file. In LseMod or LseSum click on the Navigator toolbar button, select 3. Email: protect / unprotect or number pages and then select 1. 1 - Step.  When you are done all the reports and graphs will be locked except the Table of Contents, which you can customize.

d. Optional – adding a Prefix. You can add a Prefix to a report by selecting Prefix after opening the Email listing. What's a Prefix? You can make the email report read "Alt1 Financial Summary" by adding "Alt1" after selecting Prefix. Try it. Click on the Navigator toolbar button, select 2. Email reports and then click on Prefix and type in Alt1. When the email listing is displayed again, you will see "Alt1" in front of each report.

7. Changing LseMod's Basic Analysis Example and tweaking the graphs

Objective – Change and add to the assumptions from the Basic Analysis.

Overview – LseMod's Basic Analysis uses the default values entered by the developers. LseMod has virtually unlimited flexibility to include different costs and metrics.

a. Return to a LseMod file. Use the Windows' listing in Excel's menu to return to the LseMod file, Example_2. Click on the LM toolbar button to return to LseMod's home page.

b. Click on the button labeled Enter Selected Assumptions button. The names displayed are a listing of all the data entry sections in LseMod. Select the sections you want to go to and those sections will be displayed starting with the first section selected.

c. Change assumptions as necessary and when finished, save your file.

d. Note – You can also go to the data entry sections by using the LseMod toolbar button labeled II. The difference between II and the Enter Selected Assumptions commands is that II will take you to the section selected and ALL the data entry sections will be displayed so you can scroll up and down to other sections. Using Enter Selected Assumptions, only those sections selected will be displayed, saving you the need to scroll through sections that to do not need to be changed.

e. Graphs – Use the Navigator toolbar button and select Go to Graphs. There are two graphs in LseMod (more in LseSum) and they are labeled G1 and G2. Use the tabs on the bottom of the sheet to switch between them. Notice the graphs may have many 0's (zeros). Use the button in the upper left corner to toggle between showing, and not showing the zero values.

This is the end of training module 1. You can quit here or go on.  However, if you are stopping here, please go to 10. OVERWHELMED? Use The Link Wizard to see how you can still benefit from LseMod, even if you use it infrequently. Thank you for taking the time to learn about LseMod.

Start of Training Module 2

8. Neat Stuff with LseMod

a. Fixed Rent Increases – Use II to go to Rent Increases and scroll down to Fixed Amount Rent Increases. In this section you enter the incremental increase, for instance if rent goes up $.05 each year, enter .05 and watch the teal colored cells. They will show the anniversary date.  Rent increase on a different date? Change the month in the column on the right.

b. Monthly NPV report – Want to see the rent increases in detail? Click on the Navigator toolbar button and select Go to Monthly NPV report. This report shows the detail if you want to see the results. Click on the button View / Hide Category and select Total Rent (not Gross Rent). Click Yes and OK for the next two message boxes and you will see the rent in detail.  Scroll over to the right to see the NPV by month, scroll down to see the rent increases.

c. Security Deposit – Use II to go to Security Deposit. Click on the button to include the first month's rent.  Three month's rent? In Excel's formula bar type in "*3" after the last ")" in the formula.  CAUTION: If you have free rent, the Security Deposit will be $0, so you may need to fill in a value instead of using the formula.

d. Free Rent – Use II to go to the Rent Assumptions section. Scroll down to the description in column A that says Rent Abatement and fill in 3 for 3 months.  Click on the Navigator toolbar button and select Go to Monthly NPV report to see the 3 months in the report.

e. Navigation Shortcut – You are on the Reports sheet after clicking on the F toolbar button. Click on the Input tab on the bottom of the screen to return to the Input sheet where you entered the free rent. Tabs can also be used for navigation in addition to LseMod's toolbar.

f. Free Rent at different dates – What if the free rent is not in the beginning of the lease? Click on the Additional Inputs tab. This sheet is used to tweak the numbers. For instance, what if the last month of the lease is free? Scroll down the Additional Inputs sheet to the last month leased, and in column C in the cell opposite the last month type in "-" (minus sign) and whatever number is listed as the rent. Notice how the cell in gray goes to $0. Want to see the results, click on the Reports tab or click on F on LseMod's toolbar. In either case scroll down to the Financial Summary and you will see the your change in the line Special One-Time Adjustments. Note: To document your tweak on the Additional Inputs sheet, return to the sheet by clicking on the tab and in cell C13 type in a description of what you did (e.g. last months rent is free). TIP: To add the text written on the Additional Inputs sheet to the Assumptions printout, click on the Modify Report button on the Additional Inputs sheet and select 1 - Add Add'l Assumptions text to Assumptions printout. This command alternates between showing and hiding rows at the bottom of the printout to include the text from the Additional Inputs sheet.

g. Descriptions in Yellow Text and Utilities – Use II to go to the section Op. Exp. – Tenant pays directly. First, fill in a utility cost, the cost is entered on a per square foot basis (see the description on the right). Next, let's add a Guard Dog (you could also add things like After Hrs. HVAC). To add the guard dog, in one of the Yellow cells below utilities, type in guard dog and then enter the cost. Note: This cost is not entered as a per square foot number but is entered in the more normal fashion as a cost (see the description on the right). When done, click on the A button on LseMod's toolbar. On the right you will see your entry for Utilities and for the Guard Dog.

9. Experienced Users option

Objective – Demonstrate how experienced users use LseMod, and then make changes.

a. Close all programs and open a new LseMod template. Click on the Click Here to Start button and then the Experienced Users button. You should be on LseMod's home page. If you are not, use the Windows' listing in Excel's menu to return to the LseMod file and click on the LM toolbar button to return to LseMod's home page.

b. Save the file as Example3. In cell D7 fill in the property name.

c. Click on the button labeled Input Index (notice the II picture on the button, it is the same as the II button on LseMod's toolbar). The names displayed are a listing of all the data entry sections in LseMod. Select 1. General Information and click OK.

d. Section 1 – General Information. Cells are color-coded, cells with a red triangle in the right corner are notes with additional instructions. Hover around a cell with a red triangle and the note will be displayed. Start scrolling down, filling in cells as appropriate. The ONLY cells that need to be filled in are square footage, lease term, and the base rent.

e. As you scroll down you will see cells in white (optional data entry), yellow (default value filled in, replace it with your own value if you want to), and teal (there is a formula in the cell, but you can overwrite it if necessary).

f. When finished, save the file as Example3, you will have completed a detailed analysis.

g. Evaluating a Competing Property – Click on LM to return to LseMod's home page, save the file as Example4. Type in the new property name in cell D7. 

h. Enter Selected Assumptions button – Use the Enter Selected Assumptions button to display the listing of all data entry sections. Click on the sections you need to change for the competing property (for instance, Space Program, Rent, Rent Increases, and Construction) and then click OK.  Only the input sections you selected will be displayed, you do not need to scroll through all the data entry sections to make your changes! When done making changes, save the file as Example4 and now you can use LseSum to link the files and create a Management Summary report.

i. Difference between Enter Selected Assumptions button and Input Index button (same as II – input index) – AFTER selecting from the Enter Selected Assumptions listing, you will go to the first section selected and only those sections selected will be displayed. AFTER selecting from the Input Index (II) listing, all the data entry sections will be displayed and you will go to the section selected. Sometimes you may want to scroll up and down doing data entry, and sometimes you may just want to go to selected sections, LseMod provides for either option.

10. OVERWHELMED? Use The Lease Wizard

Objective: Learn how The Lease Wizard will simplify your learning and serve as a refresher course in the event you do not use LseMod frequently.

a. Use the Windows' listing in Excel's menu to return to a LseMod file (if none is open, open a blank file from the LseMod folder). Click on the toolbar button LM to go to LseMod's home page. Look in column M, in cell M7 the button is labeled The Basic Analysis, the type of analysis explained previously. Just below The Basic Analysis button, in cell M10, is a button, The Lease Wizard.

b. Click on The Lease Wizard button in cell M10 on LseMod's home page. The Lease Wizard provides instructions and takes you to the actual data entry section where you can change variables and scroll to different data entry sections.

c. Click on the first Wizard button (1) in cell M12. A number of things happen when you click on the Lease Wizard. Starting in row 12, in column P you will see a list of instructions and in column N you will see “<<<”, and . . . you will also see a message box displayed with instructions.

d. You will NOT be using the Wizard for this training module since there are faster ways to complete an analysis that by using the Wizard. However, to show you how it works please do the following:

i. Click on Wizard 1 - row 12, cell M12. Do NOT save the file, just read the instructions and click OK. Notice how the <<< in column N now points to Wizard 2.

ii. Click on Wizard 2 - row 13, cell M13. Do NOT fill in the property name, just read the message displayed and click OK. Note the Wizard buttons are on the right side of your screen.

iii. Click on Wizard 3 - row 14, cell M14. It takes you down to the General Information data entry section and provides instructions. Click OK. Forget the instructions? Click on the button in the General Information section on the right labeled Wizard Advice, it redisplays the Wizard instructions. NOTE: When done click on the LseMod's toolbar button labeled LM to return to the home page where you can click on the next Wizard button.

iv. Notice the color code for the data entry cells displayed in rows 1 & 2 at the top of the page. The color code is automatically displayed when you click on the 3rd Wizard button.

e. Use The Lease Wizard as a training device or as a refresher course if it has been awhile since you used LseMod.

11. Customizing LseMod Reports/Logos

Objective – show how LseMod's reports can be customized. 

a. Hiding Rows in the Financial Summary – Use the Windows' listing in Excel's menu to return to the LseMod file, Example2. Click on the toolbar button F to go to the Financial Summary page. Next click on the Modify Report button in row 1 and select 3 - Hide Rows. Highlight the some rows to be hidden by clicking on any cell in the rows and click OK. This will hide the rows you selected. To unhide a row, select 5. Unhide rows from the Modify Report button listing. CAUTION – rows in the financial report should NOT be deleted; hide them instead if you do not want them to show.

b. Assumptions Reports – The Assumptions printouts can also be customized using the Modify Report button on the Assumptions Reports sheet and selecting 2 - Move Assumptions. Assumptions can be moved to a "Staging Area" where they will not print and the Assumptions printout can be arranged to just include those assumptions that are relevant.

c. Customized templates – If there is a format you prefer in either LseMod or LseSum you can customize a blank LseMod/LseSum template and save that file as "myLseMod" or "myLseSum" and use those templates in place of the standard LseMod/LseSum files when creating your own analyses.

d. Logos – Add your logo to a blank template and save the file as "myLseMod", that way your logo will be on all reports. To add your logo (or a client's), you will need to unlock LseMod (or LseSum), insert the logo, and then relock the program.  Programs can be unlock (unprotected in the language of Excel) by clicking on the Protection On button on LseMod's or LseSum's home page.

12. Common Errors

Objective – Learn from others' experience.

a. Forgetting where files are saved – Depending on the version of Windows you are using (e.g. Windows 98, 2000, XP etc.) the defaults for saving files are different. Recommendation: Create a file folder in My Documents for each client (or city) and save the files in those folders. TIP – If you cannot find a file, use the Window's functions Explorer or Find to find a file.

b. Saving LseSum – LseSum is a template and once the Link Wizard is used, it cannot be reset. Sometimes users forget to save LseSum with a new filename and overwrite the template with the analysis they are doing. Recommendation: Create a new folder in the LseMod file folder called "Backup". Open a blank copy of LseSum and do a Save As and save it in the Backup folder. If you overwrite the original template, open the Backup copy and do a Save As replacing the LseSum file in the main LseMod folder.

c. Not understanding how Operating Expenses and Taxes work – Use II to go to the section for Operating Expense and Taxes. There are buttons on the right that explain how LseMod calculates operating expenses. Also, notice the buttons at the beginning of the section. Make those answers Yes or No as appropriate by clicking on the buttons to the right.

Thank you for taking the time to learn about LseMod and LseSum. There are many additional features in the programs; however, the objective of this training module was to get you started using LseMod. Please contact us at help@LseMod.com or at 408.253.4067 if you have any questions.
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Training Module 1





Please print this document, preferably on a color printer. It is easier to use a printed copy than switch between programs.
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