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Resident Portal Guide – Login 

Login Screen 

The resident portal offers residents a seamless and user-friendly experience for managing their 
rental affairs. The login screen prompts residents to enter their credentials, ensuring the 
protection of sensitive information. The resident portal provides residents with the ability to pay 
rent, access important documents, submit maintenance requests, and review any compliance-
based documentation. 

Steps Description Details 
1 Email Enter your email address 
2 Password The password should be a minimum of 8 characters long and is case 

sensitive. There are no restrictions on using symbols in your 
password 

3 Sign In The Resident Portal home page will appear 
4 Forgot 

Password 
Click to reset your password 

5 Click Here to 
Register 

Click to register to the resident portal 

6 Resident 
Portal App 
links 

Resident portal app links will direct you to either the Apple Store or 
Google Play Store to download the tenant portal app.  

 

 

Add the Web Address to your 
bookmarks for easier access. 
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Resident Portal Guide – Payments 

Payment Home Screen 

The resident portal's payment function streamlines the rent payment process, offering residents a 
secure and convenient platform to easily submit payments, track transaction history, and set up 
automated payment schedules. 

 Description Details 
1 Current Balance Displays the current outstanding balance 
2 Current Month’s charges Charges posted for the current month 
3 Pay Now Displays the payment function screen  
4 Auto-pay Setup Displays the auto-pay payment screen 
5 Recent Activity Displays the Recent Activity screen 
6 Payment Accounts Displays the Payment Accounts screen 

 

 



 

4 

 

Payment Accounts  

The Payment Accounts feature in the resident portal enables easy management of payment 
methods. Residents can add and store credit cards or bank accounts. Upon adding an account, a 
validation process involves receiving a penny deposit, which residents must enter in the payment 
account section to confirm ownership and accuracy. 

 Description Details 
1 Bank Account Displays the Add Bank Account screen to add ACH details 
2 Credit and Debit 

Accounts 
Displays the Add Credit and Debit screen to enter either 
credit or debit details 

 

 

 

 

Depending on the type of payment account, the 
resident may have to pay for service charges. 
Please contact your property’s management 
team for more details. 
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Auto-Pay Setup 

The auto-pay function streamlines rent payments by allowing residents to set up automatic 
payments through the resident portal. Residents can input their preferred payment method details 
and specify payment preferences like date and frequency. Once confirmed, the system 
automatically deducts rent payments on the chosen date, providing a convenient and hassle-free 
way for residents to manage their monthly obligations. 

Steps Description Details 
1 Select Payment 

Account 
Select the preferred payment account for automatic payments 

2 Start Date Select the start date for auto-pay to begin 
3 End Date Select the end date for auto-pay to end 
4 Pay On Day Select the day the funds will be transferred NOTE:  Rent is billed to 

your account on the first business day of the month.  If your “Pay 
On Day” is before the first business day, your rent will not be paid 
and you will have to submit a one-time payment.  Please always 
check your account no later than the fifth of each month to ensure 
your payment was made. 

5 Next Proceed to the next screen to finalize the auto-pay setup 
6 Terms & 

Conditions 
Click the checkbox confirming you’ve read the terms and conditions 

7 Set up Auto-Pay Click to finalize your Auto-Pay setup  
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Recent Activity 

The Recent Activity function provides a comprehensive and up-to-date overview of all recent 
transactions allowing residents to track rent payments, maintenance requests, and 
announcements easily. Ultimately, the Recent Activity function empowers residents with real-time 
insights, fostering a more streamlined and efficient rental experience.
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One-Time Payments 

The One-Time Payment function streamlines the payment process for residents by offering a 
solution to make single, immediate payments for various purposes, such as one-time fees, 
additional charges, or outstanding balances. This feature enhances residents’ financial control 
and simplifies the payment experience, ensuring that unique financial transactions are executed 
seamlessly within this platform. 

Steps Description Details 
1 Pay Now Click the Pay Now button to display the one-time payment screen 
2 Amount Review/ Change the charge amounts if applicable  
3 Payment 

Account 
Select the preferred payment account 

4 Extra 
Payment 

Enter an additional amount to pay  

5 Next Click Next  to finalize the payment amount 
6 Terms & 

Conditions 
Review and click the check box for the Terms & Conditions  

7 Submit 
Payment 

Click Submit Payment to complete the transaction 
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Resident Portal Guide -Maintenance Requests 

The Maintenance Requests function allows the resident to submit a request from the web portal 
and the resident portal mobile application. This function defines what type of maintenance 
request is needed and allows the resident to provide a detailed description of the issue, verify if 
the technician is allowed to enter the unit and upload any pictures or video files. 

Step Description Details 
1 Maintenance 

Request 
Click the Maintenance Request button to open the function 

2 Category Select the appropriate category for this request 
3 Full 

Description 
Provide a full description of the request that the technician should be 
notified about prior to arriving 

4 Permission 
to Enter 

Confirm if the technician will be allowed to enter the unit  

5 Attachment Please upload any image or video files to assist the technician in 
understanding the issue better. 

6 Submit Click Submit to send the request to the technician for review 
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Resident Portal Guide – Compliance 

The Applications & Certifications section within the resident portal provides residents with a 
centralized hub for managing any required certifications or documentation. Residents can 
conveniently upload and review essential documents, such as proof of income or identification, 
streamlining the application process. Additionally, this section is a comprehensive resource for 
residents to access and update certification details, ensuring compliance with leasing 
requirements and promoting a smooth and transparent leasing experience. 
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Resident Portal Guide – Sign Documents 

The Signed Documents feature offers a secure and efficient solution to electronically sign and 
submit the application, verification forms, and other documents, eliminating the need for physical 
signatures and paperwork. With real-time tracking, residents can easily monitor the status of their 
signed documents, ensuring a transparent and accountable documentation process.  
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Resident Portal Guide – Documents 

The Document function in the resident portal serves as a centralized repository for all important 
lease-related documents and communication. Residents can securely access and download 
lease agreements, notices, and any other relevant paperwork. This feature streamlines document 
management, providing a convenient and organized platform for residents to stay informed and up 
to date on all official communications and contractual information. 

Step Description Details 
1 Document 

Icon 
Click the Document Icon to open the document folder page 

2 Document 
File 

Click the Document File to download the document 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

13 

 

Resident Portal Guide – Profile 

The Profile feature is a comprehensive tool empowering residents to manage and customize their 
personal information with ease. From updating contact details to setting communication 
preferences, residents can ensure that their profile accurately reflects their current information. 
With the Profile feature, residents have a centralized hub to maintain accurate and up-to-date 
personal details, fostering a more personalized and responsive rental experience. 

 

Step Description Details 
1 My Profile Icon Displays My Profile section 
2 Edit Profile Enables you to make changes to your profile details 
3 Personal 

Information 
Review and update personal details such as name, phone 
number, and email address 

4 Allow Text Allows property management to send texts to the resident 
5 Phone number (SMS 

only) 
Enter the phone number that will receive texts 

6 Voice Calls Enables you to receive voice calls from property management 
7 Subscribe to Email 

notifications 
Enables you to receive emails from property management 

8 Vehicle Information Review/ Update vehicle information (Year, Make, Model, Color, 
License Plate) 

9 Update Profile Saves the changes made and updates your profile 
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