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CHAPTER 1

Getting Started with the Tenant Portal

The Tenant Portal provides you real-time access to information about your lease via the internet.
From the Tenant Portal, you can:

e Review and edit contact information.

e  Create and manage services requests.

e View your rental details.

e  Give notice.

e Communicate with the property management team.

e  Review documents shared by the owner or property management company.

In This Chapter

ACCESSING the TENANT POIal.....cierieriere sttt ssssss sttt st ssssssssnssans 8
SigNiNg Up fOr @ POrtal ACCOUNT ......cueveceieceieeceieceiecsieestasesssieessiesesissesssesssssesssssessssnesesenes 9
Signing In to the TeNaNt POrtal.......oo et se e 11
Resetting Your Tenant Portal Password............cnnrinsinsinsennnns 12
Navigating the Tenant Portal in the NeW VIEW ... sissssssisssssennes 13
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Getting Started with the Tenant Portal

Accessing the Tenant Portal

Access the Tenant Portal from your property manager's website.

Every web site will be unique, but you should see an obvious link that takes you to the Tenant
Portal Sign-On page.

Home

About Us

I Tenants

Tenant Portal

Secure Login &

Email Address

Password
Rental Search
4 3
Forgot your
password?
Payment Center Dont have an
Account?
0y Signing up is easy.
!:SB_-M = fast and secure.

e

8 New View Tenant Portal User Guide © 2019 RealPage, Inc.



Chapter 1: Getting Started with the Tenant Portal

Signing Up for a Portal Account
You can sign up for your Tenant Portal account at the property management company website.

You must have an email address to have an account to your owner portal. Your property manager
uses this address to set up your account and sends you an email message with sign-on
instructions to your portal. In most cases, your email address is the username.

To sign up for a portal account:

1. From the Tenant Portal link, click the Sign Up button.

Tenant Portal

Secure Login &

Email Address

Password
Rental Search ]
4 j
Forgot your
password?
Payment Center Don't have an
Account?
W' Signing up is easy,
,:B.."E}b‘ . fast and secure.
e — - -
[ Sanue_

© 2019 RealPage, Inc. New View Tenant Portal User Guide 9



Getting Started with the Tenant Portal

The Sign Up page opens.

Signup
Signup to receive a login account
First Name | |
Last Name | |
Email |
Address | |
Address 2 |
City |

|

State/Province

fplostal |
Code

Comments ‘

2. Fill out all the required fields and click the Submit button.

The information you submit must match to the information on your lease file.

3. After you submit your request, your property manager will activate your account and send
you an email message a password and sign-on instructions.

4. Use the instructions in the email message to sign on to your Tenant Portal account.

10 New View Tenant Portal User Guide © 2019 RealPage, Inc.



Chapter 1: Getting Started with the Tenant Portal

Signing In to the Tenant Portal

To access the Tenant Portal, you must provide an email address to associate with your account.

Your property manager uses this email address to set up your account and sends an email with

sign-in instructions for the Tenant Portal.

To sign in to the Tenant Portal:

1.

After you request access to the tenant Portal, you receive an email message that includes:

e Web address of the Tenant Portal Login page.

e Your login information, including a temporary password.

e Instructions for signing in to the Tenant Portal.

Open the Tenant Portal Login page.

Secure Sign In

Email Address

Password

Remember Me Forgot Password?

[ Create Account )

In the Email Address field, type your email address.

In the Password field, type the password provided in the email you received from your

property manager.

Click Login.

The Tenant Portal opens.

© 2019 RealPage, Inc.
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Getting Started with the Tenant Portal

Resetting Your Tenant Portal Password

If you lose or forget your Tenant Portal password, you can reset it from the Login page.

If you need to change your password for security purposes, use the Change Password option in

the User Menu.

To reset your password:

1.

On the Login page, click Forgot Password? (or a similarly named button or link).

Secure Sign In

Email Address

Password

Remember Me Forgot Password?

/ ) \
I Create Account )

The Request a New Password page (or a similarly named page) opens.

Request a new password

First Name

Last Name

Email

o~

/ Y
{ Cancel )|
\

Return To Login
Help : All fields are required. Please provide the same first
name, last name and email used to setup the account. If
you don't have this information please contact

management.

Provide your First Name, Last Name, and Email.

Click Submit.

You will receive an email with a temporary password.

Use the temporary password to sign in to the Tenant Portal.

After you sign in to the Tenant Portal, you will be prompted to choose a new password.

12
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Chapter 1: Getting Started with the Tenant Portal

Navigating the Tenant Portal in the New View

To navigate in the New View Tenant Portal you can use the Navigation Menu, the Help button,
and the User Menu.

Because your property management company can customize the names of the Navigation Menu
items, your New View Tenant Portal may have different titles in the Navigation Menu. The
individual pages in the New View Tenant Portal may include different titles as well.

Tenant Portal 9 Amanda Appletree

Bluecloud Management LLC Tenant

& My Account Tenant Portal

My Account °
My Payments e

Actions hd
My Account

Service Request

B | %

Documents Community Message

Insurance
-— A

0y | e

a) Navigation Menu button: Click to expand or collapse the Navigation Panel.
b) Navigation Panel: Expanded. Provides access to Tenant Portal menu items.
c) Navigation Panel: Collapsed. Provides access to Tenant Portal menu items.

d) User Menu (on page 110): Click to view or change your contact information, change your
password, return to the My Account page, log out of the Tenant Portal, switch to or from
Dark Navigation.

e) Help button: Click to view help for the current page.

© 2019 RealPage, Inc. New View Tenant Portal User Guide 13



Getting Started with the Tenant Portal

Your Tenant Portal may have some or all of these menu items and the items may have different
names; however, regardless of the name, the function of the menu items remains the same.

e My Account (on page 15): Provides an overview of your profile, your lease, and your contact
information and lets you communicate with your management team.

e My Payments (on page 47): Provides payment details about your lease.

o Service Request (on page 85): If your management company uses online service requests
on the Tenant Portal, this menu item lists all your maintenance requests in chronological
order, regardless of status.

o Documents (on page 107): Provides links to shared building, lease, or other documents
posted by the property manager.

o Insurance (on page 109): Contains information about your renter’s insurance policy.

14 New View Tenant Portal User Guide © 2019 RealPage, Inc.



CHAPTER 2

My Account

The My Account page provides an overview of your account information and a series of options that allow you to

manage your account.
The available options depend on which online features your management team uses.

The My Account page provides these sections:

o Community Message section (on page 17): Used by your management company to post messages to you

and other tenants.

e Account Summary section (on page 18): Shows your account balance and allows you to review your account

activity. If your management company uses online payments on the tenant portal, you can also make

payments here.

e Open Service Requests section (on page 21): If your management company uses online service requests on
the Tenant Portal, this section allows you to review, cancel, and edit your open service requests.

e  Conversations section (on page 42): Allows you to have conversations with your management team.

Tenant Portal
My Account

My Account Actions
Community Message

Account Summary
Address 5 Unit & Last Payment Date & Deposit Held 5 Total Unpaid 3 Ledger Balance 3

1910 Western Cape #107 107 12/27/2016 $250.00 $19,007.40 $19,007.40

Open Service Requests

=+ New Request

Conversations

,/7-\
[ New Conversation+ |
.

Work Order #1385 - Prof. Aaron Cassidy2 - 04/28/2016 11:49 AM
is this fixed?

Action

g ™,
E\ View Account Detail ) Make a Payment

Service Request Number &  Date Created & Description & Status & Action

6088 04/22/2016 Open
,/7"\
| View All Requests )
\ J

Expand All o

In This Chapter

ACLIONS DIOP-DOWN LISt ..ottt ssssssss s sssesssssssssssssssessssssssssssssssssssssssenes 16
ComMMUNItY MESSAGES SECLION ..ottt ettt sese s s 17
ACCOUNT SUMMANY SECHION ...oourirercriicrrieerieerieeriecsssesssesesesesesesessessessessssesssssesssssesssanssssnesssenecs 18
Open Service REQUESES SECLION........covirierieriesesiees ettt ssssssssssss e ssss e e 21
CONVEISATIONS SECLION. ...ttt sisse it bssbeseebesess e it 42
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Actions Drop-Down List

The Actions drop-down menu on the My Account page provides short cuts to common actions.

From the Actions drop-down menu, you can:

o Make One-Time Payment (on page 71): Opens the Make a One-Time Payment page.

e  New Conversation: Opens the New Conversation pane and start a conversation.

o New Service Request (on page 22): Opens the New Service Request pane and create a

service request.

e  View Scheduled Payments (on page 80): Opens the Scheduled Payments page.

e  Change Email/Password (on page 111): Opens the Change Password pane.

e  Edit Contact Information (on page 110): Opens the Contact Info page.

Tenant Portal
My Account

My Account

Community Message

Account Summary

Address %

Unit % Last Payment Date %

Deposit Held &  Total Unpaid 5

Ledger Balance 2

Actions -
Make One-Time Payment
New Conversation
New Service Request
View Scheduled Payments
Change Email/Password

Edit Contact Information

New View Tenant Portal User Guide
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Chapter 2: My Account

Community Messages Section

In the Community Message section of the My Account page, you can view messages posted to
you and other tenants in your community.

Community Message

All rent payments and petfees should be made in the My Payments section. Select "lake O dule Recurring Payment”to get started. As a courtesy, ACH payments are stillfree to process. Credit/ debit card payments will be charged a $30 processing
fee

Mote: Debit card payments may come out of the same bank account as your ACH payments, butthe processing is different - so to avoid any processing fees, use your debit card account's ABA Routing and Account numbers

Rent s due onthe 1st ofthe month. A grace periodis provided to give you time to pay, however, if you fail to pay by the 5th day ofthe month, a Late Fee will be charged on the 6th day ofthe month.
* Connecticut Tenants: If the rent is not received by the 9th day of the month, a late fee will be assessed on your account on the 10th of the month. Massachusetts Tenants: If the rent is not received by the 30th day of the month, a late fee will be assessed on your
account the next day after the 30th

To avoid late fees, sign up for automated ACH (s-check) payments! Its an easy, secure and convenient way to always pay your rent an time. To get started, select My Payments from the menu option above, select Schedule Recurring Payment, and select eCheck in the fislds
below.

© 2019 RealPage, Inc. New View Tenant Portal User Guide



My Account

Account Summary Section

The Account Summary section of the My Account page presents a list of your payments and
transactions.

For each transaction, the list includes:

e Address: Property address associated with the transaction. Click an address to open the My
Rentals page for that property.

o Unit: Unit number associated with the property.
e  Last Payment Date: For payments, date the payment was made.
e  Deposit Held: Amount held for deposit, if any.
e  Total Unpaid: Remaining unpaid amount.
e  Ledger Balance: Balance of the Resident Ledger.
e Action: Click the Action icon to:
e  View Detail: Select to open the My Rentals (on page 19) page for that property.

e  Make One-Time Payment: Select to open the Make a One-Time Payment (on page
71) page and make a payment for that property. This action is only available if your
property management company allows payments from the Tenant Portal.

Account Summary

Address & Unit & Last Payment Date & DepositHeld $  Total Unpaid < Ledger Balance = Action

3126 Tarrant - 11/03/2018 $0.00 50.00 $0.00

- "\\.
|j’ View Account Detail | Make a Payment
M A

Click any column header (except Actions) to sort the list of transactions.

If you lease one property, the View Account Detail and Make a Payment buttons appear after the
list. If you lease more than one property, the buttons do not appear.

Click View Account Detail to open the My Rentals page for your lease.

Click Make a Payment to open the Make a One-Time Payment (on page 71) page.

18 New View Tenant Portal User Guide © 2019 RealPage, Inc.




Chapter 2: My Account

My Rentals/Account Details

The My Rentals page allows you to review the details of your leases.
The page is divided into two sections:

e The Summary section displays information about your lease.

e The Resident Ledger section shows charge and payment details for your account.

From the My Rentals page, you can:

o Make a One-Time Payment (on page 71): Click to make an online payment for your account
or to set up a payment account.

e  Payment Accounts (on page 63): Click to open the Payment Accounts page
e  View Scheduled Payments (on page 80):

e  Give Notice (on page 20): Click to notify your management team that you are ending a
lease.

My Rentals - 2404 Airport Freeway

g N ™~ ~ ™,
| MakeOne-Time Payment ) [ PaymentAccounts ) [ View Scheduled Payments | [  Give Notice ) g
. AN AN AN
Summary ~
Address 2404 Airport Freeway in Bedford, Move Out Date 12/04/2017
Unit Unit 3 Move In Date 11/21/2017
Status Active End Date 09/04/2018
Start Date /212017
Resident Ledger ~

$800.00 $1,000.00 $0.00

Type Date % Ref# 2 Comments % Charges & Payments % Balance &
Payment 01/31/2018 1599 $1,000.00 $800.00
Rent 01/30/2018 §1,800.00 $1,800.00
Payment 12/21/2017 98 $100.00 $0.00
Late Fee:Late Fee (Manual) 12/21/2017 $100.00 $100.00
Payment 12/21/2017 dg $100.00 $0.00
Late FeerLate Fee (Manual) 12/21/2007 $100.00 $100.00
Payment 12/21/2017 12 $100.00 $0.00
Late Fee:Late Fee (Manual) 12/21/2017 $100.00 $100.00
Payment 12/14/2017 1 $1,000.00 $0.00
Security Deposit 12/14/2017 $1,000.00 $1,000.00
Refund 12/04/2017 124 Refund Paid to Tenant ($1,449.15) §1,449.15 $0.00
Credit Memo 12/04/2017 SECDEP applied to charges $50.85 $0.00

© 2019 RealPage, Inc. New View Tenant Portal User Guide 19



My Account

Giving Notice
When you click Give Notice on the My Rentals page, the Move Out Notice page opens.

To notify your management team that you are ending a lease, complete the required fields, then
click Save.

15651 Market St Unit 2 - Move Out Notice
Move Out Information
Notice Given Date 06/24/2019

Reason For Leaving *

Scheduled Move Out Date *

MM/DD/YYYY ]
Forwarding Address
Name *

Klingston, J.
Address *

15651 Market St

Address Cont.

Unit 2
City * Carroliton
State/Province * X v
Zip/Postal Code * 76003

/7"\
|r A
| Cancel | Save
A vy

20 New View Tenant Portal User Guide © 2019 RealPage, Inc.



Chapter 2: My Account

Open Service Requests Section

The Open Service Requests section of the My Accounts page contains a list of your open service
requests.

If your management company allows you to create service requests from the Tenant Portal, you
can click New Request to create a new service request.

Click View All Requests to open the Service Requests (on page 85) page where you can view all
service requests, both open and closed.

Open Service Requests

+ New Request

Service Request Number & Date Created & Description & Status Action

21033 05/24/2019 Open

f; -l\-
| View All Requests )
A

© 2019 RealPage, Inc. New View Tenant Portal User Guide 21



My Account

Creating a New Service Request

To create a new service request in the New View Tenant Portal:

1. You can open the New Service Request pane from different locations:

e  From the My Service Requests page, click New Service Request.
e  From the My Account page, click New Request in the Open Service Requests section.

e From the Actions drop-down menu on the My Account page, select New Service
Request.

e  From the Service Request Details page, click New Service Request.

The New Service Request pane opens.

New Service Request X

Requestor ”

Aaron Sosa

Primary Phone Type

Home -

Primary Phone

Email Address *

lobortis@maurissit.edu

Priority

Medium -

Preferred Entry Date & Time

() Any date/time

Attach Document

* Required fields

(“oaen )
\ Cancel ) Save
- A

2. From the Building/Unit drop-down list, select the location for the service request.

3. In the Specific Location text box, provide additional details regarding the location of the
maintenance problem.

4, In the Description text box, type a detailed description of the problem.

22 New View Tenant Portal User Guide © 2019 RealPage, Inc.



Chapter 2: My Account

5. From the Primary Phone Type drop-down list, select the type of phone number you are
providing for the request: Mobile, Work, or Home.

6. In the Primary Phone text box, type the phone number to use for this request.

7. The Email Address text box is automatically populated with the email address associated
with your account. To change the email, type your changes in the text box.

8. From the Priority drop-down list, select the urgency of the service request.
9. Inthe Preferred Entry Date & Time section, configure the entry date and time:
a) Toindicate that any time and date are acceptable, move the Any Date/Time toggle

switch to the right.

b)  To specify a preferred entry time, move the Any Date/Time toggle switch to the left. In
the date and time fields that appear:

o In the Preferred Entry Date calendar box, type or select the date on which you
would like the service to be performed.

o In the Preferred Time to Enter date box, type or select the time at which you
would like the service to be performed.

10. To attach a document (including image files), click Attach Document, then use the browser’s
file upload dialog box to navigate to the file to attach.

1. When all the fields are complete, click Save.

12.  If you added a new phone number or email address, a dialog box appears and you must
indicate whether or not your profile should be updated to include your changes.

The new service request is created and appears in the list of open service requests.

© 2019 RealPage, Inc. New View Tenant Portal User Guide 23



My Account

Request Details
The Service Request Details page is made up of three sections:

e Request Details section - In this section, you can:
e View the details of a service request (on page 27).
o Create a new service request (on page 22).
° Edit a service request (on page 30).
e  Cancel a service request (on page 32).
e  Maintenance Documents section - In this section, you can:
e View documents attached to the service request (on page 35).
° Attach a document to the service request (on page 36).
e Conversations section - In this section, you can:
e View a list of conversations concerning the service request (on page 38).
e Add a new message to an existing conversation (on page 39).

e  Create a new conversation for the service request (on page 40).
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To open the Service Request Details page, from the Service Requests page or the Open Service
Requests section of the My Account page, click the Service Request Number link for a service
request.

< Service Request Details

Maintenance Request SR# 156

N ™ ™
l( New Service Request | ( Edit | ( Cancel Service Request |
. - vy § vy

-

Status Open

Specific Location In Unit

Description

Requestor Abel Molan
Priority Medium
Preferred Time To Enter Any Time
Date Created 07/12/2019
Start Date

Completed Date

Closing Comments
Maintenance Documents
== Attach Document

File Name = File Type =+ Size ¥ Uploaded & Action

Conversations Expand All

/ New Conversation 4 \J
M J

© 2019 RealPage, Inc. New View Tenant Portal User Guide 25



My Account

Request Details Section

In the Request Details section of the Service Request Details page, you can:

e View the details of a service request (on page 27).
e  Create a new service request (on page 22).
e  Edit a service request (on page 30).

° Cancel a service request (on page 32).

Maintenance Request SR# 156

-

'\-\\"
/- MNew Service Request (’- Edit (’- Cancel Service Request )
- A

Status Open

Specific Location In Unit

Description

Requestor Abel Nolan
Priority Medium
Preferred Time To Enter Any Time
Date Created 07/12/2019
Start Date

Completed Date

Closing Comments
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Viewing Service Request Details

In the Request Details section of the Service Request Details page, you can view the details of a

specific service request.

The request details include:

Status: Indicates whether or not the service request is in progress (Open) or has been

completed (Closed).

Specific Location in Unit: Location details provided when the service request was created or

edited.

Description: Detailed explanation of the issue that prompted the service request.

Requestor: Person who submitted the service request.

Priority: Urgency assigned to the service request.

Preferred Time to Enter: Date and time the tenant would like the service to occur.

Date Created: Date the service request was submitted.

Start Date: Date work started on the service request.

Completed Date: Date work was on the service request was completed.

Closing Comments: Comments provided by the person who completed the request.

If a field in the Request Details section is blank, no data has been entered for that field.

Maintenance Request SR# 156

-~ ~N ~N
New Service Request ./_,I I,\._ Edit _./"I I,\._ Cancel Service Request
Status Open
Specific Location In Unit
Description
Requestor Abel Nolan
Priority Medium
Preferred Time To Enter Any Time
Date Created 07/12/2019
Start Date
Completed Date

Closing Comments

-,

/
o
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Creating a New Service Request

To create a new service request in the New View Tenant Portal:

1. You can open the New Service Request pane from different locations:

e  From the My Service Requests page, click New Service Request.
e  From the My Account page, click New Request in the Open Service Requests section.

e  From the Actions drop-down menu on the My Account page, select New Service
Request.

e  From the Service Request Details page, click New Service Request.

The New Service Request pane opens.

New Service Request X

Requestor ~

Aaron Sosa

Primary Phone Type

Home -

Primary Phone

Email Address *

lobortis@maurissit.edu

Priority

Medium -

Preferred Entry Date & Time

@ Anydatestime

Attach Document

* Required fields

(omn )
\ Cancel | Save
- S

2. From the Building/Unit drop-down list, select the location for the service request.

3. In the Specific Location text box, provide additional details regarding the location of the
maintenance problem.
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4. In the Description text box, type a detailed description of the problem.

5. From the Primary Phone Type drop-down list, select the type of phone number you are
providing for the request: Mobile, Work, or Home.

6. In the Primary Phone text box, type the phone number to use for this request.

7. The Email Address text box is automatically populated with the email address associated
with your account. To change the email, type your changes in the text box.

8. From the Priority drop-down list, select the urgency of the service request.
0. In the Preferred Entry Date & Time section, configure the entry date and time:

a) To indicate that any time and date are acceptable, move the Any Date/Time toggle
switch to the right.

b)  To specify a preferred entry time, move the Any Date/Time toggle switch to the left. In
the date and time fields that appear:

e In the Preferred Entry Date calendar box, type or select the date on which you
would like the service to be performed.

e In the Preferred Time to Enter date box, type or select the time at which you
would like the service to be performed.

10. To attach a document (including image files), click Attach Document, then use the browser’s
file upload dialog box to navigate to the file to attach.

1. When all the fields are complete, click Save.

12.  If you added a new phone number or email address, a dialog box appears and you must
indicate whether or not your profile should be updated to include your changes.

The new service request is created and appears in the list of open service requests.
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Editing a Service Request

To edit a service request:

1. From the Service Request Details page, click Edit.

The Edit Service Request pane opens.

Edit Service Request X
Building/Unit *

Unit 077 -

Specific Location
Description

Requestor *
Mr. Abel J. Nolan Sr.
Primary Phone Type

Home h

Primary Phone

(666) 555-6666

Email Address *
integer@ridiculusmus.ca

Priority
Medium -

Preferred Entry Date & Time

@ Anydatestime

Attach Document

* Required fields

[ TN
\ Cancel | Save
. S

2. From the Building/Unit drop-down list, select the location for the service request.

3. Inthe Specific Location text box, provide additional details regarding the location of the
maintenance problem.

4.  Inthe Description text box, type a detailed description of the problem.

5. From the Primary Phone Type drop-down list, select the type of phone number you are
providing for the request: Mobile, Work, or Home.

6. In the Primary Phone text box, type the phone number to use for this request.

7. The Email Address text box is automatically populated with the email address associated
with your account. To change the email, type your changes in the text box.
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8. From the Priority drop-down list, select the urgency of the service request.
9.  Inthe Preferred Entry Date & Time section, configure the entry date and time:

a) To indicate that any time and date are acceptable, move the Any Date/Time toggle
switch to the right.

b)  To specify a preferred entry time, move the Any Date/Time toggle switch to the left. In
the date and time fields that appear:

e In the Preferred Entry Date calendar box, type or select the date on which you
would like the service to be performed.

e Inthe Preferred Time to Enter date box, type or select the time at which you
would like the service to be performed.

10.  To attach a document (including image files), click Attach Document, then use the browser’s
file upload dialog box to navigate to the file to attach.

1. When all the fields are complete, click Save.

12.  If you added a new phone number or email address, a dialog box appears and you must
indicate whether or not your profile should be updated to include your changes.

The new service request is created and appears in the list of open service requests.
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Cancelling a Service Request

You can cancel a service request from different locations:

e  From the Service Request Details page, click Cancel Service Request.

e In the Open Service Requests section on the My Account page, select Cancel from the
Action drop-down menu.

e From the Action drop-down menu on the Service Requests page, select Cancel.

Only open service requests can be canceled.
When you cancel a service request, the request’s status changes to “Canceled by Tenant".

Canceling a service request is permanent.
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Maintenance Documents Section

In the Maintenance Documents section of the Service Request Details page you can:

View a list of documents attached to the service request (on page 34).

Open and manage documents attached to the service request (on page 35).

Attach a document to the service request (on page 36).

Maintenance Documents
== Attach Document
File Name =

backed up sink.jpg

File Type =
