
 

INSTRUCTION BOOKLET FOR THE UPDATED OWNER PORTAL 

 

OWNER PORTAL INFORMATION 

Open your internet browser and go to «Web Portal»,  then click on Homeowner Login: 

 

Enter the eMail and temporary password that you received.  If you have are unable to locate the email 

please contact your association manager and they can assist with this, they can also reset your password 

if needed. 

 

 

 

 

 

 

 

 

 

 



You will log into the “Dashboard” which gives you an overview of your upcoming Assessments or if there 

are any Open Issues (service requests, etc.).  

 

Dashboard:  This menu takes you back to the original screen. 

My Account: This menu will show you your payment history 

My Items:   This menu will show you the status of any inquiries or service requests you have made 

 through the “Other Request” menu (see below). 

My Contact Info:  This menu will allow you to verify your contact information as well as indicate how 

 you would like our office to communicate with you (i.e. via E-Mail, text, or paper).  

My Login:  This menu allows you to change your password to the homeowner portal. 

Submit A Request: This menu gives you ways to communicate with us electronically.  Options include 

Billing Question, General Question, and Service/Maintenance Request.  These 

requests will be routed to the appropriate person to assist.  

Calendar & Events: This menu will show you your community calendar, including amenity 

 center/clubhouse reservations if applicable. 

Directory:   This menu will give you a directory of your association’s Directors and Committee 

 Members (if applicable). 

Documents:   This menu is where you will find your community’s governing documents, including 

 Rules and Regulations, financials, and Welcome Packet.   

  



ONLINE PAYMENT PORTAL INFORMATION 
Click on “Make a Payment” on the left menu or click the “Payments” button on the bottom of the page. 

 

Option #1: Auto Draft- ACH (Free for Owners)  
This option requires a US bank account, you will be required to supply your routing (ABA) 

number and your bank account number. To enroll in auto draft your account must be current. 

Auto Draft populates on the 5th day of the month in which the assessments are due. 

Option #2: One Time eCheck (Free for Owners) 

This option requires a US bank account, you will be required to supply your routing (ABA) 

number and your bank account number. 

Option #3: Recurring eCheck (Free for Owners) 
This option requires a US bank account, you will be required to supply your routing (ABA) 

number and your bank account number. You choose the date in which payment is made to the 

association. 

*PLEASE NOTE THAT IF YOU ARE ALREADY SETUP FOR AUTO PAYMENTS WITH THE BANK OR HAVE CREATED AN 

ACCOUNT ON MUTUALPAYPROPERTYPAY OR PAYLEASE THOSE OPTIONS WILL CONTINUE* THE ABOVE OPTIONS 

ARE IN ADDITION TO PREVIOUS USED OPTIONS 

ONLINE PAYMENT PORTAL INFORMATION FOR MULTIPLE ADDRESSES OR SUB/MASTER 

 



MY ITEMS 

Click on “My Items” on the left menu to view all notices regarding your property.

 

UPDATE CONTACT INFO 

Select if you would like to receive notification’s via eMail and by text alert. 

 

 

 

 

 



 

MY LOGIN 
Click on “My Login” on the left menu to update/change your password.

 

 

 

ARC REQUEST 
Click on “ARC Request” on the left menu to access the application forms for exterior modifications.

 
 

 

 

 

 

 

 

 



OWNER REQUEST 
Click on “Submit a Request” on the left menu or click the “Payments” button on the bottom of the page. 

 

CALENDAR VIEW

 

DOCUMENT LIBRARY

 


