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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part I
All members of community associations managed by GrandManors have access to our robust Resident Portal.
This helpful and convenient tool puts a wealth of information and resources at your fingertips, 24 hours a day,
7 days a week. To access the portal, visit www.CiraNet.com/ResidentPortal/home.
This guide is intended to help you make the most of it with a detailed breakdown of each section. We hope
this information will encourage you to log in, enabling you to reap the benefits of its features!
Getting Started - Account Registration and Logging In
Before you can begin utilizing the Resident Portal, you first need to register your account.
• Registering Your New Account: To register and create your
account on the Resident Portal, simply visit the resident portal at
www.CiraNet.com/ResidentPortal/home and click on the orange
“Log In to Resident Portal” link:
This actions brings you to the log in screen. On your first visit to the portal, click the “Don’t have an account?”
link as shown below to create your new account. Each property may have up to a maximum of two (2)
Resident Portal registrations, allowing two household members to each have their own unique log-in.
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This brings you to the registration screen shown below:

To register your account, you just need the following items unique to your account:
● Account Number/Customer ID:

A 16-digit account number beginning with an “R”

● Check Digit:

A 1-digit security code

This information can be found on your initial Welcome Letter, or on any billing document you receive from
your community association (statements or coupons), as illustrated below. Please be sure to register with
YOUR account information, not the account information of the previous property owner. If you cannot locate
your account information, please feel free to contact us for assistance.

After creating your account, check your email for a registration confirmation. Click on the confirmation link in
that email to confirm your registration. If you do not see the e-mail, check your Junk Mail folder.
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• Logging In: After your registration is complete, you will be able to log in. To do so, simply return to the
Resident Portal at www.CiraNet.com/ResidentPortal/home at any time, and click on the orange “Log In to
Resident Portal” link once again.
This will bring you to the Log In screen once again. This time, simply enter your the user name and password
you created upon registration and click “Log In” to proceed:

• Forgot Your Log In Info? Should you forget or misplace your log in credentials at any time, simply return to
this screen and click the “Retrieve User Name or Validate E-mail Address” link to have your credentials resent
to you:
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• Quick Pay: Once your account is established, you can make a Quick Payment directly from the main log in
screen without logging into your account by clicking the “Make a Payment” link on the right:

Finally, should your property be in a community that is a sub-association of a larger master association, you
may have two accounts, each requiring registration in order for you to access both accounts on the Resident
Portal. Should this be the case, you should receive information containing both account numbers.
Now that you are registered, and are able to log in, you are all set to begin exploring the Resident Portal!
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GETTING AQUAINTED WITH THE RESIDENT PORTAL - Part II - My Dashboard
Upon logging into the Resident Portal, you will land on My Dashboard. Here you will find a brief overview of
your account including:
● Account Balance: Your current account balance; should you have an unpaid balance, this area will
contain a hyperlink that will allow you to make a quick payment directly from here
● Quick Links: Shortcuts to frequently used resources (ie, Make A Payment, Update Account Information,
access your Governing Documents, etc.)
● Compliance: This status indicates whether there are any “open” deed restriction violations recorded at
your property, including violations that are fixed but still within the legally allowable probation period
● Announcements: Your management team will often create announcements as a no cost method of
keeping residents informed of current and/or important items. Log In regularly to check for any new
announcements. Click the Blue hyperlink to be taken directly to any current Announcements.
● My Activities: A summary of recent activities on your account (ie, payments)

While on My Dashboard, you will also see a collapsed menu of available features on the left, as illustrated
below. The My Account and My Community sections can be expanded to reveal their contents by clicking the
> on the far right. In the sections that follow, we will take a closer look at each of the listed features.
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Below My Account and My Community you will also find the Contact Us feature.
Click here to access the Contact Us screen, allowing you to quickly and easily
contact us about any issue, from questions about your account, receiving pool
keys, reporting violations, and much more.
Contact Us is a great tool to submit your questions or concerns 24 hours a day
without having to send an e-mail or place a phone call.
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After selecting “Contact Us” from the menu, click the drop down arrow in the “Category/Issue” field to select
the issue you need to contact us about.
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Next, in the “Description” box enter the details of your request. Just to the right, you can upload a photograph
or document via the “Attachments” link if applicable. For example, if you were interested in submitting your
Architectural Alterations Form, select the (Deed/Architectural Restrictions) Architectural Request Related
category, and then upload your completed form via the “Attachments” link. (Please note, if your overall file
size is too large, it may exceed the allowable file size the application can accept. Should this occur, please try
compressing the file size, or sending your request through e-mail, fax or regular mail.) Once you have finished
populating the fields and uploading your document, click “Submit” to submit your request.
Finally, click on your name on the upper right corner to access another menu
of options pertaining to your account. This menu allows you to edit your
profile, change your password, and set personal preferences. Also, if you own
more than one property in communities managed by GrandManors, click “Add
Property” to link your additional properties to your Resident Portal account:
Once all your properties are added and linked, you can access them all with
one single log in. You can toggle back and forth between the properties to
easily view information pertinent to each particular property. This is especially
important when viewing account information and/or making payments to
assure you are making payments and/or reviewing information for the correct
property. To switch to a different property, just click on the property chooser
in the upper left hand corner under the GrandManors logo:

Note, if you do own more than one property, payments must be made on each individual property. A single
payment made on one property intended to pay the assessments for multiple properties will be applied only
to the account which you select. For your convenience, consider enrolling each property in the Recurring
Payments feature which will be explored in a later section.
The following sections will explore both the My Account and My Community sections of the Resident Portal in
greater detail.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part III
Part III of “Getting Acquainted with the Resident Portal” details the Information section of the My Account
menu. Here you can find information pertaining to your assessment obligations, view and update your
contact information, and much more.

Once you click on the Information tab on the My Account menu, the Account Information page will appear.
This page provides a summary of the sections that follow - Property Information, Mailing Address, Contact
Information and Directory Sharing. Continue reading for more details and helpful tips on each section.
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Property Information
The Property Information screen will display your 16-digit account number and your address as configured in
our system (based on information provided to us by the title company when you purchased your home, or
from a prior management company). If provided at the time of management contract signing, your Lot, Phase,
Block and Section numbers may also be listed.
Property Information also includes an “Assessment Rules Summary” for the current fiscal year. Here you can
view your association’s current assessment amount, frequency, and due date. In addition, information
pertaining to late charges and finances fees, including their amount and when they are invoked, is displayed.
Finally, should you decide to sell your home, fees required to be paid at the closing will be listed next to
“Closing” for your information. These fees are typically dictated by the governing documents for your
community.
Mailing Address
The Mailing Address tab displays the mailing address listed for you in our system, should it differ from the
physical property address. Do you wish to have your mail sent elsewhere? Simply click on the “Edit” button
and make your changes in the box that appears next. To have your mail sent to a location other than the
property, select the “Other Address” option and enter the new mailing address in the fields below. All
association related mail from the date of your change forward will be sent to the new mailing address you
entered. You can change it back later should the need arise; there is no limit on the number of times you can
change your mailing address.
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Contact Information
This section offers you numerous options with regards to contacts for your property and communication
preferences. In the first section, Contact Information, click “Manage Contacts” to add the names of all the
members affiliated with your household, or people you wish to list as contacts. They need not be owners, but
rather, contacts you would like to have on record. You may indicate which are owners, household members,
or those having another role in relation to your property. For example, if you are renting your home, you can
list the name of the property manager who may be managing your rental property for you. You can also list
names of tenants occupying your home. You can provide a different mailing address for each contact as
needed.

Once you click Manage Contacts, a small menu appears Choose whether you wish to “Add New Contact” or
“Modify Phone or Email” for an Existing Contact. When you have more than one Contact, you can select
“Change Contacts Order” to change the order in which the contacts appear on your account.

Selecting “Add New Contact” brings up a box allowing you to add your new Contact, add phone numbers and
e-mail addresses, and set your communication preferences for each Contact (see Setting Communication
Preferences below).
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Selecting “Manages Phones / Emails” brings up a box allowing you to add or modify phone numbers and email addresses for existing Contacts. Here you can enter different phone numbers or e-mails for each contact.
You can also tailor communication preferences for each Contact from this location (see Setting
Communication Preferences below).

You can also perform many of these actions from the “Edit” button on the primary Contact Information tab.
Here you can change your mailing address, add phone numbers and/or e-mail addresses and set
communication preferences for each individual contact, but you cannot add a new Contact (see Setting
Communication Preferences below).
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A Contact you no longer need can be deleted by clicking “Delete” on the primary Contact Information tab.

Setting Communication Preferences
Once you’ve added your Contacts and their phone numbers and e-mail addresses, you can tailor the
communication preferences for each Contact. These communications include mass e-mails or texts sent by
your community association, account statements, and deed restriction violation notices.

Under Phone Numbers, indicate if a phone number is a home number (land line) or cell phone number. If you
have listed a cell number, and if your community has opted in for our optional mass texting service, check
both “Standard Community Notification” and “Emergency Community Notification” if you want this number to
be included on ALL texts sent by the association. Check just one if you prefer to only receive either standard
or emergency notices, but not the other. Examples of standard notices are notices of the upcoming pool
opening day for the season, whereas an example of an emergency notice is the pool has been closed for 24
hours due to an unexpected maintenance issue. Uncheck both if you do not wish to receive any texts from the
community association.
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Under E-mail Addresses you can set your communication preferences for several other features, including
mass e-mails, statements, and deed restriction violation notices (where applicable). You can return here to
change your communication preferences as often as you like.
▪ Mass E-mails: Check both “Standard Community Notification” and “Emergency Community Notification”
boxes next to an e-mail address if you wish that e-mail address to receive ALL mass e-mails sent by the
association. Check just one if you prefer to only receive either standard or emergency notices, but not
the other. Examples of standard notices are notices of upcoming board meetings, whereas an example of
an emergency notice is the water is going to be shut off to repair a leak. Uncheck both if you do not wish
this e-mail address to receive ANY e-mails from the community association. Note that when you have
multiple contacts, and each contact may have multiple e-mail addresses, your contact preferences may
differ for each contact and each e-mail address; one contact might prefer to receive all mass e-mails while
another contact prefers to receive none.
▪ Statements: If you would like to receive your billing statements electronically to save paper and mail
delivery time, check the Statements box. If you are enrolled in E-statements, but no longer wish to
receive them electronically, uncheck the Statements box. Please note, the e-mail address opted in to
receive e-statements must be assigned to a Contact listed as an Owner. This feature will not function for
a Contact listed as a Household Member, Property Manager or Other.
▪ Violation Notices: E-delivery of Violation Notices is currently available in some markets dependent
upon local state laws. If this box appears, e-delivery of violation notices is enabled at your community.
Check the Violation Notice box to receive any violation notices electronically to save paper and mail
delivery time. If you are currently enrolled and no longer wish to receive violation notices electronically,
uncheck the Violation Notices box. Please note, if you do not see this box, it may be hidden due to your
screen resolution. Should this be the case, you will see three dots. Click them to open and access the
hidden portion of the screen.

Directory Sharing
The Resident Portal contains a Resident Directory listing all addresses within the community. View the
Resident Directory itself by clicking on this tab on the Home Page menu.
As a member, you also have the option of displaying your name and contact information in the directory along
with your address. However, this information is not published without your consent. If you would like to
display any of your personal information (name, phone, e-mail, etc.), while you are still on the Account
Information page, click the Edit button under “Directory Information” and configure your information
accordingly, changing the No to a Yes in the fields you wish to share.
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We hope you found the features of the Information page helpful. Next up, we’ll review how to look at your
account Statement.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part IV
Part IV of “Getting Acquainted with the Resident Portal” explores the Statement feature on the My Account
menu.

Click Statement to view your account ledger, including all charges, payments and credits. This feature
provides you with up to date information on your account at all times, as our system is updated nightly with
payment information received directly from the bank for the current business day.
Clicking the Statement tab from the My Account menu, calls up the Account Statement page. By default, you
will see the first of two tabs, the “Statement” tab (red arrow) and the “Open Balance” tab (blue arrow).

The “Statement” tab displays your account. Here you can view all charges to your account, as well as
payments and/or credits applied to your account. The column on the far right displays your current balance.
In this example, you see the regular assessment charges for Q3 2020, Q4 2020 and Q1 2021 and a
corresponding payment, leaving the account with a $440 credit balance.
Note the “Begin Date” and “End Date” fields highlighted in yellow on top of the statement. The page will
typically default back to the start of the current fiscal year. However, you can change the date range to view
account details dating as far back as the date GrandManors began managing your community.
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Next to the “Begin Date” and “End Date,” you will find the “Actions”
button. To create a .pdf version of your account statements, click this
button and then select “Generate Statement” from the drop down menu.
If you did not receive a statement or coupon book in the mail, or if you
misplaced it, this allows you to print a statement to mail in with your
payment at any time. Please always include a statement or coupon with
any payments mailed in to facilitate automated processing, and avoid delays experienced the manual
processing required when checks are received without a coupon).
Also under “Actions” is the “Make a One Time Payment” feature. Click here to be taken to the “Make a One
Time Payment” page. The next section will delve deeper into this feature. For now, just note this shortcut
that will take you directly to the payment feature from here as well for your convenience.
The second tab, “Open Balance,” reveals which types of charges make up your total outstanding balance. All
unpaid assessment charges will be grouped together in one section, all unpaid late fees in another, and so
forth. When an account remains unpaid for a while, it can incur late fees, finance fees and possibly legal fees
(subject to your association’s guidelines), making viewing the statement somewhat cumbersome. The “Open
Balance” tab allows you to quickly identify which outstanding charges are related to which type of charge, and
distinguish one from the other. In the first image below, you can see there is one regular assessment
outstanding. Click the little triangle to expand the section and see the outstanding charges under that section:

Finally, on the upper right of this page you will find links to the “Make a One-Time Payment” and “Setup
Recurring Payments” features. Clicking either of these will bring you directly to the pertinent payment page
they are associated with. The next section will detail how to utilize these payment features.

We hope you found this Statement information helpful. In our next section we will detail how to make the
best use of these payment features.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part V
Part V of “Getting Acquainted with the Resident Portal” exlores the Make a Payment section of the My
Account menu. Here you may make a one-time payment at any time with a credit card or electronic check,
even without your statement. You can also set up automated “set it and forget it” recurring payments.

Click Make a Payment on the My Account menu to view the “Payment History” screen below. This screen
displays ALL payments posted to your account during the time we have managed your community. This helps
you research your account if you believe you made a payment that was not applied. You can quickly crossreference the payments listed here with your checking account register or online bank statement to identify
any discrepancies. Should you find a payment you sent was not posted to your account, please contact your
bank. In most cases, this indicates your association did not receive it. Verify the payment cleared your bank
account. Ask your bank for a copy of the front and back of the canceled check and send it to us to facilitate
further research.
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Notice the “Make a One Time Payment” and “Setup Recurring Payments” buttons on the upper right.
Selecting “Make a One Time Payment” will bring you to the Make a One-Time Payment screen. This screen
will:
● Remind you if you have already enrolled in Recurring Payments (ACH)
● Reflect your next regular assessment amount and due date
● Allow you to pay an Other Amount that differs from your next regular assessment fee (but no more
than your regular assessment amount; should you wish to pay more to build up a credit balance,
mailing in a check is your best option)
● Allow you to make a payment via Credit Card (bank charges apply) or E-Check
● Provide you with the payment remittance address should you decide to mail in a payment

Selecting “Pay with E-check” will take you to another screen where you will enter your bank and check
information. Click on “Return to Payment Details” at any time you need to refer back to the prior screen.
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Selecting “Pay with Credit Card” takes you to another secure site where you can enter your credit card
information. Once again, just click on “Return to Payment Details” at any time to return to the prior screen.
Please note, additional bank fees apply for credit card payments. In addition, the maximum payment amount
that can be made with a credit card is generally $5,000.00 per transaction. Should the maximum differ at your
community, the maximum amount will be stated on this screen.

Selecting “Setup Recurring Payments” will bring you to the “Setup Recurring Payments” screen which will:
● Remind you if you have already enrolled in Recurring Payments (ACH)
● Allow you to set your ACH Settings to your preference:
- Select “Assessment Charges” to authorize withdrawal of each assessment charge only; should
assessments change, the withdrawal amount will automatically adjust
- Select “Open Balance” to authorize withdrawal of the entire open balance on the draft date,
including late fees, fines, special assessments, etc.
- Select “Other” to authorize a withdrawal of a fixed amount no more than your regular assessment
amount (if assessments change you will need to return here to change this amount, whereas the
other options will automatically adjust when assessments change)
● Reflect your next regular assessment amount and due date
● Allow you to select your checking or savings account (credit cards are not available for ACH)

Page 21

ACH is the most convenient, efficient, cost-effective and stress-free method of making your assessment
payments, and it’s so easy to enroll. Once enrolled, you never have to worry about your assessment payments
being made on time ever again, mailing in a check, purchasing postage, incurring late or finances fees due to
forgotten payments, or deal with “lost in the mail” hassles. ACH will even automatically adjust should
assessments change down the road when you select the “Assessment Charges” or “Open Balance” option
during enrollment. Finally, if you have overpaid and have a credit balance, ACH will only deduct the difference
between your credit balance and your assessment amount.
If at any time you would like to withdraw from the ACH program, simply return here and click on the “Remove
Payment” Info button on the bottom left and then the “Submit Changes” button on the bottom right.
And once again, you can also get to this page from the My Dashboard and Statement pages as mentioned in
previous sections.
We hope you found this information on making payments, whether one-time or recurring, helpful. Next up,
we’ll take a look at the document archive known as My Documents.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - - Part VI
Part VI of “Getting Acquainted with the Resident Portal” explores online ordering of Access Media / Keys for
amenities with controlled access (for example, a pool key or a gate remote) from the My Account menu. This
feature is optional, and will only be available if 1) your community has amenities with controlled access
requiring access media to gain entry, and 2) if online ordering of access media has been enabled. If your
community has amenities with controlled access, and if online ordering has been enabled, you will see Access
Media / Keys on your My Account menu. Select this menu option to proceed with placing a quick and
convenient online order. If your community does not have such amenities, or your community has chosen not
to enable the online ordering feature, you will not see this displayed on your My Account menu.

If this feature is enabled, selecting Access Media / Keys from the My Account menu will bring up a screen such
as the image below. This screen is where you can begin your online order. Here you will see your name and
address, any rules associated with issuing the access media specific to your community, and costs associated
with an access media order.
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Many communities limit the number of access media devices each household can hold. If you already have
reached your maximum allowable access media devices, the “Quantity to Order” arrow button will be disabled.
If you attempt to override it by typing in a number, you will receive an error message such as this, and will not
be able to proceed any further:

Should your account have a past due balance, you will see this message directly under the instructions. You
will be unable to proceed further with your order on the Resident Portal until the account issue is resolved:

For a pool key request, on the next screen you will typically find a Waiver Form. Once again, this varies from
community to community; many communities require them while others do not. The image below is an
example of an online waiver that you can agree to electronically right then and there:

In some cases you may find a waiver that needs to be downloaded, printed, filled out and sent in via e-mail or
regular mail, which would look more like this:
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Should you have a different mailing address on record, the next screen will prompt you to indicate to which
address you would like the access media mailed - the property address or the alternate mailing address:

The final screen is your checkout “cart”summary. Once you click “Submit Order”, you will be taken to the
checkout with a PayPal link where you can submit payment for your order:

We hope you found this information on Access Media / Keys ordering to be helpful to you the next time you
are in need of access media for your community amenities.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part VII
Part VII of “Getting Acquainted with the Resident Portal” explores the My Documents portion of the My
Account menu.

My Documents is where community association members can find all of the
important documents pertaining to your community. In addition, you can
locate documents pertaining to your own individual account with your
association. This image is an example of a typical document archive for one of
our community associations.
My Documents is where residents can find, review and print association
documents including:
- Annual operating Budget(s)
- Community Forms (Architectural Request forms, Pool Waiver forms, etc.)
- Insurance Certificates and/or Policies
- Governing Documents (in the Legal/General folders)
- Mailings sent to all residents
- Minutes from Board meetings and Annual association meetings
- Policies
In addition, you can locate copies of documents relating to your individual account that were previously sent
to you. Such documents remain accessible here should you lose them, or should they be lost in delivery. If
you are not receiving statements, for example, you can check here any time to see what we’ve mailed to you,
in the event the post office has failed to complete their delivery. These documents include:
- Collection Notices
- Account Statements
- Violation Notices
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Now that you know what you can find in My Documents, let’s look closer at how to find them. Taking a closer
look, note the numbers in ( ) next to each file folder; this indicates the number of documents that reside in
that folder. To view them, simply click on the + sign to the left of the file folder name, and the file folder will
expand, revealing it’s contents.
In the example below, the Insurance file folder is expanded, the the Certificates folder is expanded, and finally
the 2020 folder is expanded. You can tell there are two documents for 2020, and they were both uploaded
with a June 2016 effective date, causing it to appear in a June folder under the year 2020 folder.

Clicking on the June folder to select it reveals the documents on the right. Just double click on the .pdf image
to open the file. It’s that easy to access your general community documents and your personal account
documents!

However, you may not always need to filter through year and month layers in every case. In the Forms folder,
for example, there are no sub-folders indicating a year or month. That’s because these documents don’t
necessarily have a specific effective date or term. Navigation is even easier in these situations.

One last item, you may view documents in this list format, or in icon format. Just click the three dots in the
upper right to switch from list format ….
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…..to icon format. Click again to switch back.

Many of our homeowners enjoy the convenience of having their association and account documents available
to them in this convenient portal whenever they need a copy of a document or are in need of some
community information. We hope that you will as well.
In our next section we will explore the Compliance section of the My Account menu.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part VIII
Part VIII of “Getting Acquainted with the Resident Portal” explores the Compliance portion of the My Account
menu.

Selecting this option on the menu will bring you to Your Compliance where you can see if there are any open
violations reported at your property currently listed on the “Open” tab. Set the “From” and “To” boxes on the
right to set the dates range during which you wish to search. In this example, there are no open violations.
Instead, a message appears thanking you for your compliance.

If a violation was recorded at your property in the past which has since been fully resolved, you will find it on
the “Closed” tab. Once again, set the “From” and “To” boxes on the right to set the dates range during which
you wish to search.
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It is important to note that the open tab on Your Compliance may show a violation that has been fixed. An
open violation may be in either Not Fixed or Fixed status. This is because once a cited violation is fixed, it is
not automatically closed. While every state is subject to different laws, many states allow an association to
keep a violation open for a certain number of months in the event the violation returns. The association is
legally allowed to pick up their enforcement process where it previously left off rather than starting it over
again each time the violation reoccurs. Should you see an open violation that is fixed, take comfort in
knowing that as long as it remains fixed for the legally allowable probation period in your state, the system will
move it to Closed once that period expires.
In addition, violations you report on other properties will not be reflected on the Compliance tab. This tab
only reflects violations recorded on your property.
Finally, take note of the “History” column. Clicking a history icon in this column brings up the history on that
particular violation, detailing when and how often the violation was cited. You can view how many notices
were sent regarding this violation, and view the actual notice by clicking on the .pdf image in the “Notices”
column. In addition, if a photograph is available (which varies depending on contracted services), you may
view a photo of the violation by clicking the image in the “Images” column:

We hope you find this information helpful in understanding the Compliance section of the Resident Portal.
With the My Account menu now complete, in our next section, we will begin exploring the My Community
menu.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part IX
Part IX of “Getting Acquainted with the Resident Portal” begins exploring the menu options available on the
My Community menu.
The first menu option you will find is Board of Directors. Select this option to see a list of the current Board of
Directors elected to govern your community association. Also listed here will be any Committee members
appointed by the Board of Directors. While board members are elected by the community members,
committee members are appointed by the Board of Directors under the authority granted them in the
governing documents.
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The Board of Directors list will include the names of your board members, position on the board, and the
dates their terms begin and end. What you will not find is personal contact information. Why? Because the
Board of Directors is comprised of homeowners such as yourself who volunteer to serve the community
without compensation. (Unless your community is in the development stage, during which time
representatives of the developer typically serve as the Board of Directors, in large part due to their financial
investment.) Your Board of Directors is elected by community members, and entrusted to make all the
decisions regarding your community. This includes everything from which contractors to hire, to which
individuals to appoint to Committees, to which homeowner requests to approve or deny.
Because board members are volunteers, they often contract with a management company to assist them in
running the day to day business of the association, acting at their direction. The management company serves
as your liaison between you and your Board; we are here to help you. Board members often have full time
jobs, and have charged the management company with handling the day to day communication on their
behalf. As such, all communication is best processed through the management company. All requests or
communication requiring Board authorization will be forwarded to the entire Board, as one board member
alone cannot render a decision. One the board renders a majority decision, they will notify their manager, and
we in turn will notify you of their decision.
In our next section we will take a look at the community Dashboard, a great resource for financial information
pertaining to your community association.

Page 32

GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part X
Part X of “Getting Acquainted with the Resident Portal” continues exploring the My Community menu. The
second menu option you will find here is Dashboard. Click Dashboard to review a quick snap shot of several
important financial matters relative to your community association.

The first pie chart represents the association’s financial status. You will see bank accounts and the current
balance in each account. Like all the other information, this is updated daily, making the information as close
to “live” as possible. This chart provides a good indication of the financial health of your association.

The second pie chart represents the percentage of association members who are current with their
assessment obligations, have outstanding balances, or who have pre-paid their assessments in advance of the
due date. This too gives you a good idea of the financial health of your association. A high delinquency rate or
a large amount of assessments unpaid indicates your association could potentially run into cash flow issues
that could delay maintenance projects.
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Unless your community is in the development phase during which time the declarant is responsible for
covering any shortfalls resulting from a small number of homeowner occupied homes, your community
association depends solely on revenue from owners to fund its expenses; if owners do not meet their
obligation, funds may not be available to pay for a project when its needed to maintain the curb appeal of
your community and protect your property values.

The third pie chart indicates where association expenses have occurred over the TTM (trailing twelve months).
In this example, 17% of the association’s operating expenditures were in landscaping, 17% in pool, 14% in
repair and maintenance, etc. This provides a simple visual aid to see where your assessment dollars are being
allocated, so you never have to wonder where your dollars go. The answers are always right at your fingertips!

The final pie chart shows you how many members of the association are currently in compliance with the
deed or use restrictions, and how many have open deed restriction violations. This chart reflects work
performed by the management company, in conjunction with the Board, to enforce the deed restrictions,
including conducting deed restriction violation inspections and following up on violations reported by owners.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part XI
Part XI of “Getting Acquainted with the Resident Portal” continues exploring the My Community menu. The
third menu option listed here is Information. This features provides you with a quick snap shot of several
important matters relative to your community association.

Click the Information tab from the Home Page menu to review a quick informational summary of a few key
items of association business. This may include, but not be limited to, such items as:
- Amenities & Access Control
- Annual Meetings
- Board Meetings
- Trash Pick Up

- Landscape Maintenance Company
- Property Inspection Frequency
- Reporting Deed Restriction Violations
- Insurance Agent
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This Resident Portal feature, like the others, is a great resource to check when you have general questions
about the community association without having to take the time to place a phone call or send an e-mail.
Next we’ll explore when you can find Legal Information for your community.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part XII
Part XII of “Getting Acquainted with the Resident Portal,” continues exploring the My Community tab. The
fourth menu option is Legal Information.

Similar to the Community Information tab, click the Legal Information tab from the My Community menu to
access a quick informational summary of legal requirements contained in the association’s governing
documents, and more, including:
- Assessment Remit Address
- Architectural Requirements
- Board of Directors Terms
- Annual Meeting Requirements
- Special Meeting Requirements
- Foreclosure Type
- Assessment Classes
- Annual Increase Requirements
- Assessment Increase Notice Period
- Maximum Amount Assessments Can Be Raised
- Special Assessment Requirements
- By-Law Amendment Requirements
- DCCR’s Change Requirements
- Declarant(s)
- Builder(s)
- Annual Audit Requirement
- Incorporation Date
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Along with meeting requirements, assessment classes and ACC requirements, you can also find the payment
remittance address, names of the declarant and/or builder in developing communities, etc. While the
majority of this information can be found by reviewing the governing documents, this offers a much simpler
and faster method to educating yourself to your community’s operations.
We hope you are finding all of this information helpful. Next up is the Resident Directory feature.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part XIII
Part XIII of “Getting Acquainted with the Resident Portal,” continues exploring the My Community menu.
The fifth menu option you will find is Resident Directory. This directory includes, at a minimum, a list of all
addresses within the community. In addition, it provides homeowner names and contact information of only
those homeowners who opted to share this information with their neighbors.

Click the Resident Directory tab on the My Community menu to access the directory. If you only wish to see
owners who elected to share their information (see Part III), set the filter in the upper left to “Shared.”

If you wish to view a list of all addresses, regardless of whether the property owner opted to share their
contact information, set this filter to “All.”
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Below is an example of a Resident Directory set to display all. Note you can see numerous addresses without
any contact info; those are the owners who opted not to share their contact information. Names and/or
contact info will display on the right only for those owners who opted to share it.

Finally, note the Print button on the upper right. Click here to print the directory to your printer or to a .pdf
document. Set the filter to “Shared” or “All” before printing, depending on which type of list you wish to print.

We hope you find this information on the Resident Directory helpfu. In our next section, we will explore the
community Calendar.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part XIV
Part XIV of “Getting Acquainted with the Resident Portal” continues exploring My Community. The sixth
menu option listed is Calendar. Click here to view a Calendar of Events for your community.

After selecting Calendar from the My Community menu, you will see two community calendars “Community” and “Amenity”. The first “Community” tab will reflect any community related events, such as
board meetings, annual meetings, social events, etc. The second “Amenity” tab is for communities with
amenities the residents can reserve, such as a clubhouse. Existing reservations are reflected here allowing you
to determine if a date you are interested in renting the amenity is available or not.

Below the two tabs is a field where you can select the month you wish to view. On the right, you can tailor
your calendar to appear in a monthly format, weekly, daily, etc. And finally, the “Export” button on the upper
right allows you to export the Calendar data to an .ics file only. Once the calendar is open, just click on any
event (shown in purple below) to pop up additional details:

Our next section explores the Restrictions Summary, a simple tool to find the “Rules” for your community.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part XV
Part XV of “Getting Acquainted with the Resident Portal” continues exploring the My Community tab with the
seventh menu option, Restrictions Summary. Here you can find the deed or use restrictions for your
community in a quick and easy to navigate format. Not sure what your community rules are about fencing?
You can quickly and conveniently look it up here without pulling out the documents you received at your
closing, making this a very helpful and popular tool.

Click the Restrictions Summary tab from the Home Page menu to bring up the Deed Restriction Violation
Definitions summary screen. Just like the My Documents feature discussed in Section VI, the categories are
collapsed, providing you with a quick overview of available categories. To look at each sub-category in greater
detail, click on the + sign to the left of the category name to expand its contents.
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In the image below, “Fencing” has been expanded, and one of its subcategories, Gates, is now visible.
- The Reference column indicates which governing document and which section of that governing document addresses
this subcategory
- The Restriction Text column provides the rule directly as written in the Governing Documents
- The Compliance Text column informs what action needs to be taken to correct a violation of this use restriction
- Finally, the optional Clarification column may provide some additional clarifying information where necessary

If you are interested in adding a gate to your fence, for example, this would give you all the information you
would need to know what is required. Conversely, if you observe something in the community that you think
might be restricted by the governing documents, this section helps you verify that before reporting a violation.
The Restrictions Summary makes understanding, complying with, and helping enforce the restrictions very
quick and easy for all involved.
When you first arrive at this page, if the information is not displaying as shown here, it could mean the screen
is not filtering by Category. Find the Category column, click and hold the Category column header and drag it
to the row directly above the main header row and release, forcing the system to sort all the use restrictions
by Category first.
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On the upper right of the Restriction Summary page you will find the “Report a Violation” button. Click here
to go to the next page on the Resident Portal, where you can anonymously report a violation of the deed
restrictions you observed in your community.

This page is a great tool to keep in mind for the next time you are curious of the rules in your community,
either to make sure you don’t inadvertently violate them, or to verify if a neighbor has violated them. The
Restrictions Summary page of the Resident Portal makes finding this information a breeze.
In our next section, we will explore how to properly Report a Violation in greater detail.
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GETTING ACQUAINTED WITH THE RESIDENT PORTAL - Part XVI
Part XVI of “Getting Acquainted with the Resident Portal” continues exploring the My Community tab.
Report a Violation is the eighth and final option on this menu. This tool allows you to anonymously report
violations of the deed restrictions you have observed in your community.

Selecting Report a Violation on the My
Community menu brings you to a screen
where you can anonymously report a
violation of the deed restrictions that you
observed. As previously mentioned, you can
also get to this screen by selecting the
“Report a Violation” button on the
Restriction Summary page. In this section
we will examine what is required in each field
to simplify this process for you.
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In the “Property Address” field,
click the drop down arrow on the
upper right to bring up a list of all
addresses within the community.
Select the address where the
violation exists from that list, not
your address.
Alternatively, you can begin
typing the address in the blank
box to filter by addresses that
contain the data you have
entered as a shortcut, resulting in
a smaller list from which to
choose.
In the “Violation Category” field, click the drop down arrow to bring up a list of violation categories and select
the one that applies. Use the vertical scroll bar on the right to see all available categories.

Once you’ve selected a category (such as fencing in this example), select the applicable sub-category in the
“Violation Sub-Category” box by clicking the drop down menu and selecting the one that applies.
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Once the category and sub-category is selected, look over to the far right. The rule and compliance
requirements listed on the previous Restrictions Summary will populate here. Review this data to verify you
have selected the proper category and sub-category for the issue you are attempting to report. If you find the
data does not match up, try selecting a different category and/or sub-category. For example, a rule about
maintenance of window coverings might exist in either the Architectural or the Unsightly category, depending
upon where the rule is contained in the governing documents for your community.

With your category and sub-category selected and confirmed, next click the drop down menu and select the
“Location” of the violation. For example, front yard, back yard, etc.

Next, enter the nature of the violation In the “Description” field. For example, “Two sections of fence on right
side of house has fallen and is laying on the ground”. This field allows 300 characters, so you can be very
descriptive.
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Finally, in the “Images” section, upload a date and time stamped photo of the violation clearly identifying the
address of the violation by clicking the “Select File” link. This photo serves as the proof your community
association needs to begin any enforcement action. Without it, we need to try and verify the violation on the
next regularly scheduled inspection, which will create a delay in any enforcement action. If the violation
cannot be verified because it is in the back yard which cannot be seen, or because the violation is intermittent
and is not present on inspection day (for example, someone bringing home a commercial vehicle at night),
your association can not take any action. Including a photo will ensure the association is able to begin the
enforcement process immediately without further delay, and without the need to wait for the next inspection
to verify. Uploading the smallest image size possible is recommended.

After completing all the fields and uploading your photo, all that remains is to click “Submit Violation”. Your
submission will go into our system for follow up by the appropriate staff member.
Please keep in mind that violations reported through this method come through anonymously. This is by
design, as many owners do not want their names associated with a violation complaint. However, because it’s
anonymous, if any information is missing, or clarification is needed, we will be unable to contact you to
request additional information because we don’t know who submitted it. If you would like us to know who
submitted the complaint in the event we need to contact you, you might prefer to e-mail your violation
complaint and date and time stamped photo to the community e-mail address. Or, use the Contact Us feature
to send us an e-mail instead of the Report a Violation feature.
We hope you find this information helpful in properly reporting violations of the deed restrictions that may be
impacting you and your property.
This concludes our “Getting Acquainted with the Resident Portal” tutorial. We hope that you will feel
comfortable taking advantage of this tool and will find it to be of great help to you. Please do not hesitate to
contact us should you have any questions. Thank you.
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