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Dear Homeowner:

On behalf of your property management team, it is my pleasure to welcome you to Crescent 
Springs Ranch Homeowners Association! The idyllic vision for our community is carefully 
nurtured by the Homeowners Association - a non-profit corporation formed to preserve property values 
through architectural and design guidelines, and deed restrictions.

Enclosed are several documents, including your community’s Articles of Incorporation, Bylaws, and 
Declaration of Covenants, Conditions, and Restrictions (also known as CC&Rs or deed restrictions), and an 
ACC Modification Request Form. The CC&Rs will provide a full description of the governing documents, rules, 
and regulations of the community. You will also be able to view these documents and more on the RealManage 
Resident Portal. You will be receiving a letter shortly which will include the information needed for login.

In the interim, please note the following:

Trash Receptacles:
Trash days are Monday and Thursday, recycling is Wednesday. Receptacles should only be placed out on the 
curb on the designated days and moved out of sight from public view otherwise.
Exterior Modifications:
As stated in your community documents, before making any changes or improvements to the exterior of your 
new home you must get written approval by filling out an HOA Architectural Control Committee (ACC) 
Request Form and submitting it to the Association for approval.

Should you have questions or need assistance, please do not hesitate to call on the management team.

Customer Service: 1-866-4-RealService (1-866-473-2573)
Business Hours: M-F (7:30 AM - 7:00 PM)
Multi-lingual customer service (English, Spanish and other languages available) 
Fax: 1-866-919-5696
RealManage E-Mail: CRESPRIN@CiraMail.com
RealManage Website: www.RealManage.com

Again, welcome to the community!

Best regards,

Your RealManage Team

mailto:LYNCREEK@CiraMail.com
http://www.realmanage.com
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FREQUENTLY ASKED QUESTIONS 

1. What is a homeowners’ association?
Automatic and mandatory homeowners’ associations are part of an overall concept of residential
property ownership. Purchase of a home or lot brings membership in the association which provides
the structure for operation and management of the residential community concept. Membership
includes certain mandatory obligations, financial responsibilities and rules of the association.

2. What is the overall purpose of the HOA?
The community association gives continuity to the community, preserves the architectural integrity,
maintains the common properties, and promotes the community concept while protecting the
community’s property values.

3. What is the purpose of the governing documents?
The purpose of a community association’s governing documents is to provide for the legal structure and
operation of the community. The documents:

• Define the rights and obligations of both the association and its owners
• Create a binding relationship between each owner and the association
• Establish the mechanisms for governing and funding the association’s operations
• Set forth rules and standards for the protection of both owners and the community
• Enhancement of property values
• Promotion of harmonious living

4. What do my dues cover?
All community associations have fees or dues (assessments) that must be paid to the association.
Depending on the association, the assessments may be paid monthly, quarterly, or annually and may
cover such costs as landscape and maintenance of common areas, repairs and maintenance of
amenities, social activities, and insurance.

5. What doesn’t the HOA do?
Your HOA management team is there to serve the residents.  However, it cannot resolve domestic
disputes or disagreements between neighbors, act as a substitute for police or law enforcement, supply
security services or attempt to control county or city services.

6. What are the CC&R’s?
The Covenants, Conditions & Restrictions are guidelines that were established to ensure a level of
design consistency and help establish an overall character for the community.  All residents are
required to familiarize themselves with these documents and receive the necessary review and
approvals to comply with the terms of the CC&R’s in the event you wish to make any changes or
improvements to the exterior of your home or lot.  Builders are typically responsible for initial
construction.

7. What is the role of the Board of Directors?
The board manages the community. The role and scope of authority of the board may be broad or
specific, depending on the association’s governing documents and the law. Examples of the powers
generally granted by the governing documents and state law to the board include the authority to set
goals, standards, and policies for the association, enforcing the governing documents, maintaining the
property, maintaining the association’s financial stability, purchasing adequate insurance, entering into
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contracts for services, creating and supervising committees, as well as conducting annual meetings and 
board meetings. 

8. Why do we need RealManage if we have a Board?
RealManage specializes in managing community properties and provides expertise in all areas of fiscal
service including financial preparation, collections, administrative, record keeping, transfer and resale
certificates, governing document compliance, common area maintenance, board of director and
committee development, resident services, newsletter preparation, and more. In addition, boards are
not accustomed to serving as a contact with repair contractors, developers, local politicians, city/county
or state government agencies, and other offices with which community associations need to work.

9. What is my role as a homeowner and member of the HOA?
Members of the homeowners’ association have two responsibilities, one to themselves and to their
individually owned property and one to the association and the community concept. Apathy by
individual members can render the association ineffective and can destroy the community concept. To
maintain the quality of life that accompanies a well-maintained residential community, each individual
member must do his or her part. The success of the homeowners’ association will depend on how well
each member meets and keeps the responsibilities that are established by the covenants creating the
overall community concept.

10. How else can we foster the community concept?
Resident involvement in community associations is increased when owners partner with the
management team and become actively involved as volunteers to create fun programming that fosters
community spirit and creates lifelong friendships among neighbors.  Community spirit means pride in a
community. And spirited communities, like safe neighborhoods, have higher resale values. Community
spirit also creates an emotional equity that sets communities apart from the rest.

Again, welcome to the community.  Please do not hesitate 
to call on us if we can be assistance in the future. 
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Getting Acquainted With The 
RealManage Resident Portal

Part I

Have you visited the RealManage Resident Portal lately? All members in 
communities managed by RealManage have access to this convenient tool. It 
puts a wealth of information and resources at your fingertips, 24 hours a day, 7 
days a week, just by visiting www.realmanage.com/resident-services. 

To help you make the most of it, we are going to break it down into several bite-
sized pieces. We hope this information will encourage you to log in and start 
taking advantage of the helpful features!
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Registering An Account 
Before you can begin using the Resident Portal, you first need to register your account. 

To log into the Resident Portal, please visit www.realmanage.com/resident-services. Click on the 
orange “Login to the Resident Portal” link to log in.

This will bring you to the login screen. On your first visit to the portal, click on the “Don’t have an 
account?” link below to create your new account. 

What you will need to register on the Resident Portal:

Association ID: Typically an 8-digit association ID

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

Check Digit: A 1-digit security code

This information can be found on the initial Welcome Letter you received from RealManage, or 
on any billing document you receive from RealManage (statements or coupons). If you cannot locate 
your account information, contact RealManage for assistance.
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LOGGING IN

After completing your registration, return to the Resident Portal at www.realmanage.com/
resident-services (or ciranet.com/residentportal) at any time, click on the orange “Login to Resident 
Portal” link to log in.

This will bring you once again to the login screen. This time, you will simply enter your username 
and password and click on “Log in” to proceed.
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FORGOT YOUR LOGIN INFO?

If at any time you forget your login credentials, return to this screen and click on the “Retrieve 
Username or Validate Email Address” link to have your credentials re-sent to you:

QUICK PAY

Once your account is established, as the screen shot above illustrates, you can also make a Quick 
Payment directly from the main login screen! Just click the “Make a Payment” link on the right to 
make an online payment directly to your account without the need to log in.
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Getting Acquainted With The 
RealManage Resident Portal

Part II

In Part II of “Getting Acquainted With the RealManage Resident Portal” we will 
review the “Home Page” in depth. Let’s get started!
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Home
When you first log into the RealManage Resident Portal, you will be brought directly to the 
“Home Page”. On the left, you will see a menu of available features. Make a note of the “+Add 
Property” feature on the very bottom. If you own more than one property in a community 
managed by RealManage, you can click here to add your additional property. Once all your 
properties are linked, you will be able to toggle back and forth between the properties, viewing 
information pertinent to each particular property with one click. This is especially important when 
viewing account information and/or making payments, so if you own multiple properties, keep this 
in mind.

ANNOUNCEMENTS

To the right of the home page menu, any current “Announcements” will display. Often your 
management team will use these announcements as a no-cost method of keeping residents 
informed of current and/or important items, so be sure to check in regularly!

WELCOME MESSAGE

Below that you will find a ”Welcome Message,” listing some of the features the Resident Portal 
has to offer you. Keep in mind the intuitive portal provides you the most up-to-date access to 
pertinent community information.

QUICK LINKS

Following the welcome message you will find the “Quick Links” section. This section has 
hyperlinks to each pertinent section.
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CIRAMOBILE APPS

Next on the Home Screen, you will find information regarding our “CiraMobile Apps.” The 
RealManage Resident Portal is accessible from Apple and Android products using our CiraMobile 
apps, offering the greatest convenience of all! With the app installed on your tablet or phone, it 
takes just seconds to check your account, submit a message, and so much more. Visit your App 
store today to get started!

RESOURCES

Finally, under Resources, you will find a link to a helpful document entitled “An Introduction to 
Community Association Living.” This document is a great primer to educate you on exactly what a 
community association is and how it is governed. This is a must-read for anyone new to living in a 
community association, or who wants to learn more about how they work. 



10

Getting Acquainted With The 
RealManage Resident Portal 

Part III

In Part III of “Getting Acquainted With The RealManage Resident Portal,” we 
will cover the “Account Information” portion of the portal. On this page you will 
find information pertaining to your assessment obligations, view and update 
your contact information, and more. So let’s dive in!
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Account Information
Once you click on the “Account Information” tab on the Home Page menu, the Account 
Information page will appear. The Account Information summary provides a brief explanation of 
the sections that follow (Property, Contact, and Directly). But don’t worry, we will take a deeper dive 
into those to provide you more details and helpful tips.

ACCOUNT INFORMATION

Property Information: This section shows your property and assessment information. Please 
select the “View Payment History” link on the left of this page to see detailed payment history.

Contact Information: Please make sure that your contact information is correct. This address will 
be used to an send annual meeting and other important notices.

Directory Information: You have the option to make your contact information available to your 
neighbors. Please select the information boxes that you wish to have included in the directory.

PROPERTY INFORMATION

Following the summary, you will see “Property Information.” Here you will find your 16-digit 
account number beginning with an R, your address as we have it listed in our system (based on 

information provided to us by the title company when you purchased your home, or from a prior management 

company when we take over management of a community). If provided at the time of management 
contract signing, your Lot, Phase, Block, and Section numbers may also be listed.

 

ASSESSMENT RULES SUMMARY

Next, you will see the “Assessment Rules Summary” for the current fiscal year. Here you can 
view your association’s current assessment amount, frequency, and due date. Also, information 
pertaining to late charges and finance fees, including their amount when they are invoked, is 
displayed. Finally, should you decide to sell your home, the 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.
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MAILING ADDRESS

Next up, you will see the “Mailing Address” we have listed for you in our system if it differs from 
the property address. Do you wish to have your mail sent elsewhere? Click on the edit button and 
make your changes. 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. 

PHONES/EMAIL/CONTACT INFORMATION

This section offers several options. In the first section, Contact Information, click on “Manage 
Contacts” to add the names of all the members affiliated with your household; you’ll be able to 
indicate which are owners, household members, or those having another role relating 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 the names of 
tenants who are occupying your home. You have the ability to provide a different mailing address 
for each of your contacts as needed.

In the next section, you can enter phone numbers and email addresses for all your contacts. You 
can enter different phone numbers and email addresses for each contact. You can also have more 
than one phone number and/or email address for each of your contacts. Under phone numbers, 
be sure to indicate if a phone number is a home number (landline) or cell phone number.

Under email addresses, be sure to set your communication preferences. Check both “Standard 
Community Notification” and “Emergency Community Notification” if you wish to be included on 
all emails sent by the association. Check just one if you prefer only to receive either standard or 
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emergency notices, but not the other. Uncheck both if you do not wish to receive any emails from 
the community association. Your contact preferences can also differ for each of your contacts.

RESIDENT DIRECTORY

The Resident Portal contains a “Resident Directory” listing the addresses of all homes in the 
community. You can view the Resident Directory itself by clicking on the tab on the Home Page.

As a member, you have the option of displaying your name and contact information in the 
directory as well. RealManage does not publish this information without your consent. If you wish 
to display any of your personal information, while you are still on the Account Information page, 
click on the Edit button under “Directory Information” and configure your information accordingly.
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Getting acquainted with the 
RealManage Resident Portal

Part IV

In Part IV of “Getting Acquainted with the RealManage Resident Portal,” we will 
cover the Account Statement and View Payment History portions of the portal. 
These sections provide you with up to date information on your account at all 
times, as our systems are updated nightly with payment information received 
from the bank. Let’s take a look!
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Account Statement
On the “Account Statement” page, you can find all the information pertaining to your individual 
account with the association.

As soon as you click on the Account Statement tab on the Home Page menu, the Account 
Statement page will appear. By default, you will see two tabs, the “Statement” tab and “Open 
Balance” tab. Let’s talk about the Statement tab first.

STATEMENT

This “Statement Tab” shows you your account. You can see all current charges to your account, 
as well as payments. In the column on the far right, you can see your current balance.
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Note the “Begin Date” and the “End Date” fields on top of the statement. The page will typically 
default back to January 1st of the current year. However, you can change the dates and view your 
account details as far back as the date RealManage began managing your community:

Next to the “Begin Date” and “End Date”, you will notice the “Action” button. Click on this button 
and then select “Generate Statement” from the drop-down menu to create a .pdf version of your 
account statement. If you didn’t receive a statement, or you misplaced it, you can quickly print a 
statement to mail in with your payment with this feature at any time of day or night.

Also under the “Action” button is the “Make a One Time Payment” feature. If you click on this, it 
will take you to the “Make a One Time Payment” page.

Now let’s take a look at the second tab, “Open Balance.”

OPEN BALANCE

When your account has an open balance, clicking on the “Open Balance” tab will allow you 
to see what types of charges make up your total outstanding balance. You will see all unpaid 
assessment charges listed in one section, all unpaid late fees in another section, and so forth. 
When an account remains unpaid for a while due to financial hardship, it can incur late fees 
and finance 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:
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View Payment History
Moving right along, on the “View Payment History” page, you can find ALL payments made on 
your account dating back to the date we first began managing your community. This page is very 
helpful in the event you believe a payment you sent was not applied to your account. You can 
quickly cross-reference the Payment History page 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 means 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 
RealManage for us to research further.

Lastly, at the top of this page, you will again see the “Make a One-Time Payment” button, along 
with the “Setup Recurring Payments” button. 

We hope you found this information helpful in understanding your account resources available to 
you on our Resident Portal. Next up, we’ll cover how to look at one-time and recurring payments!
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Getting Acquainted with the 
RealManage Resident Portal

Part V

In Part V of “Getting Acquainted with the RealManage Resident Portal”, we will 
review the Make a One-Time Payment section of the portal. Here you can log in 
and make a one-time payment at any time with a credit card or electronic check, 
even if you haven’t received or lost your statement. Let us show you how!
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Make a One-Time Payment
Once you click on the “Make a One-Time Payment” tab on the Home Page menu, you will find 
the screen below. Let’s walk through the quick and simple steps.

First, you will see the reminder that your one-time payment can be made via credit card or 
e-check. Next, you will see your next assessment payment (amount and due date) listed, providing 
another reminder. You can select “Next Regular Assessment” or enter a different amount in the 
“Other Amount” box.

Under that you will see the “Pay with e-check” and “Pay with Credit Card” buttons. Click the one 
that pertains to the payment method you wish to use.

PAY WITH E-CHECK

If you click on “Pay with e-check”, you will be taken to another screen where you can enter your 
bank and check information. You can click on “Return to Payment Details” at any time if you need 
to refer back to the prior information.
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PAY WITH CREDIT CARD

If you click on “Pay with Credit Card”, you will be taken to another screen where you can enter 
your credit card information. You can click on “Return to Payment Details” at any time if you need 
to refer back to the prior information. (Please note, additional bank fees may apply for credit cards).

And finally, at the bottom of the One-Time Payment screen, if you decide to send payment by 
mail, after all, the address to which your payment should be sent is listed. Remember to go back 
to the Account Statement page and print a .pdf version of your statement to include with your 
payment. The bank needs the information on the scan bar at the bottom of your statement in 
order to be able to process your payment systematically. Payments sent without this are delayed 
due to the manual processes required as a result of no coupon or statement with the payment.

And don’t forget, you can also get to this page from the Account Statement and View Payment 
History pages as mentioned in previous sections.

We hope you found this information on Making a One-Time Payment helpful. Next up, we’ll 
examine how to set up “set it and forget it” Recurring Payments!



21

Getting Acquainted with the 
RealManage Resident Portal

Part VI

Now that you know how to make a one-time payment, in Part VI of “Getting 
Acquainted with the RealManage Resident Portal,” we will cover the Setup 
Recurring Payments section of the portal. 

Once you enroll in ACH by setting up recurring payments, you will never have 
to worry about your assessment payments being made on time ever again! It is, 
quite simply, the most convenient, efficient and stress-free method of submitting 
your assessment payments to your community association.
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Setup Recurring Payments
So what makes ACH so efficient? Once you enroll in ACH, you never have to worry about 
remembering to send a check when bigger life matters get in the way, incurring late fees due to 
forgotten payments, worrying about “lost in the mail” hassles or spending money on postage. It 
will even automatically adjust should assessments change down the road.

Once you click on the “Set up Recurring Payments” tab on the Home page menu, you will 
find a screen that will let you set that up. First, notice there are three “Draft Amount Options:” 
Assessment Charges, Open Balance, and Other.

ASSESSMENT CHARGES

When you enroll in ACH with the “Assessment Charges” option, your assessment will be 
automatically drafted from your designated bank account on the due date. Should assessments 
change (whether increase or decrease), your deduction will automatically adjust.

OPEN BALANCE

When you enroll in ACH with the “Open Balance” option, any balance on your account on the 
ACH draft date will be drafted. For example, if your association passes a special assessment, it 
will be drafted too when your regular assessment is drafted. Or if you were fined for a violation of 
the deed restrictions, the fine will draft as well. ANY open balance on your next assessment draft 
date will be deducted from your bank account on the due date. This is great if you don’t want 
to worry about ever having to send another payment, but it’s important to be aware that the 
amount drafted could differ from what you expect if you are not aware of those charges.
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OTHER

When you enroll in ACH with the “Other” option, you will enter the amount you want to be 
drafted. For example, if assessments are $100/month and you enter $100, that is what will draft 
on the due date. However, should assessments increase to $105/month next year, only $100 will 
continue to be drafted. Your account will reflect an unpaid balance that could be subject to late 
fees. Until you log in and correct your authorized amount, your payment will continue to be short 
each month, causing the unpaid balance and applicable late/finance fees to compound.

BANK INFORMATION

Next, once you’ve selected your Draft Method, you will then enter your “Bank Information.” You 
can choose between a checking or savings account. You’ll be prompted to enter the bank name, 
routing #, and bank account #. Do be careful when entering this information and double-check 
your routing and account numbers. If this information isn’t entered exactly correct (i.e., if you 

inadvertently transpose two numbers), the association’s bank will be unable to draft your assessment 
payment. Your account will incur an NSF fee when the attempt to draft your assessment proves 
unsuccessful.

Once your bank information is entered, review the ACH Agreement, and click “Submit Changes” 
to save your ACH enrollment. You will receive confirmation of your enrollment and effective date. 
Of course, should you change banks or accounts in the future, you can always revisit this page 
and update your bank information at any time.

And don’t forget, you can also get to this page from the View Payment History page as 
mentioned in previous section, so you have several convenient options.

We hope you found this information on how to Setup Recurring Payments helpful and 
information. Next up, we’ll take a look at Access Media options available on the portal!
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Getting Acquainted With the 
RealManage Resident Portal

Part VII

The next section of the Resident Portal will vary from one community to another. 
This section pertains to amenities at your community that require controlled 
access media to gain entry. I.e., a card key for a pool, a remote for a gate, etc. 

If your community has amenities with controlled access, and if online ordering 
has been enabled (which varies by community), click on this tab on the Home 
Page menu to proceed with placing a quick and convenient online order. If your 
community does not have such amenities, this page will not be available to you.
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Amenity Access
If this feature is enabled, clicking on this button from the Home Page menu will cause a screen 
to appear. On this screen you will see your name and address, rules associated with issuing the 
access media, and costs associated with an access media order.

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 and will not be able to proceed any further.

A maximum of 2 Card Key media is allowed for the “Swimming Pool” Amenity. You already have the maximum allowed so no more may be ordered

Should your account have a past due balance, you will see a different error 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.

Your account balance is currently not paid in full. Access media ordered online may not be 
issued until your balance is current, subject to your association’s issuing rules.
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WAIVER FORM

For a pool key request, on the next screen you will typically find a “Waiver Form”. Once again, 
this varies from community to community. The image below is an example of an online waiver 
that you can agree to electronically right then and there:

LIABILITY RELEASE DOWNLOAD

In some cases you may find a waiver that needs to be downloaded, printed, filled out and sent in 
via email or regular mail.
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MAILING ADDRESS AND INSTRUCTIONS

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.

CHECKOUT

The final screen is your checkout “cart” summary. Once you hit the “Submit Order” button, you will 
be taken to the checkout with a PayPal link where you can submit payment for your order.
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Getting Acquainted With the 
RealManage Resident Portal

Part VIII

Next up on our Home Page menu you will find a series of quick informational 
only features. You may be surprised by the information available to you here, so 
we’ll take a deeper look at each section.
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Board of Directors
What awaits you on the “board of directors” tab from the Home Page menu is a list of the 
current Board of Directors elected to govern your community association. With your vote, your 
Board of Directors is entrusted to make all the decisions regarding your community, from which 
contractors to hire, to which individuals to appoint to Committees, to which homeowners requests 
to approve or deny. The Board of Directors often contracts 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.

Here you will find 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 for the developer typically serve as the Board of Directors, in large part due to their financial 

investment). They frequently 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. The management company will notify you of their decision.

Community Dashboard
Clicking on the “Community Dashboard” tab from the Home Page menu will provide you with a 
quick snapshot of several matters relative to your community association. 

Cash and Investments by Account

REPL Fund 

$290,932, 59.62%

OPER Fund 

$197,041, 40.37%

The first pie chart you see represents the association’s financial status. You’ll see its bank 
accounts and the current balance in each account. Like all the other charts and financial 
information, this is updated nightly, so it’s as close to “live” information as possible. This chart 
gives you a good idea of the financial health of your association.
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Account Status - Homeowners

Current (<= 30 days) 

127, 73.84%, $12,275

Delinquent (> 30 days) 

28, 16.28%, $6,768

Prepaid 

17, 9.88%, ($6,507)

The second pie chart represents the status of owner accounts in the association. You will get 
a good idea of the percentage of owners who are current with their assessment obligations, who 
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. With a high delinquency 
rate or a large amount of assessments unpaid, your association could potentially run into cash 
flow issues that could delay maintenance projects. Unless your community is in the development 
phase, during which the declarant frequently funds financial shortfalls, your community 
association depends solely on revenue from owners to fund all of 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.

Violations

Homeowners 

(In Compliance) 

159, 92.44%

Homeowners 

(w/ Open Violations) 

13, 7.56%

The third pie chart shows you where your expenses have been over the TTM (trailing twelve 

months). In this example, 21% of the association’s operating expenses were in landscaping, 13.3% 
in pool, etc. This gives you a great 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!



31

Operating Fund - TTM Expenses / Allocations

Repairs and Maintenance 32.3%

Landscape Maintenance 14.9%

Water and Wastewater 14.7%

Reserves/Allocation 14.0%

Insurance 12.9%

Management Fee 3.4%

Other 7.8%

The fourth and final pie chart shows you how many members of the association are currently 
in compliance with the deed or use restrictions, and how many are not. It’s also evidence of the 
work the management company does, in conjunction with the board, to uphold and enforce the 
deed restrictions.

Community Information
Clicking on the “Community Information” tab from the Home Page menu provides you with a 
quick information summary of a few items of association business. This includes 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 serving community 

association
»» Legal Information

Legal Information
Similar to the Community Information tab, clicking on the “Legal Information” tab from the Home 
Page menu provides you with a quick informational summary of legal requirements contained 
in the association’s governing documents, and more. 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 for educating yourself to your community’s operations.

»» 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-Laws Amendment Requirements
»» DCCR’s Change Requirements
»» Declarant(s)

»» Builders(s)

»» Annual Audit Requirement
»» Incorporation Date
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Resident Directory
Clicking on the “Resident Directory” tab from the Home Page menu brings you to the resident 
directory previously discussed. Here you will find the listing of all addresses for all home/lots 
within the community. 

In addition, you will find owner name and contact information, but only for those owners who 
elected to disclose it on their Account Information page. Some of the information on the Resident 
Directory page is opt-in, so unless you have a lot of fellow residents that choose to disclose their 
information in the system openly, there might not be much information on this page.

The Resident Directory is also view-only. You can freely search through your community, but the 
items in the directory list are not interactive.

Community Calendar
Clicking on the “Community Calendar” tab from the Home Page menu displays two community 
calendars - “Community” and “Amenity”.
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The first tab, “Community”, will reflect any community related events, such as board meetings, 
annual meetings, social events, etc. The second tab, “Amenity”, is a helpful tool for those 
communities with amenities that residents can reserve, such as a clubhouse. Existing reservations 
are reflected here, making it simple for you to determine if a date you are interested in is available 
or not.

ADDITIONAL INFO

While we’re in the informational section of the portal, we’re going to skip ahead a bit to the 
Additional Info section. Information contained here will vary widely from one community to 
another. Some community associations track additional owner information such as vehicles (make, 

model, license plate), pets, or leases. If this is the case at your association, this information will be 
listed here for your property only.

Isn’t it nice to know that you can locate such a wide variety of community information, quickly 
and easily at any time, 24/7, without having to rummage through your file drawers or make time 
for a phone or email conversation? Keep these pages in mind the next time you have a question 
pertaining to your association, as you just might be able to find the answer you are looking for 
right here!
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Getting Acquainted With the 
RealManage Resident Portal

Part IX

Next up on our Home Page menu is the “My Documents” section for residents. 
Here you will be able to find all the important documents pertaining to your 
community, as well as to your own individual account with the association.
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My Documents
The next section, the community “Document Archive”, is a resident favorite. Click on the My 
Documents tab on the Home Page menu and the document archive will appear. Let’s take a 
deeper look at what you can find here.

First off, you can see a typical document archive for one of our community associations. Here 
residents can find, review and print association documents such as:

»» Annual operating Budget(s)

»» Community Forms (such as ACC and Pool 
Waiver forms)

»» 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 will be able to locate copies of documents that pertain solely to your account. 
These would be documents that were previously mailed to you, but remain accessible here should 
you lose them, or should they be lost in the mail. These include:

»» Collection Notices
»» Account Statements

»» Violation Notices

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.
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Now that you know what you can find in the Document Archive let’s look closer at how to 
manage the archive. 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, just click on the + sign 
to the left of the file folder name, and the file folder will expand, revealing its contents.

In the example below, the Insurance file folder is expanded, and under that, the Certificates file 
folder, and under that, the 2016 file folder. You can tell there is only one document for 2016, and it 
was uploaded with a June 2016 effective date, causing it to appear in a June folder under the year 
2016 folder. Clicking on the June folder reveals the document on the right. Just double click on the 
.pdf image to open the file. It’s as easy as that 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 some 
cases, there are no sub-folders indicating a year or month. That’s because these documents don’t 
necessarily have a specific date or term.

Many of our homeowners have been enjoying the convenience of having their association and 
account documents accessible like this.



37

Getting Acquainted With the 
RealManage Resident Portal

Part X

Next up on our Home Page menu you will find the Restrictions Summary page, 
which details all of the deed restrictions for your community in a quick and easy 
to navigate format. Curious what the rules are about fencing, for example? 
Let us show you how to look it up, again without having to pull out all the 
documents you received at your closing!
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Restrictions Summary
Next up is the “Restrictions Summary” page, which details all of the deed restrictions for your 
community in a quick and easy to navigate format. 

Clicking on the Restrictions Summary tab from the Home Page menu will cause the Deed 
Restriction Violation Definitions summary screen to appear.

As with any document archive, the categories are collapsed, giving you a quick overview. To take 
a look at each sub-category, click on the + sign to expand its contents.
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In its expanded form, you can see all of the sub-categories that fall under each category. Each 
restriction is listed with the document and the specific section that contains the restriction, along 
with an abbreviated version of the rule itself. Finally, information is provided, clarifying what is 
required to correct a violation of this particular deed restriction.

If you are interested in installing an 8’ fence and you are curious about whether that conforms 
with the rules, for example, you can quickly answer that question here, once again, without 
having to dig out your governing documents and page through them until you find the pertinent 
section.

 

At the top of this page, you will also note a “Report a Violation” button. Clicking on this button 
will bring you to the next page on the Resident Portal, where you will be able to anonymously 
report a violation of the deed restrictions you observed in your community. 

This is another great feature to keep in mind for the next time you are curious about the rules in 
your community, either so you can make sure you don’t inadvertently violate them or to verify if a 
neighbor has violated them.
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Reporting a Violation
Clicking on the “Report a Violation” tab from the Home Page menu will bring you to the screen 
where you can anonymously report a violation of the deed restrictions that you observed. As 
mentioned above, you can also get to this screen by clicking the “Report a Violation” button on 
the Restriction Summary page. 

In the “Property Address” field, click on the drop down arrow to bring up a list of all addresses 
within the community, and choose the address from that list. Alternatively, you can begin typing 
the address in the blank box as a shortcut.

In the “Violation Category” field, click on 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.
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Once you’ve selected a category, you can choose the applicable sub-category in the “Violation 
Sub-Category” box by clicking on the drop down menu and selecting the one that applies.

Once you’ve selected a category and sub-category, look over on the far right. There the rule and 
compliance requirements will populate from the prior Restrictions Summary page. By looking at 
these, you can verify that the category and sub-category you have selected are the correct ones 
that apply to the issue you are attempting to report. If it doesn’t match up, try 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 on your documents.

In the “Description” box, enter the nature of the violation, such as “fence installed in back yard 
exceeds 6’”. Then upload a date and time stamped photo of the violation. This is very important 
because the photo serves as the proof your association needs in order to begin any enforcement 
action. Without a photo, the community inspector will need to try and verify the violation on the 
next regularly scheduled inspection. If they cannot because either the violation is in the back yard 
which they cannot see, or because it’s intermittent and just doesn’t happen to be present on the 
day they drive by (such as someone bringing home a commercial vehicle at night), then the association 
can take no action. If they can verify it, then the enforcement process can begin, but it’s a gamble. 
Including a photo will ensure the association is able to begin the enforcement process without 
further delay.
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After completing all the fields and uploading your photo, click the “Submit Violation” button. Your 
submission will immediately go into our system for follow up by the appropriate staff member. 
One additional thing to keep in mind, your submissions 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, 
because we don’t know who submitted it, we are unable to contact you to request additional 
information. If you would like us to know who submitted the complaint in the event we need to 
contact you, then you might find emailing your violation complaint and photo to the community 
email address to be more suited to your needs.

Compliance
While we are on the topic of deed restrictions and violations, let’s also take a look at the next tab 
on the Home Page menu - Compliance. Clicking on the “Compliance” tab will bring up a screen 
that will show any violations recorded against your property. If they are active violations, you will 
find them on the “Open” tab. If they are resolved violations, you will find them on the “Closed” 
tab. You can use the Opened Date start and end boxes on the right to set the dates range during 
which you wish to search.

Also, notice the blue “History” button. Clicking on that history button will bring up the history 
on that particular violation. There you will be able to see how many notices were sent on this 
violation and view the actual notice by clicking on the .pdf image in the “Notices” column. In 
addition, if a photograph was taken (which depends on the terms of the management agreement with your 

association), you can view the photo by clicking the image in the “Images” column:



43

Lastly, we don’t want to only point out mistakes, we also like to recognize when an owner is 
maintaining their property in conformance with the community deed restrictions. We appreciate 
the effort it can sometimes take, and want to celebrate your success! If you have no violations, 
you will find a warm “thank you” message here, thanking you for complying with the deed 
restrictions of your community association.

Once again, we hope you find this information helpful in navigating the deed restrictions and 
violations sector of the Resident Portal!
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Getting Acquainted With the 
RealManage Portal

Part XI

Finally, the “Contact Us” feature on the Home Page menu. This feature offers  
you a quick and convenient method of contacting management regarding any 
issue you may have.
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Contact Us
Once you click on the “Contact Us” button, you are just a few short clicks away from 
communicating your question or concern to the management company.

In the “Category/Issue” field, click on the drop down arrow to bring up a list of topics you might 
need to contact us about. The list is quite comprehensive. However, if none of the listed issues 
applies, there is an “Other” option available for you to select.
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Next, in the “Description” field, enter a description of your issue, question, concern, etc. If 
applicable, upload a photo or document via the “Attachment” feature. Once that’s done, just hit 
the “Submit” button and your request is on its way to the inbox of your management team!

This concludes our Getting Acquainted with the RealManage Resident Portal series. We hope 
you find this helpful, informative and enjoyable! Please don’t hesitate to reach out to your 
management team with any questions you may have! And thank you for allowing us to be a part 
of your community. We are proud to serve you.
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