Portal User Registration

User Registration and Initial Login

The first step for a user to gain access to the portal is registering. To register they need

to click on the

113 H '} - ——
Register Now Welcome to the Resident Portal —— ]
. , L
Ilnk on the portal S If this is your first ime using the portal, click 'Register Now' in S
|Ogin page. the box to the right. Ema”_‘\ddress_l
After submitting your registration you will receive an e-mail with Pagswgml
. a temporary password. If you do not receive the e-mail, please =
The user will be check your spam/junk mail folder  You will be asked to change sign In
that password after logging into the portal for the first time.
asked to enter
?
their e-mall Thark You! R
i) i)

phone number. There’s also a field to enter the Property/Unit if the user is a resident. If
the user is an owner the field will be for the company name. They can enter their name,

if they’re an individual and not a _ — ‘

company. Vendors will enter their
company name.

Field Label according to portal:

Resident/Member - Property/Unit
Owner — Company Name
Vendor — Vendor Name

Once they fill in the required fields
and hit submit, they will get the
following message.

Login= Register for Propertyiveb
Register for PropertyWeb

“Thank you for registering. An e-mail has

Email AI:Idress:ICSFE@DFUDEWDGSS.CUm

YourF'roperMUnit:lElﬁ

Your Name;ILois M Parker

Your Phone Number:l[854} 297-7661

Comments| et me in|

Register

been sent to user@emailaddress.com with
login information”

Welcome to the Resident Portal

If this is your first ime using the portal, click 'Register Now' in
the box to the right.

After submitting your registration you will receive an e-mail with
a temporary password. If you do not receive the e-mail, please
check your spam/junk mail folder. You will be asked to change
that password after logging into the portal for the first time.

Thank You!

Sign in

EmailAddressIcare@propertyboss.com

Password:l
Sign In ]
Haventregistered yet?
Register Now Contact Us
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Portal User Registration

The user will receive an e-mail like the one shown below with their temporary password
after registration.

AP0 i eSS @| 5 Thank you for registering wi...h1
=)
Message
From: PropertyWieb @propertyboss.com Sent: Thu 10/22/2002 4:09 PM
Ta: care @propertyboss. com
e
Subject: Thank you for registering with PropertyWeh

| ¥

Thank you for registering for PropertyliebHQ

The office must update your PropertyBoss account with your
email address and give you access to the Portal before you
can log in and manage your account. It may take 1 business
day for your account to be activated.

Your email address is: carefipropertyboss.com

Your assigned password is: deficits (The case is important!)

Note: You will be required to change your password the first
time you login.

If their e-mail address is already in PropertyBoss they will be able to login immediately.
They will be required to change their password.

Includes atleast 1 number
Special Characters as shown below. The reason for the meludes stleastleter

. . . at least 1 special character 0 .
password requirements is added security. As you create the
password and it meets each requirement the circle turns
green.

Hovering over the “?” icon displays the list of acceptable 8 imimum & eharacters 1t lengtn
Q
Q

rd:

rd;|..o.oo| |

Change

PRy STV N vy SN

Login= Change Pagsword
Change Password

Qld Passwnrd:“

KMinimum & characters in lenath
Includes atleast 1 number

Includes atleast 1 letter
atleast 1 special character @

©000

Mew Passwnrd-‘ [Special Characters are | @ # § % ~* 7 _~ i
’ 7

Confirm PESSWOI’UZ| ‘
Change
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Portal User Registration

If their e-mail address is not in
PropertyBoss or is different from

the one in PropertyBoss, you will ]
receive a Web Activity. When you
auto post the Web Activity you will
associate their information with
the correct user.

AvtoPost Activity

(2] Leaze Repesting

(31 EFT Scheduled Payments

(31 EFT Payment Mat Sent - Macha
(200 EFT Payment Mot Sent - PRI

(31 Mewy Wk Activity |.

3
[ Scheduled 3

.w.ah Activit '

T EFTIACH j
bl o i, b e b, MM“LM“

) PropertyWebHQ Resident Registration %

The following person has requested a Resident Login and the email address was not recognized

Wame Henry Bardon
Emmil Addrezs residenti@propertybosz com
Phone (9990 888-777T
Property  Avondale Rosd
Uit DumenyUnt
Comments:

Please identify the Resident in PropertyBoss
Resident (Jarion, Mr. Henry M.
Allow Login [+]

The e-mail address

will be saved to their

File &= Lane, Ms. Sharon

| Indliviciual » |

notebook and the next

Title First Initial  Last
time the database s ¥ |[Sharan = |
synchronizes they will Type | |

55N 553-15-4755

be able to login.
your PropertyBoss is
hosted by us the

Allowey Login to Website

Home [864) 555-5549

Wik k884j 255-5545

Bithoete [ | G

database doesn’t Cell |

require synchronizing. Fax |

Thus, the user will be

E-Mail residenti@propertybozs.com l

able to login within a Employer |test

few minutes. Jok Title |

TE T Y, N A e N N WL T N A Ty CPr ey Try gy gy v

|

|

| INote: Only one e-mail

| |address can be listed in
the E-Mail field.
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Portal User Registration

Troubleshooting

The first place to check when someone is having a problem logging in is the portal. Try
logging in with their e-mail address to see what message they’re getting. If you don't
have their password just go to the next step.

The next place to look is the user’s notebook in PropertyBoss. Verify that the e-mail
address they say they’re using matches exactly to the one you have in PropertyBoss. If
they do not match, they will not be able to login.

You can manually enter the e-mail address they want to use to login. You can also
check to see if there is a Web Activity from them that hasn’t been processed yet.

Are they allowed to login? Turning on PropertyWebHQ adds a checkbox to ‘Allow Login
to Website’. The box is checked by default. If you don’t want a user to be able to login
to the portal, uncheck the box.

For Network and Standalone versions of PropertyBoss, you want to make sure your
database has synchronized recently. If the user registered and you processed the Web
Activity, but the database hasn’t synchronized they won'’t be able to login. The copy of
your database that is on our web server is the one that feeds your portals. Thus, it is
important to make sure your database synchronizes at least once daily.

Note: You can view all Web Activity that has come into your database by going to Tools
and clicking on the Web Activity Merlin button.

Portal Messages
All Portals:

1. Registration has not been completed for this email address. Please register.

They need to register the e-mail address they’re trying to login with. If you have
multiple portals, make sure they’re logging into the correct one. They may be
registered in the wrong portal.

2. The email address you entered has been registered, but the Office has not

permitted access to this account. If you have just registered, it may take 1
business day for your account to be activated.
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Portal User Registration

The e-mail address they registered was not found in the PropertyBoss database.
It is either not there or different than what is in PropertyBoss.

You can manually enter the e-mail address they want to use to login. You can
also check to see if there is a Web Activity from them that hasn’t been processed
yet. Non-hosted clients should check to see if your database has synchronized
since they registered.

Resident/Member Portal:

1. The email address you entered has been registered, but is not associated with
a lease. You must be on alease to log in.

They are registered, but not on any leases. The user can’t login as a prospect.
They must be a tenant on a lease or contact on an ownership.

2. The email address you entered has been registered, but there are no residents
associated with this email address. If you have just registered, please try
again later.

They are registered, but the e-mail address is not on any tenant/contact
notebook. The e-mail address they registered was not found in the PropertyBoss
database. It is either not there or different than what is in PropertyBoss.

You can manually enter the e-mail address they want to use to login. You can
also check to see if there is a Web Activity from them that hasn’t been processed
yet. Non-hosted clients should check to see if your database has synchronized.

3. The email address you entered has been registered and is valid, but the Office
has not permitted access to this account. Please email the Office to request
access.

They are registered and the email address is in a tenant/contact notebook, but
the ‘Allow Login to Website’ box is not checked.

Check PropertyBoss to see if the box is checked then make sure the database
has been synchronized.
Owner Portal:
1. The email address you entered has been registered, but there are no owners
associated with this email address. If you have just registered, please try

again later.
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Portal User Registration

They are registered, but the email address is not on any owners. The e-malil
address they registered was not found in the PropertyBoss database. Itis either
not there or different than what is in PropertyBoss.

You can manually enter the e-mail address they want to use to login. You can
also check to see if there is a Web Activity from them that hasn’t been processed
yet. Non-hosted clients should check to see if your database has synchronized.

2. The email address you entered has been registered, but the Office has not

permitted access to this account. If you have just registered, please try again
later.

They are registered, and the email address is on an owner notebook, but the
‘Allow Login to Website’ box is not checked.

Check PropertyBoss to see if the box is checked then make sure the database
has been synchronized.

Vendor Portal:

1.

The email address you entered has been registered, but the Office has not yet
permitted access to this account or it is no longer a valid account.

If you have just registered, it may take 1 business day for your account to be
activated.

The e-mail address they registered was not found in the PropertyBoss database.
It is either not there or different than what is in PropertyBoss.

You can manually enter the e-mail address they want to use to login. You can
also check to see if there is a Web Activity from them that hasn’'t been processed
yet. Non-hosted clients should check to see if your database has synchronized.

Most Common Issues

The user says they didn’t get the temporary password e-mail. The first place they

should check is their junk/spam folder. If you have to contact PropertyBoss, you will
need to provide the e-mail address the user is trying to login with and their name. Also
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Portal User Registration

include any error messages the user is getting. Send an e-mail to
web@propertyboss.com or submit a helpdesk request at http://help.propertyboss.com.

The password was blank in the e-mail. There was no password in the e-mail.
Contact PropertyBoss to have a temporary password set. Send an e-mail to
web@propertyboss.com or submit a helpdesk request at http://help.propertyboss.com.

They can’t login because they have exceeded their Logon Failure Count. The
account will be locked out if they attempt to login with the incorrect password too many
times. The locked out accounts are reset daily.

They have forgotten the password. They can retrieve their password by clicking the
‘Forgot your password?’ link. The will be sent an e-mail with the current password and
will have to change it once they login.

Legin= Forgot vour Pazzword
Sign in Forgot your Password?

Pleaze enter your email address and your password will be emailed to you.

Email Address:|
Email Address |

Password:|

0K
Farngot your pass'mrd?l Sign In b

Havent registered yet?
Reqister Mow Contact Us

The information displayed in the portal is from a past lease. Their e-mail address is
on a notebook associated with a past lease. Usually the case is the user is in
PropertyBoss twice. For instance as, John Doe and as John Q. Doe, but both names
are referring to the same person. John Doe is on the past lease and John Q. Doe is on
the current lease. The e-mail address is on the John Doe (past) notebook but not the
John Q. Doe (current) notebook.

Add the e-mail on the John Q. Doe notebook and he will be able to see the information
from the current lease. If you haven’t removed the e-mail address from the past lease
he can choose which lease he wants to view when logging in.

If you have a payment portal, it will not be available in the past lease.

The information in the portal is for a different user. Their e-mail address is
associated with the wrong user. Enter the user’s e-mail address on the correct
notebook.
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Portal User Registration

The portal is not showing the most current information. The user is seeing old or
no new information. This is more of an issue with clients that are not hosted. When
was the last time your database was synchronized? If it hasn’t synchronized recently,
do a manual sync and then check your into why the auto-sync isn’t working.

The user has registered in the wrong portal. This is the case where an owner has
registered as a resident and vice versa. Contact PropertyBoss via e-mail to
web@propertyboss.com or submit a helpdesk request at http://help.propertyboss.com.
Please include the e-mail address the user is trying to login with and their name.

File not found on server next to document/picture link. Quite literally the file isn’t on
the web server. You need to Resend Media to the Website.
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