
-Adding Resident Requests- 
 
 
1.  Login to Community Portal 
 
2. Click the link next to “Requests” 

 
 
3. Click the “Add New” button  
 

 
 
4. Fill out the electronic form accordingly 

 
 
 
 
 



5. Once the electronic request form is completed click “Save.” 

 
6. The new request will appear in the table. It can be reviewed by logging into the portal and completing 
steps 1 - 2. 
 

 


