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Your Resident Portal Guide 
 

 

 

With your resident portal, you can do the 
following: 

• Make one-time ACH payments 
• Setup recurring ACH payments 
• Edit your profile information 
• Review active lease terms 
• Submit new Service Requests 
• Review Service Request History 
• Renew Your Lease 

Take advantage of the following features: 

• Email the property using the “Contact Us” link 
• Refer a friend to the community by sending their info to the 

property staff 
• Prepay your rent prior to charges being posted 

 

 

Use the links on the right hand side of the Welcome Page to view the various features.  Refer to 
the next page to review examples… 
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 One-Time Payments 
From the My Bill section, click the Make Payment link 

• Select “Create New Account” and enter new ACH information (if applicable) 
• Click Save 
• Select the Payment Method (account to be used) 
• Enter the payment amount (if different than the current balance), then click Next 
• Read the Authorization on the next page 
• Select “I Agree” 
• Click Submit Payment 

*Note: Partial payments (payments less than the full balance) will not be accepted. 
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Recurring Payments 
From the My Bill section, click the Setup Recurring Payments link 

• Enter “New Checking Account” information (if applicable- see directions on previous page) 
• Enter the “Percent of monthly balance to pay” 
• Select the applicable checking account 
• Click Next 
• Read the Authorization 
• Select “I Agree” 
• Click Submit Payment 

*Note: The total amount(s) setup across roommates must equal 100% for the payments to be drafted. 
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Edit My Profile 
From the My Lease section, click the My Profile link 

• Click the Edit button 
• Update any of the available, editable fields (note the fields marked as *Required must be 

populated) 
• Click Save 
• You may also change your username and/or password from this screen (see links in screenshot 

below) 
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Review Active Lease Terms 
From the My Lease section, click the My Lease link 

• Your lease terms, utility responsibilities, and recurring charges will appear 

 



P a g e  | 6

HGLiving.com 

New Service Requests 
From the My Service Requests section, click the New Service Request link 

• Enter the Request Title 
• Enter the details of the service request 
• Answer all questions by selecting “Yes” or “No” 
• Enter required contact data (if it does not auto-populate) 
• Click Submit 
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Service Request History 
From the My Service Requests section, click the Service Request History link 

• A list of prior Service Requests will appear, each with a hyperlink 
• Click the hyperlink to view a summary of each service request 
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Renew Your Lease 
Upon the end of your lease term, you may receive an offer to continue your residency and sign a 
Renewal.  Using your Resident Portal, you may: 

• Review applicable Renewal offer(s) 
• Select the applicable term for which you’d like to renew 
• Notify the Property Management team to begin preparing your Renewal lease. 

 

From the Home screen, click the green “Review Renewal Offers” button (shown in the screenshot 
above). 
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Select & Submit Your Renewal 
1. Review the Lease Terms, Amount, and Expiration dates available 
2. Select the desired term by clicking the button in the “Select Offer” column 

 
3. Click “Renew My Lease”   

 
4. Click “Confirm” on the popup that appears with the terms and lease expiration date. 
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5. The screen will refresh, allowing you to review the terms. Notice that the status changes to 
“Renewal Processing”. 

The property management team will receive your request and contact you for additional 
information required to prepare a new lease contract for signing.
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Sign Your Lease Renewal Documents 
 
An additional email is sent to the resident(s) requesting an electronic signature. 
 
The resident(s) receive the email from Blue Moon Software with a hyperlink to begin the e-
signature process. 
 

1. Click the Lease Contract Documents hyperlink to launch the electronic signature 
page in Blue Moon 
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2. Review the Consumer Disclosure 
 

3. Click I Agree 

 

 

 
 

4. On the “Welcome to your lease contract” page, note that the hyperlink expiration date appears 
in the message. 

 
5. Click I Understand, Continue 
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6. On the Digital Signature page, perform the following: 
a. Enter Full Name 
b. Enter Initials 
c. Click “Type” 

 

 
 
 
 
 

7. The name entered will appear in the signature line below. Use the dropdown if needed to select a 
font. 

 
8. Note the date that will be displayed as the date of signing. 

 
9. Click Save and Continue 
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Instructions will appear which describe the electronic signature process: 
 
 

10. Review and click Next to all 
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11. Click I got it to proceed 
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12. Click the yellow highlighted areas and initials or signature will populate. 
 
 

13. Click Next, then continue to click the highlighted fields throughout all 
addendums and lease agreements 

 
 
 

 
 
 
 
 
 

14. On the Final Acknowledgement page click Complete My Lease Contract 
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15. Download a copy of the .pdf from the You’ve Finished page (optional) 
 
Note, this copy will include lease terms but NOT the signatures. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



P a g e  | 18

HGLiving.com 

16. An email notification is sent to all parties (owner/resident) stating that an electronic signature was 
successfully submitted. 

 

 

 

 
 
 
 
 
 
 
 
 
 

Congratulations!  You are all set! Thank you for renewing your 
lease with Harbor Group Management Company. If you have 
further questions, please contact your leasing & management office 
at the community.
 
 
 
 
 
 
 


