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CommercialCafė Tenant Portal Guide  

This guide provides the Tenant Portal User with a short explanation and instructions on how to 
use the most popular features of the Tenant Portal.  The topics discussed in this quick guide are:  

Tenant Registration  
Retrieve Password 
Editing Contact Information  
Changing Passwords  
Making Payments  
Maintenance Requests 
 
  
Tenant Registration  

The User will receive an email invitation inviting them to register to use the Tenant Portal.  
Within the email there is a link to the Instant Registration page that says “click here”.   

 

The User is directed to the “Instant Registration” screen. Here the email field is automatically 
populated and the User must enter a new password, and then confirm that new password.  There 
is then a link to view the terms and conditions, and then a checkbox to be marked saying they 
have read and accepted the terms and conditions. 
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After filling in the fields, click submit and you will be redirected to the login page of Tenant 
Portal.  Enter the email used to register and the new password that you just created, click 
“Login” and you are done. 
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Retrieve Password 

If the User forgets their password then they can click the “Forgot Password?” link on the Tenant 
Portal sign in page. 

 

The User will be directed to the “Password Retrieval” page where they can enter their email and 
certify that they are not a robot.  Then click “Submit”. 
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The user will then receive an email with a link to click on. 

 

When clicked on, the link brings the User to the “Password Recovery” page.  The email field is 
automatically populated, and the User needs to enter a new password, confirm that password, 
and click “Change Password”.  

 

The User is then redirected to the login screen where they can enter the new password. 
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Editing Contact Information  

Once logged in to the Tenant Portal the system lands on the “home” page which contains any 
Announcements and Calendar Events that have been set up in the system.  In the top right  

 

hand corner of the screen the Users name is displayed as a link. When the link is clicked it 
directs the User to the “User Profile” screen.  Enter any information in the correct fields and 
click the “Update Information” button at the bottom of the screen. 
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Changing Passwords  

Once logged in to the Tenant Portal the system lands on the “home” page which contains any 
Announcements and Calendar Events that have been set up in the system.  In the top right  

 

hand corner of the screen the Users name is displayed as a link. When the link is clicked it 
directs the User to the “User Profile” screen.  Click the “Change Login Credentials” button at the 
bottom of the page. 
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The link brings you to the “Change Login Credentials” screen.  Here the email field is populated 
automatically, and the User must only enter their old password, the new password, and confirm 
the new password.  Then click “Update Profile”. 

 

When ready a message will pop up saying the password was updated.  Click “OK” and you will 
be redirected to the Tenant Portal login screen where you must login again with the new 
password that was just created. 
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Making One-Time and Recurring Payments 

In Tenant Portal there is a “Make Payments” tab on the side menu.  This is where a User can set 
up their payment accounts, auto-pay, or make a one-time payment.  Before any payments can be 
made a bank account, debit card, or credit card must be set up.  These three options are seen 
under the “Payment Accounts” tab.  

 

 

To link a bank account, click the “Add Bank Account” button which will direct you to the page 
below.  When adding bank account information the routing number is validated.  If the user 
should enter an invalid routing number the system will return an error.  The bank account 
number is not validated, so it is important to be extremely careful when typing in the bank 
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account number.  Once the routing number, account number, and other fields are completed, 
click the Save button. 

 

 

To add a credit card click or debit card click their respective buttons and the following screen 
will pop up. 
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Fill in all of the fields with the appropriate information, read and agree to the terms & 
conditions, and then click “Save”.   Whichever account the User set up is now be ready to use. 
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To set up recurring payments click on the “Auto-pay Setup” tab at the top of the “Make 
Payments” page.  This provides you with a place to select an account, a start date, and which 
day of the month to make the recurring payment.  Click “Save” and the recurring payment will 
be set up. 
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To make a one time payment, click the “Make Payments” tab.  This brings you to a screen that 
shows the “Current Outstanding Charges” as well as charges for the coming month and other 
future charges.   

 

Click the “Make Payment” button at the top. 
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This brings up the “One-Time Payment” screen with diffferent charges.  Select the charges you 
are wanting to pay and enter the amount desired to pay.  Then select which account you want 
to pay with at the bottom of the screen and click “Next”.  
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This will bring up the summation of what you just selected.  Read and accept the terms and 
conditions, and then submit your payment by clicking the “Submit Payment” button. 

  

You should then see a screen confirming your payment. 
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Maintenance Requests  

The other major feature in the system is the ability to submit Maintenance Requests.  A user can 
submit a request for their unit or there is also the ability to submit Common Area Requests which 
is a maintenance request for areas that are used by all tenants and/or the public such as public 
restrooms, conference rooms, hallways, etc.   

First click on the “Maintenance Request” tab on the side menu.  In the tab on top to the far right, 
“Maintenance Request History”, a User can see every request they have submitted and its status.   
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The system retains the History of the Maintenance Requests submitted and the Status of the 
request.  You can drill down on the Maintenance # and see the details of the Work Order 
submitted. 

 

 

Important Note: Maintenance Requests and Common Area Requests are not always used by the 
property management company, so Tenant Portal users may not have this functionality.   
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To submit a maintenance request for your unit, click the tab “Add New Request”.  This will give 
you the following screen where you can fill in the information and then click “Submit”.   
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This is much like submitting a request for common area, with a few small changes.  The biggest 
difference is that there is no unit associated with the common area requests.  To submit a 
common area request click the top middle tab that says “Add New common Area Request”.  Fill 
in the information and click “Submit”.  

 

As seen in the pictures within this document there are several other features that the Tenant 
Portal can provide. We have covered the main areas of the system here.  If you have any 
questions about the information contained here or questions about the other features and 
functionality of the CommercialCafė system, please contact your Site Administrator.    
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