
How to Add a Login to your Portal Account for other Residents in your Unit/Lot 

This guide provides instructions for primary account holders on granting individual access to a household account within 

the portal. Each household member must have their own account. If you are the primary account holder and your 

community has enabled the household accounts feature, you can create an account for a family member living at the 

same address. 

 

Step #1 – Click “My Account” up on the top right of the screen 

 

 

Step #2 – In the drop-down menu, click “Settings” 

 



 

Step #3 – Click “Household Accounts” in the left-hand side menu 

 

Step #4 – Click “Add Household Accounts” 

 

 

 



 

Step #5 – Add in the new account holder’s information for your unit/lot 

 

 

In this area, you can add up to 5 household accounts. Enter in First Name, Last Name and Email. 

 

When you add an account, the system will email the new account's login credentials automatically to the 

resident. You can edit or delete the account (in case of an entry error), if the household member has not 

logged in. You cannot edit or delete the account after the user has activated their account. 

If you have any questions, please contact us at Coastal Association Management at 843.663.2040. 


