
HANDLING DOCUMENTS, CONTRACTS & 
FINANCIAL REPORTS



From the Board Dashboard, select Owner Portal Login to access all board documents,  broadcast messages, and 

financial reports.

Board Dashboard



To view all documents, select Expand All and scroll down.

My Documents/ Folders

This indicates who has access to each of  the files.



My Documents/ Folders

Click arrows next to each folder to dive deeper into the files and 

find the document you wish to open.



Board Members can upload documents to the Resident Portal

My Documents/ Upload Documents

Remember to select the audience 

who can view documents.



The uploaded document will appear in Folder 

Tab at VERY BOTTOM

My Documents/ Folders



To organize documents, 

you can click and drag 

to the appropriate 

folder.

My Documents/ Folder 
Expand all Folders to Open



Financials:  Example:  

Filter Down by clicking 

the arrows until you see 

the .pdf file under the 

Open Document 

column.

My Documents/ Folder Types/Financials



Use these options to 

view documents on the 

screen, download, or 

print.

My Documents/ Financials.pdf



For further assistance:

Email support@mypropertybilling.com

Call 888-406-2221 Customer Service

Or Contact Your Property Administrator

mailto:support@mypropertybilling.com
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