
 

 

Changing Your Preferences 

From here you can change your verbal confirmation code, add/edit/delete guests, vendors and a party, view 

your guest history, and change your call preferences. 

 

Guests 



Step 1: Click ‘Add Guest’

 

Step 2: You will need to select if your guest is temporary (no more than seven days), permanent, or a party 

attendee.  

Step 3: Select the pass type (guest, vendor, or renter). 

Step 4: Add their information - first name, last name, etc. and click ‘Save’. The guest is now on your guest list. 

 

 

 

 

 

Vendors  



Step 1: Click the ‘Add’ next to Vendors. 

 

Step 2: This text box will open where you can search the database to see if you vendor is in the system already. 

 



As an example, if you are using Hugo Duenas to repaint your house, type in his name and click ‘Go’; you will 

see that he appears in the list. 

 

Step 3: Click the check box on the right and click ‘Assign Selected Vendors.’ He is now added to your vendor 

list.  

If the vendor does not come up in the list, click ‘Can’t find your Vendor in the list above? Click here to submit a 

new Vendor.’ You will be prompted to submit a New Vendor Request. 

 



Just fill in all of the information you have and click ‘Save.’ The vendor will be added to your vendor list with a 

status of ‘Pending Review’ until management staff approves the vendor (please note submitted vendors are 

automatically approved).  

 

To Remove Guests 

Step 1: Click ‘Edit’ next to the guests’ name that you would like to remove from your list. 

 
 

Step 2: You will be directed to an edit page where you can modify your guests’ information, or you can click 

‘Delete’ and remove them from your list. 

 

To Remove Vendors 

Step 1: From your list, find the vendor you wish to remove click ‘Remove’ next to their name and they will be 

removed from your vendor list. 



 


