
Resident Maintenance Request How-To Guide 

This guide provides step-by-step instructions on how to create a Maintenance Request for 
your Association and how to view previously submitted maintenance requests. 

Before You Start  

• Make sure you’re signed in to your resident portal  
• If you own multiple properties within your community, or if you own homes in 

multiple CCMC-managed communities, confirm you’re on the correct property 
account. You can verify this at the top of the page in the “Your Home” section, or 
by clicking the drop-down menu in the upper left corner under the CCMC logo.  

 

What You Can Do 

• Submit a maintenance request for any issue identified within the community 
that requires repair or attention. 

Navigate to Online Services 

• Select the drop-down arrow to view all online services available.  
• Select Maintenance Request  

 

On this page, you can view previously submitted maintenance requests, search and filter 
existing requests, and create a new request. 

 

Creating a New Request 



• Select New Request in the top right corner 

 

• A form will open for you to fill out. Please be sure to add as many details as 
possible when filling out the form.  

 

• Select the location either from the list of already populated locations or by 
pinpointing the work order location on the map.  

 

• Click Use my current location to pinpoint your current location on the map. 



 

• You can also select your own unit if the association maintains parts of your 
property 

 

 

 

 

 

 

• Enter the details of the request: type up a summary of the maintenance request 
and add more details if needed.  



 

• Add attachments such as photos.  

 

• Click Submit Request when completed.  

 

Viewing a Submitted Request 

• Select View next to a previously submitted maintenance request to see the details 
of the request including the location and details you created. 



 

 

• At the bottom of the request, you will be able to view any messages from the team 
and submit a message if needed. 



 

• You will also be able to view any photos or files attached to the request or attach 
additional documentation if needed. 

 

 


