
HOMEOWNER
YOUR

ASSESSMENT PAYMENTS

Payment options for 

credit and debit cards 

(fee applies) or bank 

account payments 
(no fee)

ACCOUNT LEDGER

View your account 

financials 24/7/365 See 

new charges and credits 
instantly

ARCHITECTURAL REVIEWS

Submit architectural 

reviews to the ARB 

directly, include 

documents 
and photos

MAINTENANCE REQUESTS

Submit common area 

maintenance requests 

for our maintenance 
team to review

SHARED DOCUMENTS
View shared personal 

and community-wide 

documents and 
letters

All members of the Riverton Community Association 

have access to a secure personalized online 

account portal. This is a simple website to manage 
important interactions. 

If you do not have a portal yet, but would like to sign-up, please email rca@weichertlilac.com and 
we can easily assist you!

mailto:rca@weichertlilac.com
https://apps.apple.com/us/app/online-portal-by-appfolio/id1376350358
https://play.google.com/store/apps/details?id=com.appfolio.resident_portal
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CREATING YOUR 

ACCOUNT
STEP 1- Go to your web browser (Chrome works best, 

however any web browser will work)

STEP 2- type in the address bar 

“cempropertiesllc.appfolio.com/connect” and click 

enter

STEP 3- Click at the 

bottom “request 

access to the portal” 

STEP 4- Fill out the fields 

and click “request 

access” 

cempropertiesllc.appfolio.com/connect


CREATING YOUR 

ACCOUNT
STEP 5- Once you’ve clicked the button, you will receive this 

notice

** If your 
account 
information that 
you entered 
matches what 
our database 
has, you will 
automatically 
receive an 
instant email 
with login 
instructions.

**If your 
account 
information that 
you entered 
does not match
what our 
database has, 
one of our 
office staff will 
get the 
information and 
set up your 
account, once 
that is 
complete you 
will receive an 
email with login 
instructions.

STEP 6- When you receive the portal activation 

email…

scroll to the 

bottom and 

click the 

blue button 

“activate 
now”



CREATING YOUR 

ACCOUNT

STEP 7- You will be brought to 

the password creation page. 

Enter what password you will 

be using for this account in 

both boxes and then check 
the box agreeing to terms. 

STEP 8- Click “activate 
account”



LOGGING IN
STEP 1- Go to your web browser (Chrome works best, however 
any web browser will work)

STEP 2- type in the address bar 
“cempropertiesllc.appfolio.com/connect”

STEP 3- enter your email 

address and password in 

the boxes and click “log 

in”

cempropertiesllc.appfolio.com/connect


HOMEPAGE

The homepage is the “hub” of your portal. From here, 

you can access all features of the homeowner portal. 

The gray bar on the left side has tabs that can be 

clicked to access different pages. 

To look into each of those pages, keep reading on in 

this user guide.



PAYMENTS PAGE

To access the payments 

page, click on the 

payments tab on the left 

side of the screen.

If you have a balance on 

your account it will show 

up here

To make payments 

towards your account click 

here

To view your full ledger 

click here

You can set up an auto-

payment by clicking 

here



MAKE A PAYMENT
You can make payments online using your bank 

account information or credit/debit card. These 

payments can be instant “pay now” or 

automatic “set up autopay”

Bank account 

payments-

click here

Credit or debit 

card 

payments-

click here

Once you have clicked on your payment 

method, follow through the steps of giving your 

account number or credit/debit card number 

and authorizing the charges. 

You will receive an instant confirmation as well 

as a confirmation emailed to your email on the 

account.



ACCOUNT LEDGER
You can view your entire account ledger (from 

the time Weichert, Realtors- Lilac Properties 

began managing your association) on this tab.

You can see your 

current balance at the 

bottom of the page 

across from “ending 

balance”

Each line item is a 

different 

transaction 

(payment, charge, 

or credit) on your 

account. 



MAINTENANCE 

PAGE
To access the 

maintenance page, click 

on the maintenance tab 

on the left side of the 

screen.

The Riverton Community Association does not 

perform any maintenance on homes. This 

page is to request maintenance for any 

common areas.

Click here to submit a 

maintenance request

Open maintenance 

requests with status 

information (in blue) 

can be found here

These are maintenance 

requests that have 

already been handled 

and closed



SUBMIT 

MAINTENANCE 

REQUEST

Common area maintenance requests (such as a 

broken garbage can, light pole out, etc…) can be 

submitted here. 

Please give us 

as much detail 

as you can.

If possible, 

please include 

a photo. Once you have filled out 

the information, click 

“submit request” to 

electronically send it to 

the management office.



SHARED DOCUMENTS 

PAGE

Shared documents are any 

documents that management has 

sent to you as well as newsletters or 

other general notices.

To access the documents 

page, click on the shard 

documents tab on the left 

side of the screen.

Recently shared documents can be 

found a the top

There are folder(s) located under 

“shared with you”. Click on that 

folder symbol to open the folder and 

see documents underneath. 



INSURANCE PAGE

Sharing insurance information is not 

required by the Association, 

however it is recommended.

To access the insurance 

page, click on the 

insurance tab on the left 

side of the screen.

If you wish to 

share 

insurance 

information 

with the 

Association, 

fill the fields 

out

click “submit policy 
information”



COMPLIANCE PAGE
To access the compliance 

page, click on the 

compliance tab on the left 

side of the screen.

Click “submit new review” 

to submit an architectural 

request to the ARB. 

You no longer need to complete a 

paper form for Architectural Review 

Board Requests. Simply enter the 

information online for a quick 

response!



SUBMITTING

ARCHITECTURAL 

REVIEWS
Make sure to enter 

the following into 

the description

• your neighbors 

house colors if the 

request is for 

painting trim, 

shutters, house, etc.

• details regarding 

the exterior 

changes

The following needs 

to be uploaded 

• your neighbors 

approval letter if a 

special request for a 

privacy fence

• photos of the area 

where the 

change/addition will 

take place

•survey map of your 

property

•specs or other 

forms with details if 

applicable



REVIEWING

ARCHITECTURAL

REVIEWS
Once an architectural 

review has been 

submitted, you will be 

able to see it on the 

compliance page

Click the arrow to view 

details or add more 

attachments

You can see the status of 

the request here

You can upload more 

attachments here



PROPERTY 

DETAILS 

PAGE

This page shows the information for your 

property as well as management contact 

information and renter information

If your home is rented please 

click the box

that will create a form for you to 

give the renters information to 

management. This is extremely 

helpful when trying to 

communicate regarding 

violations and common area 

maintenance.

To access the 

property details 

page, click on the 

property details tab 

on the left side of the 

screen.



ACCOUNT 

PROFILE 

PAGE

To access the 

property details 

page, click on the 

property details tab 

on the left side of the 

screen.

To edit your email address, 

phone number, mailing 

address, or vehicle 

information you can click in 

either box

Click “save” to update 

your profile
Select your language 

preferences

Change your contact 

preferences here



FAQ’s

For any further questions or concerns, please visit 
https://www.appfolio.com/help/owner-portal#supported_browsers

on this page there is also a video walk-through. 

1580 Elmwood Avenue, Suite 1F

Rochester, NY 14620

585.613.4606

rca@weichertlilac.com

https://www.appfolio.com/help/owner-portal#supported_browsers

