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For more detail on your account go to Rentec at the link provided: 

circle.propertymanage.biz  
 
Your email is your log-in and the default password is WELCOME 
 

 
 
SUMMARY TAB 
 

After you’re logged in, you will arrive at your summary tab. 
 

 
 



 
 

 
Properties Tab 
 

 

 
 

 
Please note: you can review each property separately by clicking on the 

balance amount on the right. You can also sort your properties with the 

drop down on the top right. 

 

 

 
 
 

 
 
 

 
 
 

Click here 
to view 
ledger. 

Sort your 
properties 
here. 



 
 

STATEMENT TAB 
 

 
 
 
TIP 1. There is a drop down menu on the top left which sorts by the year or 
month or for ever. (Instructions included) 

 
TIP 2. There is a paper clip on the left of the expense row which can be clicked on 
for more details about the work order or expense. 
 
STATEMENT PAGE ON THE PORTAL 
 

 
 
 
 

Click on the 
paperclip to 
see invoice. 

For changing 
the time period 
use this drop 
down. 

Use this to 
download to 
excel. 



 
 
 

FILES TAB 
 
 

 

 

 

Please make sure to check the “Show attachments” check box on the 

top right to see all of your files. If you want to view, download or print 

you will need to click on the document icon on the left. 

 

 

 
 

 
 
 

Please make sure 
you check the 
box to show all 
the attachments. 

Click here 
to download 
the file. 



 
 

 
 
REPORTS TAB 

 

 

 
Once you have selected your property and the date range you wish for 

then click on the report icon for your report to be created which can be 

view, printed or downloaded. 

 

 

 

Sort your 
properties 
here. 

Dates for your 
reports are here. 
Drop down menu. 

Click on the 
report to 
view. 



 
 

WORK ORDERS 

 

 

 

 

To review work orders click on the Work Orders link at the bottom left. 

 

To review 
work orders 
click on the 
link. 



 
 

Reviewing Your Work Orders 

 

Your open work orders will appear on this page and if you wish to 

review any previous "closed" work orders you will need to check the 

box "Display Closed". 

 

 

 

 
Prepared for our clients by Circle Property Management, LLC 

9520 Lee HWY Suite B, Fairfax, VA 22031 

www.circlepm.com 

703-349-0144 

Check this 
box to see 
closed work 
orders. 


