
Work Orders 
Below are instructions for Residents to create, view, and update 
Work Orders in the Resident Portal 
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Log in to your Resident Portal Account (https://resident.snaphoa.com).  

Creating a Work Order 
1. Expand the My Home tab and select Work Orders 
2. Click the New button 

 
3. Select the location of the issue that you are reporting. 

o Choose My Property if it is an issue in/on your address 
o Choose Common Area is it is for a common area within your 

association and choose an option from the dropdown. If you do not 
see the specific Common Area where the issue is, select -Common 
Area-. 

 
▪ If you are reporting a Common Area Work Order, review the list 

of Recent Common Areas Work Orders on the right hand side or 
under My Community > Work Orders to see if the issue has 
already been reported 

 
 
 
 

https://resident.snaphoa.com/
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4. Select the Resident that should be the point of contact for this Work Order 
and their preferred Contact Method 

 
o If the preferred phone number or email address is not listed, you can 

add that contact method by selecting My Home > Residents and 
selecting the resident. You will then be able to add a phone number or 
email address and it will appear as an option when creating the Work 
Order. 

5. Select the Type (or category) that best describes the issue you are reporting.  
o When you select a Type, you will see verbiage that will inform you who 

is responsible for that type of Work Order (Owner, Association, or 
Other). 

 
6. Enter a brief description of the issue in the Description field (similar to the 

subject of an email) 
7. Enter additional details of the issue in the Details field (provide as much 

information as possible to assist in the association resolving this issue) 
8. Click Create. 
9. You will then have the ability to upload attachments/photos and also add 

additional Notes 
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Viewing Work Orders 
You will be able to return to My Home > Work Orders at any time to view updates 
and the status of the Work Order if you submitted it for My Property. Clicking on 
the Work Order will provide you with additional information and updates. 

 
You can view the status of Common Area Work Orders under My Community > 
Work Orders. Clicking on the Work Order will provide you with additional 
information and updates. 

 

Updating Work Orders 
While viewing a Work Order, you have the ability to provide additional information 
using the Upload button (to include photos) or Add Note button to provide 
additional information or respond to an update. 

 


