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Resident Portal Guide: 

How to Create a Maintenance Request



STARLIGHT | Q4 2024 2

 

How to Create a Maintenance Request in the Resident Portal 
 

Step 1 – Create a New Maintenance Request 
 
1. Select Maintenance Requests from the left-side menu. 
2. Click Create Request in the top-right corner. 
 

This will open the maintenance request form where residents can submit a 
service request.
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Step 2 – Submit Your Request

Complete required fields
Add photos (if applicable)
Click Submit Request in the upper right corner.
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View Open and Closed Maintenance Requests

Residents can view both Open and Closed maintenance requests in the 
same Maintenance Requests section.

Open – View active maintenance requests that are currently in progress.
Closed – View completed maintenance requests that have already been 

resolved.


