
Step 1: log on to portal.proptia.com, click on “individual” 
and then proceed to Click on “Add visitor”  



Step 2: For an Authorized Guest, click on “Permanent Visitor” then select “Visitor Type” & choose Guest.

Step 3: On Select pass click on Authorized Guest 



Step 4: 
1) If your “Selected Visitor Type” is a “Guest” fill out all necessary information. 

2) Once filled out click “Save”.



Step 5: Confirm your guest has been saved in the system. 
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