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On-Site.com ─ Online marketing suite quick start guide 

 

 

 

Changes the marketing 
name for your property. 
 

If you enter a special, 
remember to set an 
expiration date. 
 

 
 
 
 
Step 1: Add your floor plans 
 
 After logging in click Websites > 

Change Other Info/Advanced 
Options. 
 

 Click the Floor plans tab. 
 

 Click Add New Floor Plan or 
click Edit Details to change an 
existing floor plan. 

 
 Enter the floor plan information.  

If the floor plan is currently 
available, check the box 
indicating such. 

 
 Click View Floor Plan 

Amenities and Photos. 
 
 Click Add Amenity to add 

amenities specific to that floor 
plan. 

 
 Click Add Photo to add photos 

specific to that floor plan. 
 

 
Step 2: Property description 
and specials 
 
 Click the Description & 

Specials tab.  All the basic 
information you enter here will 
appear on your website’s 
homepage. 
  

 Use the Unit and Community 
Amenities Description fields to 
enter notes or disclaimers that 
will appear alongside the list of 
amenities on your website. 

 
 The Ad Tag Line appears on 

every page of your site, so make 
it something memorable. 

 

 

We’re here to help. 
Call 866 266 7483 or click the question 
mark in the upper right corner for  

instant support options. 

? 

Click the edit pencil to 
rename any amenity. 

Click to add 
a caption. 

Uncheck the box to hide 
photos.  Click and drag to 

rearrange. 
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Step 3: Leasing office contact 
information 
 
 Click the Leasing office tab. 

 
 Enter the Contact Information 

for your property. 
 

 Enter the Hours of Operation. 
 

 Enter Auto Response Text to be 
sent whenever a prospect emails 
your property or uses the 
Contact Us form on your 
website.  If you don’t enter a 
response then the default 
response will be used. 

 

 
 
 
 
 
 
 
 
 
 

Step 4: Add your community 
and unit amenities 
 
 Click the Amenities tab.   

 
 Click to add Community 

Amenities (shared/exterior) or 
Unit Amenities (apt/interior). 
 

 Click the amenity to be added 
then click the green arrow to add. 

Leads will be forwarded 
to the phone number 
and email entered here, 
unless you’re using On-
Site guest cards, in 
which case they’ll 
appear under Recent 
Guest Cards. 

If Tuesday ─ Friday 
hours are the same 
as Monday hours, 
click here. 

Leasing office on 
site?  Check here if 
so. 

Click the edit pencil to 
rename any amenity. 

Hold the 
Control key 
while clicking 
to add multiple 
amenities at 
once. 

TIP… Create custom amenities by 
adding Custom_1 through 
Custom_12, then clicking the edit 
pencil to rename. 
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Step 5: Set your property’s 
location 
 
 Click the Location tab. 
 
 Drag and drop the icons to set 

the location of your property, 
leasing office and default starting 
point for driving directions. 

 

 Click the magnifying glass icon to 
zoom in and pinpoint icon 
placements. 

 

 You can verify that the driving 
directions are correct by checking 
the Directions page on your 
website. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 6: Upload photos and 
logo 
 
 Click the Images tab. 
 
 Click Add then select the 

appropriate photo from your 
computer.  Note that photos must 
be gif, jpeg or png format. 

 

 If you have a property logo, you 
can also upload that here by 
clicking Logo. 

Click to add 
a caption. 

Uncheck the box to hide 
photos.  Click and drag to 

rearrange. 
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Step 7: Customize your 
website’s appearance 
 
 Click the Website Template tab. 
 
 Theme & Style Assignment is 

used to select the overall 
appearance of your website.  First 
select a Theme from the drop 
down menu then use the green 
arrows to browse the available 
Styles for that theme. 

 

 
 

 Custom Tab Names is used to 
rename the navigation tabs that 
appear on your website.   
However, search engines use 
these tab names to rank your 
website. Changing them 
frequently could have a negative 
effect on how your website ranks. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Website Display Options is used 
to control the way unavailable 
floor plans display on your 
website.  You can hide them, 
show them, or just hide the prices.  

You can click Preview at any time to 
see how a selected theme & style will 
appear. 

These fields… 

…control the naming 
of these tabs on your 
website. 
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Step 8: More information 
 
 Under the More… tab, there are a 

number of sub-tabs to complete. 
 
 Enter the Parking arrangement at 

your property.  Specify the type of 
parking (attached, garage, 
surface lot, etc.)  

 

 Enter the policy for Pets at your 
property.  Specify which pet types 
are allowed as well as any fees or 
deposits required. 

 

 Under Application Information 
enter the number of units at your 
property, available lease terms, 
application fee and other general 
information; all of which will 
appear in the Info & Policies 
section of your website. 

 

 Specify which Utilities and what 
portion is covered by your 
property as a percentage or in 
dollars.  

 

 Enter information about local area 
Services such as schools, public 
transportation, parks, etc.  You 
can even include links to vendor 
websites. 

 
 Enter Important Links that may 

be of interest to your prospects 
and residents.  The first two links 
will appear on your website 
homepage. 

 
 Upload Extra Content such as a 

property brochure. 
 

 Use the Property Audit History 
page to view a complete list of all 
changes/edits made to your 
website. 
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Step 9: Resident portals 
 
 If your website has Resident 

Portals enabled then click the 
Resident Portals tab. 

 
 To manage your maintenance 

requests click the Maintenance 
Request sub-tab then click View 
Maintenance Request.  Here you 
can view, modify or change the 
status of any existing request.  
You can also submit your own 
request here. 

 
 Click Add Newsletter to create a 

community newsletter using the 
built-in editor or upload an existing 
newsletter. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click Community Calendar to 
schedule an event on your 
community calendar or edit/delete 
an existing event.  

 

 Any changes you make to 
maintenance requests, 
newsletters and the community 
calendar will be immediately 
visible to residents when they log-
in to their Resident Portals 

account. 
TIP… You can also access the Resident 
Portal pages from the Websites drop down 

menu at the top of any page. 

Click to view/edit a request. 

Create a 
newsletter… 

…or upload an 
existing newsletter. 

Click to add, edit or 
remove an event.   


