
 
RESIDENT PORTAL LEASE RENEWAL GUIDE 

 
Cole Group Realty is continually looking for new ways to enhance the lives of our valued residents. That’s why 

we are excited to announce the launch of our new Resident Portal. Once registered, you will be able to make 

payments, create service requests, and renew your lease online at your convenience. 

To be able to E-Sign your lease renewal via the Resident Portal all tenants must have a Rent Café account. 

HOW TO RENEW YOUR LEASE ONLINE 

1) Visit the Cole Group Realty website on the upper right-hand side select “Resident Login”. 

 

 
 

2) Log into your Resident Portal using the email and password previously used to create your 

RentCafe account. 

 

 

 



3) Once logged in click on the “Lease” tab. 

 
 

4) Select “Lease Info”. 

 
 

5) This will bring up your renewal option and then select the offer from your Property Manager. 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

6) To select the offer click “Select” on the bottom right. 

 
7) Review your choice and, when ready, click “Continue”. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



8) You will be notified that you are now waiting on the manager to finalize your renewal. Once the 

renewal lease is prepared you will be notified to sign the renewal. 

 

 

 

 

 

 

 

 

9) You will also receive an email confirmation. 

 
 

10) Once the manager finalizes your lease you will receive an email notifying you to sign online in your 

Resident Portal. 

 
 

 

 

 

 

 

 

 

 

 

  

 

 

 



11) Next, if not automatically prompted, you can click on the “Sign” icon, the pencil icon in the upper 

right. This brings up the Document Sign page. You can view the renewal by clicking on “View” and 

start the signing processes by clicking on “Sign”. 

 
 

12) The renewal comes up with signature locations that the tenant can click to sign electronically. 

 
 

 

 

 

 

 

 

 

 

 

 



13) You can now sign your renewal. 

 
 

14) You have now completed your part of the lease signing process. 

 

All that is left now is for the manager to countersign. Once this has been done your lease has been 

executed. 

 

 


