
Instructions for Managing your Envera Profile and Guest List  

1) Obtain a New Owner/Renter from the Property Manager or the contacts listed below.  

2) Log into Envera- www.myenvera.com  

3) Enter your Login and Password. 

4) Click on “My” (Always be sure to hit “Save” after entering information in each section) 

5) “My Profile” section- Verify your information is correct. If not, make the necessary changes. 

Add any information that may be missing. “Family Members” section- Add in additional Family 

Members who will be living with you.”Phone Numbers” section- Enter the phone numbers you 

want to be contacted at by Envera when a Guest arrives. “Vehicles Section”- Enter in the 

information for each of your vehicles that will be residing at your residence.  

6) Click on “Visitor”- Click on “Add”, enter the “Guests” that you want on your regular Guest List. 

This would include your Friends, Housekeeper, Nurse, etc. (This does not include people who 

live at the residence. That is done under “My”, “Family Members”) Enter the Last Name, First 

Name, and select either Temporary or Permanent under the Select Visitor Type. If Temporary, 

you will need to determine the expiration date of when you no longer want that visitor to have 

access.  Repeat this step for each Guest. Once you have added a Guest, you can double click 

on their name and bring up an area to insert vehicle information if you have it. License Plate 

Number and State are the two important factors. You do not have to have this information but it 

can help speed up their access if you can provide it.   

Note: If you have a contractor coming to your house, enter their company name in the “Last 

Name” field. Even though there is an area for Company Name, Envera has requested that the 

Company Name be placed in the “Last Name” field.  

7) Click on “Help” at anytime for additional information. 

8) Click on “Contacts” if you want to contact any of your local Support Contacts for additional 

assistance.  

9) “Renters”- Your Landlord must complete the Online Profile for each tenant. Once that is 

completed accurately, you will be able to call into the Central Guard Station to add and delete 

guests coming to visit you. They will use information entered by your Landlord to verify who 

you are. Tenants should not be given Login Information or PIN Numbers. It is up to Landlord if 

they want to provide the Login and PIN information to their renters. If they do, when that tenant 

leaves, the Landlord may not have access to the Online Profile and will need to complete a 

New Registration Form and wait up to two business days to obtain the New Login Information. 

Landlords- We would recommend that you make sure you have the login information before 

refunding your tenants deposit if you do give it to them.  

10) To add a Renter, follow the directions as described in #4 above and in the “Family Members” 

section, enter the Renters information and choose “Renter” under the “Type” section.  

11)  The Property Manager, Bob Foster or Bob Moreno will handle the processing of all New 

“Owner/Renter Registration Forms”. Remember, it takes up to two business days for this form 

to be processed by Envera. If it does not come from one of the three of us, Envera will not 

accept it. The contact information is as follows: 

Bob Foster- President- CGPresident@Comcast.net 

Bob Moreno- Gatekeeper- Bob@Citrusglen.org 

Scott Straleau- Property Manager- Scott@Citrusglen.org  

Office Phone- 561-742-9604. Phone calls will be returned on Tuesdays and Thursday between 

9:00am and 11:00am. .  



12)  If you are selling your house and you have hired a Realtor to manage the sale for you, you 

can enter them in the “Family Members” section and choose “Property Manager” in the “Type” 

section. This will allow the Realtor to add or delete guests to the list. It is setup this way so if 

you are not living at the property, the realtor can manage other realtors coming to show your 

home. You can also provide them with your Login Information if you choose to. 

If you are still living in the home while it is being sold, you can handle the adding and deleting 

of realtors showing your home to your Guest List if you wish and you do not have to give your 

realtor any information. You can choose whatever best fits your scenario.  

13)  If you have a Guest come in that is not on your guest list and the guard calls you and you  

grant permission to let that person in, unless you tell the guard otherwise, that person will 

remain on your guest list for 24 hours. That means if that person returns anytime in the next 24 

hours they will be granted access as if they were a registered guest. 

14)  Click on “Sign Out” at the top right of your screen to complete this process. 

15)  FYI -  At this time, your Myenvera.com portal is not accessible via a Smartphone. That is a 

feature that will be coming in the future.  

16)  FYI – In the event any camera footage is requested for whatever the reason is, this footage 

can only be provided to Law Enforcement Agencies or via a subpoena.  

17)  FYI – Citrus Glen is a guarded community. Access can take a few minutes as with any 

guarded community. We have found that our “Virtual Guard” system is considerably quicker 

than a standard manned guard gate. The better you maintain your Guest List, the quicker your 

visitors will gain access upon arriving at the gate. 

 

Other ways to contact Envera to Manage your Guest list 

 

A) Live Operator (This is for both Owners and Renters) 
 
Residents can schedule guests over the phone by calling the Central Station and speaking with 
an operator. 
 

 Toll‐free number: 1 (877) 936‐8372 (Press Option “3” to speak to a live operator) 
 
Your information will be updated immediately by an operator. 
 
B) Automated Message System (Only Owners may use this Automated System) 
 
This system allows residents to call and leave a message providing the name of a guest to be 
registered. At that time, one of our operators will add the guest and complete the request. 
 

 Voicemail System Toll‐free number: 1 (877) 936‐8378 
 

 Leave a message containing your community name, your name, your phone PIN, your 
visitor’s name, and the day and time/length of time they will be visiting. 

 

 Note: An operator will not call you back if you leave a message in this Voicemail 
System. If you want to speak to an Operator, follow the instructions in “A” above. 

 


