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Portal Registration 

Tenant will receive an invitation to the portal from “no-reply@commercialcafes.com” up-

on lease execution 

 

• The invitation provides detailed instruc-

tions for registering their portal account, as 

well as features of the portal itself 

 

• Tenant can only use this unique URL tied to 

their Tenant record and Tenant Leasing 

Contact email address to register (there is 

no generic portal sign up website, we must 

send them a unique invitation)  

 

• Tenant clicks on the “Click Here” link, 

which opens the portal registration 

page. They create a password, and 

Register, it’s as simple as that!  

 

 



Lease Selection 

Once registered/logged in, Tenant can view any of their active leases associated to their Tenant 

Portal email address 

1. If Tenant has several leases, each of those lease accounts must contain the same Temp Ten-

ant Portal contact record which will allow them to access all those leases through the Portal. 

Tenants can also toggle “Show Past Leases”, to view any leases that have expired. Press Se-

lect to view the lease Home Page. 

 

 

 

 

2. To navigate back to the Lease Selection screen, Tenants can select “Leases”, found on the 

top left of the Home page.  
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Lease Selection—Mobile Device 

Once registered/logged in, Tenant can view any of 

their active leases associated to their Tenant Portal 

email address 

 

1. If Tenant has several leases, each of those lease 

accounts must contain the same Temp Tenant 

Portal contact record which will allow them to 

access all those leases through the Portal. Se-

lect the lease name to view and manage each 

lease. 

 

2. Tenants can also toggle “Show Past Leases”, to 

view any leases that have expired.  

 

 

 

3. To navigate back to the Lease Selection screen, 

Tenants can select the lease name, found on 

the top of the Home page.  
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Home Page 

Tenant can navigate to all of the Tenant Portal features from this screen.  

• All menu options are available on the left navigation  

• Priority items are displayed on the Home screen for quick access 

• “What We Need From You” shows action items that Tenant needs to review or take action 

on 

• “Announcements” shows property information and more 

• “Documents” such as the Tenant Handbook can be accessed 

•  “Pay Now” quick and easy navigation to process a payment 
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Home Page—Mobile Device 

Tenant can navigate to all of the Tenant Portal features from this screen.  

• Priority items are displayed on the Home screen 

for quick access 

• “Make Payments” provides quick and easy navi-

gation to process a payment 

• “Documents” such as the Tenant Handbook can 

be accessed 

• “What We Need From You” shows action items 

that Tenant needs to review or take action on 

• “Announcements” shows property information 

and more 

• Open more options from the 3 dots, found on 

the lower right corner.   
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User Profile 

Tenants can access their user profile, by clicking the icon in the top right corner. Here they will 

have the ability to “Change Credentials” and update Language preference.  

The Tenant Portal supports the following Language options: 

• English 

• French 

• Dutch 

• German 

• French (Canada) 

• Spanish (Mexico) 

• Arabic 
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User Profile—Mobile Device 

Tenants can access their user profile, by clicking the 3 

dots in the lower right corner and selecting  “My Pro-

file”.  Here they will have the ability to “Change Cre-

dentials” and update Language preference.  

The Tenant Portal supports the following Language 

options: 

• English 

• French 

• Dutch 

• German 

• French (Canada) 

• Spanish (Mexico) 

• Arabic 
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Announcements 

Macerich posts regular Announcements to the Portal, which are shared with tenants via 

Email, as well. They include subjects such as: 

• Marketing events or reminders 

• Leasing and Storage Promotions 

• Portal updates 

Announcements may require the Tenant to “acknowledge” their receipt (such as the Mac-

erich Rules & Regulations) or take action (such as providing COI) 
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Lease Renewal 

Tenants can begin a renewal request with in the Portal. The start date will be set auto-

matically, beginning directly after the current License Agreement. Tenants can then enter 

the number of months or end date for the renewal period. As well as adding any addition-

al comments.  
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Lease Renewal—Mobile Device 

Tenants can begin a renewal request with in the Portal. The start date will be set auto-

matically, beginning directly after the current License Agreement. Tenants can then enter 

the number of months or end date for the renewal period. As well as adding any addition-

al comments.  
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Lease Profile 

• Contacts: Tenant Billing and Tenant Leasing Contacts will be visible, but un-editable.  

 Tenant should reach out to property if contact info needs to be edited at this time 

• Spaces: View current Space and lease dates. 

 Only reflects their current license agreement space # and dates 

• Charge Schedule: View lease charge schedule for all current or future charges. 

 Does not include rental tax, base amounts only 

 

 

 

 

 

 

 



Payments 

Tenants can setup and manage their ACH (Auto-Pay) or make 1x payments via bank account 

or credit/debit card. 

• View current balance and make a payment 

• View future charge schedules by selecting the Charges Dropdown Menu (base fees only) 

• View/Manage Current Auto-Pay 
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Payments—Mobile Device 

Tenants can setup and manage their ACH (Auto-Pay) or make 1x payments via bank account 

or credit/debit card. 

• View current balance and make a payment 

• View future charge schedules by selecting the 

Charges Dropdown Menu (base fees only) 

• View/Manage Current Auto-Pay 
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Payments: Autopay Setup 

• Create and Manage Autopay (ACH) plan including payment account, start date, end 

date, Pay on day, and max payment amount 

• Max Payment Amount should include highest payment due, such as: First/Last month’s 

Rent and initial Fees.  

• Note: Tenant must setup a new Autopay each time their lease renews or is revised 

(Autopay plans expire whenever their current lease ends) 

• After saving Autopay; edit or delete current Autopay plan by selecting the 3 dots in the 

lower left corner. 
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Payments: Autopay Setup—Mobile Device 

• Create and Manage Autopay (ACH) plan including payment account, start date, end 

date, Pay on day, and max payment amount 

• Max Payment Amount should include high-

est payment due, such as: First/Last month’s 

Rent and initial Fees.  

• Note: Tenant must setup a new Autopay 

each time their lease renews or is revised 

(Autopay plans expire whenever their cur-

rent lease ends) 

 

 

 

• After saving Autopay; edit or delete current 

Autopay plan by selecting the 3 dots. 
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Payments: Accounts 

• View, add, delete, or modify payment accounts, such as bank accounts or credit/debit 

cards, which tenant wants to use to make payments from 
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Payments: Accounts—Mobile Device 

• View, add, delete, or modify payment accounts, such as bank accounts or credit/debit 

cards, which tenant wants to use to make payments from 
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Payments: Bank Account Verification 

• When adding a bank account to their portal, tenant will be required to validate their bank 

account per NACHA mandate 

• Once bank account has been verified, the Tenant can use that bank account across any  of 

their Leases to make payments or setup Autopay (they only have to validate a bank ac-

count one time). 

• National Automated Clearing House Association (NACHA) mandates that all ACH origina-

tors of Web Debit entries are required to perform account validation when processing ACH 

payments to improve fraud detection  

• The tenant is instructed to wait for the deposit labeled “ACCTVERIFY” for less than $1 to 

hit their bank account. (process can take 24-48 hours not including weekends or bank holi-

days). 

• Once this deposit has posted, they will then log back into the Tenant Portal to complete 

the bank verification process. 

• If the verification fails (returned due to invalid/closed account), tenant will be notified via 

email and instructed to add a new bank account 

• When submitting cases related to the bank verification process, please include the tcode 

and a screenshot of the bank verification deposit from the tenant that shows the date and 

amount 

• After successful verification, the bank account will be available for payment, and it will ap-

pear in the Payment Accounts tab under Bank Accounts. 
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Sales Data 

Tenant can view and submit their sales 

• Enter Sales: Sales field for each month will lock down at the end of following 

month to ensure % rent billing. Tenant must contact us if they need to modify 

sales entered once the month is locked down 

• View Previous and Next period sales 
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Sales Data—Mobile Device 

Tenant can view and submit their sales 

• Enter Sales: Sales field for each month will lock down at the end of following 

month to ensure % rent billing. Tenant must contact us if they need to modify 

sales entered once the month is locked down 

• View Previous and Next period sales 
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Documents 

Tenant can view, download and print relevant documents for their property and 

lease. 

• Lease Documents: executed lease documents 

• Property Documents: code of conduct, rules & regulations, tenant handbook, 

employee parking map 

• Insurance Documents: COI and others as determined/approved by legal and da-

ta privacy teams for online storage (COMING SOON!) 
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Identify Your Business: Demographics 

• Tenant can enter and modify their demographic information as part of Mac-

erich’s DREAM Initiative: 

• By launching the first tenant demographic collection project, Macerich can uti-

lize data at a macro level to create initiatives for spotlighting tenants or provid-

ing unique resources  

• For Example, sharing unique tenant stories, highlighting retailers during Black 

History Month, Women’s History Month, Latinx Heritage Month, and more! 

• Tenants will be asked to provide this data as part of profile completion, but are 

not required to, and will be provided with the necessary data privacy policies 

and their rights thereunder 

• Only select Research personnel will have access to this data at a summary level, 

so Tenants can feel safe providing this data in a secure platform 
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