
Entering Visitor Passes Online 
 

You may call the security gate at (843) 768-6641 at any time to arrange access for a guest.  

 

In addition, you may also enter guest passes online, using a special link on our website. The 

following is a step-by-step walk-through of this process.  

 

1. Go to our website, www.sipoa.org.  Hover over “Owner/Resident Information” in the top 

menu, and select “Owner Log-in.”  This will take you from the public side of our website to the 

owners-only section, which contains the visitor pass link.  

 

 
 

2. You will be taken to the owner login screen.  If you have used the site before, or if a login was 

created for you at the SIPOA office, use the name and password fields to login using the 

credentials you established.  If this is your first visit, click “Sign Up,” on the right side of the 

screen.  

 

Note: Use care when filling out the sign-up page; the name and property address must be 

entered as listed on your SIPOA account in order for the system to find your information and 

allow you to access your property listing.  If you do not have your new owner paperwork or are 

otherwise unable to find your match, please call the SIPOA office at (843) 768-0061.  
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3. Once you have successfully logged in, you will be taken to the owners’ homepage, where you 

will select the “Visitor Pass” icon.  

 

 

2 

3 



4. This will automatically log you into a separate website, CapSure, which is our visitor 

management service.  You will leave www.sipoa.org, but you will not be asked to log in again. 

On the CapSure portal, select “Schedule New Visitor.” 
 

 
 

5. Fill out the New Visitor form, including type (short/long term, etc.), name, company (if you’re 

adding a pass for a worker), date(s) of visit, pass expiration date, and destination.   Be sure to 

click save when you are finished. 
 

(Owners with multiple properties: Contact Shawna Jarrett at sjarrett@sipoa.org or by calling 

(843) 768-0061 to consolidate your other addresses into the destination list, accessible by your 

single account.) 
 

 
 

That’s it! Your guest’s pass will be waiting at the security gate when they arrive.  
 

Contact:  
 

For help with guests/passes and with using CapSure after you have logged in: 

Contact the security gate at (843) 768-6641.  
 

For help logging in: 

Contact Shawna Jarrett at the Admin office at sjarrett@sipoa.org or (843) 768-0061. 
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