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Applicant Portal 

Website Navigation 
1. Navigate to the Applicant website at <Add URL here>. 

The registration page is displayed. 
 

 
 
2. If you already have an email login and password, click Login. 

If this is your first time visiting or if you have not registered yet, click Register. 
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Register 
1. Click Register. Now, enter the following information for the Head of Household member: 

• Last four digits of the social security number 
• Date of birth 
• Last name of the head of household 

 
2. Click Verify to ensure you have not already applied. 

 
 
A green success message is displayed if there is no application already entered with the same 
information. 
 
3. To create an application, click +Apply. 

4. To exit the application, click Cancel. 

5. If there is an error message, review the entered information for errors and make corrections. 

6. Click Verify, if you made any corrections. 

Note 
• If there is an error message again, you may already have an application. 

• Please refer to the Tenant Portal. 

7. Click +Apply. The Programs page is displayed. 
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Programs 
1. To select the program to apply, click +Apply Program. 

• You can choose more than one. 

• You can apply for programs that have their Apply button active. 

The following table displays all the programs. 

Note 
The Status column indicates whether they are Open or Closed.  
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Questions 
This tab displayed questions specific to the program to which you are applying. 
 
• Answer the questions. Mandatory questions are marked with a red asterisk *. 
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Apply Program 
1. After you have completed all the questions, click +Add. 

The next page is displayed, in which you can view all programs for which you have applied.  

2. Now, you can apply for another program. Click the +Apply Program button. 

 
 

3. To move to the next page, click Next. 
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Head of Household  
1. Fill out the fields. The mandatory fields are marked with a red asterisk *. 

2. Click Next. 

 
 

 
 

The ‘Other Members’ page is now displayed. 
 
3. To add other members, click the +Add Member button. 
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Other Members  
1. Add all the members of   the household regardless of their age. 

2. Enter member details. 

3. Now, click Next. 

 
 

 
 

The Application Questions page is now displayed. 

4. Answer the questions for each household member. 

The mandatory ones are marked with a red asterisk *. 
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5. After you have added all the members of your household, you can view them in the table. 

6. If you want to edit them, click the three-dots icon in the Actions column. 

7. After you have added all members of the household, to move forward, click Next. 
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Income  
The next page of the application is Income. 
 
1. To add income for all the members in the household, click the + Add Income button. 

2. Fill out all mandatory fields. 

The application will calculate the yearly amount for you. 
 

 
 

3. To make any necessary edits, click the three-dots icon in the Actions column. Now, click Edit. 

4. After you are done, click Next. 
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Manage Files 
The Manage Files page is now displayed. 
 
1. To upload supporting documents, in the Program dropdown field, select the appropriate 

program. 

2. Select the document code and sub code. The sub codes appear when the code is chosen. 

3. Browse for the file. 

Or 

Drag and drop the required document into the page.  

 
 

4. To delete the documents, click the three-dots icon in the Actions column. Click Delete. 

5. After you have uploaded the documents, click Next.  

 
  



 

14 ReFrame Solutions is a trademark and brand of WSD Digital, LLC ©2025 Proprietary & Confidential 

 

Certification 
The Certification of Applicant page is displayed. 
 
1. Read the certification requirements. 

2. Select the required check boxes. 

Now, the Submit button is active. 
 

 
 
After you submit your application successfully, a message is displayed with the application number. 
 
1. At this point, leave the application. 

• You can return to the application at a future date to complete the log-in process. 

Or 

• To create a login ID, click Continue.  

2. To print a copy of the application for your records, click Print Application. 
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Registration and Sign Up 
1. Enter your email and create a password for your account. 

2. After entering your email and password, select the check box next to the privacy statement. 

3. Now, click Sign Up. 
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Dashboard 
After registering or signing up, the application the User previously completed is pulled up. There is a 
left-hand navigation menu. At the top is the Dashboard.  
 
Click Dashboard. 
 

 
 

 
 

 
 
You can use this menu to change data in the following pages. 
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Programs 
1. To edit any of the questions for the program you have answered, click the three-dots icon in the 

Actions column. Now, click Edit.  

2. To add a new program, click +Add Apply Program. 
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Household Information 
The Household Information page displays the details about the head of the household. 
 

 
 

 
 
 
 
 
 
 
 
 

 
 



 

20 ReFrame Solutions is a trademark and brand of WSD Digital, LLC ©2025 Proprietary & Confidential 

 

Other Members 
On the Other Members page, you can add a member, edit a member’s information, or delete a 
member. 
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Income 
On the Income page, you can add income or edit an existing income. 
 
1. To edit any of the income information for any or all household members, click the three-dots in 

the Actions column. Now, click Edit. 

2. Make any change. Click Save. 

3. To delete any member’s income, click the three-dots icon in the Actions column. Now, click 
Delete. 
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Manage Files 
On the Manage Files page, you can upload documents. 
 
1. Select the code and subcode of the document. 

2. To select the document that you need to upload, click Browse for File. 

Or 

To upload documents, drag and drop it. 

A green confirmation message will be displayed stating that the file is uploaded successfully. 
 
3. You can also download any document that are currently in the application to your device. 

Click Download in the Actions dropdown list. 
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Message 
The Messages page displays messages to and from a case worker. 
Here, you can also send a message to any applicant. 

 
1. To compose the message, click New Message. 

 
 
2. Enter the required details and click Send. A success message is displayed. 
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General Information  
The General Information page displays any questions that the program has for you. 
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Criminal Background 
Answer any questions regarding any criminal background, if applicable. 
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Military 
Answer any questions regarding military services and click Save. 
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Asset 
You can use the Asset page to add or edit Asset information for any or all of your household 
members. 
 

 
 

1. Click + Add Asset to enter a new asset. 

2. Click the three-dots icon in the Actions column. 

3. Now, to edit any listed assets, click Edit. 

To delete, click Delete. 
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Deductions 
In the Deductions page, you can enter deductions of your household members, if applicable. 
 
1. To enter a new deduction, click + Add Deduction. 

2. To save changes, click Save. 

 
 

3. To edit any listed deductions, click the three-dots icon in the Actions column. 

Now, click Edit. 

4. After you make the required changes, click Save. 

Or 

To delete, click Delete. 
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Certification 
On the Certifications page, you can view and edit the certification or print your application. 
 

 
 

1. To submit the application, click Submit. 

2. To redo the electronic signature, click Clear Sign. 

3. To print the application, click Print Application. 
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Help 
 
On the Help page, you can find help documents and forms. 
 
• To view any help document, click the blue hyperlinked name of the document. 

The required document is displayed for you. 
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Agency Contact Info 
On the Agency Contact Info page, you can view contact information for your local housing authority. 
 

 
  



 

32 ReFrame Solutions is a trademark and brand of WSD Digital, LLC ©2025 Proprietary & Confidential 

Logout 
You can click the Log Out button on the left menu or on the top-right of the page. 
 

 
 

Caution 
If you click Logout on the left menu, you will be immediately logged out. 

  



 

33 ReFrame Solutions is a trademark and brand of WSD Digital, LLC ©2025 Proprietary & Confidential 

Reset Password 
If you have not signed up for an account, you will not be able to reset your password. 
 
1. On the Applicant portal, click Login. 

 

 
 

 
 
2. Click Forgot Password. 

3. Enter your email address. Now, click Continue. 
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4. Check your email inbox. Check the Junk or Spam folders too, for the autogenerated email. 
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