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Tenant Portal

Website Navigation

1. Navigate to the Tenant website at: <Add URL here.>

The Registration page is displayed.

‘R ReFrame

ASSIST NEXTGEN

Tenant

Tenant Portal

Already Have a User Account? Legin

Need a New User Account? Register

This information system is provided for US. Government-
authorized use only. Unautherized or improper use of this system
may result in civil and criminal penalties.

This application is supported in the current versions of Edge,
Chrome, Safari ond Firefox only. Internat Explorer is not supported.

s Help ond Forms

Th+ E a-) Telect tanguage 3
* = Powered by Go-ge Translat

News Feed 08/n/2024

Great for entertaining: spacious, updated 2 bedr , | bathroom apartment in Lokeview, available May Ist. Close to nightlife with
private backyard, $2000.00/mo, $200.00 move-in fee.

2. Ifyou already have an email login and password, click Login.
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Log In

1. Click Log In and enter the following information:

e Email address
e Password

2. Click the blue Log In Button.

Tenant

Log In

=1 Marylouise @test.com

XXXX XXXXXX XXXX >g\\

Don't remember your password?

LOG IN >

Dashboard

The User lands on the Dashboard. There is a left-hand navigation menu.
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Dashboard
Payments
Inspections
Manage Files
Message
Recertifications
Work Orders
Help

Other Members
Income

Agency Contact Info

Logout

Dashboand

Tenant

JchnDoe  [1500036108)

_MaskingMaskiracy thomasggmaileoma _ Masking
01-01-2022
2-08-20

$ 000

(1) Berishire County Reglonal Hi ¥5 Taylor 5t

Springfield MA, 01106 -1234

01-01-2023 2-01-2022

08-01-2024 $ 26300
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Schedule Appointments

The tenant can search for any scheduled appointments by selecting a date range.

Scheduled Appointments

Search
07/25/2024 - 08/01/2024 ] ‘ C Refresh I + New Appointment
APPOINTMENT TYPE 4 DEPARTMENT LOCATION DATE 4 TIME T

3. To create an appointment with the local PHA, select + New Appointment.

4. Inthe Select Department, Appointment Type and Location dropdown menus, select the
appropriate options.

Schedule an Appointment

*

Cancel

5. Click Schedule. The appointment is scheduled.
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Payments

Dashboard

Inspections
Manage Files
Message
Recertifications
Work Orders
Help

Other Members

Income

Agency Contact Info

Logout

The Payments tab displays current Payment information such as tenant payments to the landlord,

HAP amount, contract rent, and sum of all payments.
Tenants have access to two years of payment history.

1. Tenants may use the search criteria to filter by Date Range.

Date Range ] ‘ C' Refresh

2. To export the results, click Export. An Excel spreadsheet is now created.
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Inspections

Dashboard

Payments

Manage Files
Message
Recertifications
Work Orders
Help

Other Members

Income

Agency Contact Info

Logout

Inspection records are displayed on the inspections tab. The records date back three years.

1. Tenants can use the following search criteria to filter the results by any date.

2. You can export the results. Click the Export button and an Excel spreadsheet will be created.

Search Inspection Records
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Manage Files

Dashboard
Payments

Inspections

Message
Recertifications
Work Orders
Help

Other Members

Income

Agency Contact Info

Logout

In the Manage Files tab, Tenants can upload necessary documents and view current uploaded
documents.

Manage Files

Upload Files

Upload .pdf, docx, xIs, .csv, jpeg, .png and tiff files with max size of 4MB.

Document Type *
% Drag here the document to upload or
[ Bank Account Authorization
Choose file to upload

& Uploaded Documents @ received Documents B invoice

FILE NAME T DATE UPLOADED DESCRIPTION + ACTIONS
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1. To select the document type, document sub type, and then choose the document you would like
to upload, click Browse for File.

Or
To upload, drag and drop the document.
A green success message is displayed when a file is uploaded.

Manage Files
Upload Files

Upload pdl, .docx, xis, csv, jpeg, png and il files with max size of 4MB

Document Type * Document Sub Type
? L‘-'m:’ here the document to upload or

Cl se file to upload
=hoose file to uplood! NN,

Selection Related Rent increase Request

Recertific

Miscellaneous

acket
Deductions

Damage Claim Payments

Direct Deposit Forry
Family Seli-Sufficiency
Letter of Intent

Other Landlord Documentation

Selection Packet

RFTA
Unemployment Document
Change of Unit

Ow

r Payment

O000O0O0OO0oO/lEO0O0O0O0OD0OO0OO0DO0OO0OO0DOO0O

Unit Documentation

2. To delete documents, click the three dots icon in the Actions column. If the Case worker has
viewed the documents, they cannot be deleted.

Or

To download previously uploaded documents, click the Download option in the Actions
column.

3. Toview any document, click the View option.

@ uploaded Documents @ Roceived Document B invoic
FILE NAME 1 DATE UPLOADED 4. DESCRIPTION 1 AcTioNs
Earth Day Teams bg_2-20240611134307.jpg 0&/ny/2 Rent Increase Request

Inspection Maintenance Reports0 PNG Recertification B Delete
* opownicad |, .
@ view
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Message

The Message tab allows Users to send and receive messages with their PHA.

1. To search for messages, enter a date range and click Search.

Dashboard
Payments
Inspections

Manage Files

Recertifications
Work Orders
Help

Other Members

Income

Agency Contact Info

Logout

2. To send messages to the case worker assigned to the caseload, click New Message and

complete the fields.

3. Click Send.

Message

Search Message

03/23/2024 - 04/22/2024

A green success message is displayed when a message is sent.

B New Message
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4. Toview all messages received by the applicant from the caseworker, click Inbox.

L}
L= g
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Recertifications

Dashboard
Payments
Inspections
Manage Files

Message

Work Orders
Help
Other Members

Income

Agency Contact Info

Logout

Tenants can view any completed or pending recertifications.

Tenants will be able to recertify within 90 days from the next recertification date by selecting the
Recertification Cycle.

The page displays Recertification details, documents, or both.

Recertifications

You will be able to recertify within 80 days from your next recertification date

iect Recertilication Cycle

Recertification Details
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Work Orders

Dashboard

Payments

Inspections

Manage Files
Message

Recertifications

Other Members
Income
Agency Contact Info

Logout

Any Work Orders, completed or pending for the Tenant, is displayed on this tab.

Work orders have the following information displayed.

WORKORDER
WORK ORDER # + UNIT ADDRESS ™ PRIORITY + REQUESTED DATE REQUESTED BY + COMPLETED DATE + STATUS

DESCRIPTION
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Help

Dashboard
Payments
Inspections
Manage Files
Message
Recertifications

Work Orders

Other Members

Income

Agency Contact Info

Logout

Tenants can find help documents and forms on the Help tab.

1.

15

To access help documents, click any relevant blue hyperlinked resource.

Help

Forms

Form HUD -9886(Authorization for the Release of Information or Privacy Act Notice)
From HUD-52675 (Debts Owed to Public Housing Agencies and Terminations)
What You Should Know about EIV

From HUD-92006 (Supplement to Application for Federally Assisted Housing)
Applicant/Tenant Certification HUD 50058

Things You Should Know

214 Declaration Form

Family Certification Form

HCV Program Guidebook: (Applicant & Tenant)

Public Housing Occupancy Handbook: (Applicant & Tenant)
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Other Members

Dashboard
Payments
Inspections
Manage Files
Message
Recertifications
Work Orders
Help

Other Members

Income

Agency Contact Info

Logout

The Other Members tab contains information about members of the household, not the Head of
Household.
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Add a New Member

1. To add a member, click + ADD Member.

4+ Add Member

2. Enter the required information and click Save.
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Edit or Delete a Member Record*

List all household members regardless of their age.

1. To make changes to the Head of Household information, click the three-dots icon in the
Actions column.

2. Click Edit and make the needed changes. Click Save.
3. To edit or delete other members, click the three dots icon in the Actions column.

4. Click Edit or Delete.

Other Members

BIRTH DATE
a John Doe Male 01-01-1988 6327 Head of Housetold  White

John Doe

*Some housing authorities require their Tenants to make any needed updates and changes

through your Case Worker, not in the portal. If this option is not available to you, please call your
Public Housing Agency.
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Questions

Any questions the local PHA may have will be listed under the Questions tab. If they are
mandatory, they are marked with a red asterisk *.

e To save the answers to the questions, click Save.

Other Members

Application Questions

ld Interested in enrolling in the PHA's Fomily Self-Sufficiency

Family self-sufficiency
oid familiar with the PHA's Family Self-Sufficiency P v t et

19
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Income

Dashboard

Payments

[

Inspections
Manage Files
Message
Recertifications

Work Orders

O
=
-
L §
©)

Help
Other Members
Income

Agency Contact Info

Logout

On the Income tab, the tenant can add or edit any income they may have.

Note: This may not be permitted by the User’s PHA.

*Some housing authorities require their Tenants to make any needed updates and changes

through your Case Worker, not in the portal. If this option is not available to you, please call your
Public Housing Agency.

1. To add income, click the +Add income button.
2. Fill the required fields and click Save.

3. To edit any of the income information for any household members, click the three dots icon in
the Actions column.
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ACTIONS

i Delete

4. To delete any of the member’s income, click the three dots icon in the Actions column. Now,
click Delete.

The page displays the sum of all incomes. In addition, it shows the Income level for the family.

MEMBER NAME AMOUNT PER PERIOD TIMES PER YEAR TOTAL PER YEAR INCOME TYPE DESCRIPTION ACTIONS

$13,956.00 1 $13,956.00 Social Security °

Sum of All Incomes: $13,956.00
Area Median Income: Extremely Low
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Agency Contact Info

Dashboard
Payments
Inspections
Manage Files
Message
Recertifications
Work Orders
Help

Other Members

Income

Agency Contact Info

Tenants can view contact information for the PHA. This includes mailing address.

22
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Logout

The last tab, Logout, is used to logout of the Tenant portal.
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Profile

To update the user’s profile, click the arrow following the name of the local PHA.

Housing Commission Vv

2 Profile

@) Change Password

() Logout

1. Click Profile and make the required changes.

2. Click Save.
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Change Password

1.

Housing Commission Vv

& Profile

@) Change Password

() Logout

To change the password, click the arrow following the name of the local PHA.

2. Click Change Password.
3. Enter the new password, re-enter it, and then click Save.

a - a -——-.-u.-\-. -
4N :
YOURPHA

— o :
-~ |
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Logout

Housing Commission ¥

.:.. Profile

@ Change Password

() Logout

To log out, click the arrow following the name of the local PHA.

e Click the arrow and then click Logout.

26

The User will be logged out of the portal.
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