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Tenant Recertification and Appeal 

 

• When a tenant logs into the portal, they will arrive on the pre-registration screen of their most recent 

application.  

 

• If the case is in a status of approved, denied, denied-no appeal, paid, or any funding status then the 

application will be locked, and they will not be able to edit any information within the current application.  

 

 

• If they want to add a new case, recertify, or appeal then they will go to the Case section of the application. 

 

• If the case is in a status of “denied”. Then they can appeal by adding their appeal notes and clicking the appeal 

button.  

o Any case that has been appealed will remain with the same case number as before and it will be 

labeled as “Appeal” 

 



• If the case is in a status of “approved”, “denied-no appeal”, “paid”, or any funding status then they will have 

the option to recertify or add a new case.  

o When a tenant clicks the Recertify button, the system will pull over a majority of the information from 

their previous application and the applicant will only need to provide verification for most info. 

o When a tenant clicks the Add New Case button, the system will only pull over basic information from 

the previous application. They will need to re-submit most of their info. This function allows for the 

applicant to change their landlord should that person have changed, or they entered it incorrectly on 

their previous application.  

▪ When either of these options are selected, the system will generate a new case number. This 

new case will be linked will be linked to all other cases that have been submitted by this 

applicant.  

 

 


