Rent Relief Applicant Portal Help

Preregistration Tab

Completing the Preregistration screen helps to determine if you are eligible to receive rental assistance.
All fields are required. Complete each question, then click Check Eligibility. If you qualify for rent relief,
you will automatically be directed to complete the next steps in the application. *Note depending on your
specific agency, your screen may differ in content from this help center.*

Tenant Application - Registration Screen Reference

Tenant Application

Eligibility Pre-check

* Indicates required fields

Are you renting your primary residence? ©

® ou must have a valid lease or rental agreement for eligibility.

O fes O Mo

Are you receiving Section-8 or Rural Development rentol assistance? *
O fes O Mo

Are you currently living in public housing? *

O Yes O Mo

Has your household experienced a loss of income due to COVID-197 ©

(@ Total household income decrease could be due to a layoff, reduction
in hours or loss of business. The cause must be reloted to the COVID-19
pandemic.

O Yes O Ma

Has your househaold experienced a financial hardship due to COVID-197

(@ A hardship includes any significant costs or other financial hardship

incurred due, directly or indirecthy, to COVID-19

O Yes O Mo

Do you or any member of your household qualify for unemployment? *

& Does anyone in your household qualify for unemployment benefits?

O Yes O Mo

Preferred Language *

w
Select your gecgraphical area™
(@ Select your County or other geographical area. If you do not know
your geographical area, please contact (800) 101-4545 before
proceeding with your application.

w

Mumber of People in Household *

(@ The number of people in your household includes all adults listed on
vour lease, any children living in the rental and any Foster adults or
children.

Current Total Monthly Gross Household Income *

(@ Enter the total of all household income sources, incduding but not
imited to: waoges, business income, social security or pensions, interest
on savings accounts, TANF (welfare), unemployment benefits and any
other periodic payments or gifts from any source.

$0.00

% of Area Median Income

0

Left Column
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Are you renting your primary residence?

Select Yes or No to indicate if you are renting your primary
residence. You must have a valid lease or rental agreement
to be eligible for rental assistance.

Are you receiving Section-8 or Rural Development
rental assistance?

Section 8 is a common name for the Housing Choice
Voucher Program, funded by the U.S. Department of
Housing and Urban Development. Applicants who currently
receive Section-8 may still be eligible for Rent Relief
assistance.

Are you currently living in public housing?

Select Yes if you currently live in a public housing property.
While Section 8 deals with private housing, public housing
consists of entire developments of government-sponsored
dwellings. Applicants who currently live in a PHA
development may still be eligible for Rent Relief assistance.

Has your household experienced a loss of income due
to COVID-19?

Selecting No to this question will not automatically
disqualify you from eligibility. However, if you select

Yes you will need to provide documentation of this loss.
Income is defined as all income that one receives from any
source. This may include employment wages, alimony
payments, pension payments, Social Security Disability
Income, Social Security Income, gifts, and payments from
annuities and IRAs. An exception exists for Covid-19
stimulus checks, which do not count as income, and
therefore, have no impact.

Has your Household experienced a financial hardship
due to COVID-19?

A hardship includes any significant costs or other financial
hardship incurred due directly or indirectly to COVID-

19. You must have clear documentation that links your
hardship to COVID-19. An example might be school
closure for virtual learning.

Is your household experiencing housing instability?

The Rent Relief assistance program is centered around
helping renters maintain housing stability. If this is an issue
that you do not currently face, then it is unlikely that you
would be eligible for this program.

Do you or any member of your household qualify for
unemployment benefits?

Select Yes if you have filed for unemployment benefits and
have been approved, regardless of whether your first
distribution has been received.

Right Column

Preferred Language

If you speak a language that is not included in this list,
please contact your landlord or county of residence for
assistance with the application process.

County of Primary Residence

If your county of primary residence is not listed, this county
may not qualify for federally released Emergency Rental
Assistance (ERA). Please contact your local city or county
for more information on how to apply for additional funding
in your jurisdiction.

Number of People in Household

The number of people in your household includes all adults
listed on your lease, any children living in the rental, and
any Foster adults or children.




Current Total Monthly Gross Household Income

Include the current income of all adult household members.
Income is defined as all income that one receives from any
source. This may include employment wages, alimony
payments, pension payments, Social Security Disability
Income, Social Security Income, gifts, and payments from
annuities and IRAs. An exception exists for Covid-19
stimulus checks, which do not count as income, and
therefore, have no impact.

If you have no income, you will be asked to download, fill-
out, and upload the Zero Attestation Document in the
Income section.

% of Area Median Income

This field will auto-populate based on the county that you
choose.




Rent Relief Applicant Portal Help
Address Tab

On the Address screen, you can provide your current physical address information and your mailing
address information.

®

You are only required to enter a mailing address if it differs from your current address.

When you're finished completing the required fields, click Save. After the screen refreshes, click Next to
advance to the next step in the Applicant workflow.

For more information about the fields on the Address screen, see the Address Screen Reference section
below.

Address Screen Reference
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Current Address Your current physical street address.
Note A P.O. Box is not a valid entry for this field.
Address Line 2 If you have a distinguishing apartment, building, or suite
number that is a part of your current address, enter that
information in this field.
City, State, and Zip Code Provide the city, state, and zip code for your physical
address.
Mailing Address Provide the address of where you receive your mail.

Note If your mailing address is the same as your current
address, you do not need to complete the mailing address
fields.
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Address Line 2 If you have a distinguishing apartment, building, or suite
number that is a part of your mailing address, enter that
information in this field.

City, State, and Zip Code In each corresponding field, provide the city, state, and zip
code for your mailing address.




Rent Relief Applicant Portal Help
Occupants Tab

On the Occupants screen, a section for each occupant appears based on the number you entered in the
Number of People in

Household field during preregistration. The name of the primary applicant appears in the Applicant
section. The section for each additional member of the household appears in the Occupant section(s).

Occupants
Lizst oll household occuponts, including children
+ & Applicant: Michael &

+ & Occupant

€ Previous MNext >

Click +Add details to reveal the fields you must complete for each occupant. When you are finished
completing all required fields in the section, click Save.

Applicant/Occupant Field Descriptions
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Occupant Information

* Indicates required fields

Occupant Details

First Mame * Middle Name Last Home *
Phone Type* Phone Mumber * Email Address*
| cen .

SMS Opt In

Social Security Number / ITIN

- - @ D | am not providing Social Security

Number

Dwate OF Birth * Gender*

Race* Ethmicity *

Employment Status

Are you currently unemployed? *

Are you disaobled? Howe you served in the US Military?

- .

Alternate Contact Information

First Name Middie Name Lost Mome

Phone Type FPhone Number Emwil Address

o -

First Name, Middle Name, Last Name

The name of the corresponding occupant.

Note This information is pre-populated for the main
applicant with information entered during registration.

Phone Type, Phone Number

Select Home, Work, or Cell, and then enter a valid
number. Input a valid cell to opt into text updates.

Email Address

The occupant's email address.

Are you currently unemployed?

Select Yes only if you are not working at all currently.

Note If you are underemployed but still working, you must
still select No.

Disability Select Yes if the corresponding occupant receives disability
benefits?

Ethnicity The ethnicity of the corresponding occupant.

Race The race of the corresponding occupant.

Date of Birth Use the calendar link to select your date of birth, or type it

in using a MMDDYYYY format.

Social Security Number The corresponding occupant's Social Security number. If
the occupant does not have a Social Security number,
select the Do not have Social Security Number/ITIN
check box. A social security number is not required for

minors.

Hides/Displays sensitive data




Rent Relief Applicant Portal Help
Income Tab

The Income screen requires you to enter and document all sources of income for each occupant of the
household.

To complete this step, you will need supporting documentation for each type of income you and the
additional occupants receive. It is recommended that you have the following applicable documents ready to
upload:

o Employment: Pay Stub or Self Certification
o Unemployment, Assistance, Pension, SSI: Benefit Letter/Eligibility Letter/Check Stubs
» Receiving Child Support & Alimony: Divorce Decree/Court Order/ Paystub or Deposited check

At the top of the Income screen, Rent Relief displays the income amount that you entered in the Current
Total Monthly Gross Household Income field during preregistration.
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Click Add Documents next to each household member to complete details. This screen will display:
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Income: Robert

@ Tell us about ol sources of incoms for the household. All amounts should be monthly. B you do not have o type of inoome, chistk the "MS" checkbox I you hinve
ncoamie thot dos=s not match the Ested income Bypes, enber it an the"Cither Income™ line

(@ Sedect BUA wharever ol applobie

O Alwad file types pdf g jpeg png ttop

Wages, Tips & Owvertime

Submit wour kast twg months of
paystubs o a ketter from your
empicyer defoding your gamings for
the post Dwo monthes

Unemploymant

Submit tesa months of payment
rdoridnon; O benehit berned, bank
statements, or other Supporting
documEntaton

Government Assistance
Sulomit Do menths of pryTmsen
rilcrmeyton; o benefit letber, bonk
statements, of ol Supporting
docurmen taton

Child Support and Alimomy
Sulbmit g devoroe decres oF Cour ongder
shecrwing your awarnd omount, o
stotement froem child supporine
SErviiEs DOpeed O GEpOSItad dhedks
BEAE SEaREMEnTs OF dNe SuHEading
documentation

Penslon/Secial Security

Submit your benefit letter from the
SOCH STy Adennisinaton, 4
peEnsan siatement. bank siofemsents
of Stived JUPDOTTNG documeniaton

Crther Income

Submit decumentation for all Sources
of INCOMIE YouU MeCEnE 0N QN Orgoing
bogis. Do net include one-time gifts. if
oA D0 PO el aorumentotion
SUHTHE O Shgnad SOfemant tht
rechudes the dabe, Source, amdunt
and frequency of the inodms Inchudse
contact inforemation tar the income

prorvecer

LT

Manthiy Amount*
£0.00

Monthly Amount®
$0.00

Monthdy Amount

$0.00

Manthly Amount

$0,00

Maonthly Amdunt *
$0.00

Momhly Amount*
£0.00

Fa file chiosen

Mo file chiosen

M e chosen

Choose File | Na file chasen

Mo Tile cheogen

Find the type of income that matches your documented income.

Enter the monthly gross amount received in the box and upload copies of your supporting documents by
clicking Choose File. In your computer's file management system, locate and select the file that you want
to use as the supporting documentation for this income source. Click Open. You will now notice a link to
your selected file on the screen.



=

Woges, Tips & Overtime L wa Monthily Amount File: paystubs.pdi Choose File | Mo file chesen

Submif your kast two months of $1,000.00 s Downlead [ Delete

paystubs or a letter fram your
employer detoding your earnings for
Ehee proest Bueo manths,

You must complete the Applicant and Occupant section(s) for each member of the
household.

Once you have
finished with this page, click Save and then Close at the lower right.

For each income source that you do not have, select the Not applicable check box (N/A).

If none of the these sources are applicable, select N/A for all, Save and Close. You will need to
download, fill-out, and upload the Zero Attestation Document located on the Income tab.

Income

@ If you hove zero income please complete thelZero Attestation dn:umnnl.!nnd attach it through the Add document link

@ Current Total Monthly Gross Househald Income £2.000.00

@ County: Cherokee % af Area Median Incame: 39.74%

Income Source Descriptions

Wages If you receive any of your income from employment wages,
tips, or overtime, indicate the amount you earn from this
source on average, per month, and before any taxes or
other deductions are taken. This would be your gross
monthly income from wages. Proof of this income source
must be uploaded by clicking the Choose File button. If
you do not receive any income from wages, then select the
Not Applicable check box.

Unemployment If you receive any of your income from Unemployment,
indicate the amount you receive from this source per
month, and before any taxes or other deductions are taken.
Proof of this income source must be uploaded by clicking
the Choose File button. If you do not receive any income
from unemployment, then select the Not Applicable check
box.

Government Assistance Indicate any amount of income that comes from a
government assistance program (examples include but are
not limited to TANF, Temporary Assistance for Needy
Families or SSI, Supplemental Security Income). Proof of
this income source must be uploaded by clicking the
Choose File button. If you do not receive government
assistance, then select the Not Applicable check box.




Child Support and Alimony

Indicate any amount of the occupant’s income that comes
from child support or alimony from a divorce. Upload any
supporting documentation you have for this income source.
If you do not receive child support or alimony, then select
the Not Applicable check box.

Pension/Social Security

Indicate any amount of this occupant’s income that comes
from a pension or Social Security. Documentation will need
to be uploaded to this page. If you do not receive funds
from a pension or from Social Security, then select the Not
Applicable check box

Other Income

Enter any remaining income in this line item. You will need
to provide documentation of this income source to this line
item. If you do not receive income from a source defined as
Other, then select the Not Applicable check box.




Rent Relief Applicant Portal Help
Rental Info Tab

On the Rental Info screen, you can provide details about your lease agreement, along with any information
regarding past due amounts owed since March 13, 2020.

All fields on this screen are required. When the screen is complete, click Save, and then click Next to
advance to the next step in the Applicant workflow. For descriptions of each field, see the Rental Info
Screen Reference section below.
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Rental Info Screen Reference
Number of Bedrooms The bedroom count for your unit. A value of zero can be

indicated if you are leasing a studio, efficiency, or single
room occupancy unit.

Lease Start Date This is generally the same day as your official move-in day.
This date is listed in your lease document.

Monthly Rent Your monthly rent amount.

Past Due Rent Only enter the amount in rent that is currently past due and
dating back no further than March 12, 2020. Do not include
the current month in 'Past Due Rent' amount.

Number of months past due Enter the number of months that you are past due as of
today.
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Rent Relief Applicant Portal Help
Landlord Info Tab

The Landlord Info screen requires you to provide details about your landlord or a contact representing
your landlord, including their name, address, email, and phone number. It is recommended that you refer to
your lease agreement document if you do not readily know this information.

Complete the required fields on this screen as well as any additional fields as needed. For more information
about the fields on the Landlord Info screen, see the Landlord Info Screen Reference section below.

When you're finished, click Save. Then, after the screen refreshes, click Next to advance to the next step in
the Applicant workflow.

Landlord Info Screen Reference
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Company Name If your landlord is a property management company or is a
company entity, enter the name here.

Contact Name (First and Last) This field refers to a specific person who represents your
landlord.

Email Address Enter the Landlord's email address

Phone Number Phone number where the landlord contact can be reached.

Landlord Mailing Address Enter the Landlord's physical mailing address.
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Rent Relief Applicant Portal Help
Utilities Tab

Utilities are an area or expense that can be considered under the Rent Relief program. Please provide
the information requested on the Utilities screen as it relates to any utility expenses that you currently
paying for. Before completing this step, it is recommended that you have a utility bill showing past due
balances and number of months past due saved to your computer and ready to upload for each utility that
you want to add to Rent Relief.

Then, on the Utility screen, complete the fields as needed. For descriptions of the different fields, see the
Utility Screen Reference section below.

To upload a utility bill, click Choose File. In your computer's file management system, locate, select, and
then open the copy of your saved utility bill.

®

Rent Relief accepts the following file types: .pdf, .jpg, and .tiff.

After you've completed the necessary fields, click Save. If you need to add an additional utility, click +Add
Utility and then complete and save the fields in the new Ultility section.
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When you're ready to advance to the next step of the Applicant workflow, click Next.

Utility Screen Reference
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Add Utility

@+ Alicwed file types: pdf jpgjpeg.png.tift zip
Litility Details

Utility Type®

Gas

Totol Amgunt *

(T

Past Duee Amount Wionths Post Dee
O Ente o
S100.00 )
Current Amount Due Irvoice Date Due Date
S10:0.00 y £

Utility Invaices

Choosé File | Mo file chosen

4 200,00

2

Vendor Information

Yendor Mome

Atlanta Gas

ALCOUNT Mumber

Streel Address

100 Atlanito SEreet

Address Line 2 Address Ling 3 Address Line 4
City Slate Zip
Atlonta GA - 30039

oo =
+Add Utility Adds an additional Utility section.
Utility Type Select the first utility type for which you are providing

information. Utilities include Water, Electricity, Parking,
Cable, Internet, Sewage, Gas, Oil, Coal, or Other.

Total Amount

This is the total amount that you currently owe for this
utility. Please include past due charges along with any
current charges not yet past due

Past Due Amount

Enter the amount that is currently past due. Omit anything
that you owe, but that is not currently late

Months Past Due

If the current month is June, and you owe money dating
back to February, then you are past due 4 months and
would enter a 4 in this field.

Invoice Number

The invoice number should be located on your monthly
statement or bill.

Current Amount Number

This field will populate for you by subtracting the past due
amount from the total amount due.

Invoice Date

The invoice date will be located on your statement or bill.




Vendor Name

This is the name of the company that your send your
payments to for this utility. Examples might include City of
New York Water Authority, or XYZ Gas Company

Account #

This is the account number assigned to you by the vendor
that will appear on every monthly statement.

Address Fields

This will be the address of the vendor for this utility
company.

Choose File

Opens your computer's file management system. Locate,
select, and open the file you want to upload that represents
your utility bill.

Note Rent Relief accepts the following file types: .pdf, .jpg,
. and .tiff.




Rent Relief Applicant Portal Help
Documents Tab

On the Documents screen, you can upload the final documentation required for each occupant of the
household. In addition to photo

identification for each occupant in your household that has been added to your Rent Relief portal, it is
recommended that you also have the following documents saved to your computer before beginning the
upload process:

e |Lease Document/Self Certification
e Past Due Rent Statement
¢ Eviction Notice

Rent Relief supports the following file types: .pdf, .jpg, jpeg and .tiff.

The Documents screen includes a section for the primary applicant as well as each additional household
occupant. Initially, each tenant listed includes an Incomplete status. After all required documentation has
been uploaded for a tenant, Rent Relief updates their status to Complete. To complete the Tenant
Documents step in the Tenant Workflow, all tenants must include a Complete status.
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To upload documents for a particular occupant, click the Expand button + in the Applicant or Occupant
row to view the list of required documents.
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For each document listed, click Choose File. In your computer's file management system, locate, select,
and open the file that you want to provide as your documentation.

Rent Relief accepts the following file types: .pdf, .jpg, and .tiff.

= /i Incomplete Applicant: Michael

Applicant Info® & photo_identificat.. O I_Chozs:e_Fllf| o file chosen
Pl i i hi ificati h wers i h
ense provide walid government photo identification, such as a drivers license or other Spioaded by o Feb 18, 2021 o drog and drop file to upload

stote of federolly issued identification

If you want to download the document, click the document name. If you want to delete the document, click
the Delete button O .

After you've uploaded the required documents for each applicant and occupant, click Next to advance to
the next step in the Applicant workflow.




Rent Relief Applicant Portal Help
Submit Tab

After you have completed each of the steps listed on the Rent Relief side menu, you can submit your
information for further review and validation.

Before completing this final step of the Applicant workflow, make sure to review the information you've
already entered to confirm that each previous step is accurate and complete. If a step listed on the side

menu includes a Warning icon E you must return to that step and complete any pending or incomplete
requests.

When you're ready to submit your full application, click Submit on the Rent Relief side menu.
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The Review & Submit screen requires you to declare that the information that you provided in this
application is true, complete, and correct to the best of your knowledge, belief, and ability. If this is a
statement that you can agree with, and you are ready to submit this application, then select the check box
next to the statement. Then, click Submit. The Case Summary screen appears.
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If you feel that you may have missed something in the application, or that you have any additional
documentation to provide that might help with the decision, you can use the side menu or click the
Previous button to navigate back to a previous screen in the Applicant workflow.



Rent Relief Applicant Portal Help

Case Summary Tab

Once your application is fully submitted you will notice an additional tab to the left labeled 'Case'. This
screen will display your case number and a summary of your application. Please make note of your case
number. You will need this if you have specific issues regarding your case.
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Rent Relief Applicant Portal Help
Recertify Using the Same Landlord

@ If your landlord is the SAME as you onginal application, click Recertify (SAME Landlord).

If you have a NEW landlord, click Add Mew Case (Mew Landlord) to recertify with new landlord

H Recertify (Current Lﬂndlﬂrd)l + Add New Case (Mew Landlord)

1. Login to your original application.

2. On the “Case” tab, click “+Recertify (Current landlord)” This creates a new application that will be linked to your original
application. If any information has changed, please edit that in your new application before you submit.

3. Update your income, upload new supporting documents as necessary.

4. Review the entire application to ensure all information is still accurate, true and correct. Once you submit, you will be given
a new case number. Your landlord does NOT need to submit a new application. Their information will be gathered from
their original application.

5. An auditor will review your file and reach out to you directly if they need any additional information.
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Tenant Recertification and Appeal

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

e 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.

@ IOWAFINANCE  Cases~  Report~  Management Report - Rent Relef Dashboord

Home / Applicant
& Preregistration v

v Pre-Eligibility Screen

Indicates required fields

ermine if you qualify for Emergency Rental Relief (ERA). Answer all the questions on this page. If you initially qualify, we will ask for more details about your hou: me, landlord, rent and utilities and
~ supf mentation. Initial qualification does not mean you will receive rental assistance. Once we have verified your income, rent an hold information, we will determ it

A Rental Info v

@ Information you provide will be used for your eligibility for under the Rental Relief Act (ERA). We will not provide your information to third parties, except as needed to determine yc
& Landlord Info eligibility for rent relief.
@ Utilities @ You can save and leave this application ot any time. Later, when you return you can pick up where you left off.
& Documents Are you renting your primary residence? * Preferred Language *

t have ed lease or rents English
v Sub v

Select your geographical area *

© Cose v ® i o P =

Are you receiving Section-8 or Rural Development rental assistance? *

Scott County
Are you currently living in public housing? *

Number of People in Household

Has your household experienced a loss of income due to COVID-19? *

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

e 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”

@ ‘ovmfﬂ:ﬁiiNCE Cases ~ Report ~ Management Report ~ Rent Relief Dashboard

Home / Applicant

& Preregistration v

Current Case Summary
© Address v
8
& Occupants v Case:/ " - Denied

|
$ Income Applicant Landlord Case Worker Submitted on
Unassigned Mar 29, 2021

A Rental Info v
& Landiord Info Past Due Rent (pending review) Monthly Rent (pending review)

$3.100.00 $620.00
o Utilities
@& Documents Appeal Notes *
v Submit v
@ Case s §

Appeal

< Previous



e 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.

AUTHORITY

@ IOWA FINANCE Cases~  Report~  Management Report *  Rent Relief Dashboard

Home / Applicant:

2 Preregistration v

Current Case Summary
@ Address v
& Occupants v Case: - Paid
$ Income Applicant Landlord Case Worker Submitted on

Unassigned Apr7,2021

B Rental Info v v Submitted
& Landlord Info v Past Due Rent Past Due Rent Approved Monthly Rent

$125.59 $2,181.81 $0.00
2 Utilities
@ Documents

ck Recertify (Current Landlord).

v Submit v d)

+ Recertify (Current Landlord) + Add New Case (New Landlord)

< Previous

©® Case v



