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[bookmark: _Hlk207101259]LIHTC, HUD, RD Move In Application Instructions
When a unit is coming available in the next 90 to 120 or less, process your background check to make sure it passes. Use the verification authorization release form to process the background check which should have been completed during the waiting list phase.  
Check to see who is next on your waiting list. This might not be the order in which they applied if your property has a preference in place. 
MOVE-IN APPLICATION PHASE
A. LOGGING ONTO RENT CAFE 
1. Login-Yardi One- Affordable Café-Site Manager Screen. 
2. Select Compliance (in orange section at top). 
3. Select Move In on Dashboard. 
4. Select Search All. 
 
B. HOUSEHOLD PAGE 
1. Select Create Application (top right).  
a. From the Pop up Box, complete the following: 
1. Property-Select Property for Application 
2. Workflow- Select Move-In 
3. Voyager Code-Leave Blank 
4. First Name 
5. Last Name 
6. SSN 
7. DOB 
8. Email 
9. Select Save (you now will return to the Household Page). 
2. You are on the Household Page again. 
a. Select the Application tab (far left, middle of screen). 
b. Change Secondary status to MI Application in Progress. 
c. Select Save (top right). 
d. Select Application tab (far left, middle of screen). 
e. Select Complete Application (black box on left). 
C. COMPLIANCE APPLICATION – My Application 
1. Select Language  
a. Language to use on the application. 
b. Select Next. 
2. Important Information  
a. Read through this section then select Next. 

3. Lease Term 
a. Move-In Date- Enter approximate Move in date applicant would like to move in. 
b. Lease Term: This automatically selects 12 months for you. 
c. Select Next. 
4. Personal Information 
a. Review and fill in anything with *. 
b. Select Next. 
5. Address Information  
a. Select Add Address. 
b. Add Information to all questions marked with an *. 
6. Emergency Contact  
a. Add an Emergency Contact then answer all questions with *. 
b. Select Save.  
c. Select Next. 
7. Additional Adult Occupant 
a. Select Add Additional Adult Occupant tab (if applicable). 
b. Add Information to all questions marked with an *. 
c. Select Save. 
d. Select Next. 
8. Members of the Household 
a. Select Add Minor (if applicable if not skip to 9). 
b. Add Information to all questions marked with an *. 
c. Select Save. 
d. Select Next. 
9. Members of the Household  
a. Select More Info Needed by each Household member 
b. Complete all fields with an *. 
c. Select Save. 
d. Click Next.
10. Special Unit Requirements 
a. Select yes or no (ex. If they need a handicapped unit). 
 If answered yes, answer questions with an *. 
11. Pet/Assistance Animal (companion animal) 
a. Add Pet/Assistance Animal if applicable. 
b. Select Next. 
12. Household Student Status 
a. Select which category applies to this Household.  
b. Select Next. 
13. Live In Aide  
a. Select “Add Live-In Aide” if applicable. 
b. Complete all fields with an * if adding a live-in aide. 
c. Select Next. 


14. Anticipated Household Additions 
a. Add information if anyone is expected to move in that wasn’t listed previously by selecting “Add Anticipated Household Addition.”  
b. Complete all required fields with an *.  
c. Click Save. 
d. Select Next. 
15. Household Questions 
a. Answer all Questions. 
b. Select Next. 
16. Child Support 
a. Add information by selecting “Add Child Support” if children are in the household. (regardless if they receive child support or not you must do this form when children are in the household). 
b. Select Next. 
17. Income Information  
a. This will be a series of “Yes” or “No” questions.  
1. Answer all questions for all adult members of the household.  
b. Select Next. 
NOTE: Now you will add income information for all the “Yes” Questions Make sure you add information for ALL members of the household.  For example, you will select Add employment 2x, 3x, 4x depending on how many places of employment each household member has or if multiple household members are employed.   
18. Zero Income (if applicable) 
a. IF any adult member of the household did not include income in section 17 this form will appear. 
b. Answer all required questions for the zero income household member. 
19. Asset Information  
a. This will be a series of “Yes” or “No” questions.  
1. Answer each question make sure you include asset info for all members of the household.  
b. Select Next. 
NOTE: Now you will add asset information for all the “Yes” Questions. Make sure you    include the assets for ALL household members. 
NOTE: Depending on the questions that were “yes” or if household minors were added, more information may be needed. 
       20. 	Expense Information
	       a. Repeat same steps as you did for Income and Assets.



Final Review and Submission 
       a.  Select Next.  

      21.	Summary  
NOTE: ALWAYS REVIEW each Tab and household member to prevent delays in packet approval. All members should be listed.  ANSWER any new required (*) questions.
a. Members Tab 
1.  Select Edit by each household member to review information and accuracy. 
2.  Select Save. 
b. Income Tab  
1. Select Edit by each household member to review information and accuracy. 
2. Select Save. 
c. Asset Tab  
1. Select Edit by each household member to review information and accuracy. 
2. Select Save. 
                      d. Expense Tab
		1.    Select Edit by each household member to review information and accuracy. 
2.    Select Save. 
22. Errors  
a. Read each error and confirm or correct each as needed.  
b. Select Next. 
       23.  Skip until you reach the Members Documents page (the page with a large green check 
	mark.
[bookmark: _Hlk207185934]D. Sign and Submit
	1.  	Click on “View Document (Unsigned)” in the Household Documents for applicant to sign.
	2.  	Household Documents will be the Move-In application, emergency contact form, VAWA.     
3. 	Print and have applicant sign. 
4. 	Select “View Document (Unsigned) in the Member Documents column.
5. 	Member Documents will be any self-certification that the system generated based off the questions answered yes in the application.
6. 	Print and have applicant sign.
7. 	Once signed by applicant, scan all Household Documents and Member Documents, and any information the applicant has brought with them such as Social Security cards, Bank statements, social security letters, Child support information etc. 
		 
[bookmark: _Hlk207110731]E. Scan and Upload
	       1.    Return to the Household page.
	2.    Select Documents.
3.   Using your All in One, insert your items to Scan with the items face up with the top of the           page closest to the scanner. You are scanning the Household Documents and Member Documents and all supporting documents such as SS letters, SS cards, statements and paystubs.
[bookmark: _Hlk207117889]4.	Go to the column “Optional: Scan other Household Documents” and click SCAN.
5. Click “Scan” again when the box opens.
6. Once the entire packet is scanned, click "Upload”.
NOTE: Depending on the size of the packet, you might get an upload error where it appears the scanned packet didn’t upload. WAIT A MOMENT. It likely did upload! 
7. Now find the “Optional: Scan other Household Documents” column at the bottom.
a. Click View by the “Optional: Scan other Household Documents” to confirm all items uploaded.
b. Click Edit.
8. For the “Optional: Scan other Household Documents” save as follows: Last Name, First Name, MI APP, SC, Letters (Doe, Jane MI APP SC Letters).

NOTE: This means you will have ONE total scan to upload for compliance to review a move in application:

F.  Return to Household Page 
       1.  Select Application tab.
	       2.  Select Secondary Status (middle left side). 
       3.  Change Secondary Status to “pending compliance review”. 
       4.  Select save (top right). 

G. Notes/Email Box 
       1.  An activity box will appear 
       2.  Type in the compliance reviewer’s email address in the email address box.  Add any          additional notes that you want to tell your compliance reviewer make sure to include what unit number you are putting this applicant in.  
       3.	Click the Insert link to household page if it appears.
       4. 	Be careful not to delete the link in the body of the email. 
       5.  Select Save. 










COMPLIANCE REVIEW of LIHTC, HUD, RD Move In APPLICATION PHASE
The property compliance reviewer will review the household and member documents and prepare any additional verifications needed.
VERIFICATION PHASE
An email will be sent to the property manager once verifications are ready in Rent Café for manager to view and print.  The email will also include notes from the reviewer on corrections or other info needed. If you are already actively logged into Rent Café when you click the email link, it will take you to the verifications.  If not follow the steps below:
A. Log back into Rent Café. 
1.  Select compliance tab (orange box).  
2.  Select move in dashboard (select refresh if not seen).  
3.  Select Verifications (large middle box). 
 NOTE: If the verifications aren’t listed, click on “Refresh Dashboard Data” in black box above     Verifications on dashboard.  
4.  Scroll down to bottom and select applicant’s name. 
B. Household Page 
          1.  Check notes tab for any reviewer notes. 
          2.  Select “All Verifications” Tab if Compliance has sent back verifications which need 		 to be attained. Select “Documents” Tab if there are no third party verifications 
                required.
           3.  Each verification will need to be viewed then printed in order to verify. 
           4.  Applicant signs each verification. 
           5.  Manager should now send 3rd party verifications.   
NOTE: Make sure to include the verification authorization if the applicant didn’t sign release  form. 
C. SCAN, SAVE, UPLOAD Verifications 
1.  Once ALL the 3rd party verifications are completed and returned, scan the verification(s) by doing the following process:
	  a.  Select Documents.
b.  Using your All in One, insert your item to Scan with the item face up with the top of the     page closest to the scanner.
  c.  Go to the column “Household Documents” column at the bottom and click SCAN.
	  d.  Click “Scan” again when the box opens.
  e.  Once the entire packet is scanned, click "Upload”.
NOTE: Depending on the size of the packet, you might get an upload error where it appears the scanned packet didn’t upload. WAIT A MOMENT. It likely did upload! Click the View button in the appropriate row of the document. If the 	
		Document you scanned is there, it means it has uploaded.
  f.   Now find the “Optional: Scan other Household Documents” column and click EDIT.
NOTE: After the upload, the system will create a new column titled “Household Document” which it placed the packet.
              	   g. For the Document Name type as follows: Last Name, First Name, MI Verifications.

D. NOTES / EMAIL BOX 
1.  Go back to Application tab. 
2.  Select Secondary status.  
3.  Select “Verifications Returned to Compliance”.  
NOTE: If this isn’t selected, compliance will not be aware there are verifications to    be reviewed. 
4.  Select Save (top right). 
     a. An activity box pops up. 
5.  Select send internal email. 
6.  Enter the email address of property’s compliance reviewer. 
7.  Select Save.  
-Compliance will then review the verifications to approve the packet (this may take a day or    two depending on their workload).  

-If corrections are needed, follow the steps in Verification phase to process the needed corrections. 













LIHTC, HUD, RD MOVE IN LEASING PHASE
When final approval is received, compliance will ask site for a move-in date.  To send, do the following:
		1. Go to Notes tab.
		2. Click Add Note toward top left.
		3. Check the box by Internal Email.
		4. Enter your Compliance Reviewer’s email address.
		5. Type the move in date in the body of the email.
		6. Click Save.
Compliance will send all move in documents through Rent Café to site on the day of move-in prior to the time that has been arranged between manager and compliance reviewer. 
A.   Log back into Rent Café. 
1. Select compliance tab (orange box).  
2. Select move in dashboard (select refresh if not seen).  
3. Select Approved.
4. Scroll down and Select Applicant’s Name. 
  
B. Printing the TIC and RSW
1. Select Documents tab
2. Find the applicant by last name, first name TIC, RSW.
3. Select View.
4. Review TIC, RSW.
5. Print from the printer icon.

C. Leasing 
1. Select Leasing (orange top left). 
a. This goes to the Leasing Management process.  
2. Select Search (in black box). 
3. Scroll down to find your applicant. 
4. Select Actions- View (it is the paper icon on the right side of screen – first of the three     icons). 
a. You are now ready for the Lease Information. 
5. Select More (top right). 
6. Select Review Prospect. 
7. Scroll down. 
8. Select Lease Document Preview (Preview is on left under applicant’s name). 
9. Scroll down to find the list of lease addendums and check each which is part of                              the property’s lease.
10. Print Move in paperwork (print icon). 
11. Click the “X” on the top right to close the lease document preview. 
12. Complete the move in by signing and dating all required move-in paperwork. 
 
D. SCAN, SAVE, UPLOAD LEASE 
1.  Go to Compliance.
2.  Go to Move In Dashboard.
3.  Select Approved.
4.  Scroll Down to find the applicant’s name.
5.  Click on the applicant’s name.
6.  Select Documents.
7. Using your All in One, insert your Signed LEASE PACKET to Scan with the item face up with the top of the page closest to the scanner.
8.  Go to the column “Optional: Scan other Household Documents” and click SCAN.
9.  Click “Scan” again when the box opens.
10. Once the entire packet is scanned, click "Upload”.
NOTE: Depending on the size of the packet, you might get an upload error where it appears the scanned packet didn’t upload. WAIT A MOMENT. It likely did upload! Click the View button in the appropriate row of the document. If the Document you scanned is there, it means it has uploaded.
11. Now find the Household Documents column at the bottom.
12. Click View by the Household Documents to confirm all items uploaded.
13. Click Edit.
14. For the Document Name type as follows: Last Name, First Name, MI Lease.
15. Go to Application tab.
16. Change Secondary Status to “Lease Ready for Compliance”. 
17. Click Save.
18. An activity box pops up. 
a.  Select send internal email. 
b.  Enter the email address of property’s compliance reviewer. 
19. Select Save.
20. Keep originals in a tenant file on site. 


The move in process is now complete!
  







CONVENTIONAL (Market Unit) Move In Application Instructions
When a unit is coming available in the next 90 to 120 or less, check to see who is next on your waiting list. This might not be the order in which they applied if your property has a preference in place. 
 For whomever is next on the waiting list, process your background check to make sure it passes. Use the verification authorization release form to process the background check which should have been completed during the waiting list phase.  
MOVE-IN APPLICATION PHASE
A. LOGGING ONTO RENT CAFE 
1. Login-Yardi One- Affordable Café-Site Manager Screen 
2. Select Compliance (in orange section at top). 
3. Select Move In Dashboard. 
4. Select Search All. 
 
B. HOUSEHOLD PAGE 
1. Select Create Application (top right).  
a. From the Pop up Box, complete the following: 
1. Property-Select Property for Application 
2. Workflow- Select Market Application 
3. Voyager Code-Leave Blank 
4. First Name 
5. Last Name 
6. SSN 
7. DOB 
8. Email 
9. Select Save (you now will return to the Household Page). 
2. You are on the Household Page again. 
a. Select the Application tab (far left, middle of screen). 
b. Change Secondary status to MI Application in Progress. 
c. Select Save (top right). 
d. Select Application tab (far left, middle of screen). 
e. Select Complete Application (black box on left). 
C. COMPLIANCE APPLICATION – My Application 
1. Select Language  
a. Language to use on the application. 
b. Select Next 
2. Lease Term 
a. Move-In Date- Enter approximate Move in date applicant would like to move in 
b. Lease Term: This automatically selects 12 months for you. 
c. Select Next 
3.	Apartment Selection
	        a. Click Continue by appropriate floor plan.
	        b. For Apartment Availability, select “I’ll choose later”.
4. 	Instruction Page
	        a. Read instructions.
	        b. Click Next.
5.	Personal Information 
a. Review and fill in anything with * 
b. Select Next 
        6.	Address Information  
a.	Select Add Address 
b.	Add Information to all questions marked with an * 
c.	Even though the application says list all previous residences for the past 36 months, listing the most recent residence is all which is needed.
d.	Click Next
        7.	Additional Adult Occupant 
a.	Select Add Additional Adult Occupant tab (if applicable) 
b.	Add Information to all questions marked with an * (Note: Email is required).
c.	If asked for 36 month residence history, list the most recent and then proceed.
d.	Select Save 
e.	Select Next 
 8.	Members of the Household  (Tell us about every member of your household)
a.	Select More Info Needed by each Household member. 
b.	Complete all fields with an *.
c.	Select Add Person if applicable. 
d.	Select Save.
e.	Select Next.
          9.	Emergency Contact  
a.	Add an Emergency Contact then answer all questions with * 
b.	Select Save  
c.	Select Next 
10. 	Pet/Assistance Animal (companion animal) 
a.	Add Pet/Assistance Animal if applicable 
b.	Select Next 
11.	Income Information  
a.	Answer Yes or No to both the Employment Question and the Other Source of      Income Question.  
b.	If you answered Yes to either, now answer all questions for all adult members of the household which these income sources apply by clicking Add Employment and Add Other Income.
c.	Complete all fields with an *
d.	Click Save.  
e.	Select Next.  
Final Review and Submission 
       a.  Select Next  
       12. Summary  
NOTE: ALWAYS REVIEW each Tab and household member to prevent delays in packet approval. All members should be listed.  
a. Members Tab 
1.  Select Edit by each household member to review information and accuracy. 
2.  Select Save. 
b. Income Tab  
1.  Select Edit by each household member to review information and accuracy. 
       2. Select Save. 
	3. Click Next.
13. Errors  
a. Read each error and confirm or correct each as needed.  
b. Select Next. 
       14.  Continue to click Next until you reach the “Please Sign All Documents below” page.
 
D. Sign and Submit
	1.  	Click on “View Document (Unsigned)” in the Household Documents for applicant to sign.
	2.  	Household Documents will be the Market Apartment Application and Housing History.          
3. 	Print and have applicant sign. 
4. 	Select “View Document (Unsigned) in the Member Documents column.
5. 	Once signed by applicant(s), scan all Household Documents, the HL 48, the passed background check, and the most recent paystub (1 total scan) by the following process.   

     E. Scan and Upload (Submission page)
	       1.    Click Upload Documents.
	2.    Using your All in One, insert your item to Scan with the item face up with the top of the                      page closest to the scanner. You are scanning the Household Documents and any supporting items brought with them as ONE SCAN.
3.  	Go to the column “Optional: Scan other household documents” and click SCAN.
4.	Click “Scan” again when the box opens.
5.	Once the entire packet is scanned, click "Upload”.
NOTE: Depending on the size of the packet, you might get an upload error where it appears the scanned packet didn’t upload. WAIT A MOMENT. It likely did upload! 
6.	Now find the Household Documents column at the bottom.
        	a. Click View by the Household Documents to confirm all items uploaded.
	NOTE: If this doesn’t appear on your screen, go to Household Page, select Documents tab.
b. Click Edit.
7.	For the Household and Members Document save as follows: Last Name, First Name, MI APP, SC, Letters (Doe, Jane MI APP SC Letters).
8.	Click Save.

F.  Return to Household Page 
	      1.	Select Application tab.
	      2.	Select Secondary Status (middle left side). 
      3.	Change Secondary Status to “Application pending compliance review”. 
      4.	Select save (top right). 

G. Notes/Email Box 
     1.	An activity box will appear. 
     2.	Type in the compliance reviewer’s email address in the email address box.  Add any additional notes that you want to tell your compliance reviewer make sure to include what unit number you are putting this applicant in.  
      3.	Select Save.


















COMPLIANCE REVIEW of Conventional Move In APPLICATION PHASE
The property compliance reviewer will review the household and member documents and prepare any additional verifications needed.
VERIFICATION PHASE
An email will be sent to the property manager once verifications are ready in Rent Café for manager to view and print.  The email will also include notes from the reviewer on corrections or other info needed. If you are already actively logged into Rent Café when you click the email link, it will take you to the verifications.  If not follow the steps below:
A. Log back into Rent Café. 
1. Select compliance tab (orange box).  
2. Select move in dashboard (select refresh if not seen).  
3. Select Verifications (large middle box). 
NOTE: If the verifications aren’t listed, click on “Refresh Dashboard Data” in black box above Verifications on dashboard.  
4. Scroll down to bottom and select applicant’s name. 
B. Household Page 
1. Check notes tab for any reviewer notes.
2.	If any items are needing to be obtained from applicant and submitted to                         compliance, get the item(s) from the applicant then skip to STEP C and D. 
3.	If compliance received everything needed, they will approve or reject the applicant.
          4.	If APPROVED, compliance will request a Move In Date. 		
          5. Skip to Move In Leasing if compliance requested the Move In Date. 
           
C. SCAN, SAVE, UPLOAD Verifications 
1. Once the 3rd party verifications are completed and returned, scan the verification(s) by      doing the following process:
	a.  Select Documents.
b.  Using your All in One, insert your item to Scan with the item face up with the top of the    page closest to the scanner.
c.  Go to the column “Household Documents” column at the bottom and click SCAN.
	d.  Click “Scan” again when the box opens.
e.  Once the entire packet is scanned, click "Upload”.
NOTE: Depending on the size of the packet, you might get an upload error where it appears the scanned packet didn’t upload. WAIT A MOMENT. It likely did upload! Click the View button in the appropriate row of the document. If the 	
		Document you scanned is there, it means it has uploaded.
f.   Now find the “Optional: Scan other Household Documents” column and click   EDIT.
NOTE: After the upload, the system will create a new column titled “Household   Document” which it placed the packet.
              	g. For the Document Name type as follows: Last Name, First Name, MI Verifications.

D. NOTES / EMAIL BOX 
1. Go back to Application tab. 
2. Select Secondary status.  
3. Select “Verifications Returned to Compliance”.  
NOTE: If this isn’t selected, compliance will not be aware there are verifications to    be reviewed. 
4. Select Save (top right). 
a. An activity box pops up. 
5. Select send internal email. 
6. Enter the email address of property’s compliance reviewer. 
7. Select Save.  
-Compliance will then review the verifications to approve the packet (this may take a day or    two depending on their workload).  

-If corrections are needed, follow the steps in Verification phase to process the needed corrections. 















CONVENTIONAL MOVE IN LEASING PHASE
When final approval is received, compliance will ask site for a move-in date.  To send, do the following:
		1. Go to Notes tab.
		2. Click Add Note toward top left.
		3. Check the box by Send Internal Email.
		4. Enter your Compliance Reviewer’s email address.
		5. Type the move in date in the body of the email.
		6. Click Save.
Compliance will send all move in documents through Rent Café to site on the day of move-in prior to the time that has been arranged between manager and compliance reviewer. 
A.   Log back into Rent Café. 
1. Select compliance tab (orange box).  
2. Select Search All.  
3. Confirm your property is selected.  
4. Enter the applicant’s last name in the Last Name field.
5. Scroll down and Select Applicant’s Name. 
  
B.  Leasing 
1. Select Leasing (orange top left). 
     a. This goes to the Leasing Management process.  
2. Select Search (in black box). 
3. Scroll down to find your applicant. 
4. Select Actions- View (it is the paper icon on the right side of screen – first of the three   icons). 
     a. You are now ready for the Lease Information. 
5. Select More (top right). 
6. Select Review Prospect. 
7. Scroll down. 
8. Select Lease Document Preview (Preview is on left under applicant’s name). 
9. Scroll down to find the list of lease addendums and check each which is part of                              the property’s lease.
10. Print Move in paperwork (print icon). 
11. Click the “X” on the top right to close the lease document preview. 
12. Complete the move in by signing and dating all required move-in paperwork. 

C. SCAN, SAVE, UPLOAD LEASE 
1.  Go to Compliance.
2.  Go to Move In Dashboard.
3.    Select Approved.
4.    Scroll Down to find the applicant’s name.
5.    Click on the applicant’s name.
6.    Select Documents.
7.    Using your All in One, insert your LEASE PACKET to Scan with the item face up with the           top of the page closest to the scanner.
8.     Go to the column “Optional: Scan other Household Documents” and click SCAN.
9.     Click “Scan” again when the box opens.
10.   Once the entire packet is scanned, click "Upload”.

NOTE: Depending on the size of the packet, you might get an upload error where 	     where it appears the scanned packet didn’t upload. WAIT A MOMENT. It likely did 	     upload! Click the View button in the appropriate row of the document. If the 	
	Document you scanned is there, it means it has uploaded.

11.   Now find the Household Documents column at the bottom.
12.   Click View by the Household Documents to confirm all items uploaded.
13.   Click Edit.
14.   For the Document Name type as follows: Last Name, First Name, MI Lease.
15.   Go to Application tab.
16.  Change Secondary Status to “Lease Ready for Compliance”. 
17.  Click Save.
18.   An activity box pops up. 
a.  Select send internal email. 
b.  Enter the email address of property’s compliance reviewer. 
19.   Select Save.
20.   Keep originals in a tenant file on site. 


The conventional move in process is now complete!
  






  Annual Recertification Process
Generating Tenant Recertification Information Report
1. [bookmark: _Hlk199840051]Log into Voyager.
2. Enter the property code in the Prop/List box for the property at which the tenant lives if you manage more than one property (if you only manage one property, you automatically are on your property).
3. Click on Quick Report at the top of the screen.
4. Choose Custom Tenant Information by Recert - Homeland.
5. Choose Tenant Recert Information.
6. Click Submit.
7. Confirm this is the correct property.
8. For Relation, choose Head.
9. For Status, choose Current.
10. Type in the Date Range you desire for Next Annual Recertification (FROM – TO).
11. Click Submit.
12. Once the report is generated on screen, you can click on Excel or PDF at the top in order to convert to Excel or PDF then print the report or you can choose to work with the report on screen. 
a. You will need the TENANT CODE and some of the tenant’s information found on this report to begin the Waiver in Rent Café.

AR APPLICATION PHASE
1. Log into Rent Café.
2. Click on Annual Recertification tab.
3. Click Search All.
4. Click Create Application.
5. Select Property
6. Choose RD 515 Annual/Interim Recertification for RD or KY Tax Credit and HUD Annual Recertification for HUD.
7. Enter Tenant code (T-code). This is found on the Tenant Recertification Information report.
8. Enter tenant’s name, SS#, and DOB.
9. Click Save.
10. Click Application.
11. Click Compare to Previous Certification.
a. Use this to find last cert’s information to compare.
b. Can refer to the DOB’s here to learn if anybody is turning 18.
12. Click Close.
13. Click Complete Application.
14. On Language, choose desired language, then click Next.
15. Read the information on Important Information screen, then click Next.
16. In Member Data box, go to Status column
a. Choose appropriate status.
17. Click Save.
18. By each Household member, click on More Info Needed to answer all questions with an *.
a. Go through each question to review/complete for accuracy (i.e. current).
b. Click Save.
c. You will complete for each Household member.
d. Click Add a Household Member on this page if needed.
e. To Remove a Household member, click Delete by their name.
f. Click Next.
19. In Household Student Status section, select the one statement which is accurate for the household.
20. Select Next.
21. For Member Student Status, click Edit then scroll up for the person’s student status.
a. Answer the questions.
b. Click Save.
c. Click Next
22. For Live In Aide, if no live in aide or if live in aide is same as what is listed, click Next
a. Click Add Live In Aide if needed.
23. For Anticipated Household Additions (Dependents), you can click Add or Next (if none).
24. Click Next.
25.  Answer the three Household Questions.
26.  Click Next.
27. If child(ren) live in the unit, enter child support; if none, skip step.
28. Click Next
29. In the Income Data Box, do the following:
a. Scroll to Status
b. From the drop down, select the appropriate statement.
c. Scroll to Type of Income.
d. From the drop down box, select the appropriate type of income.
e. Click Save.
30. For the Income Questionnaire, answer Yes or No for all income types.
31. Click Next. 
32. Additional Income Information screen
a. For each “Yes” answered for type of income, you now will click More Info Needed.
b. [bookmark: _Hlk186527336]Answer each question in the box which appears regarding specifics of the type of income ( * means required to answer).
c. Click Save.
d. Add any new income if needed.
33. Click Next.
34. Asset Data Box
a. Go to Status column to choose applicable statement.
b. Go to Type of Asset column to select applicable type.
c. Click Save.
d. Answer each question in the box.
e. Select Save.
f. Click Next.
35. Asset Questionnaire
a. Answer Yes or No for each owned asset
b. Click Next
36. Additional Information Needed for Asset 
a. Select More Information Needed
b. Answer Questions ( * means required to answer).
c. Press Save
d. Click Next
37. Household Medical Expenses (HUD) Questionnaire
a. Answer Yes or No for each medical expense.
b. Click Next.
38. Final Review and Submission
a. Click Next.
39. Summary
a. Review each tab (Members, Income, Assets, Expenses) for accuracy.
b. Click Next.
40. Errors
a. Correct/Confirm any errors
i. You can go back to the Summary screen to review the tabs if needed.
41. Click Next.
42. Sign and Submit 
a. Wait for the green check mark indication submission.
43. When you get the green checkmark, click View Documents next to Household Documents to view AR application. Do same for Member Documents.
44. Print then get signatures and dates.
Once signed by applicant, scan all Household Documents and Member Documents, and any information the applicant has brought with them such as Social Security cards, Bank statements, social security letters, Child support information etc. (1 total scan) by the following process.
		 
 D. Sign and Submit
	1.  	Click on “View Document (Unsigned)” in the Household Documents for applicant to sign.
	2.  	Household Documents will be the AR application, emergency contact form, VAWA.     
3. 	Print and have applicant sign. 
4. 	Select “View Document (Unsigned) in the Member Documents column.
5. 	Member Documents will be any self-certification that the system generated based off the questions answered yes in the application.
6. 	Print and have applicant sign.
7. 	Once signed by applicant, scan all Household Documents and Member Documents, and any information the applicant has brought with them such as Social Security cards, Bank statements, social security letters, Child support information etc. 
		 
E. Scan and Upload
	       1.    Return to the Household page.
	2.    Select Documents.
3.   Using your All in One, insert your items to Scan with the items face up with the top of the           page closest to the scanner. You are scanning the Household Documents and Member  Documents and all supporting documents such as SS letters, SS cards, statements and paystubs.
 4.	Go to the column “Optional: Scan other Household Documents” and click SCAN.
5. Click “Scan” again when the box opens.
6. Once the entire packet is scanned, click "Upload”.
NOTE: Depending on the size of the packet, you might get an upload error where it appears the scanned packet didn’t upload. WAIT A MOMENT. It likely did upload! 
7. Now find the “Optional: Scan other Household Documents” column at the bottom.
a. Click View by the “Optional: Scan other Household Documents” to confirm all items uploaded.
b. Click Edit.
8. For the “Optional: Scan other Household Documents” save as follows: Last Name, First Name,  AR Year APP, SC, Letters (Doe, Jane AR 2023 APP SC Letters).

NOTE: This means you will have ONE total scan to upload for compliance to review an AR application:

F.  Return to Household Page 
       1.  Select Application tab.
	       2.  Select Secondary Status (middle left side). 
       3.  Change Secondary Status to “pending compliance review”. 
       4.  Select save (top right). 

G. Notes/Email Box 
       1.  An activity box will appear 
       2.  Type in the compliance reviewer’s email address in the email address box.  Add any             additional notes that you want to tell your compliance reviewer.
       3.	Click the Insert link to household page if it appears.
       4. 	Be careful not to delete the link in the body of the email. 
       5.  Select Save. 

AR Blank Verifications Returned to Site from Compliance
1. Click email link (be sure to be logged into Rent Café).
2. Select “All Verifications” Tab if Compliance has sent back verifications which need to be attained. Select “Documents” Tab if there are no third party verifications 
Required. 
3. View Verification Docs and Letters for each verification needed.
4. Select Print icon.
5. Click Print.
6. Give verifications to the appropriate third party.

Completed AR Verifications Returned from Third Party
1. Go to Documents.
2. Go to the column “Optional: Scan other Household Documents”
3. Place verifications on the All-in-One face up with the top of the page facing the scanner.
4. Click Scan (in Rent Café, not on All in One).
5. When box opens, click Scan again.
6. When verifications are finished scanning, select UPLOAD.
7. Click Edit.
8. Name the Document the following: Applicant Last Name, First Name, AR Verifications.
9. Click Save.
10. Click Application tab.
11. Select Secondary Status.
12. Select “Verifications Returned to Compliance.”
13. Press Save.
14. In the Note’s Box, enter the property’s reviewer’s email address and any note you want to send.
15. Click Save.


AR Returned to Site for Signatures and Dates
1. Click AR link in notification email from Compliance in order to go to the lease which is now ready for printing, signing, and dating.
2. Click on the Documents tab.
3. Go to bottom column for the document compliance returned (TIC, RSW, Inc. Wkst., etc.)
4. Click View on this row,
5. The AR appears. 
a. For HUD/TC combo, only the 50059 and initial recert letters.
6. Print the AR.
7. Go to Documents tab.
8. Select View by RSW for a RD/TC property.
9. Print the RSW.
a. For all properties which have tax credit, scroll down to the column titled TIC.
b. Click View.
c. Click Print.
10. For HUD, do the following
a. Go to More at top right.
b. Select View Income Calculation Worksheet.
c. Print the Income Calculation Worksheet by clicking the down arrow by the blue “disc” (second from right at top), choose PDF, click Print – no need to save the PDF.
11. Scan, Save, and Sign the TIC
a. Go to Document tab
b. Put packet on the All-in-One scanner face up with top of page facing the scanner.
c. Click Scan next to the Optional: Scan other Household Documents.
d. Press Scan again when box opens.
e. When scanning is completed, select UPLOAD.
f. Now in the Household Documents column click EDIT.
g. For Document Name use Last Name, First Name,  Signed AR Year (Doe, Jane Signed AR 2023).
h. Click Save.
12. Go to Application tab.
13. For Secondary Status, select Signed AR Sent to Compliance.
14. Click Save.
15. [bookmark: _Hlk186529213]In the Note’s Box, enter the property’s reviewer’s email address and any note you want to send.
16. Click Save.

The signed AR is now complete and submitted to compliance.











Interim Recertification Process
Generating Tenant Recertification Information Report
1. Log into Voyager.
2. Enter the property code in the Prop/List box for the property at which the tenant lives if you manage more than one property (if you only manage one property, you automatically are on your property).
3. Click on Quick Report at the top of the screen.
4. Choose Custom Tenant Information by Recert - Homeland.
5. Choose Tenant Recert Information.
6. Click Submit.
7. Confirm this is the correct property.
8. For Relation, choose Head.
9. For Status, choose Current.
10. Click Submit.
11. Once the report is generated on screen, you can click on Excel at the top in order to convert to Excel then print the report or you can choose to work with the report on screen. 
a. You will need the TENANT CODE and some of the tenant’s information found on this report to begin the Waiver in Rent Café.
INTERIM APPLICATION PHASE
1. Log into Rent Café.
2. Click on Interim Recertification dashboard.
3. Click Search All.
4. Click Create Application.
5. Select Property
6. In Workflow Dropdown box, choose HUD Interim Recertification.
7. Enter Tenant code (T-code). This is found on the Tenant Recertification Information report.
8. Enter tenant’s name, SS#, and DOB.
9. Click Save.
10. Click Application tab.
11. Click Compare to Previous Certification.
a. Use this to find last cert’s information to compare.
b. You will need all the information on the Previous Certification.
12. Click Close.
13. Click Complete Application.
14. On Language, choose desired language, then click Next.
15. In the Member Data box which pops up, do the following:
a. Click on dropdown box under “Status”.
b. Answer if each Household member is still currently living in the unit.
16. Click Save.
17. By each Household member, click on More Info Needed to answer all questions with an *.
a. Go through each question to review/complete for accuracy (i.e. current).
b. Click Save.
c. You will complete for each Household member.
d. Click Add a Household Member on this page if adding either an adult or child. Remember when adding, you must have all preliminary documents as would for a new move in including background check.
i. For Member Details, answer everything with an * (asterisks).
ii. Click Save.
iii. Click Next.
e. To Remove a Household member, click Delete by their name.
18. Select Next.
19. For Live In Aide, click Next if no live in aide or if live in aide is same as what is listed. Click Add Live In Aide if needed.
20. For Member Student Status, do the following:
NOTE: If you Added a new Household member in the Household Members’ stage, the new Household Member will be included in all further stages of the IR. You MUST answer each stage for both the current and new Household Adult.
a. Click Edit.
b. Scroll up.
c. Choose Person’s student status in drop down box.
d. Click Save.
21. If Child Support is needed, answer the questions. If none, skip.
22. Select Next.
23. In the Income Data Box, do the following:
a. Scroll to Status
b. From the drop down, select the appropriate statement.
c. Scroll to Type of Income.
d. From the drop down box, select the appropriate type of income.
e. Click Save.
24. For the Income Questionnaire, answer Yes or No for all income types.
a. Social Security Income is for Social Security.
b. Supplemental Security Income is for SSI.
NOTE: This MUST match the most recent certification EXCEPT what you are changing which triggered the need for the Interim Recertification.
25. Click Next. 
26. Additional Income Information screen
a. For each “Yes” answered for type of income, you now will click More Info Needed.
b. Answer each question in the box which appears regarding specifics of the type if income.
c. If the person is unemployed, a Non-Employment Question box will appear. Answer each question accordingly.
d. Click Save.
27. Click Next.
28. Asset Data Box
a. Go to Status column to choose applicable statement.
b. Go to Type of Asset column to select applicable type.
c. Click Save.
d. Answer each question in the box.
e. NOTE: This MUST match the most recent certification EXCEPT what you are changing which triggered the need for the Interim Recertification.
f. Select Save.
g. Click Next.
h. In the Additional Information screen, click More Info Needed by each asset for which you answered “Yes”.
i. Answer questions.
j. Click Save.
29. In the Expense Data Box, do the following:
a. Click Status Dropdown Box.
b. Choose which is applicable.
c. Click Type of Expense dropdown box.
d. Choose which is applicable.
e. Click Save.
30. For the Expense Questionnaire, answer Yes or No.
a. NOTE: This MUST match the most recent certification EXCEPT what you are changing which triggered the need for the Interim Recertification.
b. Click Next.
31. Additional Expenses Information Needed
a. For each expense, click on More Info Needed.
b. Answer all questions with an * (asterisk).
NOTE: If need to Add an expense(s), click on Add button. If need to delete an expense(s), click on delete.
		c. Click Save. 
		d. Click Next.
32. Final Review and Submission
a. Click Next.
33. Summary
a. Review each tab for accuracy.
b. Click Next.
34. Errors
a. Correct/Confirm any errors
i. You can go back to the Summary screen to review the tabs if needed.
b. Click Next.
35. Sign and Submit 
a. Wait for the green check mark indication submission.
D. Sign and Submit
	1.  	Click on “View Document (Unsigned)” in the Household Documents for applicant to sign.
	2. 	Print and have applicant sign. 
3. 	Select “View Document (Unsigned) in the Member Documents column.
4. 	Print and have applicant sign.
5. 	Once signed by applicant, scan all Household Documents and Member Documents, and all supporting information the applicant has 
		 
E. Scan and Upload
	       1.    Return to the Household page.
	2.    Select Documents.
3.   Using your All in One, insert your items to Scan with the items face up with the top of the             page closest to the scanner. You are scanning the Household Documents and Member Documents and all supporting documents.
 4.	Go to the column “Optional: Scan other Household Documents” and click SCAN.
        5. Click “Scan” again when the box opens.
6.   Once the entire packet is scanned, click "Upload”.
NOTE: Depending on the size of the packet, you might get an upload error where it appears the scanned packet didn’t upload. WAIT A MOMENT. It likely did upload! 
7. Now find the “Optional: Scan other Household Documents” column at the bottom.
a. Click View by the “Optional: Scan other Household Documents” to confirm all items uploaded.
b. Click Edit.
8. For the “Optional: Scan other Household Documents” save as follows: Last Name, First Name, IR APP, SC, Letters (Doe, Jane IR Year APP SC Letters).

NOTE: This means you will have ONE total scan to upload for compliance to review an IR  application:

F.  Return to Household Page 
       1.  Select Application tab.
	       2.  Select Secondary Status (middle left side). 
       3.  Change Secondary Status to “pending compliance review”. 
       4.  Select save (top right). 

G. Notes/Email Box 
       1. 	 An activity box will appear.
       2.	Click the Insert link to household page if it appears.
       3. 	Be careful not to delete the link in the body of the email. 
       4.  Type in the compliance reviewer’s email address in the email address box.  Add any                additional notes that you want to tell your compliance reviewer. In the body of the Notes’ Box, type EXACTLY the thing(s) changing which caused the need for an Interim Recertification.
       5.  Click Save (this submits the IR application to compliance).

INTERIM Blank Verifications Returned to Site from Compliance
1. Click email link (be sure to be logged into Rent Café).
2. Go to All Verifications tab.
3. View Verification Docs and Letters for each verification needed.
4. Select Print icon.
5. Click Print.
6. Give verifications to the appropriate third party.



Completed INTERIM Verifications Returned from Third Party
1. Go to Documents.
2. Go to the column “Optional: Scan other Household Documents.”
3. Place verifications on the All-in-One face up with the top of the page facing the scanner.
4. Click Scan (in Rent Café, not on All in One).
5. When box opens, click Scan again.
6. When verifications are finished scanning, select UPLOAD.
7. Go to the bottom file then click View next to the bottom file to confirm everything is uploaded.
8. Click Edit.
9. [bookmark: _Hlk207204047]Name the Document the following: Applicant Last Name, First Name, IR Date, Description of Document.
a. Doe, Jane, IR 1/1/25, SS Letter
10. Click Application tab.
11. Select Secondary Status.
12. Select “Verifications Returned to Compliance.”
13. Press Save.
14. In the Note’s Box, enter the property’s reviewer’s email address and any note you want to send.
15. Click Save.
INTERIM Returned to Site for Signatures and Dates
1. Click Interim link in notification email from Compliance in order to go to the lease which is now ready for printing, signing, and dating.
2. Click View Certification at top of screen.
3. Make sure NO is selected for “Do you want to Overwrite existing certification in Voyager?” 
4. Select View Certification.
5. The IR appears. 
a. For HUD/TC combo, only the 50059 and initial recert letters.
6. Print the IR.
7. Go to Documents tab.
8. Now, do the following:
a. Go to More at top right.
b. Select View Income Calculation Worksheet.
c. Print the Income Calculation Worksheet by clicking the down arrow by the blue “disc” (second from right at top), choose PDF, click Print – no need to save the PDF.
9. Sign the TIC
10. Click Return to Household Page at top left.
a. Go to Document tab
b. Put packet on the All-in-One scanner face up with top of page facing the scanner.
c. Click Scan next to the Optional: Scan other Household Documents.
d. Press Scan again when box opens.
e. When scanning is completed, select UPLOAD.
f. Now in the Optional: Scan other Household Documents column click EDIT (remember, the most recent upload is listed at the bottom of the page and you need to click View to confirm all items uploaded).
g. For Document Name use Last Name, First Name, SIGNED IR Year (Doe, Jane SIGNED IR 2023).
11. Go to Application tab.
12. For Secondary Status, select Signed IR Sent to Compliance.
13. Click Save.
14. In the Note’s Box, enter the property’s reviewer’s email address and any note you want to send.
15. Click Save.

The signed IR is now completed and submitted to compliance.








Tax Credit Waiver Process
Generating Tenant Recertification Information Report
1. Log into Voyager.
2. Enter the property code in the Prop/List box for the property at which the tenant lives if you manage more than one property (if you only manage one property, you automatically are on your property).
3. Click on Quick Report at the top of the screen.
4. Choose Custom Tenant Recert Information by Recert - Homeland.
5. Choose Tenant Recert Information.
6. Click Submit.
7. Confirm this is the correct property.
8. For Relation, choose Head.
9. For Status, choose Current.
10. Type in the Date Range you desire for Next Annual Recertification.
11. Click Submit.
12. Once the report is generated on screen, you can click on Excel at the top in order to convert to Excel then print the report or you can choose to work with the report on screen. 
a. You will need the TENANT CODE and some of the tenant’s information found on this report to begin the Waiver in Rent Café.
TC WAIVER APPLICATION PHASE
1. Log into Rent Café.
2. Click on Annual Recertification tab.
3. Click Search All.
4. Click Create Application.
5. Select Property
6. Choose KY Tax Credit Annual Self-Certification.
7. Enter Tenant code (T-code). This is found on the Tenant Recertification Information report.
8. Enter tenant’s name, SS#, and DOB.
9. Click Save.
10. Click Application.
11. Click Compare to Previous Certification.
c. Use this to find last cert’s information to compare.
d. Can refer to the DOB’s here to learn if anybody is turning 18.
12. Click Close.
13. Click Complete Application.
14. On Language, choose desired language, then click Next.
15. Read the information on Important Information screen, then click Next.
16. In Member Data box, do the following:
a. Answer if each Household member is still currently living in the unit.
17. Click Save.
18. By each Household member, click on More Info Needed to answer all questions with an *.
a. Go through each question to review/complete for accuracy (i.e. current).
b. Click Save.
c. You will complete this step for each Household member.
d. Click Add a Household Member on this page if needed.
e. To Remove a Household member, click Delete by their name.
19. Select Next.
20. For Household Student Status, choose the statement which applies, then select Next.
21. For Live In Aide, click Next if no live in aide or if live in aide is same as what is listed. Click Add Live In Aide if needed.
22. For Anticipated Household Additions (Dependents), you can click Add if any need adding or Next if none need adding.
23. For the Household questions, answer each question asked.
24. Select Next.
25. If Child Support is needed, answer the questions. If none, skip.
26. Select Next.
27. In the Income Data Box, do the following:
a. Scroll to Status
b. From the drop down, select the appropriate statement.
c. Scroll to Type of Income.
d. From the drop down box, select the appropriate type of income.
e. Click Save.
28. For the Income Questionnaire, answer Yes or No for all income types.
29. Click Next. 
30. Additional Income Information screen
a. For each “Yes” answered for type of income, you now will click More Info Needed.
b. Answer each question in the box which appears regarding specifics of the type of income.
c. Click Save.
31. Click Next.
32. Asset Data Box
a. Go to Status column to choose applicable statement.
b. Go to Type of Asset column to select applicable type.
c. Click Save.
d. Answer each question in the box.
e. Select Save.
f. Click Next.
g. In the Additional Information screen, click More Info Needed by each asset for which you answered “Yes”.
h. Answer questions.
i. Click Save.
33. Final Review and Submission
a. Click Next.
34. Summary
a. Review Members, Income, and Assets tabs for accuracy.
b. Click Next.
35. Errors
a. Correct/Confirm any errors
i. You can go back to the Summary screen to review the tabs if needed.
b. Click Next.
36. Sign and Submit 
a. Wait for the green check mark indication submission.
37. Click on Return to Household Page at the top right.
38. Click Application tab on the left.
39. On Secondary Status, select Application Pending Compliance Review.
40. Click Save at top right.
41. In the Notes Box, enter your property’s Waiver Specialist’s email address and any notes you need to share.
42. Click Save.
a. When you click Save, the waiver application is now submitted to compliance.

TC Waiver Returned to Site for Signatures and Dates
1. Click waiver link in notification email from Compliance in order to go to the waiver which is now ready for printing, signing, and dating.
2. Go to Application tab.
3. Click Complete Application.
4. On the Sign and Submit pager (large green check mark page), click on View Document (Unsigned).
5. Click Print icon (top right) to print the Student Certification.
6. Click Print.
7. Get tenant to sign and date the Student Certification.
8. Go to Return to Household Page (top right) on the Sign and Submit page (large green check mark page).
9. Go to Documents tab.
10. Select View by the Applicant Last Name, First Name TIC, RSW, Inc. Wkst.
11. Select Print icon (top right).
12. Click Print.
13. Get the applicant to sign and date the TIC (REMEMBER they must complete PART IX HOUSEHOLD DEMOGRAPHICS).
14. If applicable, get the tenants to complete and sign the HL 01 Utility Usage Records.
15.  Go to the Document tab
16. Press scan on Optional: Scan other Household Documents.
17. Press scan again on popup.
18. Once all scanned, select Upload.
19. Now click EDIT.
20. [bookmark: _Hlk207202904]Rename the document to Last Name, First Name, Waiver Year (Doe, Jane, Waiver 2023)
21. Go to Application tab.
22. For Secondary Status, select Signed Waiver Sent to Compliance.
23. Click Save.
24. In the Note’s Box, enter the property’s Waiver Specialist’s email address and any note you want to send.
25. Click Save.


The signed waiver is now completed and submitted to compliance.
Corrections’ Process
In Rent Café, the accuracy of the application is important. Rent Café is designed to ask questions at various stages of the application process depending upon the answers of previous questions. Also, self-certifications and verifications are based upon these answers.
If corrections are required to an application after you have changed the Secondary Status to Pending Compliance Review, your compliance reviewer must change the Primary Status to Incomplete. You can send a Note requesting this to your reviewer if corrections are needed while the application is in Pending. 
Once Primary Status is Incomplete, use the following steps to make corrections.
Important Note: Do NOT click on the “I’m finished editing my application” at ANY POINT in the correction process.
A. Log back into Rent Café – click on link received in NOTE from Reviewer or do the following:
1. Select compliance tab.
2. Select move in dashboard.
3. Select Move In on Dashboard.
4. Select Search All.
B. Household Page
1. Click on Application tab.
2. Click Complete Application.
3. Use the index of application sections (on the left in blue lettering) to go to areas of the application needing corrections.
NOTE:	We will use adding a Savings Account as an example.
4. To correct an asset such as a Savings Account, click on Assets in the Index on left.
5. On the Asset Questionnaire, change the answer from NO to YES.
6. Click Next (possibly will need to click Next multiple times to navigate through until reaching the asset needing changing (savings account in this example). 
7.  Click Add Savings Account.
8. Complete each item with an *.
9. Click Save.
10. Click Next.
11. Click on Final Review and Submission.
12. Click Next.
13. On the Summary Page, closely review EACH tab (Member, Income, Assets, and Expenses – if applicable) to answer any additional questions with an * and to confirm completeness and accuracy.
14. Click Next.
You follow these same basic steps for each type of correction needed on the application.
Once you have fully corrected the application, do the following to resubmit the entire corrected application with all supporting documents.
  C.   Scan and Upload
	       1.    Return to the Household page.
	2.    Select Documents.
3.   Using your All in One, insert your items to Scan with the items face up with the top of the page closest to the scanner. You are scanning the Household Documents and Member Documents and all supporting documents such as SS letters, SS cards, statements and paystubs.
4.	Go to the column “Optional: Scan other Household Documents” and click SCAN.
9. Click “Scan” again when the box opens.
10. Once the entire packet is scanned, click "Upload”.
NOTE: Depending on the size of the packet, you might get an upload error where it appears the scanned packet didn’t upload. WAIT A MOMENT. It likely did upload! 
11. Now find the “Optional: Scan other Household Documents” column at the bottom.
a. Click View by the “Optional: Scan other Household Documents” to confirm all items uploaded.
b. Click Edit.
12. For the “Optional: Scan other Household Documents” save as follows: Last Name, First Name, MI APP, SC, Letters (Doe, Jane MI APP SC Letters).

NOTE: This means you will have ONE total scan to upload for compliance to review a move in application:

D.  Return to Household Page 
       1.  Select Application tab.
	       2.  Select Secondary Status (middle left side). 
       3.  Change Secondary Status to “pending compliance review”. 
       4.  Select save (top right). 

E. Notes/Email Box 
       1.  An activity box will appear 
       2.  Type in the compliance reviewer’s email address in the email address box. In the body of the email, include the entire list of the required corrections you fixed and inform your reviewer the full packet is corrected, complete and ready for review. 
 Add any additional notes that you want to tell your compliance reviewer make sure to include what unit number you are putting this applicant in.  
       3. Click the Insert link to household page if it appears.
       4. Be careful not to delete the link in the body of the email. 
       5.  Select Save. 



















Naming SAVED Documents

Move In Phases
Last Name, First Name, MI APP, Self Certs, Letters 
	(Doe, Jane MI, APP, Self Certs, Letters)

Last Name, First Name, MI Verifications
	(Doe, Jane MI Verifications)

Last Name, First Name, MI Signed Lease
	(Doe, Jane, MI Signed Lease)

Annual Recertification Phases
Last Name, First Name, AR APP, Self Certs, Letters 
(Doe, Jane AR APP Self Certs Letters) 

Last Name, First Name, AR Verifications
	(Doe, Jane AR Verifications)

Last Name, First Name, Signed AR Year 
(Doe, Jane Signed AR 2023)

Interim Recertification Phases
Last Name, First Name, IR APP, Self Certs, Letters 
(Doe, Jane IR APP, Self Certs, Letters)

Last Name, First Name, IR Date, Description of Document
  (Doe, Jane, IR 1/1/25, SS Letter)

Last Name, First Name, Signed IR Year 
(Doe, Jane Signed IR 2023)

Waiver (Annual Self Certification)
Last Name, First Name, Waiver Year 
(Doe, Jane, Waiver 2023)
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