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Partner Portalc Landlord User Guide

Step 1

1. Create Account andlogin to Partner Portal
a. Openup a browser screen anddo the URI(internet addressjvhere the
Partner Portal is hosted to create an account, login and start using the
partner portal.
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Available

LOG IN MESSAGES
Available Housin LogIn Welcome to Partner Portal, a great tool for Housing Choice Voucher
| (Section 8) landlords to manage their information with AnyTown Public
User Name.lHCV Housing Agency online!
Passwordz| As a registered landlord you will be able to easily update your contact
information, review your profile, your upcoming recertifications, status of
¥ Remember me for two weeks. inspections and reinspections, and your HAP payments by resident, just

to mention a few of the features.
Log In

4. Create an Account

Forgotyour password?

TERMS OF SERVICE

1. Terms

By accessing this web application, you are agreeing to be bound by these Terms and Conditions of Use, all applicable laws
and regulations, and agree that you are responsible for compliance with any applicable local laws. If you do not agree with
any of these terms, you are prohibited from using or accessing this site. The materials contained in this web application are
protected by applicable copyright and trade mark law.

) agree to the Terms Of Service

Home | Privacy Statement | Disclaimer | Using Our Site | About Us | Phone Directory | Contact Us
©2000 AnyTown PHA. All rights reserved. AT PHIA
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c. This will take you to thereate account page:
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/2 Create Account - Windows Internet Explorer i [m] 3
@T\:} L |g, bkt fene ndwebseryer, comiPartnerPort alfiew Login/Createdccount, aspe j | @ | |"'1‘|| A | I._' Google |P '|
File Edit Wiew Favorites Tools  Help

adigshv I_' Search the web <|» aLaunch Digsby @Images EWeather ENews - Maps - ¥, Options ~

{2 Fawatites | {5 g Suggested Sikes ~ @& | Web Slice Gallery ~

{& Create Account | | i - ~ [ rm v Page~ Safety - Tools - (@~ ?

Partner-ortal

Available Housing

User Mame |Emphasys_LandIord *

Password Illlllllll *

Caonfirm Password |uuu|-u *

Email Iemphasys—soﬂwared.eom *

Business Name |Emphasys :
Contact First Name |Empha :

Contact Middle Name |

Contact Last Name |Sy5 :
Street |‘101 Main :
Suite {100

City |F’etuskey *
State M -

ZIP 43770-1001 :

Phane (231) 347-8787 *

Extension _

TaxID [12-1234567 :

Please enter in the format of :00-10(-1000¢ OF X4-1000000¢

HLQKW Type the code from the image —

Only Housing Choice Voucher (Section 8) landlords already registered with the Housing Agency will be able to register as full
users. Others will only have Guest rights.

. Create Account Cancel
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e. If your PHA requires account approvauywill then receive a message that
looks like this:

/2 Create Account - Windows Internet Explorer - |E||5|

@ - I& bkt fene ndwebseryer, comiPartnerPort alfiew Login/Createdccount, aspe j |§| |E| |z| IEGUDQIB |E|
File Edit Wiew Favorites Tools  Help

adhshy I@' Search the web <|» aLaunch Digsby @Images EWeather ENews - Maps - ﬂ; Options =
{; Fawatites | {5 g Suggested Sikes ~ @& | Web Slice Gallery ~

{& Create Account | | i - ~ [ rm v Page~ Safety - Tools - (@~ ?

-

Partner-orta

Partner Portal

Available
n

Available Housing

User Name |Empha5ys_LandIord -

Password | *

Confirm Fassword | -

Ermnail Isupport@emphasys—s oftw *

Business Name |Emphasy5 -

Contact First Name |[Emnha B

Contact Middle Name % a

Contact Last Name Your account has successfully been created

Street and you will receive an email confirmation
shortly, You will not be able te log inte

Suite Partner Portal unFiI your account has be_en

ié approved. You will receive another email

City ~—  onceyour account has been approved and
you will then be able to log into Partner

State Portal.

ZIP | 0K |

Phone TSI 54 7T-G1G7T

oD [12-1234567

Please entar in the format of :00-0(-1000C OF XX-1000000¢

]

Type the code from the image (-

Only Housing Choice Voucher (Section 8) landlords already registered with the Housing Agency will be able to register as full
users. Others will only have Guest rights.

Create Account Cancel
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f. This message tells you that your account has b&eated, and you will
receive a couple email messages. One telling you of your account info, the
other informing you the account has been approved. Once your acasunt
approved, you mago back to the same scredogin, and start using
Partner Portal.




g. If the Housing Authoritydoes not require internal account approval, you
would see a slightly different message and be able to start using Partner
Portal right away (after the first email confirmation).




Step 2

2. View your Families

a. Onceyoulogim A G K G KS | 002 dyppularedpresiatded ®ith&@ NS I G SR

list of your housed families:

o vty Familees - WasBows [nlermet Explorer

Gﬁ' Ip_:.--i bevrrs. Exiomir vt Ot Pt Prt ol Ve WL el TP vy 1P iy i 3 M E‘T
Bl [dt Yew Fyeorte: Jock  Hel

S digsty - Sowchihewed - S tanch Ogutry [ mages [ weather [ghews - [tuacs + [siResie - 0 ichiot
g Fewutes | (g 3 Supomited Stes = ) web S Gallery -

Brrate [ BB-Cm

g | Changs Password | Log Oul

| My Families

H-Fa'mlﬁj

by L

Ly P vty

ks Prafite :

T

Ripots % | Awils amy 1 Masin $1E00 (80110 AT L0

Commmnicaons %Y Fs Imin 100 F55 sreet $3H0.00 03010 010 B/

sAnnouncements A | Mheyer Kotherems 100 Main 45700 DETL0 6509 05310

1609

] 5

Bioussts % | Scott Jeboria Crs i $110.00 50110 010 D831

inling Wida Hiig L | Yeuny Muleoim 200 Unian Strest §350.00 S0TL10 900 083110
% | Young Angus 600 Man £500.00 070110 o030 06/30/10
Koot]> H pegesenn = T

Haims | Emvac Stabammend | Disclaimer | Waing Our Sis | A2cet Us | Ehona Dimciary | Conlad Vs A
& 2009 Ay Tawn PHA A rights resenved. T 1110

b. You may click on the magnifying gl % icon to see more detail about the
family, including members, etc




Step 3

3. View Your Units
a /| tAO1 2y GUKS Wae ! yAGafutotviewadlistafy GKS
your units:

/> Uents - Windows Internet Explorer

L e

E] S B p] P
Be (4 Yew Fgwrtes Took Heb
Soeswy [@- - -- S lanchongity (@) nages P weaker Laltows = [Mags + 9 Rese + 4 it

G Favores |y 40 sooeited ek ». B Wb Skn Galery

Partner-oria

HCV Units Non HOV Units

Unit 2
SEEE | |
C swea Sete Gty Sute Ty CorrendyHowiegamby  lsAvilible

L @ v Gafloed MI @735 Yes No
L U 100FSS street Gaglord M1 6738 Yes No
" A @ 101 Man Galord Mt 618 Yes No
L U 1600 Pennsyvania Geflord M B35 Yes No
A P 200 Unicn Street Geylord M @735 Yes No
L @ 501Beale Gojord  MI a735 Ne
L B cOMen Geylord ML H735  Yer Ne
K <[1]> % pogescet0 2 2emsind poge

Homs | Emacy Statement | Qusclamnes | Laina Qur S6e | ARsst Us | Ehone Ditectary | Contadt Vs A
©2009 AnyTown PHA, Al nights resened. AT 1114

b. If you haveightsto edit units, yu may click the paper and pen = icon
to edit the unit information, including the availability date.




Step 4

4. View yourpayments
a. ,2dz YIgd Ot A0l GUKS WwWae tleyvySyidaQ tAy]
for and view a listing of your payments by date, check number, unit address,

etc:
7 My Payments - Windows Internet Explores
Soewy [@- ol © S tecnvgty [ mages [ wester Citiows <« [ Mes + [ Resen - vt
L Favortes | Ly @8 Smeied tros e B Web Sen Galery v
B Poymerts [l B0

CheckDD = Go 'l,m A -
Me Protie

Hoids § Ablementy OO0 (212000 W o200 W _Ge
Sepoty

c?moutmmmummm
Check/DO #: 80908: Check Date: 10/01/09; Total Amount: $1.403.00
Check/DO #: B0905; (heck Date: 08/19,/09; Total Amount: $987.00
Check/DOD #: 34356; Check Date: 08/01/09: Total Amount: $957,.00
Check/DO #£: 34354 Check Date: 07,01/09: Total Amount: $887.00

Homs | Enacy Statecent | Qizclaimer | Vsing QueSes | ARSt LS | Enone Ditectory | Contact Vs A
© 2009 AnyTown PHA. All nghts reserved AT A

b.!faz2sx AT &2dz Of AO]1 G(KS WHQ OFNNRgO (2
to the detailed line items that make up the total.




Step 5

5. View Holds and Abatements

a. ., 2dz YIed OftAO0O1l GKS Wl 2ftRa IyR
to view payment holds and abatements by unit, type or status:

2 Payrmend Hobds 8 Abatemsend s - Windows Internet Eaplores

GE_-;' Ip_ HEt: e Exomlonirvie, o i Por sl Ve HC VL ianckor dliabat arnertf ok sion bt et xchsson. g 3 ol bl B P‘, wa

B [t Yew Foortes Jook el

e © Dmnchogy [ insges [ weother [gows - [@Ms - e - oty
T Frvomes | g @ sugomted Stes = [ | Web Shos Gallery *
5 Paymack ok & oatmmets | | fi-2-m

g | Change Password | Log Cut

| Payment Holds & Abatements
s Pty Unit a8 = | Tine Al 2

1} Ahalements
Bepods
O o

= ANnounCEments Ay By 1 Bdain ]
Angui Yeung | 600 Main | (80409

K <[L]> ¥ pegeszelnn =

Hams | Ertvacy Sabenmen] | Disclamer | Wsing Qur S | kool Us | Ehens Dieciary | Conlad Us 1A
22008 anyTown PHA &A1 nghts resenmed AT' 4 1=,
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b. . 2dzQf f y®pioktdsSgrid; and eveyQyrid in partner portal, you
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have the ability to export to PDF, Excel, Word, or CSV.

Payment Holds & Abatements

Payment Holds & Abatements

Unit | Al ~ | Type [All

AmyAvila | 1Main  10/01/09 | Open | Abatement | Failed HQS Inspection |

Angus Young ‘ 600 Main ‘ 08/04/08 ‘ ’ Open ' Abatement ‘ Failed HQS Inspection ’
K < > Pagesize:|10 '| 2itemsin1 pages
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Step 6

6. Communication
a. There are three types of communication available for the landlord
I. Announcements
ii. Forms
iii. Requests
b. Here is a view of the seen where forms published by the HA may be
available for downloadexample i@ HQS Self Inspection form)

1o/
@1:;.‘ @ |g, Fitbp e, ndwebseryer, comiPartnerPort alYiew HCYLandlard Form Form, aspe: j |§| |‘_7||£| IﬁGoogle |p '|
File Edit ‘Wiew Favorites Tools  Help
gdigsh'y I@' Search the weh Search sk <|> aLaunch Diigskey @Images aWeather GNews - Maps - ¥% Options ~

{Qf Favarites | i.:‘s @ Suggested Sites ~ @ | Web Slice Gallery ~

@Forms | | & - = [ @ ~ Page ~ Safeby ~ Toals - @v >

-

Partner Portal
Available Housing | Change Password | Log Out
HCV Landlord Forms

Iy Families

My Units 7 ] (o] (]
My Payments .
My Profile ‘ Description ‘ Download Form

Holds & Abatements Q Housing Quality Standards Self Inspection List (test by rjimera) 2

Reports ) . .
Communications K < > A Pagesize:[10 ¥ 1litemsinl pages
- Announcements
-Forms

- Requests

Online Video Help

Home | Privacy Statement | Disclaimer | Using Sur Site | About Us | Phone Directory | Contact Us i |
©2009 AnyTown PHA Al rights reserved. AT FPHA, 5
[T T [ | | & mnkemet hov [ moe - g

c. Announcements are available if the HA has published any for viewing by the
landlord.

d. Requestgif enabledbythe HA)can be created by the landlord for the
housing authority by clicking on the requests link.

12



/2 My Requests - Windows Internet Explorer ] 3

@\:; L |g, http:,l’,l’www.ndwebserver.com,l’PartnerPortaI,l’\;'iew,l'HC\n'Landlord,l'Request,l’MyRequej | @H‘"” A IﬁGoogle |P '|
File Edit Wiew Favorites Tools  Help

gdigsbv I_' Search the web <|» aLaunch Digsby @Images EWeather ENews - Maps - ¥, Options ~

{: Fawatites | {5 g Suggested Sikes ~ @& | Web Slice Gallery ~

@ty Requests | | i v Bl v ) o= v Page v Safety - Todks e @

Partner Portal Partnerpo ﬁa‘

Available Housing | Change Password | Log Out

HCV Landlord My Requests
My Families My Requests
Iy Units 2| [w] [E]
Iy Payments =
My Profile ‘ [y TG ‘ B =l | Request Status ‘ Days Since Requested
Holds & Abatements Q 11/12/2009 11:31:44 AM Rent Active 54
e Q| 11/12/2000 9:30:37 AM TaxID Active 54
Communications a .
e ents 9/14/2009 3:58:21 PM Rent Active 113
-Forms K < » A Page size: |10 - | Jitemsinl pages
- Reguests

Online Video Help

Home | Frivacy Statement | Disclaimer | Using Our Site | About Us | Phone Directory | Contact Us =
©2009 AnyTown PHA. Allrights reserved. AT PHA

l—l_l_l_l_l_@ Inkermet "ﬁﬂ_'| +100%

=
* 4
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e. If you click the new buttor E it takes you to the new request screen,
where you can send specific requests to the PHA
f. Select the type of request you wish neake:

Partneri~oria

Available Housing | Change Password | Log Out
HCV Landlord . Send Request

My Families

My Units

My Payments Request Typel Please Select v'
Please Select

My Profile

Ll Business Name
Personal Information

Rent

Holds & Abatements
Reports

Communications Reschedule Inspection
Tax ID

Send Request

Send Reque

- Announcements
- Forms

- Requests

g. (this example is for Tax ID):
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