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Property Owner On-Line Service
Also Known As: Partner Portal

Landlord User Guide

Step 1

1. Create Account and Login to Property Owner On-Line Service (Partner Portal)
a. Open up a browser screen and go to the URL (internet address) where the
Partner Portal is hosted to create an account, login and start using the
partner portal.

b. From the main login page, click the ‘Create an Account’ link.
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Partner Portal
Log In
LOGIN MESSAGES
Log in Welcome to Worcester Housing Authority’s Property Owner On-
Line Services!
User NamciWHA x| Click on the following link for the Progerty Owner Online
Services User Guide
Password sesssses You will be able to registration for this service effective

December 1, 2013, if you have already submitted your Direct
Deposit/On-Line Service agreement. If you have not already

Login 1 submitted your agreement, you may contact our office at 508-
@ | cesie an Accoun 635-3148 for a form to be sent to you.
Eorgot your password? PLEASE DOUBLE CHECK YOUR E-MAIL ADDRESS WHEN

REGISTERING!
TERMS OF SERVICE
Terms of Service - To be read and acknowsedgad

The Worcester Housing Authority's {(WHA) Housing Choice Voucher Program will assess an annual fee according to the
schedule below to each landiord ( 38l tax 1D's) for access to the Property Owner On-Line Services

The remittance wil be deducted from the Housing Assistance Payment (HAP) on January 1. 2014, and on Ihe same date
each year

Landlords who register subsequent o January 1, 2014, will be assessed Ihe annual fee from their first Housing Assistance
Payment, regardiess of the cale

No warranties, expressed or imphed. are prowsded for the compieteness or accuracy of the data herein, or for &5 use or
interpretation Use of this site acknowiedges that the user accepls The Worcester Housing Authority's Housing Choice
Voucher Program liabiity disclasmer

Annual Fee Schedule

3 of fewer units* § 45
4-50 units S 60

More than 50 units $100

*Note: The number of units is based on federal tax 1D number If a property owner has several separate corporations with o
individual tax IN numher for which ha/sha racsives HAP navmants a senarata fea wil ha assessad for aach ID nmbar

™1 agree to the Terms Of Service




c. This will take you to the create account page:

7 Creale Account - Windows Inbernet Explorer =18l x|
m - |L huttp: [ v ruchwselbsarviar .Comy st reer Port al i L oging Crest s fcc ount_asp j |E ; 2 m Googhs |E:
Ble Edt Yew Favortes Took  Heb
S igsty [W- et e b Gtanchooty (@) mages [ wouther [news - s < S opons -
i Favorkes | 5 @8 supgested Stes - mew
8 Crecte Accourt B - E) - 0 - Eage- gdety- Tods- @ 7
“lCOltlL Ot 1
orceste ousmg Authorlty
Partner Portal
Log In
- -
S User Name [Emphasys_Landip ‘
Fassward [seasannns
Confirm Fassword [sesssesss :
Email iemphasvs-suﬂwared.com '
Landicrd
Business Mame [Ernphasys
Contact First Mame [Ermpna
Contact Middie Hame |
Contact Lasi Hame [3y=
Strest [ 101 Mdan .
Swle |10
Cy |Petoskey '
st e
2P 45770-1001
Fhane (231) 3A7-8187
Estinigaga -
T E::::::;t 7 HeE FOPTTIAE O -0 00 O 304-M00000%
|i-l_l:|l-iw. - — Tipa the code rarn tha image |
Cenity Howsung Chonce Voucher {Sechon 81 [andords aleady egusberd waih the Houzing Agency will b 3ble 1o register 335 Tull
users Oshers will anly hase Guest nghts.
. Create Actount Cancal =
o R T R

d. Fillin the information for a new login and click the “Create Account” button.




e. If your PHA requires account approval, you will then receive a message that

looks like this:
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f.  This message tells you that your account has been created, 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 account is
approved, you may go back to the same screen, login, and start using
Property Owner On-Line Services.




Step 2

2. View your Families
a. Once you login with the account you’ve created, you are presented with a

list of your housed families:
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b. You may click on the magnifying glass % icon to see more detail about the
family, including members, etc.




Step 3

3. View Your Units

a. Click on the ‘My Units’ link in the left hand margin menu to view a list of
your units:
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Step 4

4. View your payments

a. You may click the ‘My Payments’ link in the left hand margin menu to search
for and view a listing of your payments by date, check number, unit address,

etc:
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b. Also, if you click the ‘>’ (arrow) to the left of each check, you can drill down
to the detailed line items that make up the total.




Step 5

5. View Holds and Abatements

a. You may click the ‘Holds and Abatements’ link in the left hand margin menu
to view payment holds and abatements by unit, type or status:
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b. You’ll notice at the top of this grid, and every grid in partner portal, you
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 I Abatement ‘ Failed HQS Inspection '
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Step 6

6. Communication

7 Forms - Windows Tnternet Explorer =10] x|

[« IS0 e

a. There are two types of communication available for the landlord
i. Announcements
ii. Forms

b. Here is a view of the screen where forms published by the HA may be
available for download (example is a HQS Self Inspection form):
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c. Announcements are available if the HA has published any for viewing by the
landlord.

d. Requests (not enabled by the WHA at this time).
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