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LEADING PRACTICE WORKFLOW — MOVE IN

RENTCafé® Affordable Housing

Leading Practice Workflow—Standard Move-In

The focus of this RENTCafé Affordable Housing session is to review move-in leading practice workflows from the
role of a RENTCafé Site Manager user who requires no further approval. Attendees may ask questions throughout
the session and will be provided opportunities to practice in RENTCafé Affordable Housing.

Introduction

Affordable housing providers can now replace paper-based applications and compliance processes with online
portals for applicants and residents through RENTCafé Affordable Housing. RENTCafé Affordable Housing extends
the benefits and features of the Yardi RENTCafé suite to properties receiving federal or state housing assistance.
Standard workflows and verifications provide compliance for programs including HUD 50059, Section 42 Low
Income Tax Credit, HOME, and Rural Development.

In this Session
During our demonstration, we will explore how RENTCafé Affordable Housing can:

e Reduce errors and expedite processing of compliance files.

e Electronically manage paperwork.

e Heighten communication among team members, applicants, and residents.

e Assign tasks to team members based on file status.

e Provide a central location for all information related to applications and certifications.

e  Offer online completion of leases and certifications for prospects and residents.

To begin, let’s look at a high-level overview of the move-in leading practice workflow.

Workflow

e The applicant either registers or log on to the prospect portal.
e The applicant completes the online application process.

e When the applicant submits the move-in application, the site manager receives an alert. The site manager
can review compliance details conveniently from the site manager’s computer.

e The site manager:
= Creates verifications and sends them to the applicant’s portal for release.
= Assigns the applicant to an apartment.
= Sends the applicant’s submission to Voyager, where the certification is automatically created.

= Sends certifications and leases for applicant signatures.

The following graphic shows a high-level overview of the move-in workflow.

- -

APPLICATION SITE MANAGER
PROCESS REVIEW

L WORKFLOW -

APPLICANT VERIFICATIONS
REGISTRATION/
OGIN

-

CERTIFICATION & Q

LEASE SIGNING ALSSIGN
SUBMIT TO
VOYAGER
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LEADING PRACTICE WORKFLOW — MOVE IN

Site Manager Introduction

e  Compliance Dashboard

Site Manager saves filters based on last search by the same user. Use these filters to limit the records that
appear. You can also search by secondary status.

e  Custom Dashboard

Each role has different tiles assigned, based on the role responsibilities and the information the users need to
access. (Refresh regularly if logged on.)

e Household Page

This page is the primary location for managing records and performing all actions. The Member tab initially
appears.

e More menu

Use this menu to view payments, review screening, and assign units.

Applicant Portal Login/Registration Overview

Applicant Log-on

A prospect must register to begin the application process. After registering, the applicant can log on and off the
site as needed. When an applicant logs off, RENTCafé saves the applicant’s completed information. When the
applicant logs on, RENTCafé displays the step from which the applicant logged off.

When an applicant has registered, the log-on screen appears.

Home Amenities Floor Plans Photos Map eBrochure Contact Us

¢ ———, AtN(E55)555:5555

Affordable
Ilousing

Reaches New
Heights

Floor plan

Login

Register for a Fast, Easy Application

Email
rcahsitemanager+colleen@gmail.com With a free account, you can:
e « Save your application and [og. in f'st any time to continue.
+ Check the status of your applications.
+ Use your account with multiple applications.
Forgot password? » Register Now

Click here to register
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LEADING PRACTICE WORKFLOW — MOVE IN

Registration Process

Current residents will be validated through the first and last name and the email address on the Voyager Resident

screen. You can set up additional validations for phone, resident code, and apartment number.

New applicants will apply for the property by setting up a RENTCafé account. Applicants will be asked whether
they have a registration code. The registration code is the prospect code (“p-code” in Voyager). The prospect code
will help ensure that the applicant is tied to an existing guest card.

Create an Account

| have a registration code

| do NOT have a registration code

Don't have an account yet?

Create your account today, and Apply Online!

N
& Submit your application
V Check out the status of your application

a Get ready to move in!

Already have an account? Login Now!

Email
rcahs\temanagewcolleen@gmail.com
Password

Forgot password?

Create an Account

Please contact the leasing office if you don't know your registration

code,

Enter Your Registration Code

Don't have an account yet?

Create your account today, and Apply Onlinel

S
f Submit your application
W Check out the status of your application

ﬂ Get ready to move in!

Personal Details

First Name”

Last Name*

Phone (Home)*

Account Information
Email Address® (Your email address is your user name)
Password
Confirm Password*
This site is protected by reCAPTCHA and the Google P

Service apply.

I have read and accept the Terms and Condition
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LEADING PRACTICE WORKFLOW — MOVE IN

Applicant Portal-Application Process

Language Selection

An applicant’s first step is to select a preferred language. Allowing an applicant to complete the application in the
applicant’s preferred language will make the application process easier and may reduce the amount of help

applicants need from your staff.

You as the administrator can decide which languages to make available for each property.

‘\4" /
AV,
.{J

Application
Language Selection

Lease Term

Personal Information
Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements
Minor Occupants/Member
Details

Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household
Additions

Income

Assets

Final Review & Submission

ot A 2 s & Certifica s Il
Application Progress M # Applications & Certifications | Hi, Colleen

* Denotes a required field

Please select your preferred language

Translated application questions are optional. This service is provided solely for your convenience, and is not
intended to replace a professional translator.

Preferred Language”
® [hnglish

O Espaiol (Spanish)

O B A (Japanese)

Lease Term

You can configure leading practice workflows built in to RENTCafé Affordable Housing to match the way each
property operates. In this example, the property has 50059 and tax credit apartments. Although this property has
a waiting list, RENTCafé asks the applicant for a requested move-in date.

My
Application
Language Selection

Lease Term

Personal Information

Pets/Assistance Animals
Special Unit Requirements

Minor Occupants/Member
Details

Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household
Additions

Income

Assets

Additional Adult Occupants

Final Review & Submission

Application Progress # Applications & Certifications | Hi, Colleen +
* Denotes a required field

Please enter your preferred move-in date and select a lease
term

Basic Lease Information
Move-in Date:

5/19/2021

Lease Term: *

12 v
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LEADING PRACTICE WORKFLOW — MOVE IN

Personal Information

The Personal Information step builds the applicant’s guest card. Some fields also apply to the applicant’s screening
and to the certification in Voyager.

If your organization wants an additional step to help determine which workflow the applicant must complete, you
can add a step that asks applicants to provide basic eligibility information. For example, if an applicant enters an
annual income of $100,000, RENTCafé Affordable Housing would determine that the prospect does not qualify and
stop the applicant at this step. If the property has market rate apartments, RENTCafé can move the applicant
through a market rate workflow.

Application

/|

Language Selection
Lease Term

personal Information
Address Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements
Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions
Income

Assets

Final Review & Submission

* Denotes a required field

Personal Information

First Name *

Middle Initial

Last Name

Smit

Home Phone

Cell Phone

404) 555-9876

I I do not have a Social Security Number right now.

State Issued 1D #

State Issued

GA v

What is this household's displacement status?

~

What is this household's current housing situation? *

Standard ~

List all states and counties in which you and all adult household
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LEADING PRACTICE WORKFLOW — MOVE IN

Address Information

Your requirements for resident history can be built into RENTCafé Affordable Housing. For example, if you require
three years of history, the applicant will not be able to move forward until entering enough information to satisfy

that requirement.

My Application

Language Selection

Application Progress m

Lease Term * Denotes a required field

Persenal Information

Address Information
Address Information
Additional Adult Occupants

[ Add Address |

Minor Occupants/Member Details O I have no address.

Pets/Assistance Animals
Special Unit Requirements
Member Student Status No Addresses Added
Household Student Status
Live-In Aide

Household Questions

Anticipated Household Additions

# Applications & Certifications

List all previous residences for the past 24 months.

Hi, Colleen =

Address Information

O This address is not in the United States or Canada.
Current Address

Address”

45 Main St

Address Line 2

State®

GA A4

ZIP Code*

30009

Residency Start Date*

3/1/2012

Own/Rent/Other*

Rent v

Rent per month*

$650.00

Landlerd Name*®

Bob Newman

Property/Landlord Phone*

(404) 555-2312

My mailing address is the same as my physical address.

Is this a government subsidized development?*

No N
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LEADING PRACTICE WORKFLOW — MOVE IN

Additional Adult Occupants

This step asks the applicant to include all occupants over the age of 18. These household members need to be

screened. The applicant will enter other household members, including members under 18, later.

My Application

Language Selection
Lease Term
Personal Information

Additional Adult Occupants
Emergency Contact

Pets/Assistance Animals

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions
Income

Assets

Final Review & Submission

Application Progress

* Denotes a required field

@ Applications & Certifications | Hi, Colleen +

Additional Adult Occupants

This only includes pecple 18 or older. Minor household members will be entered later in this application,

| Add Additional Adult Occupant |

No Additional Adult Occupants Added

eace Lo

Your Additional Occupant

First Name®

Richard

Middle Initial

Last Name*

Smith

Spouse ~

Birth Date*

5/9/1984

Personal Information

What is this person's relationship to the head of household?*

Social Security Number*
003-54-1111
(

] This person does not have a Social Security Number right now.

Monthly Income*®

$0.00

Email*

rcahsitemanager+rsmith@gmail.c
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LEADING PRACTICE WORKFLOW — MOVE IN

Emergency Contact

If the applicant wants to provide emergency contact information, the applicant adds the information on this step.

This information will appear on the form HUD-92006.

M y Application Progress M # Applications & Certifications | Hi, Colleen =

Application

Language Selection

* Denotes a required field

Emergency Contact

Lease Term
Personal Information Instructions: Optional Contact Person or Organization: You have the right by law to include as part of your application for housing, the
Additional Adult Occupants name, address, telephone number, and other relevant information of a family member, friend, or social, health, advocacy, or other

organization. This contact infermation is for the purpose of identifying a person or organization that may be able to help in resolving any
Emergency Contact issues that may arise during your tenancy or to assist in providing any special care or services you may require. You may update,
remove, or change the information you provide on this form at any time. You are not required to provide this contact information, but
Peta/Assistance Animats if you choose to do so, please include the relevant information on this form. Your household may provide an emergency contact. If your
Special Unit Requirements household does not wish to provide this information, click Save and Continue.
Minor Occupants/Member Details

Member Student Status _ Add Emergency Contact |

Household Student Status

Live-In Aide No Emergency Contacts Added
Household Questions

Anticipated Household Additions

Income @

Assets

Final Review & Submission

Your Emergency Contact Information

Name* Reason for Contact (choose all that apply)

Harriet Jones
Emergency

What is this person's relationship to the head of Unable to contact you
o <

household?

Friend v O Termination of rental assistance

‘ i R ;
Home Phone/Cell Phone* Eviction from unit

(404) 888-4354

O Late payment of rent
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LEADING PRACTICE WORKFLOW — MOVE IN

Pets/Assistance Animals

On this step, the household can add information about pets or assistance animals.

® Applications & Certifications | Hi, Colleen +

M y Application Progress
Application

e Pets/Assistance Animals

Lease Term

* Denotes a required field

Does your household have or anticipate having any pets or assistance animals?

: Add Pet/Assistance Animal 1

No Pets/Assistance Animals Added

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements
Minor Occupants/Member Details
Member Student Status
Household Student Status

Live-In Aide @@
Household Questions

Anticipated Household Additions

Income

Assets

Final Review & Submission

Special Apartment Requirements

If an applicant wants to be placed in an apartment with special accommodations, the applicant provides the
special needs information on this step.

& Applications & Certifications | Hi, Colleen ~

i\/‘ y Application Progress [
A p p { ‘ Catlo n Denotes a required field
baneunge Setection Special Unit Requirements

Lease Term
Persons with physical impairments may request a dwelling unit designed specifically to accommodate individuals with mobility, hearing
and/or sight disabilities.

Personal Information
Additional Adult Occupants

Pets/Assistance Animals . . .
L To qualify for an accessible unit, a household member must have a physical impairment that:

Special Unit Requirements + isexpected to be of long-continued and indefinite duration
« substantially impedes the person’s ability to live independently

« issuch that the person’s ability to live independently could be improved by more suitable housing conditions

Minor Occupants/Member Details
Member Student Status
Household Student Status

Live-In Aide Would you like to provide information to help determine your
Household Questions eligibility for special accessible housing features? *
Anticipated Household Additions

Income

oo

Final Review & Submission

Member Details

On this step, the applicant adds detailed information about each household member, including members under
the age of 18. Information includes citizenship, disability status, race, ethnicity, and student status.

Information completed during earlier steps in the workflow automatically appears.

# Applications & Certifications | Hi, Colleen v

M y Application Progress
Application

* Denotes a required field

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements
Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions
Income

Assets

Final Review & Submission

Lengusge Selection Members of the Household

For adults, please complete required information by clicking More Info Needed.
For minors, please enter all information by clicking Add Minor.

Colleen Smith 2/1/1985 More Info Needed

Richard Smith 5/9/1984 [V

Showing 1to 2 of 2 entries
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LEADING PRACTICE WORKFLOW — MOVE IN

Member Student Status

If the household is applying for a tax credit apartment, each household member must provide information
regarding current student status. Examples of the questions asked are student status, type of education, and the

name of the student’s educational institution.

# Applications & Certifications | Hi, Colleen

M y Application Progress
Application

Language Selection

“ Denotes a required field

Member Student Status

Lease Term
This property participates in one or more housing programs that require additional information to be gathered regarding the student

Personal Information
statuses of household members,

Additional Adult Occupants
For each of the members listed below, please click Edit and answer the questions as they pertain to that member.

Pets/Assistance Animals

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status
Household Student Status

Hausehold Questlons Colleen Smith Incomplete @

Anticipated Household Additions

Income Richard Smith Incomplete
Assets
Child Care Expenses Showing 1 to 2 of 2 entries

Medical Expenses

Final Review & Submission

Student Status
What is this person's student status?* Was this person an orphan or ward of the court through

Part-Time Student v the age of 187"

No v

Is this person a student at an Institution of Higher

Education as defined under Section 102 of the Higher
Education Act of 1965 (20 U.S.C. 1001 and 1002)7*

Yes v

Where is this person currently enrolled as a student?*

Georgia State University

Does this person have legal dependents other than a

spouse (such as an elderly dependent parent)?*

Is this person a graduate or professional student?*

Yes ot
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LEADING PRACTICE WORKFLOW — MOVE IN

Household Student Status

For a tax credit property with student household members, the applicant must select one of the following
statements about student status.

My
Application

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions
Income

Assets

Child Care Expenses

Medical Expenses

Final Review & Submission

# Applications & Certifications | Hi, Colleen +

Application Progress

“ Denotes a required field

Household Student Status

This property participates in the Low-Income Housing Tax Credit (LIHTC) program, which requires additional information to be collected
regarding the student statuses of households. In accordance with this program’s guidelines, a full-time student is defined as an individual
of any age who:

® Currently attends, has attended, or will attend schoel (including K-12) fer five (5) months or more during the current and for upcoming calendar year
at a regular educational institution.
AND

* I3/Was/Will be considered a full-time student by the educational institution. (Note: The criteria used to define a full-time student
may vary across institutions.)

Please select the statement below that is true regarding your
household's student status: *
© Household consists of all members who have been/will be
FULL-TIME students for five months or more out of the current
and/or upcoming calendar year (months need not be
consecutive)
© Household contains all students, but is qualified because the
following occupant is a PART-TIME student who is not/will not
be a full-time student for five months or more of the current
and/or upcoming calendar year.
® Household contains at least one occupant who is not a
student and has not been/will not be a student for five
months or more out of the current and/or upcoming calendar

year (months need not be consecutive).

Live-In Aide

If the applicant’s household will include a live-in aide, the applicant completes this step.

My
Application

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements
Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions
Income

Assets

Child Care Expenses

Medical Expenses

Final Review & Submission

Application Progress # Applications & Certifications | Hi, Colleen +

* Denotes a required field

Live-In Aide

To qualify as a live-in aide, the following criteria must be met:

The live-in aide is determined to be essential to the care and well-being of one or more elderly, near-elderly, or disabled household
members.

The live-in aide is not obligated for the support of one or more elderly, near-elderly, or disabled household members,

The live-in aide would not be living in the unit except to provide the necessary supportive services to one or more elderly, near-
elderly, or disabled household members.

No Live-In Aides Added
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LEADING PRACTICE WORKFLOW — MOVE IN

Household Questions

On this step, the applicant answers questions relating to the entire household. The applicant selects Yes or No for
each question. The answers determine additional questions that appear.

]\/‘ y Application Progress [EEN # Applications & Certifications | Hi, Colleen =
Application

i Household Questions

Lease Term

* Denotes a required field

Personal Information

Additional Adult Occupants Have you or any member of your household ever used different Wwill all minor household members live in this unit with a parent or
Pets/Assistance Animals names from the names given on this application? * guardian who has at least 50% custody? *
Special Unit Requirements
Yes v Yes
Minor Occupants/Member Details
Member Student Status
If yes, explain: * Is any member of this household temporarily absent, but under

Household Student Status yes, explal S ool mporanty it e

- o normal conditions would live in the unit? *
Live-In Aide Colleen - Maiden Name: Colleen Kramer

Household Questions . No ~

Anticipated Household Additions
Income Have you or any member of your household ever used social
Assets

Child Care Expenses

Medical Expenses

security numbers different from those listed on this application?

No A4

Final Review & Submission
Are you or any member of your household subject to a lifetime sex

offender registration requirement in any state? *

No e

oo

Anticipated Household Additions

The applicant can add anticipated household members expected over the next 12 months, including unborn
children.

M y Application Progress ® Applications & Certifications | Hi, Colleen +

Application

Language Selection

* Denotes a required field

R Please tell us about anyone who is expected to move into the
Personal Information hOUSGhOld Il’l the next 12 mOﬂthS

Additional Adult Occupants . . . .
= Please click Add Anticipated Household Addition and enter information for each person who is expected to move into the household in

Pets/Assistance Animals the next 12 months, including unborn children.

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status y y
Household Student Status

. No Anticipated Household Additions Added
Household Questions

Anticipated Household Additions @ @

Income

Assets

Child Care Expenses

Medical Expenses

Final Review & Submission
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LEADING PRACTICE WORKFLOW — MOVE IN

Income

On this step, the applicant answers questions about household income. The applicant selects Yes or No for each

guestion. The answers determine additional questions that appear.

Application

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions

Income

Employment
Military Pay
Self-Employment
Unemployment

Insurance Settlements/Workers'
Comp

Social Security

* Denotes a required field

Next we will gather information about your household's
income.

Please provide all sources of income that the household is currently receiving or expects to be receiving over the next 12 months.

Do you or any member of your household have the following :

Employment Wages or Salaries? * O ves O No
Regular Pay for a Member of the Military? * O ves O No
Self-Employment Income? * O ves O No
Unemployment Benefits or Severance Pay? * O ves O No
Insurance Settlements/Workers' Compensation? * O ves O No
Social Security Income (Social Security Benefits or SSDI) * O ves (@] No
Supplemental Security Income (SS1)? * O ves O no
Disability Benefits Excluding Social Security Disability Insurance (SSDI)? * O ves O No
Public Assistance (excluding food stamps and medical assistance)? * O Yes O No

Child Support (answer yes if you have a court order or informal agreement, even if you are receiving less o
than the full amount awarded)? *

ves O No

My
Application

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions

Income

Employment

Application Progress [JREa) # Applications & Certifications | Hi, Colleen ~

* Denotes a required field

Please tell us about any employment wages or salaries

Include all income from employment. Please also include tips, overtime, bonuses, commissions, cash payments, and seasonal
employment

" Add Employment |

No Employment Added

My
Application

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions

Income

Employment

Regular Contributions

® Applications & Certifications | Hi, Colleen v

Application Progress _

* Denotes a required field

Please tell us about any regular cash and non-cash
contributions

Include all income received through regular contributions to the household. Please note, this includes anyone supplementing your
income, providing assistance with paying bills, or gifts from individuals not living in the unit (not including groceries).

No Regular Contributions Added

o0
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LEADING PRACTICE WORKFLOW — MOVE IN

Zero Income

A household member age 18 or over who claims zero income must provide information about how rent and
expenses will be paid while the member is living in the apartment.

M y Application Progress 4% # Applications & Certifications | Hi, Colleen «
A p p l l C atl O n * Denotes a required field

Language Selection Ze ro |I’1C0me

Lease Term

Personal Information Every adult household member who claims zero income must complete this step.

Additional Adult Occupants Each member must provide information on how rent and other necessities will be paid for while residing in the unit

Pets/Assistance Animals
Special Unit Requirements.

Minor Occupants/Member Details
Member Name
Household Student Status
Live-In Aide Richard Smith

Household Questions
Anticipated Household Additions Showing 1to 1 of 1 entries

Income @ Next

Non-Employment

A household member age 18 or over who claims zero income must provide non-employment information.

M y Application Progress 45% # Applications & Certifications | Hi, Colleen +
A p p l | Cat | O n * Denotes a required field
Language Selection
Non-Employment
Lease Term
Personal Information This step s to be completed by each household member who is 18 years of age or older and claiming no employment income.

Additional Adult Occupants

Pets/Assistance Animals
Special Unit Requirements
Member Student Status Richard Smith More Info Needed

Household Student Status

LiuesiniBlide) Showing 1to 1 of 1 entries
Household Questions @ @ Next B
Anticipated Household Additions = -
Income
Is this person currently unemployed?* Please select the statement that is true:*
Yes v O This person is currently receiving unemployment

benefits or other benefits related to their non-

employed status.

® This person is not currently receiving and is not
expecting to receive unemployment benefits or other

benefits related to their non-employed status.
O This person is not currently receiving, but expects to
begin receiving unemployment benefits or other

benefits related to their non-employed status.

Is this person expecting to become employed in the next 12
months? (If no, select each statement below that applies to

this person)*

No ~

Page 16 of 44



LEADING PRACTICE WORKFLOW — MOVE IN

Assets

On this step, the applicant answers questions about household assets. The applicant selects Yes or No for each
guestion. The answers determine additional questions that appear.

My Application Progress NI # Applications & Certifications | Hi, Colleen
Application

“ Denotes a required field

e seection Next, we will need to gather information about your
Personal Information hOUSEhOId'S aSSE‘tS

Additional Adult Occupants
Pets/Assistance Animals .
R — Do you or any member of your household have the following :
Minor Occupants/Member Details

Member Student Status

Household Student Status Checking Accounts? * ® ves O No
LRI Savings Accounts? * ® ves O No

Household Questions

Anticipated Household Additions Cash Cards (including government benefits cards)? * O ves ® po

Income . - .
Stocks? O Yes ® No
Assets

Bonds? ~

Members enter the details about each asset with a Yes answer. An additional step appears on the side menu.

M y Application Progress 8% ® applications & Certifications | Hi, Colleen =

Application

* Denotes a required field

s e Please tell us about any checking accounts
Lease Term
Personal Information Include all checking accounts for everyone in the household.

Additional Adult Occupants g o
Pets/Assistance Animals
Special Unit Requirements

Minor Occupants/Member Details No Checking Accounts Added
Member Student Status

Household Student Status

Live-In Aide @@

Household Questions

Anticipated Household Additions

Income

Assets

Checking Accounts
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LEADING PRACTICE WORKFLOW — MOVE IN

Childcare Expenses

On this step, the applicant answers a question about childcare expenses paid to an outside source so an adult
family member can work, seek employment, or attend school. If the household selects Yes, an additional step

appears requiring details about the childcare expense.

My
Application

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions
Income

Assets

Child Care Expenses

# Applications & Certifications | Hi, Colleen «

Appiction Progress R

* Denotes a required field

Next, we will need to gather information about your
household's child care expenses.

Do you or any member of your household have the following :

Expenses paid for child care to enable any adult household member to be employed, seek employment, ® vos O No
or go to school? *

My
Application

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status
Household Student Status

Live-In Aide

Household Questions

Application Progress 8% # Applications & Certifications | Hi, Colleen +

* Denotes a required field

Please tell us about child care expenses

Include any out-of-pocket expenses from child care which enable an adult household member to work, seek employment, or go to

school.

: Add Child Care Expense J

No Child Care Expenses Added
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LEADING PRACTICE WORKFLOW — MOVE IN

Expenses

If the household is applying for 50059, Rural Development, or HOME assistance, questions about expenses appear.
To be eligible for expenses, the household head, spouse, or co-head must be elderly (age 62 or older) or disabled.

NOTE: Applicants for properties with only tax credit assistance will not be asked about expenses.

Disability Expenses

On this step, the applicant answers questions about disability expenses. The household head, spouse, or do-head

must be disabled and pay disability expenses to be able to work.

The applicant selects Yes or No for each question. If the applicant selects Yes, an additional step appears requiring

details about the disability expense.

F\‘f‘ 5.""’ Application Progress 9% ® Applications & Certifications | Hi, Collee
A rj p I | Catl O m * Denotes a required field

e Seecton Next, we will need to gather information about your

Persansl Information household's disability assistance expenses.

Additional Adult Occupants
Pets/Assistance Animals .
I —— Do you or any member of your household have the following :
Minor Occupants/Member Details

Member Student Status

Household Shident Statis Expenses paid for attendant care for a disabled household member that enable an adult household O Yes ® no
member to work? *

Live-In Aide

Household Questions Expenses paid for the cost of an auxiliary apparatus or assistance animal for a disabled household @ ves O No

. . member, including costs for maintenance and upkeep? *
Anticipated Household Additions

Income
-  eaci ] noc )
Child Care Expenses

Disability Assistance Expenses

™

Us About Auxiliary Apparatus/Assistance Animals

Expense Details

Who incurs this expense?” How much is each expense payment?*

Richard Smith v $100.00

What is the description of this expense?* Is this expected to be an ongoing expense?*

Assistance Animal Yes v

How often does this person pay for this expense?*

Monthly v
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LEADING PRACTICE WORKFLOW — MOVE IN

Medical Expenses

On this step, the applicant answers questions about medical expenses. The household head spouse, or co-head
must be elderly (age 62 or older) or disabled.

The applicant selects Yes or No for each question. If the applicant selects Yes, an additional step appears requiring
details about the medical expense.

My
Application

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status
Household Student Status

Live-In Aide

Application Progress 83% # Applications & Certifications | Hi, Colleen ~

* Denotes a required field

Next, we will need to gather information about your
household's medical expenses.

Households in which the head of household, spouse, or co-head are disabled or are at least 62 years old qualify for deductions based on

out-of-pocket expenses.

Do you or any member of your household have the following :

Application

Language Selection

Lease Term

Personal Information
Additional Adult Occupants
Pets/Assistance Animals
Special Unit Requirements
Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions

Anticipated Household Additions

) Expenses from Medicare premiums? * O Yes @ no
Household Questions
Anticipated Household Additions Expenses from other medical insurance premiums? * O Yes @ No
Income . . ~ .
Expenses from medical assistance through a public assistance agency? * @® (o)
Yes No
Assets
Child Care Expenses Expenses incurred from ongoing visits to a dentist or doctor's office? @ ves O No
Disability Assistance Expenses . o
Expenses from prescription medications? * ® ves O No
Medical Expenses
. . Expenses from over-the-counter medication prescribed by a healthcare professional? * O Yes @ no
Medicare Premiums
Outstanding medical bills for which you or a member of your household are currently paying? * ® ves O No
Insurance Premiums
e Additional out-of-pocket medical expenses? * O Yes ® No
M y‘ Application Progress 86% & Applications & Certifications | Hi, Colleen »

* Denotes a required field

Please tell us about any expenses from medical assistance
through a public assistance agency

Include any out-of-pocket expenses from Medical Assistance (MA).

i Add Medical Assistance

Mo Medical Assistance Added

Final Review

and Submission

This step prepares the applicant for reviewing all items in the household’s application.

My
Application

Language Selection
Lease Term
Personal Information

Additional Adult Occupants

Pets/Assistance Animals

# Applications & Certifications | Hi, Colleen v

Application Progress [N

* Denotes a required field

Final Review & Submission

Your application is almost complete. Please review your application, check it for errors and omissions, and sign the application forms.
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Summary

On the Summary step, the applicant can make final changes to the application.

My
Application

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements
Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions
Income

Assets

Child Care Expenses

Disability Assistance Expenses
Medical Expenses

Final Review & Submission

Summary

Application Progress 95%: # Applications & Certifications | Hi, Colleen

* Denates a required field

Summary

Below is a list of all the information you entered. Please review it for accuracy and completeness.

Members Income Assets Expenses

First Name ¥ | Last Name

¥ | Date of Birth Delete
Colleen Smith 2/1/1985
Richard Smith 5/9/1984 Delete
Alexander Smith 6/1/2017 Delete

Showing 1 to 3 of 3 entries

Errors

To help identify errors, RENTCafé Affordable Housing compares how the applicant answered the questions to the
details the household provided. If the applicant missed required details on a previous step, the applicant must
either provide the information or change the answer before moving forward.

Once all errors are resolved, the applicant can move forward.

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements

Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions
Income

Assets

Child Care Expenses

Disability Assistance Expenses
Medical Expenses

Final Review & Submission

Summary

Errors

Documents

Errors

To ensure that we have captured all the information needed to qualify this household for the housing program(s) at this property, please
review and resolve the items below.

Error Corrective Actions

Please confirm that all assets have been entered for all household members. If you need | Confirm |
to add a new asset please navigate back to the assets section and add the missing

asset(s).

Please confirm that all household members have been added. If you need to add a new Confifm

member please navigate back to the members section and add the missing member(s).

Please confirm that all incomes have been entered for all household members. If you Corfien
need to add a new income please navigate back to the incomes section and add the
missing income(s).

Richard Smith has no income records. Confirm that this is correct or add an income Add
record.

Confirm
You answered "Yes" to the question: "Other Income" However, you did not add details Change Answer

about the associated income(s). Please add the missing income information, or change

Add Other Income

your answer.
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Documents

On this step, the applicants can upload required documents.

You can list the required documents to alert applicants about the documents they need to attach. Applicants may
use a scanner, tablet, or phone to upload documents.

Language Selection

Lease Term

Personal Information

Additional Adult Occupants
Pets/Assistance Animals

Special Unit Requirements
Minor Occupants/Member Details
Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household Additions
Income

Assets

Child Care Expenses

Disability Assistance Expenses
Medical Expenses

Final Review & Submission

Summary

Errors

Documents

Documents

Based on the answers provided, here is a PRELIMINARY checklist of items we will need to obtain during the application review process.
Depending on the review, you may be asked to provide additional verifications by the community, prior to approval.

records per page

Uploaded

Document Upload Scan View | Delete Date

Colleen Smith - Colleen Smith - Scan copy of Passport, Birth Upload @

Certificate, Form I-55 Permanent Resident Card, Form 1-94 Arrival-
Departure Record, or Other Evidence of Citizenship Status

Alexander Smith - Alexander Smith - Scan copy of Passport, Birth
Certificate, Form I-55 Permanent Resident Card, Form |-94 Arrival-

Departure Record, or Other Evidence of Citizenship Status

Richard Smith - Richard Smith - Scan copy of Passport, Birth Upload @

Certificate, Form |-55 Permanent Resident Card, Form I-94 Arrival-
Departure Record, or Other Evidence of Citizenship Status

Richard Smith - Office Visits - Doctor's/Dentist - Upload copies of Upload m
receipts and/or repayment agreement with the institution.

Richard Smith - Assistance Animal - Auxiliary Apparatus/Assistance @

Animal - Provide copies of receipts of expenses from an auxiliary
apparatus/assistance animal
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Sign and Submit

Signing the application is the applicant’s final step.

In the following example, the household is using electronic signatures. If you offer electronic signatures, each
member selects a signature font. RENTCafé Affordable Housing shows each member where to sign, initial, and date

the application.

You can allow the household head to invite the other adult household members to sign documents. This option
ensures that each adult household member signs the member’s own set of documents.

Lease Term

Personal Information
Additional Adult Occupants
Pets/Assistance Animals
Special Unit Requirements
Minor Occupants/Member
Details

Member Student Status
Household Student Status
Live-In Aide

Household Questions
Anticipated Household
Additions

Income

Assets

Child Care Expenses

Y p
Medical Expenses
Final Review & Submission

Summary

Errors

Sign and Submit

By signing this application, I/we certify the accuracy of the following information. The information submitted is true and
correct and I/we authorize management to verify any references I/we have listed. I/we authorize management to access
any records pertaining to me/us which may be on file with law enforcement and credit bureau authorities. I/we authorize
my/our present and prior landlords to release infermation regarding my/our tenancy. l/we understand that it is a crime
to knowingly provide false information for the purpose of obtaining or maintaining eccupancy in, and/or, for the purpose
of securing a lower rent in, a subsidized housing development. I/we understand that the penalty for knowingly providing
false information is up to five years in prison and/or $10,000 fine upon conviction. I/we hereby do swear and attest that
all of the information above about me/us is true and correct. |/we also understand that all changes in the income of any
member of the household as well as any changes in the household composition must be reported to the landlord in
writing immediately.

oo e e
Household Documents for Colleen Smith to Sign

Member Documents for Colleen Smith to Sign View Document (Unsigned)
Household Documents for Richard Smith to Sign

Member Documents for Richard Smith to Sign Click here to Invite

Sign Document

Required Act

Move-In Application
SPECIAL UNIT REQUIREMENT(S) QUESTIONNAIRE
Applicant name
Colleen Smith

5. Applicant signature =
Sign Date

The following section is optional and is used to help determine eligibility for special accessible housing features. All anwers.
will be verified.

| Would you like to provide information to help determine your eligibility for special accessible housing features?
[JYes [ No

To qualify for an accessible unit, a household member must have a physical impairment that:
- isexpected to be of long-continued and indefinite duration
« substantially impedes the person's ability to live independently
«» is such that the person’s ability to live i ould be improved by itable housing conditions

Do you or a household member have a mobility which meets the stated above? | Yes [INo
If yes, list name(s) of family members:

JUMP TO NEXT
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Site Manager Workflow

Compliance Management Dashboard

Like the Community Manager Dashboard in Voyager, the Compliance Management dashboard provides the Site
Manager user with a single location for viewing current and pending activities. Using the Compliance Management

dashboard and customized tiles reduces confusion and expedites processing activities.

You can use roles and groups to provide users with access to only the information needed for their roles. For
example, you can find move-in applications on the Move In Dashboard.

You can use the Search All tile to view any applications that applicants have started but not completed. This tile
also provides quick access to a specific applicant.

Search All

Compliance Manager

Search All

Search Applications

Move In Dashbeard

Compliance Management

Annual Recertfication Dashboard

Waiting List Dashboard

Results are as of 07/19/2021 10:18 AM. Click the "Refresh Dashboard Data" button to see the most
recent changes and up-to-date information.

Refresh Dashboard Data

Market Application Dashboard

Household Page

Property: 1 selected
Last Name: Smith
Status: 1 selected
Request Type: 1 selected
Awaiting Follow-Up:
Emai

Find || Clear

10 v records per page

Name Property Name

©) Smith, Colieen  Skyline Towers

Unit

\  Prospect Code:
~ First Name:
SSN:

Unit Name:

New Document Added:

Status = Request Type

Pending  Standard Tax Credit and HUD Move In

Last Updated

05/19/2021

Completed

051972021

Created between:

Updates between

Completed between:

Submitted between

Preferred Move In:

Search

Preferred Move In  Deposit  Date Submitted

05/18/2021
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Compliance Management Dashboard—Move-In Dashboard

Most Move In Dashboard tiles involve actions that need to be addressed. These tiles organize tasks and helps
prevent team members from overlooking important pending actions.

The Move-In Dashboard shows all completed items needing review and further action. You can click a tile to see
additional information and perform the appropriate action.

Search All

Compliance Manager

Search All

Search Applications

Move In Dashboard

Compliance Management

Annual Recertfication Dashboard

7

Move In Apps
Pending

7

Pending Verify

Waiting List Das!

hboard

Results are as of 07/19/2021 10:57 AM. Click the "Refresh Dashboard Data" button to see the most
recent changes and up-to-date information.

Refresh Dashboard Data

7/

7

0

Market Application Dashboard

0

Letters

Are Unanswered

0

Pending Incomplete Move In Move In

Compliance Corrections Certifications Certifications

Approved Needed Need Applicant Signatures Need Countersignature

Move In Apps Pending
Search:
N Property Unié | s R T Last I leted: Preferred D ate
ame Nama nit Status equest Type Updated omplete i eposit Submitted

O Smith, Colleen :m’: Pending f:‘x:‘?:’ TaxCredicand HUD  oc)10001  osv10r2021 0571072021
; Tapper, Skyline " Standard Tax Credit and HUD
® s Pending 05/20/2021 05/20/2021 05/20/2021
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Household Page—Members

In RENTCafé, clicking an applicant’s name displays the Household Page. The Household Page displays a list of all
household members and their ages, disability status, and relationship to the household head.

RENTCafé Affordable Housing has reviewed for completeness all information entered by the applicant at each step
in the application process. All applicant information displayed will ultimately flow to the certification in Voyager.

Edit and View buttons appear on each tab of the Household Page.

e Use the Edit buttons for verification purposes.

e Use the View buttons to view the details entered in the prospect portal by the applicant. Site Manager users
cannot make changes to this information.

Application | Members | Incomes | Assets | Expenses  Additional Occupants = Documents | Signed Documents | Errors&Alerts(0) | Notes | Auditlog
Compliance Application || Correspondence | Al Verffications
First Name Last Name Date of Birth Disabled Age Verified Sent Verification Letter Manager Applicant
Colleen Smith 2141985 No 36 No No
Richard Smith 5/9/1984 Yes 37 No No
Alexander Smith 6/1/2017 No 4 No No Edit View

Household Page—Incomes

The Incomes tab provides details for each income source entered by the applicant: the member earning the
income, the income type, the applicant-entered annual income, and the verified annual income.

Updated income information does not appear until verification has been completed. If you have not verified an
income source, No appears in the Verified field. After verification, you can determine whether you need to make
corrections.

incomes

BAE
aad
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Household Page—Assets

The Assets tab provides details for each asset entered by the applicant: the member owning the asset, the asset
type, the applicant-entered asset value, and the verified asset value.

Zero (0.00) appears in the Verified Income field until verification is completed, ensuring that the correct verified
asset value and income will appear on the calculation worksheet and certification. After verification, you can
determine if you need to make corrections to asset value or income.

RENTCafé Affordable Housing will retain and display the original applicant-entered information. During a file
review, you can quickly display the information supplied by the applicant compared to the independently verified
information.

Assens

Add Ased
: =
- =

Household Page—Expenses

The Expenses tab provides details for each disability or medical expense entered by the applicant: the member
incurring the expense, the applicant-entered cost, and the verified cost.

Zero (0.00) appears in the Verified Annual Cost field until verification is completed, ensuring that the correct
verified expense amount will appear on the calculation worksheet and certification. After verification, you can
determine if you need to make corrections.

Application Members Incomes Assets Expenses Additional Occupants Documents | Signed Documents Errors & Alerts (0) Notes Audit Log
Compliance Application | Cerrespondence | All Verifications
Add Expense
L Applicant Entered Annual Verified Annual .| SentVerification .
Name Expense Description Verified Manager | Applicant
Cost Cost Letter
Colleen Smith  Child Care Expense 57,200.00 $0.00 No No
Richard Auxiliary Apparatus/Assistance Animal Expense - Assistance |
$1,200.00 $0.00 No No Edit View
Smith Anima
Richard
. Medical Assistance $1,200.00 $0.00 No No Edit View
Smith

RENTCafé Affordable Housing will retain and display the original applicant-entered information. During a file
review, you can quickly display the information supplied by the applicant compared to the independently verified
information.

NOTE: This tab does not appear for properties that have only tax credit assistance.
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Household Page—Additional Occupants

The Additional Occupants tab displays member information for additional adult occupants.

The Is Lessee column on this tab identifies whether the occupant is a lessee. For example, a live-in aide would be

an additional occupant but would not be a lessee.

Application | Members | Incomes | Assets = Expenses = Additional Occupants | Documents | Signed Documents | Errors&Alerts(0) | Motes | AuditLog
Compliance Application | Correspondence | Al Verifications
Add Additional Occupant
First Name Last Name Nickname Relationship Is Lessee? Edit Delete

Household Page—Documents

On the Documents tab, Site Manager users can view, print, delete, edit, and re-order any documents uploaded by

the applicant.

If you want to edit the information, click Edit. You can change the document name, mark the document as
manager-view only, prevent the applicant from deleting the document, and send the document to voyager.

The Site Manager user can also upload or scan documents if the applicant is unable to do so.

Expenses Additional Oceupants Documents Signed Documents

Correspondence

Print Documents

You may drag and reorder any of the saved documents below.
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Household Page—Signed Documents

On the Signed Documents tab, you can review any documents that were signed electronically. You can also print
any documents requiring a wet signature.

If needed, the property site manager can countersign these documents.

Once signed, you can scan, attach, and place documents your required order.

Site Manager presents a reviewer with a completed application document, printed in a clean and easy-to-read
format. If your organization uses electronic signatures, the signatures appear at the bottom of the application.

Document

Household Dacuments for Colleen Smith to Sign
Member Documents for Colleen Smith to Sign
Household Documents for Richard Smith to Sign

Member Documents for Richard Smith to Sign

Application Members Incomes Assets

Auditlog ~ Compliance Application |~ Correspondence

Additional Occupants Documents Signed Documents Errors & Alerts (0) Notes

All verifications

sign Counter Sign

View Document (Signed) Signing Complete Click here to sign
View Document (Signed) Signing Complete Click here to sign

=
3
=

View Document (Signed) Signing Complete Click here to sign

View Document (Signed) Signing Complete Click here to sign

Sign Document

Required Actions

NEXT

Owner’s Notice #1 51202021

Propertyname  gicving Towers Head ofhousehold ~ Eatherine Tapper

Dear _Katherine Tapper

‘Section 214 of the Housing and Community Development Act of L980, as amended, profibits the Secretary of HUD from
making financial assistance avallable to persons other than L. citizens or nationals, o certain categortes of ellglble non-cliizens,
for the programs associated with this property.

You have applied, o are applying for, assistance at this property; therefore, you are required to declare U.s. Citizenship or
submit evidence of eligible Immigration status for each of your family members for whom you are seeking housingassistance. Your
household must do the following:

1. Complete a Family reside In the assisted unit
2. Complete a Citzenhip Dectaration for each family member listed on the Family Summary Sheet.
3. Provide sufficient evidence to bac) member's de eligible

non-Citizenship status.

‘submit the Famil ysheet, ci o the name and
‘address listed below by

Skyline Tawers
500 Coloial Center Plory
Roswell GA 30076

This Section 214

it

aspect assistance.

eed
please contact the property at_(3

Also, I you are unable to provide the required documentation by the

you should t v request an extension. Failure to provide this Information or
in dental of

Ithis section ppeal the decision.
Also, Ifthe final determination concludes that only certain iy may
eligible for proration of assistance. ilable, areduced tof
provided for your the number 3

Ifassistance becomes avallable and the other aspects of your el for housing
assistance, that the required

Follown by allfamily.

eligibility for assistance:

[——

.
depending on the Immigration status vertfied. You will be contacted as soon as we have further Information regarding your
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Household Page—Errors & Alerts

The Errors & Alerts tab highlights any issues with the application and provides reminders to confirm items of
specific interest to your community such as compliance with pet or vehicle requirements.

confirm tf sets have been entered for all household members,

=
m
b
o
g
o

please navigate back to the members section and add the missing member(s)

a new income please navigate back to the incomes section and add the missing incom

Richard Smith has no income records. Confirm that this is correct or add an income record.

Documents

Application Members ncomes Assets Expenses Additional Occupants
Audit Log Compliance Application Correspondence All verifications
Error

If you need to add a
Please confirm that all household members have been added. If you need to add a new member

Please confirm that all incomes have been entered for all household members. If you need to add

Corrective Actions

Confirmed

Confirmed

Confirmed

Confirmed

Signed Documents

Errors & Alerts (0)

Search:

Notes

Household Page—Notes

The Notes tab optimizes communication between team members by providing a central place to see all notes
pertaining to an application or certification. You can send notes to an applicant, resident, or a co-worker. Each
note includes the recipient’s name and date sent, providing you with an audit log.

You can create “note type” templates that will automatically add note content for you. You can set up notes to

generate automatically when the status of an application changes. For example, if you must consistently ask for
additional documentation, create a template with text for your standard request. Select that text from the Note
Type drop-down list the next time you request documentation.
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Whether general or specific, you can attach notes to any information gathered on previous tabs for clarification or
follow-up, reducing the time spent on emails and phone messages.

Application Members Incomes Assets Expenses Additional Occupants Documents Signed Documents Errors & Alerts (0) Notes

Audit Log Compliance Application Correspondence All Verifications

No Notes Added

Activity

MR Assistance Animal Document, ¥

Graciiicpacio Household Member # 1: Jasol ¥

Created By: Allie Kirkendall 07/22/2021 2:43 PM
Modified By:

Allow Applicant to see this note
Follow Up

Response Date

O Clarification
[ Pin Note
Send E-Mail to Applicant

ETVE SEEE Certification Documents Meaded

Email Signature:

Email CC:

Email From: .
allie.k@mgmt.com

Email Attachment (select or Choose Files | Mo file chosen

drop):

[] send Internal E-Mail

souce 1 [@ 3| B I U S = x*|1=
L AR

1
2
=
1}
R

@ Q »= ® | Styles - | Format - | Font - | Size ~ | A- B3| 2

for applying te live at cur property. Please note! In order %

te your ap , you will need the folloy s added to your ap

1. Service Animal Registration

2. Service Animal C

We Look fo

vard to hearing bac you have any gu ons, please real us at {555} 55 between the ho!
-
Application | Members | Incomes | Assets | Expenses | Documents | Signed Documents | Errors&Alerts() | Motes | Auditlog | Compliance Application | Correspondence
All verifications
Search:
Modified Modified Follow
Created Date | Created By Type Text Clarification  Edit Delete Pin
Date By Up

ce Animal Hello Jason, Tha

Kirkendall Documentation

e at our property.
Delete
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Household Page—Audit Log

The audit log displays a variety of information about applicant activities. The log tracks steps already completed,
information entered on the application, changes made since the initial entry, and the person who created those

changes.

Clicking Show Detailed View displays the specific details for each change, who made the change, and when the
change was made. Updates to applicant answers appear with a question mark (?). Clicking a question mark displays

details of the original and updated information.

Household Page—Compliance Application

The Compliance Application tab shows the full application as it appears for the applicant. You can also reset the

applicant’s current step in the application process.

This tab is very helpful when an applicant calls and asks for assistance, because the Site Manager user and

applicant are both is viewing the same screen.

@ Change Current Step

compliance Application

Household Page—Correspondence

The Correspondence tab displays all emails sent from the property in bulk.

For example, you notice that applications remain at the incomplete status for more than a week. You can send an

email to all these applicants with an at once. The sent emails will appear on the Correspondence tab.

Correspondence

Emails are sent periodically by a process running in the background. Email Status is as of 5/20/2021 7:30 PM

Page 32 of 44



LEADING PRACTICE WORKFLOW — MOVE IN

Verification

The status of the application is now Pending. When you are ready to verify the information, you can change the
secondary status of the application to Verify, indicating to your team that this application is being verified.

Before verifying member, income, asset, or expense data, you need to send verification letters to the third parties.
You can upload verification letters directly from Voyager.

Select a letter from the drop-down list. For example, if you want to send an employment verification letter, type
the name of the letter. RENTCafé Affordable Housing uses progressive search to display all letters with matching
names.

When you have selected the letter, select the correspondent. Type at least three characters of the name and click
the Search button " «. If the correspondent is not yet on file, click the Add Correspondent button © and add the
correspondent.

If an electronic signature is needed for the verification letter, RENTCafé Affordable Housing can produce the letter
for signature. Clicking Show to User makes the letter available in the applicant portal for your applicant to
electronically sign. An email is automatically sent alerting the applicant that a new document needs to be signed.
Once signed, an email is sent to the property manager notifying the manager that the verification letter is signed.

If a signature is not required, click the Printer button to view and print the letter. Clicking Save automatically
updates the sent date in Site Manager for each corresponding letter.

The All-Verifications tab displays all members of a household, along with their incomes, assets, and expenses. It
provides a centralized view of the verification process You can review all verification attempts, documents, details,
status, and dates. You can quickly review verified items and verifications that need to be completed.

When you receive the verification response from the correspondent, you can upload a copy to the application
from the All Verifications tab. These letters will also be submitted to Voyager.

Household Name: Smith, Colleen (3) Request Type: Move in Application Income Limit: | 50059 - $38,800.0

Prospect Cod Created Date: Voyager Unit Rent: Count not

Property Current Status: Total Applicant Entered Income: $35,105.60

SEN; ke ( Preferred Move-In Date: 0 2021 Total Verified Income: $0.00

Screening: Not Compler Language: English Verifications Complete

All Verifications

Membe Relationship verification Type  Description Status Level Date DateSen

Colleen St Head of Houser e oswell Florist Add Note
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Household Page

A Follow Up Required
Household Name: Smith, Colleen (3)
Prospect Code: p0019872

Property / Unit: Skyline T / Not Selected

SSN; FH0000

Screening: Not Completed

Request Type: Mave In App

Created Date; 05/1%/2021

Current Status: Pending

Preferred Move-In Date: 05/19/20

Language: English

Application  Members  Incomes | Assets | Expenses  Additional Occupants | Documents  Signed Documents | Errors & Alerts (D)
Correspondence Al Verifications

Member Relationship Ve -ation Type Description Status Level Date Date Sent

Colleen Smith  Head of Household  Member Not Started Upload Do

Income Limit: | §
Voyager Unit Rer

Total Applicant E

Total Verified Ind

WVerifications Con

Notes Audit

+ Submit to Vayager B Save

[ Caleulate Rent to Income Ratio
@ Change Property

@ Change Status

Z Change Unit

¥ Delete Application

& Manage Centification Signature Documents

& Move Applicant to Workflow
Q Print Data Dictionary
4 Return to Dashboard

Quiew Audit Log Report
& View Certification

QWiew Income Caleulation Warksheet

Search:

Save Date Received All Saved Letters

1) Select a letter from the drop-down list in the Letter column.

2) in the Search column, look up a correspondent code by typing at least three letters of the Correspondent description and clicking the magnifying glass.,
3) Select the Correspondent from the drop-down list. (The person you want to send the letter to is the Correspondent.)
4) To add a new Correspondent, click on the green plus sign. (This new Correspondent can be associated with a Company, Property List or individual Property.)

5) Click the Print button. (This will populate the Date Sent column.)

Add
a Member Type Source Letter Search Correspondent
oW
Colleen
(+] Member none Select an Option - - o
Smith
Colieen
(+] ) Expense Select . A ©
smith
Colleen wells
(+] Asset B Yotior i )
smith Fargo
Colleen wells
0 Asset - S9assets-Asset A A ©
2min Fargo Verification Letter 59
" teassets-Asset Verification
Colleen Roswell
[+) Income A Letter TC - <
Smith Florist
S9bankil nki
P Colleen - Account Verification 59 \©
Incor M er
Smith HeRme ik tebanking-Banking
Account Verification TC
Colleen o Georgia TCpropown-Real Property (+]
9 smith InCOme | stare Owned TC .
TCunder_Sk-Assets Under
o S'uhﬂrd e Ky 5000% Self Affidavit TC - A (+)
mith L =

Delivery Method

MNA

MA

NA

NA

NA

NA

NA

MA

Show
Date .
View
sent
User
- O &
- [m] =)
- a (=]
- U -
» (=]
- 0 e
- a =]
- [m] =]
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Income Verification Example

In this example, we will use pay stubs for income verification.

1. For the income you want to verify, click View Details.

Click Add New Verification—Income.

2
3. Under How did you verify the income information, select 3rd Party Documents.
4. Under How was the income certified, select Pay Stubs.

5

Add four different pay stub amounts and the frequency paid.

If your organization requires multiple verification sources, Site Manager can add multiple verification

items and select the item you want to send to Voyager.

6. If you are using more than one source for these verifications, select the Use This Verification Source
check box for your selected verification record to identify the source that you want submitted to Voyager.
When this check box is selected, Yes appears in the Active column on the verification details screen.

Completing a verification updates the message in the top part of the screen.

Verification Details

Member Name: Katherine Tapper

ncome Description: Target, Yearly Income: $15,600.00

No verifications exist for this Income

Add New Verification

Add New Verification

Use This Verification Source
[ See File Copy for Calculation

HUD Income Type

How did you verify the income information?

How was the income certified?

Check 1 Check 2
$300.00 $300.00
Check 3 Check &
$0.00 0.00
Check g Check 10
0.00 0.00
Check 13 Check 14
0.00 0.00
Check Average Frequency
$300.0000 Weekly
Notes

Other Wage

3rd Party Documents

Pay Stubs

Check 3

£300.00

Check 7

0.00

Check 11

0.00

Check 15

0.00

Annual Income

%$15,600.00

Check &

0.00

Check 12

0.00

Check 16

0.00
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Asset Verification Example

Next, we will verify an asset that earns interest.

1. Display the All Verifications tab and click View Details.

2. Click Add New Verification—Assets. You can enter up to six months of balances and corresponding

interest rates.

NOTE: If no interest was earned for any given month, enter 0 and select Include Zero Dollar Amounts in

Calculation. RENTCafé will include the zero amount when totaling annual income for the asset.

3. If you are using more than one source for these verifications, select the Use This Verification Source
check box for your selected verification record to identify the source that you want submitted to Voyager.
When this check box is selected, Yes appears in the Active column on the verification details screen.

Completing a verification updates the message in the top part of the screen.

Verification Details

Member Name: Colleen Smith

Fargo, Market Value: $160.00

| Add New Verification

Add New Verification

Use This Verification Source

How did you verify the asset information?
How was the asset value certified?

nclude Zero Dollar Amounts in Calculation

Amount 1 Interest Rate Percent 1
$160.00 1.0000

Amount 3 Interest Rate Percent 3
$160.00 1.0000

Amount 3 Interest Rate Percent 5
$160.00 1.0000

Total Annual Income

$1.11

MNotes

3rd Party Documents

nterest Rates

Amount 2

$160.00

Amount 4

$160.00

Amount &

$0.00

Interest Rate Percent 2

1.0000

Interest Rate Percent 4

1.0000

Interest Rate Percent 6

0.0000
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Assigning the Apartment

Site Manager displays all apartments currently available in a property, the square footage, number of bedrooms
and set-aside if appropriate. Once you have selected an apartment, the income limit will appear and allow you to
see if the applicant qualifies for that apartment.

Some organizations prefer that staff select the apartment that an applicant will be offered instead of allowing the
applicant to select it. In this circumstance, all applicants will initially be assigned to a waiting unit.

Click the More button and select Change Unit.

Click Continue and select an apartment. For a tax credit applicant, select an apartment with the appropriate set-
aside.

The apartment number and income limit for the selected apartment appear on the Household Page.

Househald Page 5 | [ | ()
P
: s
Vambers e
a
Charge x
Floor Plan Beds Baths Square Footage
Horizon =

Apartment Beds Baths Sq.Ft Floor Adapted Availability Set Aside Unit Type Subsidy

SKY00 2 2 1200 No 5/6/2021 60% Horizon 50055,

SK001 2 2 1200 No 5/6/202 60% Horizon 50058,

Household Page < Submit o Voyager

A Follow Up Required
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Income Calculation Worksheet

Use the Income Calculation Worksheet to review how the income on the certification was verified and with which

verification sources (if more than one). You can review the income and asset calculations before approving the

certification.

Click the More button and select Income Calculation Worksheet.

You can email this report, if needed.

(# Calculate Rent to Income Ratio

+ Submit to Voyager

(& Change Property
(& Change Status
X (& Change Unit
(& Delete Application
d (& Manage Certification Signature Documents
&= Manage Verification Letters
(& Move Applicant to Workflow
Q, Print Data Dictionary
€ Return to Dashboard

QView Audit Log Report

i

& View Certification

QView Income Calculation Worksheet

Email Report
o4 [ Jora

Property Code:
Property Mame:

Unit Code:

[ lrndinea W~ &

Income Calculation Worksheet

L] v

shyline Household: GColleen Smith Certification Date:
Skyline Towers Unit Size: 2Br
SKY00 Certification Type:  Move In

SMe2021

Household Members:

Member Name Relationship | Gender
Colleen Smith Head F 2(1/1985 e 7f2zfz021
Richard Smith Spouse M 5fgj1384 37 X 7/22/2021
Alexander Smith Youth=18 F &(1/2017 3 7f2zfz021
Income Calculations:
Job Name Member Name Verification Verification Method ~ Frequency $/Period MNumber of Calculated Verified Inco)
Type Periods Income
Roswell Florist  Coleen Smith Pay Stubs Third Party Documents  Bi-Weskly 26.00 $31,557.50 331,550
Mother Colean Smith Gross Deta Tenant Declaration Monithly 2.00 $900.00 $900
Georgia State  Coleen Smith Gross Deta Third Party Documents | Quartesly $750.00 4.00 $3,000.00 $3,000
Total of all Income Sources $35,457
Asset Calculations:
Member Name Description Divest Cost Market Value Interest Rate Annual Income
Collesn Smith Wells Fargo 50,00 Details: 5145.79 + Details: 50,
517745 + 516534 + £145.79 @ 0%
$145.33 + 513345+ $177.45@ 0%
5171216 $165.34 @ 0%
£145.32 @ 0%
£133.45 @ %
£171.21 @ 0%
Collesn Smith Wells Fargo 50,00 Details: $450.00 + Details: %5.
$600.00 + §500.00 +  $450.00 @ 1%
$625.00 + 5575.00 +  £600.00 @ 1%
$470,00 /6 $500.00 @ 1%
£625.00 @ 1%
£575.00 @ 1%
£470.00 @ 1%
$0.00 $693.10 $5..
Total Annual Income:
Total Mkt Total Sale ! £ Pass Book Tatad Income Fram
Value Divest Cost: Cash Vale: Rale: Assets:
3593.08 30.00 e300 0.08% 35.37
Tatal Income: Tatal Fram Assets: Tl A Incme:
$35.457.50 + $5.37 = §35,482.87
4 3
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Site Manager users can review the certification before submitting to Voyager.
Click the More button and select View Certification.
Enter the details of the certification you want to view. The certification appears in a new window.

+ Submit to Voyager Bl Save

(# Calculate Rent to Income Ratio

(# Change Property
(& Change Status
pX (& Change Unit
(& Delete Application
b & Manage Certification Signature Documents
& Manage Verification Letters
(# Move Applicant to Workflow
Q, Print Data Dictionary
4 Return to Dashboard
QView Audit Log Report

& View Certification

QView Income Calculation Worksheet

View Certification

Cert Type* Tenant Rent $0.00

Move In Cert hd
Subsidy Amount $0.00
Cert Effective Date*

NAHMA Household Type

5/19/2021
FA - Family v
Tax Credit Cert
HUD 50058 Cert NAHMA Special Status
Do you want to overwrite the existing certification in Voyager? D - Disabled ~
No v NAHMA Federal Subsidy Type

HUD Project-Based Voucher { ¥

NAHMA Non-Federal Subsidy Type

O NAHMA Is Self Certified?

Cancel

1P TENANT INCOME CERTIFICATION
QinitalCentification_ ORecertification _Q0ther.
I FARTL [y
Froperty Name: i Couny

Unit Number

Py

o198
osoia0rr

PARTIL G

x
Employmentor Wages

ToTAs [§ EESEN

%5
"Add totals from () through (D), above. TOTAL INCOME (B): [ 5 T
PARTTV. T

© W

< ot Valoeof Asst

s

S0 X Currnt Pasbook Rate = 0.06% () puted ncome
sl of o 1 U putd ncrns TOTAL INCOME FROM ASSETS (K)

(L) Total Annual Household Income from All Sources [Add (E) + (K)\l s

HOUSEHOLD CERTIFICATION & SIGNATURES
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Submission to Voyager

When the verification process is complete and the applicant is eligible for the program and selected apartment,
click Submit to Voyager. RENTCafé pushes all information gathered and verified to Voyager and creates the

household’s certification in Voyager.

Submit to Voyager

Household Page « Submit 1o Voyage: o || Morew
Household Nama: 5 n (3] Request Type: M 46,56
Prospect Code: Created Date: 05/1%)
Pror 00 (2 Bedroom: Current Status: »
S5N: = Preferred Move-in Date: 05/15/2021 Toral Verified Income:
Seree Langunge: Engian
Submit to Voyager x
CortType Tenant Rent $0.00
ove In Cert v
Subsidy Amount $0.00
=/13/702 AHMA Household Type
FA- Fam v
Tax Credit Cer:
0059 AHMA Special Status
& HuD 50059 Cert Pecial e
D - Disabled v

NAHMA Is Self Certified?

Cert Type | Effective Date  Contract Rent |

50059 Data
TTP | Util Allow.  Tenant Rent HAP | Edit |

Household Page « Resubmizco Voyager ||+ Resubmic Documenss to Voyager || BiSave | More ™
A Follow Up Required
Household Hadme: Reauess Type: MoveIn Applicasion  Income L | 50083531
Prospect Code: Created Das Voyager Unit Ren:§1
Proper 5)  Current Status: Total Applicant Entered Incom:
v Preferred Move-In Date: S6/19/2021  Toral Verified Income
Scraening: Language: Engiish Varifications Complata: 5 o¢ 5
Resident Functions ¥ Data v Reports v
First Name Colleen Resident ID 0015872
Middle Name Property skyline
Last Name Smith Unit SKY00
Address 45 Main St Prospect p0019872
Status Future
City State Roswell GA Legal
Zip 30009
Edit Close Help
Affordable Lease Info Deposit Info Lease Charges Late Fees & Accounts

MI | Print 05/19/2021 1,000

599 70

Tax Credit Data

525 471  Edit

Cert Type | Effective Date | Max Rent Rent Util Allow. | Tenant Rent | Subsidy Edit
MI  Print 05/19/2021 1,164 595 70 529 471 Edit
50059 Subsidy Provider
Tax Credit Do not apply rent charges
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Certification and Lease Signing Processes

Signing the Certification in RENTCafé

After submitting the certification to Voyager, you are now ready to sign the certification.

On the Household Page, click the More button and select Manage Certification Signature Documents.

If the property has multiple affordable housing programs, you will see all certifications that were created.

Select Show TIC [applicable certification] To User. An email is automatically sent notifying the applicant that a
certification is a ready to be signed. The applicant will click the link in the email and log on to the applicant’s portal.
There will now be new a document available for that applicant to sign.

Once the applicant signs, an email is sent to the property management team to countersign. Under Manage
Certification Signature Documents, a Countersign button appears for the site manager.

When all parties have signed, a new option, Send TIC to Voyager, appears.

When the certification is completely signed, the completion dates must be entered in Voyager to lock the

certification.

Household Page

Submitted to Voyager
Household Name: Smith, Colleen (3)

Prospect Code | Tenant Code: p0019872 | t0019872

Property / Unit: Skyline Towers / SKY00 (2 Bedrooms)
SSN: *+%-+%-0000

Screening: Not Completed

+ Resubmit to Voyager

Request Type: Move In Application

Created Date: 0! 21

Current Status: Submitted
Preferred Move-In Date: 05/19/2021

Language: English

+ Resubmit Documents to Voyager

[ Calculate Rent to Income Ratio
 Change Property

& Change Status

2 Change Unit

Income Lin__ & Delete Application

[2 Manage Certification Signature Documents
Voyager Ui

& Manage Verification Letters
Total Appli|

& Move Applicant to Workflow
Total Verifi & print Data Dictionary
Verificatior € Return to Dashboard

Quiew Audit Log Report

Visibility to User

Show TIC To User

Send email to user?

TIC Effective

5/18/2021

Re-Send Certification
Invitation E-Mail

Counter Sign

N/A Pending User
Signature

50059 Signing

Visibility to User

Show 50059 To User

4 Send email to user?

Re-Send Certification
Invitation E-Mail

Counter Sign
Certification

Counter Sign Pending

NfA
User Signature

Send Certification to View
Voyager Certification

send TIC To Voyager

Pending Signatures

Send Certification to View
Voyager Certification
Send 50059 to Voyager View

Pending Signatures

Application Members ncomes Assets Expenses Additional Occupants Documents signed Documents Errors & Alerts (0) & View Certification
Compliance Application Correspondence All Verifications Quiew Income Calculation Worksheet
Manage Compliance Documents
TIC Signing

TiCto
Use

Nationa
TIC

TICto
Use

N/A
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Applications & Certifications
The ]_,Of’[s Account Information
v YARDI 88 Kingston

Santa Barbara, CA 93117

& Type: Move In Application

< & Status: Submitted

& Last Update Date: 5/3/2021
& Created Date: 4/30/2021

50050 Certification

Julia Caldwell Not Signed

Submitted

Sign Document

Required Actions

Document10f1) @@ e« [ 2 ¢

10/09/2019 _ _
— TENANT INCOME CERTIFICATION R E—
B et @) M@Initial Certification  ORecertification ~ OOther ;M?;;‘];‘Lyi“f; wmspet

PART I. DEVELOPMENT DATA
Property Name: Skvline Towers County:

Address: 500 Colonial Center Pkwy: Roswell. GA 30076 Unit Number:

SKY06

BIN #: 9000000
#Bedrooms: 2

PART II. HOUSEHOLD COMPOSITION
HH First Name & Middle Relationship to Head Date of Birth F/T Student Last 4 Digits of
Mbr # Last Name Initial of Household (MM/DD/YYYY) (Y orN) Social Security No.
| | | if applicable

1 Goodwin Sam H 06/05/1982 N 3333

2

3

4

5

6

7

8

| PART ITI. GROSS ANNUAL INCOME (USE ANNUAL AMOUNTS)

Manage Compliance Documents

TIC Signing

Visibility to User Re-Send Certification Invitation E-Mail Send Certification to Voyager  View Certification

TIC Effective 9/1/2021  TIC Signed by User  N/A Counter Sign TIC Send TIC To Voyager

50059 Signing

Visibility to User Re-Send Certification Invitation E-Mail

50059 Effective 9/1/2021 50059 Signed by User  N/A

TICto Use

National TIC Delete Signature Documents

Counter Sign Certification | Send Certification to Voyager  View Certification  TIC to Use

Counter Sign 50059 Send 50059 to Voyager View 50059 N/A Delete Signature Documents

Manage Compliance Documents

TIC Signing

Visibility to User Re-Send Certification Invitation E-Mail Send Certification to Voyager | View Certification

TICEffective 9/1/2021 | TIC Signed by User  N/A TIC Counter Signed Send TIC To Voyager

50059 Signing

TIC to Use

National TIC Delete Signature Documents

Visibility to User Re-Send Certification Invitation E-Mail  Counter Sign Certification | Send Certification to Voyager | View Certification ~ TICto Use

50059 Effective /1/2021 50059 Signed by User  N/A 50059 Counter Signed Send 50059 to Voyager View 50059 N/A Delete Signature Documents
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Lease Generation and Signing
After signing the certification, the site manager’s next step is generating the lease.

On the Leasing Dashboard, find the applicant. Click the applicant’s link to display the Lease Information page. In
the Signature Documents section, you can review all steps of the lease generation process.

To preview the lease before generating it, click New Lease Document.

When you are ready to generate the lease document, click Generate. Once generated, the site manager can view,
download, or print the lease.

To send the finalized lease to the applicant for signature, click Finalize and Send Signature Request.

The applicant will receive an email notifying the applicant that a new lease document is available. All lease holders
in the household will need to log on to their applicant portals to review and sign the lease.

When all lease holders have signed, the property management team will receive an email to countersign the lease.
On the Lease Information Page in Site Manager, select Sign Online.

Countersigning the lease executes it. The signed document can always be viewed, downloaded, or printed under
Signature Documents. The signed lease will also be saved in the Attachments section on the household’s Resident
screen in Voyager.

Leasing Management %
orsmis) | 208 - 278, | o
+Additional Filters
Application Lease Lease Lease Document Document
Needs Approva Needs Finalizatio Needs Signatures Needs Countersignatures Needs Signatures Needs Countersignatures
0 v records per page Search:
Name Property Additional Occupants  Status Alerts Actions
Status: Approved
Step:
Skyline Towers Contacead:i7127/202 B &
Applied
Approved: 7.
Lease Information # Back to Leasing Dashboard

David Thompson ¢ Pending Lease Execution Apartment # SKY07
Voyager Code: p0020074 Contacted: 7/27/2021 Details: 2bd/2.0ba | 1200 Sq.Ft.
Email: allierctraining+davidthomson@gmail.com &R Send Email Applied: 7/27/2021 Rent: $1,000.00/mo

Phone: (908) 768-5627 Approved: 7/27/2021 Skyline Towers

DOB: 4/3/1985 Move in Date: 10/1/2021 500 Colonial Center Pkwy
Preferred Method of Contact: Agent: Property Website Roswell, GA 30076

Comments:

£ Additional Occupants # Existing Applicant

There are no Additional Occupants.

& signature Documents: Pending Generation ®Pending Generation (1) © Not Started (0) In Progress (0) © Pending Countersign (0) © Completed (0)

Lease Document ®

 David Thompson

1

[

sitemanager.rentcafe.com says

© Are you sure you want to Generate the document?
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Signature Documents: Pending Generation Pending Generation (1) © Not Started (0) * In Progress (0) ® Pending Countersign (0)

Lease Document ® | ®7/27/2021 | View | Download | Print

David Thompson

Data used in this document may have changed recently. Please preview possible changes and then regenerate the document if needed.

B Preview Changes |  Reg

Please Note

Please note that the document will not be available to the prospect ntil you click on Finalize & Send Signature Request button

® Completed (0)

Applications & Certifications

Account Information

Skyline Towers
& Type: Move In Application

Image Pending 500 Colonial Center Pkwy & Status: Submitted
Roswell, GA 30076 & Last Update Date: 7/27/2021
& Created Date: 7/27/2021

Lease Documents to Sign

Electronic Signature

e elec gnature proce Signature), the leas taff at the prope

Your lease is now ready for the applicants below to sign electronically.

Lease Document David Thompson (primary) View | Download | Print

Hi, David v

Submitted

& Signature Documents: Pending Countersign  Pending Generation (0)  Not Started (0) ©In Progress (0) ending Countersign (1)
ii Lease Document @ | G

David Thompson 7/27/2021 4:36:04 P

21 View | Download | Print

Data used in this document may have changed recently. Please preview possible changes and then regenerate the document if needed

© Completed (0)

View | Download | Print

V Lease Document @

© David Thompson 7 oM

B Preview Changes |  Regenerate
Signature Documents: Completed © Pending Generation (0) * Not Started (0) *In Progress (0)  Pending Countersign (0) ompleted [61)
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