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 The guide walks screen by screen through the
online application for tenants – if you are
applying as a landlord, please see the
Landlord Application Overview & Guide.

How to Use
the Guide

 Tips and tricks for navigating technical issues
along with information on which documents
are best to use for faster application
processing and what issues may require a
different verification method are included
throughout on the relevant application
screen. To access the application, go to
knoxhousingassistance.org
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Important Information
The first seven questions you will be asked, after clicking the
application link, are part of the program eligibility questionnaire.
After you answer these questions, if your household meets the
eligibility requirements, you will need to register for access to the
online applicant portal where you will submit your application and
can track its status as we complete the review process.
The first seven questions are NOT the application– just the initial step.
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Click OK to
begin.
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Click here to choose a language for your application options

After selecting your preferred language, click
on the begin eligibility questionnaire button and
answer the following seven questions to
determine if your household is eligible to apply.
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Choose this one
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Select

6

3

4/20/2021

Select
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To apply on behalf of a tenant, you
must be able to answer yes to all
three eligibility questions.

8

4

4/20/2021

Once you register, you can go to
any login screen and click on
“Forgot Password” to receive an
email with instructions on how to
change your password.
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Property Management
companies much
include a TIN or DUNS
number.

Click Here

Property owners must
include a TIN Number or
Social Security Number.
TIN.
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Click Here
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Add Payment Details Here. Check ACH or Check to
indicate how you would like to receive payment.

13

If you have
multiple tenants,
using bulk upload
will be a much
faster process.

Use Manual
Entry if you
have only one
or two tenants.

Choose either Bulk Upload OR
Manual
Using both methods in the same
application will result in a system error
when you submit your application.
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jane.renter@email.com

If you have received assistance
payments on behalf of this tenant, click
yes, and a box will open to enter the
amount. Include the total amount
received for all months your tenant has
a past due balance for rent.
Include housing vouchers, CARES
funding assistance, or any other
public/private aid.

1.

Total Count of Periods Past Due =
The number of months the tenant
is currently showing a past due
balance for rent payments.

2.

Total Amount Tenant has Paid =
Any amount paid by the tenant for
these past due months.

3.

Total Late Fees for this Period =
The total amount the tenant owes
in late fees for these months.

4.

Total Contracted Amount = The
total amount of rent due for these
past due months.

5.

Total Amount Calculated – Is
automatically provided.
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1234 Apartment Way
Knoxville, TN 37999

After the address is validated,
click on Add. Your tenant
information will be saved and
transferred to the Landlord’s
Properties section of the
screen.
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Once you’ve
added all your
tenant
information, save
the file, click
browse, and
upload the file.

What the template looks like
when you download it.

A better explanation of what we’re
asking you to enter in all those
columns.
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The system will validate the addresses once you upload
the file. You should see a complete list of the tenants you
entered in the spreadsheet under “Landlord’s Properties”
once the validation is complete.
Click Save and Next.
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A unique application is created for each tenant
address you include in your application
Upload documents for each address separately
to prevent a delay in processing your application.

There is a 10 mb limit
for all document
uploads. If your
documents won’t save,
check the file size.
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As you upload them, your documents will be
added to the “Uploaded Documents” section
under the “Landlord’s Properties” Box.
Check your documents to ensure they are
uploaded under the correct Document Type to
prevent a delay in processing your
application.
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Step 3 – Sign your
application.
You can use your
mouse or touchscreen
to sign in the “Sign
Here” box OR simply
type your name in the
box below.
Click Submit
Application

21

To check the status of your application, you can go to
https://knoxhousingassistance.org/ and click on “Log in
Here”. Status definititons are included on the next page.
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Submitted
(Waiting
for Match)

Ready for
Case
Manager
Review

In Case
Manager
Review

An application has been received by either the tenant or
landlord, and we are waiting for the other to apply.

Both the tenant and landlord have applied and been
matched in the system. The case is ready for review by a
Case Manager.

A Case Manager has been assigned and is reviewing the
documentation provided by the tenant and landlord to
determine eligibility for payment.

Needs
More Info

Your Case Manager has requested additional information
from the tenant or landlord. You should log in to your
account to upload the requested documents. Make sure to
check the “Update Case Status” box when you upload the
document to alert your Case Manager that you have
completed the request.

Additional Document
Uploaded

Your Case Manager is reviewing the additional documents
needed to process your application.

Ready for
Supervisor
Review

In Final
Review

The Case Manager has completed their review and has
submitted their recommendation for approval or denial for
review.

A Supervisor is reviewing the Case Manager’s
recommendation and will determine if payment can be
made to the landlord or utility provider.

Grant
Signature
Requested

Payment
Processing

Denied

Closed

The supervisor has approved payment. The tenant must
log back into their account and sign the Grant Agreement
showing the total amount to be paid.

The tenant has signed the Grant Agreement and the
payment is now being processed. Payments are processed
on a weekly basis, so landlords and utility providers should
receive payment within 10 days of this status change.

Applicant was not eligible for the program. Log into your
account for additional information.

Case was closed. Log into your account for additional
information.

