LANDLORD APPLICATION GUIDE

EMERGENCY RENT & UTILITY ASSISTANCE

AN 2N

KNOXHOUSINGAssistance

A Joint City of Knoxville / Knox County Initiative

knoxhousingassistance.org



» 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 = Tips and tricks for navigating technical issues
‘ along with information on which documents
the GU|de 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

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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Please answer the following questions to
see if you are eligible for this program.

If you qualify, you you will be asked to
create an account and complete your
application.

You MUST create an account and complete
your application to receive relief under this
program.

Click OK to
begin.
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PO S A0
Logout

KNOX 0UsiNe fsstance.
Preferred Language *

° English

Welcome

Eligibility Questionnaire Cantonese
v Click here to choose a language for your application options Korean

English

The Knox Housing Assistance Program is a joint City of Knoxville/Knox County initiative funded through the US ~ Mandarin

Treasury Emergency Rental Assistance Program to aid income-eligible city and county renters adversely affected A
by the COVID-19 pandemic. Spanish

Please click on the link below and answer the eligibility screening questions. If your answers indicate your household is eligible for the program, you will be abl Russian
to set up an account and apply for assistance.
Tagalog / Filipino

For a list of eligibility requirements, please go te https:/knexhousingassistance.org/ and click on the “Am | Eligible” tab.

Vietnamese
Eligible program applicants may apply the benefits to the following:
Kirundi - Available April 1st
1) Unpaid rent and/or utility charges from March 13, 2020 through the current menth Swahili

2) Future rent payments for applicants at highest risk of experiencing homelessness

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.

Already have an accaunt? Log In Here
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Logout

Welcome

Get Started

Are you a renter or a landlord? *

() lamarenter

() lamalandlord, managing agent or owner

Choose this one

PREVIOUS l

NEXT

For tips on completing your application, go to https://knoxhousingassistance.org/ and click on the "Application Help” Tab. If you need additional
assistance, please call 211. This project is being supported, in whole or in part, by federal award number 21,023 awarded to Knox County by the U.S.
Department of the Treasury

et Connectud. Get Heip™

P £
KNOXHOUSING {s3istance

Logout

Welcome Get Started Owner

Are you the owner or contracted managing agent for the property? *

" Yes

No

PREVIOUS

NEXT

For tips on completing your application, go to https://knoxhousingassistance.org/ and click on the “Application Help" Tab. If you need additional
assistance, please call 211. This project is being supported, in whole or in part, by federal award number 21.023 awarded to Knox County by the U.S.
Department of the Treasury.

‘GatCanmecied. Gat Holp™
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KNOXHOUSING /] ssistance Legout

© o © o

Welcome Get Started Owner Lease

Is there a lease in place with the tenant requiring rental assistance? *

PREVIOUS NEXT

For tips on completing your application, go to https://knoxhousingassistance.org/ and ciick on the "Application Help® Tab. If you need additional
assistance, please call 211, This project is being supported, in whole or in part, by federal award number 21.023 awarded te Knox County by the U.S.
Department of the Treasury.

[Rp———_

KNOXHOUS NG fssisfance. To apply on behalf of a tenant, you Legout

must be able to answer yes to all
three eligibility questions.

The answers you provided in the eligibility questionnaire indicate you are not eligible to receive assistance through this program. Eligibility for the program is based on the following criteria:

1. You must be a renter or landiord.

2. The property must be the primary residence of the renter.

3. The property must be located in Knox County, Tennessee

4. Your household income cannot exceed the program income-eligibility criteria. For more information on income limits go to https://knoxhousingassistance.org/ and click on the “Am | Eligible” tab.

5. Someone in your household must have experienced a financial hardship due to the COVID-19 pandemic.

If you meet all the criteria listed above, complete the eligibility questionnaire again and check to be sure your answering the questions correctly. If you need additional assistance, call 211.
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KNOXHOUSING fs3iaTance Logout

| with your
he email Wi Yrd will

SSWO
mporary pa
(NS come from

no-reply@unqork,com.

the instructions in the
coess Your
ccount.

From: Ungork <no-reply@ungork.com>
Date: Sat, Mar 13, 2021, 6:11 AM
Subject: Your temp Ungork password
To:< >

R
' : Follow
Account registered successfully il o

. ication &
Please check your email for a temporary password to log into your account. app\

If you have already set up a password, click below to login

LOGIN 3 Welcome to Unqork!

‘Vaur temporary Ungork password: kU?/1t7u
To access your account, click here e
Your tempaorary password will exgé

Login

E-mail Address

Once you register, you can go to
any login screen and click on
“Forgot Password” to receive an

new password
must be at least 8
characters long and

S q Password
email with instructions on how to asswor

change your password. include - one
uppercase letter, one
lowercase letter, and

one number.

Forgot Password

LOGIN

VA S’ N

KNOXHOUSING ffssistance Logout

Logout

Sam Landlord's Applications

4+ START NEW APPLICATION
My Applications

My Applications

© There are no applications to display.

Please click 'Start Application’ to begin a new application

For tips on completing your application, go to https://knoxhousingassistance.orgf and click on the "Application Help" Tab. If you need additional
assistance, please call 211. This project is being supported, in whole or in part, by federal award number 21.023 awarded to Knox County by the U.S.
Department of the Treasury.
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Last Name *

Select relationship 1o Property Dwned(s) o¢ Londiord(s) *

To apply, landiords Ty
Number and Tax ID Number,

Please choase & typo of valdation *

11

Rent Relief Application

Please provide details about yourself:

Apglicant's Details
Full Name

Test Landlord Landlord

jenny holden@knoxcounty.org
865) 898-4624

) —

@ HAVEAPROBLEM? I

12
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Rent Relief Application

Landlord or Property Owner Payment Details

@ HAVEA PROBLEM?

- Add Payment Details Here. Check ACH or Check to

Landlord or Property Owner Payment Details

How would you liks 8o recerve payment?

whas Last Name O s
® crec

Check Recipism Name/Enty

Routing Number Bank Neme: city State Zip Code
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Rent Relief Application

(3
If you have Please provide details about your prop
multiple tenants,
using bulk upload
will be a much

faster process.

Bulk Upload

Landlord's Properties

™™ Business Name ‘Swoet Address.

Not found

PREVICUS

© HAVE A PROBLEM?

erty:
Use Manual
Entry if you

have only one

or two tenants.

Manual Entry

Choose either Bulk Upload OR
[MELTE]

Using both methods in the same
application will result in a system error

when you submit your application.

14
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Manual Entry

1f you have do not own multiple properties and/or muhtiple units, we recommend cli
entry to add your property details:

Primary Tenant Contact Name * @ Primary Tenant Contact Email *

Jane Renter | jane.renter@email.com

If you are applying on behalf of a tenant that has no phone or email address, you will
need to upload a letter signed by your tenant attesting to the accuracy of your
application and approving your submission on their behalf.

u 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.

15

Property Information

LI 1 T o s coch A

Property Address.
= V Total Count of Periods Past Due =
= The number of months the tenant
S is currently showing a past due

balance for rent payments.

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

Tenant Application Information

Contematon mte @

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

apsicaticn e approvinyour subrisaian on hei behall

Assistance Amount

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

St o

o st s e

O Y

O oty
s

Total Amount Calculated — Is

automatically provided.

“Tota Late e tor th Pesiod

Assistance Amount

Bulk Upload

§ 1,400

" dior we
spreadaheet for bulk uploads

a Drop files 1o auac, or

browss

Have you received payment for any.
portion of the back rent due for this unit

Total Contracted Amount for this Period

Total Count of Periods b

J 2% 2
from another assistance program’ This is-a valid address.
() Yes
= I Total Amount Tenant hal
@ No Months Counted Abave

s 300

Total Late Fees for this §

] 100

Total Arrears Calculated

s 1,200

VALIDATE ADDRE

Landlord's Properties

TIN

i Sam Landlord Properties 1234 Apartment Way. 50,00

Knoxville, TN 37399

[ PREVIOUS

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.

16
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'spreadsheet for bulk uploads

Once you've
added all your

d A B c D E F G H | J K L M N o] P Q R 5;
TIN  siness NarTenant Apmation Nu Zip Code  State City tment Nureet Addrected Monif Periods vn of rentaive you reant Alread Fees for t.rrears Calenant Conenant Contact Email
| 5.6E+08 Ungork 1 123456 10075 NY New York 6A 508 East 7 3000 3 Yes 1000 1500 0 500 Mary Smitemail@email.com
1.2E+08 Property ! 1 234456 7030 NJ Hoboken 1 706 Park ¢ 2500 1No 0 0 50 2550
9.9E+07 West End 1 334455 10065 NY New York 4B 610 Park / 1000 2 Yes 500 200 0 300
‘ Bulk Upload
If you have multiple properties and/or multiple units, we using our

What the template looks like
when you download it.

tenant
information, save A better explanation of what we're
the file, click asking you to enter in all those
“ Orop files jareffach, or (B, E columns.
upload the file.
browse
A B c D E F G H 1 ] K L M N o P a
‘Areyou | If so, what Total Arrears
- receiving wasthe |Whatisthe
Cor:li:::m Howany any other |total amount| Whatic Monthly Rent x
it doesth form of of the tenant. the Months Past Due
Monthly Ren {1 YOUT tenant ® | assistance | assistance | has paid total plus
oy Contractually Epalied iy Lo for this received for all Aol Late Fees Primary Tenant | Primary Tenant
DUNS Business Name | includethe |Zip Code | State | City Street Address | have an duein
b Owed by confi o Number = during the R minus Contact Name: Contact Email
Tenant (housing |months with| an Assistance Received
number you g pastdue = an from the and
"::’:“:"" ;';“; CARES pastdue | ="*™" | RentPaid by Tenant
" | funding, past due balance? equals
etc)? balance? Total Arrears
Bulk Upload
It hi Iiple i /o Itipl its, d wsil d Vioadabl . .
et gy e GRS 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.
File Size
x Landlord Upload xlsx 10.27 kB Cth save and NEXt'
o Drop files to attach, o R
Landlord's Properties
555555555 Ungork 508 East 78th Street 64 $1,000.00 $0.00 $500.00 v
NEW YORK, NY 10075
123456789 Property Management LLC 706 Park Avenue 1 $0.00 $50.00 $2,550.00 v
HOBOKEN, NJ 07030
98765432 West End Apartments. 610 Park Ave 48 $500.00 $0.00 $300.00 v
NEW YORK, NY 10065
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Rent Relief Application

Upload Documents

Type
Current lease signed by tenant

Rent ledger showing total arrearage for

unit O Latest notice of past due rent ADD

provided to tenant

u
sary. f YO
w'\ihout aSS\stance,

W applicable. rent eviction notice

e ca
proof of a"eea::ogs‘ rece ast B 1o DUNS rumbier, upload W-9

a copY
1o

o)

ant O i e iioh < if abiiing o6
the ten behalf of a tenant, upload income
docurnentation for the household to
expedite processing the application

TN

553555555 Landlord Property 505 Bemard Avenue 1f 3ppiing on behalf of a tenznt that has
o phone or email address, uplaad a letter
signed by your tenant aitesting 1o the
accuracy of your application and approving

123456789 Property Management LLG your submission on their benalf

Document type:

o Drop files to attach, or Unload * 101

98765432 300 haip Siree!

A unique application is created for each tenant
address you include in your application

There is a 10 mb limit
for all document
uploads. If your

documents won'’t save,

SAVE AND uuns
Upload documents for each address separately
to prevent a delay in processing your application.

check the file size.

19

Rent Reliet Application

Praperty Validation “Propram Orenees and Art | Eigtie as
f you ate & landlord your tenant, please Landlord's Properties
upload Copy of past a copy of your rent ledger
showing total arearage or the unit
™ Dumnes ame P
[ y
_— PR— [— —— ks
. W G i e are et
paymens cichanoe
“Progzam Gvervea’ and A Ebge” abn s oty Mg 46 [weoan |
" . &
Landlord's Properties s Wt End Apmtts ([ww)
™ Business Nume: el
[ [ s = Uploaded Documents
s . cmen conmennane
e P Mirsgrmen 4 “00htan et § rLoa0 |
St e 0ot aBRA B [BECETE
o Mokt o et s o
sanse et Enc hparerarts wows | mmeriation for ouc soae oELETE

vttt 530 Pa 0y

As you upload them, your documents will be womne w o . st
added to the “Uploaded Documents” section

under the “Landlord’s Properties” Box. T E— o o

Check your documents to ensure they are TP k1 G g e e ooy beLEre
uploaded under the correct Document Type to T D] P

prevent a delay in processing your S —— -

HEAEEEEEE

application.
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Rent Relief Application

© HAVE APROBLEMD

Properties ~

Your Details

Sam Landlord

Sam Lanors Bropertes

helgermanyboms com  prae | U 06 PARK AVE AT |

10 PARK AVE APT 25
1288 Vs sweet
narele, TH 37799

e s s ton may resut I e,
i n feeral awads o coniracts andior any o

Step 3 — Sign your
application. s tre
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

A

Have you confirmed all of your informatian
is correct?

21

Sam Landlord's Applications

My Applications

My Applications
All My Cases ~
CaseNo. Status Date Submitted Landlord. Tenant Address -
T canva sy Landon 10PARK AVE APT 48 NEWYORKNY [ pETAILS |
100857070 DETAILE
VI oanaranay S Landont

706 PARK AVE ART | HOBOKEN NJ
DETAILS
070307293 Q

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.

22
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Ready for
Case
Manager
Review

In Case
Manager
Review

Needs
More Info

Ready for
Supervisor
Review

In Final

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.

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.

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

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

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.
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