TENANT APPLICATION GUIDE
EMERGENCY RENT & UTILITY ASSISTANCE

knoxhousingassistance.org

4/20/2021

The Tenant Application Guide walks you screen by
screen through the online application for tenants.

How to Use
this Guide

Included throughout the guide are 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 longer process to verify. Items that
are critically important for your application are
highlighted throughout the guide.
To apply, go to knoxhousingassistance.org

If you are a landlord, please see the Landlord Application Guide.
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Important Information
After clicking the application link, the first seven questions you will
be asked are part of our program eligibility questionnaire. After
you answer these questions, if your household meets the program
eligibility requirements, you will be required to register for access
to the online applicant portal where you can submit your application
and track its status as we complete the review process.
The first seven questions are NOT the application– just an initial screening tool.
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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 One
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How we define
“primary
residence”
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Choose

This application is for Knox
County residents only.
If you live in another
Tennessee county, go to
thda.org for information on
how to apply for assistance.
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If you click on combined average
monthly income, a “How to
Calculate” box will appear.
Click on the arrow on the right for an
example of how to calculate the total.
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Eligible households may apply for
assistance with past due rent and/or past
due utility bills.
Each tenant will submit a single
application regardless of which type of
assistance they are requesting.
Check both boxes if you are applying for
assistance in both categories.
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This program is funded by the U.S.
Treasury in response to the financial
impact of COVID-19. Only households
that have been financially impacted by
the pandemic, will be eligible to receive
funding assistance.
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Not Eligible Screen

If your household income is at or below the
amount listed next to the number of people
living in your home, retake the eligibility
questionnaire and check that you answered all
the questions correctly.

Household Size

80% Area Median Income

1 Person
2 Person
3 Person
4 Person

$41,400
$47,300
$53,200
$59,100

5 Person
6 Person
7 Person
8 Person

$63,850
$68,600
$73,300
$78,050
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If your answers indicate your household
meets the eligibility requirements, you will
be asked to register for an account. This
is NOT the application.
We will follow-up with you through the
email address you provide here. Make
sure to use an email address you check
frequently.

Check this
Box

Click “Sign Up” and an
email with instructions on
how to login to the
application portal will be
sent to the address you
entered above.
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Eligible to Apply Screen

Click Here to Start the
Application Process
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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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Jane Renter’s
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It is very important that you check the correct box
that applies to your household. On another screen,
you will be asked to upload documentation to verify
how COVID has impacted your household.
If someone in your household has been unemployed
for past 90 days, make sure and check that box.
Households that document meeting this criteria, will
be in the prioritized group to receive funding.
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Start Here
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You must include information in all
boxes marked with * .
Applications that do not include a
Social Security number for the
primary applicant will require extra
time for processing
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janerenter@email.com

Once you add the number of
household members, if more
than one, additional boxes
will appear below where you
will add the name and
birthdate of all other
household members.
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See info on the next page, if
applying without a valid ID.

Click Here

There is a 10 mb limit
for all documents. If
your documents won’t
save, the file size may
be too large.
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If the primary applicant does
not have a valid ID, you are
still eligible to apply, but it will
take longer to process your
application.
To apply without a valid ID,
upload a copy of a utility bill,
showing you live at the
address on your application, or
any other documents we can
use to verify you live in the
home and are eligible to apply.
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If you included your social security
number and a valid ID, this is the
final step in the identification
verification process.
If you could not provide that
information, we will use an
alternate verification method that
will require additional time to
process your application.
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Start Here
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Definitions for Types of Documents
Upload a copy of 2020 Tax Return for fastest application processing.
If you haven’t filed your taxes yet, you can upload copies of the 2020 W-2s
received by all members of your household who are over the age of 18.

Upload proof of unemployment here. You must include documentation here
so we can prioritize your application.

If you do not have your 2020 tax return or W-2s, you much upload proof of
income for the previous 60 days.
If you have documentation from a local, state, or federal program showing
you qualify as low to moderate income, upload it here as proof of income.

You MUST upload proof of COVID impact here if you did not upload
unemployment documents above. If you are applying based on reduction in
income, significant costs, or financial hardship, upload proof here.
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Step 2 - Add your file,
and click “Save”
Step 1 – Click on Add next to the
document type you’re uploading.

Step 3 – Add additional documents. Click on the
green “Documents Added” button and add income
documents for other household members, if
needed AND documentation proving
unemployment or other COVID impact boxes
you checked in the earlier step of the
application.
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When you finish uploading your
documents, you should have at
least 2 documents showing on
this screen - 1 income document
and 1 COVID impact document.
You can upload as many
documents as needed, but we
must have both an income
document and a COVID impact
document to process your
application.
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After you add your documents,
click on “Add Income”
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If you uploaded your 2020 tax
return, click “Yes” and enter your
adjusted gross income from Line
11 of your IRS Form.
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If you DID NOT upload your
2020 tax return, click “NO” and
click on “Monthly Income” or
“Annual Income”.
In the “Total Household
Income” box, input the average
amount for your household
(minimum of two months).
Then click on the number of
months included in your total
in the “How Many Months of
Income are Included in the
Total Income Listed Above”
box.

29

You can sign using either
your mouse or touchscreen
OR you can type your name
in the box below the
signature line.
After you sign, check the
box and click submit.
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If you are requesting
assistance for both rent and
utilities, click on both boxes, or
click only the box that applies.

Click on “Add Month and Amount”.
If you are applying for both, you will
need to add information separately for
each.
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Add each month where you have a past due
balance starting with the earliest month.

Enter the amount of your
regular monthly rent payment.

If your household receives any
rental assistance, check the
appropriate box.

If you made a partial
payment for the month
listed, add that amount
here

Add late fee for this month.
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Once you have added the past due rent amount
information, click on “Upload Rent Documents”
A copy of your current lease and past due rent notice
are required to process your application. If you do not
have a lease with your landlord, see the information
below.

If you do not have a lease with your landlord, we may still be able to qualify you for assistance. Under alternate documentation upload either:
•
•

If the utilities for the property are in your name, upload a copy of your utility bill(s).
A signed letter from the landlord stating you are a tenant and the amount you pay in rent. We will verify the landlord owns the property.
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Add each month
and type of utility
provider separately.

Add the total past
due amount.

This amount calculates
automatically

Add any amount
you have already
paid.
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Important

We cannot pay past
due utility bills unless
you upload a copy of
your bill showing the
amount past due

After you have uploaded all
the required rent and/or
utility documents, click
“Save and Next”
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For faster application processing, make sure you include
an email address for your landlord. After you submit your
application, we will send them an email letting them
know you applied.
If you don’t have an email address for your landlord, you
MUST include a phone number where we can contact
them. Your application cannot be processed until we
have made contact with your landlord.
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Review the information shown at the top of
the screen, and make sure it is correct and
complete.
If you see anything that is incorrect, click the
“Previous” button at the bottom of the page,
and make any corrections where needed.

Check the box or boxes that are true
for your household.
Only household financially impacted
by the COVID-19 pandemic are
eligible to receive assistance.
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Sign your application – use
either your computer mouse
or touchscreen OR just type
your name in the box below.

Check the black box
attesting that the
information in your
application is correct and
complete.
Click “Submit Application”.
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Final Step

After your application is submitted,
you will receive an email from
Knox Housing Assistance with
more information.
Please continue to check your
email often. If we have questions,
or need additional documentation
to process your application, a case
manager will contact you.
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You can check the status of your
application, at any time, by going to
knoxhousingassistance.org and
clicking on Log In Here. See the next
page for Status Definitions.

Jane Renter’s
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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.

