Partner Portal User Guide

HOUSING AUTHORITY OF THE CITY OF CHARLESTON

The Partner Portal is designed to be the main communication point for all Housing
Choice Voucher (HCV) Landlords/Owners, 24x7. Access to financial statements,
Annual 1099s, requests, and alerts are all available through this portal.

Diana Hendrix

Housing Authority of the City of Charleston

9/1/2015




LANDLORD USER

1. First-Time Setup - To create an Account and Login to Partner Portal
Open up an internet browser and go to the URL (https://charleston.partnerinhousing.com).
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take you to the “Landlord OR Other PHA” page (Figure 1).
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Fill in your (twice).
Ensure you type the code from the image at

the bottom of the screen.
Click on the “Match Landlord” button.

Figure 1 - Landlord Or Other PHA

This will take you to three multiple-choice security questions with 300 seconds to answer each of them.
Once you have answered the three questions correctly, you will go to the create account page (Figure 3).




Choose a username and enter
it in the appropriate box.
Choose a login password. The
rules for the password are

listed to the right of the box.
You will need to enter this
password TWICE.

Enter the Email Address that

. - The Password must be compased of at leal you want the Housing
Confrm Password . Egnt characters q
One upper case character Authority to use to contact

One lower case characles
J * E-mall reguied One numercal dgt
N Ona non alphanumenc character

you. It is YOUR responsibility
to keep this up to date.
B e— . Fill in any other information

E:ﬂmhf:";snm that the screen requests (Ex.
m::maxn Phone Number, etc.) for your
;‘T account creation and click the
ey “Create Account” button.

ZIP ) . NOTE: Your account will

::’; : 3 require approval before you

can login.
By creating an account, you are agreeing to racewe your 1099 tax torms electronically

By creating an account, you are agraeing to enroll into our newsietters
| Create Account || Cancei |

Your account has successfully been create... B

This message tells you that your account has

Your account has successfully been created been created, and you will receive two email
and you will receive an email confirmation messages. The first will tell you of your
shﬂ.rtl}r, You will not be able to ||:|.g into account info, and the second will inform
Partner Portal until your account has been whether your account has been approved or
@ approved. You will receive another email cliisies QU EN SEEEIE L el e, yel
3 may go back to the same screen, login, and
jve once your account has been approved and NN
. : start using Partner Portal.
you will then be able to log into Partner -
pli Portal. Your account could be denied if the
information we have on record is not correct.
| OK [| Cancel |




2.

Login into Partner Portal

Once you have received an email confirming your account has been approved, you may login.
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Open up an internet browser and go to the URL (https://charleston.partnerinhousing.com).

Type in your User Name and Password.

Ensure you place a check mark in the “l agree to the Terms Of Service.”

Click on the “Log In” button.

TROTIALON TRiItNg Only M pour Drocertylm) ane tonarn) This Sdp Mas Deet EEITEITeS 0 Tat yOu wel 70T De ATk 13 :oess Hmar MAMmation for Cropertes andr lenans
DTS TAAGA ACARE 1T Tum Sbn | ikreenn after St Wi e a0caet In Tiemston atdol ener nneertyviees ancine tsnartisl Tha irematne ot ot e ihe S

of ctvee V'
ey e

1 3gron tp the Teems Cf Saccce

The Housing Authority of the City of Clusleston » 330 Meeting Strect « Charleston, SC 29403



https://charleston.partnerinhousing.com/

3. HCV Landlord

View your payments (My Payments)

to Partner Portal
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Families

Change
Password

Change
Email

Log Out

CreckOD ¥

[Go |une

Check D818 | §/20/20132 B 0! 872002015

SR
_ e

1y

et

 Dexcription

| Click the “My Payments” link on the left
hand side of the screen or on the top
menu to search for and view a listing of

your payments by check number.
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Check Date: 04/01/44; Total Amount:
Check Dites 03401/34 Total Amount:
Chack Dty 02735734 Total Amount:
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By clicking on the “>” beside the check number, you
will get a breakdown of the check — the units paid and
the amount of HAP received for each unit.
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You will find all HAP checks issued to you for
the last 36 months.

There is a search engine to assist you in
finding the information you seek. You can
search by:

1. Check number (Figure 3-1).
2. A specific unit (Figure 3-2).
3. Adate range (Figure 3-3).
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My Payments

ChachDO #: [ arryy Ga | Unt |
Gheck Dt [ a0t To search by check number,

type the check number in the

B _ space beside Check/DD #.
LA18 HAR for
o Click on the “Go” button.

Figure 3 — 1 —Search by check number




My My Units

Payments Families

CrecoDD® |

My Forms Change
Password

Chock Date | 9422012
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to Partner

Change Log Owt
Email

. Click on the drop down
menu to show a list of your
units.

Click on the unit that you
are searching for.

My Units
Families

My Forms Change
Password

Figure 3 — 3 — Search by Date Range

To list the checks you were

to Partner

issued during a certain date

range enter the starting date in
the left “Check Date” box and the
ending date in the right “Check
Date” box. Once you have both

dates entered, click on the “Go”
button.

Note: To enter the date you may
type it in free form (MM/DD/YY),
or you may click on the calendar

and click on the specific date.




4. View Your Units (My Units)

to Partner FPortal

My Units My Forma Change
Families Password

Changc
Email

Log Out
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view a listing of your units.
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to Partner Portal

My Units My Forma Change Change Log Out
Families Password Email

You'll notice at the top of this grid, I%
and every grid in partner portal, you

have the ability to export to PDF,
Excel, Word, or CSV.
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5. View Holds and Abatements (Holds & Abatements)

PO i v e to Partner Portal

- My My Units My Forms Change  Change Log Out
Payments Families Password  Email

Payment Holds & Abatements
Past 36 thanths of Payment Holds & Abatomonts
Urit = Tyve [All vi
stats (Al ] N
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Click the “Holds and Abatements”
link on the left side of the screen to
view payment holds and
abatements by unit, type or status.

30 DAY Completed
NOTICE Cenification

04013 073613 Cosed Hold/Exchuson

to Partner

My My Units My Forms Change (hange Log Out
Payments Familles Password  Emall

Click on the drop down menu to

show a list of your units.

el Click on the unit that you are
-l R T USRI | o734 searching for.
099613 Pl e )
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T _ to Partner

My My Units My Forms Change  (hange Log Out
Payments Families Password  Email

NOUSING ATHOMITY OF TRE (ITY OF OlURESTON

Payment Holds & Abatements
Past 36 Monthn of Paymest Holids & Aherments

T
- Hold'Exchusion
[Asstement , Click on the drop down box for the specific

type of Hold or Abatement you are looking
for.
DADIIL DRUSLE

BAve | G You can look at all the Holds &

Abatements, just the Hold/Exclusion, or

DWOS3 | 10303 .
just the Abatements.

1o Partner
My My Units My Forms Change Change Log Out

Families Password Email

You may also search on the status of the Hold or
Abatement.

W,.,“ Click on the drop down box beside the Status box.

05908

Click on the status of the Holds & Abatements you

el \\ish to view: All, Open or Closed.

033423
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6. View your Families (My Families)

On the “My Families” screen, you are presented with a list of your tenant and their family members.

g
o -~ 3_9 :{'ch._ to Partner Portal

C - My My Units My Forms Change Change Log Out
Payments Families Password  Email
on

WOUSING AUTUORITY OF THE CITY OF CHARLEST

My Families

Click the “My Families” link on
the left side of the screen or on
the top menu to display a list of
your tenants and their family
members.

e, to Partner Portal

cny. My MyUnits My Forms Change Change Log Out
Payments Families Password  Email

HOUSING AUTHORITY OF THE TITY OF CHARLESTON

Click on the magnifying glass icon to see
more detail about the tenant, including

members, Recertification dates, move-

in dates, etc.
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to Partner Portal

My My Units My Forms Change  Change Log Out
Payments Families Password  Email

You'll notice at the top of this grid, and every grid

in partner portal, you have the ability to export to
PDF, Excel, Word, or CSV.

7. View your 1099s (My 1099s)

You can find the last three years of your 1099s on the “My 1099s” screen.

Note: The housing authority will mail you a paper copy of your 1099 every year.

=g to Parner )

C - My MyUnits My Forms Change Change Log Out Click on the
i Paymests Families Password  Email download icon to

TOUSINE AUTHORITY OF TRE OTT OF CRARLESTON

save your 1099 to
your desktop or
mobile device.
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View your profile (My Profile)

e to Partner

CHAC;%' My My Units My Forms Change Change Log Omt
Payments Families Password  Email

On the “My Profile” screen you

| Usar Name
Name
Ebeat
| Suse
Eond the following information:

|22 240

can view what the housing
authority has on file regarding

) 14 (G- .
Emat = . User login
BB ta Lrsutacrity 1 Hnrs Adhonty Neasialief

[ . Name

Address
Phone number

Email address

Communications
There are four types of communication available for a landlord.

a. Announcements - This is how the housing authority will communicate with all landlords/owners. You will
receive an email if a new announcement is made.

to Partner Portal
My My Units My Forms Change  Change Log Out
Payments Families Password  Email

Annnuncseetity

CEPTING APPLICATIONS 530300 PM
B/14/2015 256100 PM

Click on the magnifying glass icon to
see the alert.
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b.

C.

Forms - Any forms that the housing authority has available for download can be found here.

to Partner Portal

My My Units My Forms  Change Change Log Out
Families Password  Email

Cnange of Landlord Farm
Landioed W8 Click on the
Unlity Alowance Townhouse 2015 : download iCOﬂ
Ubiity Afowance Sngie Famiy 2015 -

Utility Afowance Duplex 2015 <
| UBiRy Aownce Apartent 3015 2 icon to your

computer or

to Save your

mobile device.

Requests

You can create a request for the housing authority by clicking on the requests screen.

'U

L AR |
Portal

My My Units Ny Forms (hange Change  Log Owt
Payments Families Password  Email

PR SETHORITY OF THE OFT OF (MANLESTON

Click the “New Document” button.

You will be taken to the New Request
screen (Figure 9).

The Housing Authority of the City of Charicston » S50 Meeting Stroet » Charleston, SC 29403
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Select the type of request you wish to make:

Business Name — if you need to change your
business name
Personal Information — for any changes to your

hangs Bisirass Name personal information such as address or phone
ge Parsonal iInlarmanon

Elchonge fmi0 numbers. If you need to change your direct deposit
et Nerease . . . .
Fotl bve information you will need to come to the housing

Fopars Completed

authority.

Tax ID — if you need to request a change of your Tax
ID.

Miscellaneous Request — anything not covered under

Figure 9 — New Document the other choices.

Q. -

Rent Increase — if you wish to change the rent
amount on one of your units.

Rent Issues — Any rent issues you may have in
regards to the unit or tenant.

Repairs Completed — to let the HCV Inspectors know
that the repairs to a unit have been completed.

Fie Bt Yiew Fooites  Took el

to Partner

My My Units My (hange (hange  Log Omt
Payments Families Password  Email

RaaE Type ‘!litrtl_dl’!ﬂul Ru._:un.-. v

" Coyruton 3 Recaared tetd

Type your request in the text box.

Click on the “Send Request” button to

complete your transaction.

The Housing Autherity of the City of Charleston « 550 Mecting Street + Charieston, SC 29403
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to Partner

My Units My Forms (hange Change  Log Owt
Families Password  Email

WIS 53245 W

Once you have completed entering
your request, all your requests will
be displayed in the screen and you
will be able to view the status of
your requests.

The Howsing Authority of the City of Charieston + 550 Meeting Stroet » Charleston, SC 29403

, —g:(gL:{-}né__ to Partner

CHACS%. My MyUnits' My Forms Change (Change Log Out
g Payments Families Password  Email

PORSING AUTORITY OF THE CITY OF CHARLESTON

After the housing authority
has approved or denied your

request, the status will change
from “Active” to “Approved,”
“Denied” or “Reviewed.”

_Request

Request

Request Type Miscellaneous Request

Reguest Status Reviewed . .
Request Date Q212015 5:36:45 PM When the housing authority has
Landiord Note: Test: Please change the tax D to 51-3220x¢1.

Housing Authority Note: You will need to call the office to get the special form. Cha nged the status Of you s req uest

you will receive an email.
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Notifications
Notification Events allow you to choose when you are notified.

Note: This action will take approximately 24 hours to take effect.

‘l‘l
el 8 20|
_E:Q:K\Dh:z;\ to Partner Portal

C “ My My Units My Forms Change  Change Log Out
Payments Families Password  Email

HOUSING ALTWORTTY OF THE YT OF OMARESTON

Bohtcation Events

... Place a checkmark in the box

Koty me after o taed inspaction 803 beside the type of issue/situation
SIORRS S POATIN FOMEDUE LIS B S you wish to be notified.

Notity me whes S8 anaal of intenm centification = approved an

O000a0mo

Notty me when 1099 batch = submated
Notity me when 1093 nformation iz available on Partner Portat
Not#y me when 3 batch comespondence emad is crested when you have completed all

Ensure you click on the Save icon

your changes.
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DIRECT DEPOSIT

(11, SN
c%.
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Forms

My My Units
Payments

My
Families

My Payments
CheckOD » [ G | une =l
Check Oate. | g202012 i o] s/20a005 = a]

Password

to Partner Portal

Change  Change

Email

Log Out

Click on “Setup Direct Deposit

Direct Deposit Sign Up

Tax 10
Business Name
File Name As
First Name
Middie Name
Last Name
Emall Address
Telephone
Btreet

ulte
ity
tate
ZIP
Payment Group
Account Type
IWBA/Transit Number
Wecount Number

ACH Individual 1D
ACH Individual Name

| SignUp [[ Cancel

Direct Deposit Setup Form

Charleston
sSC

20417
Default Payment Gro |

Savings Account

Click on the
dropdown box to
select the type of
account you want
your payment to be
deposited to

FAY W1
e

1028

%

poLLARs B =T

irges

[ ABA\Transht Number )

[ Account Number )

”
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Direct Deposit Sign Up

Direct Deposit Setup Form

TaxID

Business Name
File Name As
First Name
Middie Name
Last Name

Email Address
Telephone

Street

Suite

City

State

ZIP

Payment Group
Account Type
ABA/Transit Number
Account Number
ACH Individual ID

ACH Individual Name

Charleston
SC
29417

Default Payment Gro V|
Checking Account V|

Enter your ABA/Transit Number and
Account Number.

ACH Individual ID - if your bank
does not require an ACH Individual
1D, you are welcome to use the
number 1 in the field

ACH Individual Name - if your bank
does not require an ACH Individual
Name, you are welcome to use your
business name or your own name In
the field.

To complete the "Sign Up" process
click on the "Sign Up" button.

FAY YO 1R
Bt LD

1028

oA

$

pouars B ==

1025

: (101010013} =

[ ABA\Transit Number

] ( Account Number )

Sign Up H Cancel l
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