1. How do | set up my account?

Step 1: Once you go to the Partner Portal website, you will see the following
screen:
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Step 2: Click on the Create An Account button

/3 Partner Portal - Microsoft Internet Explorer 18] x|
Flle Edt View Favortes Tools Help

@Back - Q - B @ Qh JQSearch *Favnrites & B- j‘ﬁ = - _J @k ﬁ i

Address [E] http:/fpartrerport. cintimha, com/PartnerPortalNewfLogin/Createficcaunt aspx

lBe [us »
=

.J} CMHA | Partner Portal =

| Landlord I ARnouncernent | Farms | Standards | visw Requests | service Providers | Ausilable Housing | Ausilable Jobs | Sign Out |

= E ADD LANDLORD

5

Business Nama

Contact First Name

Contact Middle Nama

Contact Last Name

Suite

I
I
I
street |
I
I

State [** Plasse Select *#* o]
zie [
phone [
Extension | =

Tax 1D /55N In the format Xx-XxXXXXX OF X3 -XX -KXXX%

=
|&] Done [ | | meemet
Aistart| | [ & % * |[£] Partner Portal - Micra... ] Document1 - Microsoft .. | « VI zizem

Step 3: Fill out all the boxes appropriately and scroll to the bottom of the screen.
Do not forget to fill out the Add User box at the bottom of the list. Once you fill it



all out, click the Save button at the bottom. The next screen you will see is the
announcement screen.

2. How do | manage my Housing Assistance Payment (HAP)?
A. How can I check for payments?

Step 1: Click on the Checks tab across the top of the menu. This will show you
the date when a check was created. Remember, the Partner Portal updates

every night, so you'll be able to confirm payment before the money actually gets
to your account.
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B. Check the unit for a hold (abatement) on the payment.
Step 1: Click on the Units tab.

Step 2: Find the unit you need, and then click the magnifying glass next to it.
NOTE: You can sort by clicking in the blue bar at the top of any column.
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Step 3: The unit screen will open, and you can check the abatement status in
the left-hand column.



The 3 most common reasons for HAP abatement are:
a) The inspection final failed and HAP may not be issued

b) The tenant family failed to complete their annual recertification by the
recertification date, and an abatement automatically generated, or

c) A tenant family has moved into a new unit, but the HAP Contract,
Tenancy Addendum, and personal lease between the property owner
and the tenant have not been received by CMHA.

a) The inspection final failed and HAP may not be issued

Step 4: If the unit is abated, check to see if the unitis in final fail (see 5. What’s
the status of my inspection?). If the abatement is for a final fail inspection, NO
HAP will be paid during the period the unit is in a final fail condition, and repairs
must be made and the unit re-inspected before HAP can be resumed.

b) The tenant family has failed to complete their annual recertification by
the recertification date, and abatement has automatically generated.

Step 5: If the unit is abated but the unit passed inspection, click on the Families
tab.

/'

This screen will give you the tenant’s recertification and move-in dates.

An automatic abatement occurs if the tenant family has failed to complete
recertification by their recertification date. If the HAP check you were expecting
is immediately after the tenant family’s recertification date, a call to the Housing
Specialist or Customer Service can tell you if this is the case of the abatement.



c¢) A tenant family has moved into a new unit, but the HAP Contract,
Tenancy Addendum, and personal lease between the property owner and
the tenant have not been received by CMHA

Step 6: If the unit passed inspection, but there is no move-in date on the
Families screen, the RTA may still be in process (it may be pending a decision
on Rent Reasonableness or a move-in date). Customer Service or the tenant’s
Housing Specialist can confirm this for you.

Step 7: If the unit passed inspection and there is a move-in date on the Families
screen, then CMHA has not recorded receipt of the HAP contract, the Tenancy
Addendum and/or your personal lease with the tenant. If you have definitely
returned all 3 documents to CMHA, wait approximately 5 days, and then check
again. CMHA MUST have these documents in the tenant’s file before HAP is
paid.

3. Can my prospective tenant afford the rent | want to charge?

When and RTA is submitted to CMHA, the first thing the Housing Specialist
checks is to see if the tenant can afford the requested rent. Using the Rent
Calculation spreadsheet, you can screen prospective tenants for affordability
before you fill out an RTA.

Step 1: Click on the Forms tab, and then click the magnifying glass by Rent
Calculation 2008.xlIs

Step 2: Once you click this button, the form screen will pop up, and you click the
Download button.



Step 3: An Excel spreadsheet will open.

Step 4: Fill out the fields with the appropriate information. For our example, we
are going to say the tenant works 5 hours a week at $10 an hour. Put 50 into cell
E8, and the tenant’s income will calculate for you.



Step 6: Enter the bedroom size of the unit in cell H33; the appropriate Payment
Standard will automatically populate cell H35.

Step 7: The information necessary to calculate the 2008 Utility Allowance for your
unit is under the Forms tab in Partner Portal. Calculate the utility allowance
based on the utilities the tenant will be expected to pay. For our example, we are
using a 3 bedroom low-rise unit, with natural gas heating, natural gas cooking,
natural gas water heating, and other electric. Add the Utility Allowance values for
these options, and put the sum into cell H37.



In this example, the values are: $60 for heating, $10 for cooking, $25 for water
heating, $44 for other electric (this is for all electric in the unit), and a $12 natural
gas fee. The total is $151. Put this information into cell H37.

Step 8: In cell H39, enter the rent that you are asking. For our example, the rent
requested is $850. The rent would have to be lowered $7 to be affordable for the
tenant.

4. When is my next inspection?
Step 1: Click on the Units tab, and click on the magnifying glass for the unit in
guestion.
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Step 2: Look at the Most Recent Inspections to see the date the unit was last
inspected. If the type of inspection is a Transfer, ACC, or Annual, then use that
date, and add a year. That is when the next inspection should take place. If the
type of inspection is Complaint, Special, or 24 HR, then scroll down to the bottom
of the screen. Look at the newest annual, ACC, or Transfer inspection
(whichever one is the most recent) and use that date.

Step 3: Upcoming Inspections will display a date if the inspector has set up an
inspection. However, the inspector does not set up an annual inspection until a
month prior to the inspection date.

A proactive landlord would use this time before the inspection to ensure
everything will go smoothly during the inspection. A Pre-Inspection Checklist can
be downloaded from the Forms tab on the Partner Portal, or from our website
(http://www.cintimha.com/HCV _failurereasons.htm) and can help you pass the
inspection the first time.
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To avoid failed inspections, use a copy of this list and walk through the unit
before the inspector comes out. If the inspection passes the first time, you save
time, money, and gas by doing it right the first time. You ensure continued HAP if
the tenant is a retained tenant, and since the HAP for a new tenant is effective on
the latter of the move-in date to the passed inspection date, you decrease the
time when your property is not producing income.

This is also the perfect time to strengthen your relationship with your retained
tenants, resolving any minor issues that they might have. A little TLC might go a
long way in helping you retain your good tenants.

This is also the time to check out the tenant’s recertification date, in case you are

considering asking for a rent increase (see 6. When do | request a rent
increase?).
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5. What's the status of my inspection?

Step 1: Follow the steps used in Question 4, and scroll to the bottom of the
screen.
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Step 2: Look at the Past Inspections section of the screen. Click on the
magnifying glass for the failed inspection. It will bring up the next screen.

Step 3: As of right now, the Partner Portal only shows what item category is
affected, but we are working on adding the sub-category for the item. This will
show the specifics of the problem item.

Be proactive, and know when your inspections are. Manage any open
inspections so that payments do not have a chance to be abated. Fix all items
timely, and call your inspector to schedule the re-inspection. The better you
manage your inspections, the less chance for errors or abatements.
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6. When do | request arent increase?
Step 1: Click the Families tab, and look at the Re-Exam Date of the tenant you
would like a rent increase for. A Rent Increase must be submitted 60 to 90 days
prior to the re-exam date.

During the recertification process, the new rental amount is checked to make
sure that it is Rent Reasonable. If the Contract Rent increases, or a tenant’s
income changes, a Tenancy Addendum is mailed to the tenant and the property
owner when the recertification process is completed.

NOTE: If you are expecting a rent increase, Contract Rent amounts are shown
under the Units tab.

7. What is Rent Reasonable based on?
Rent Reasonable testing is mandated by HUD, and is intended to protect an
assisted tenant from paying more rent for a unit than an informed market-rent
tenant would pay. CMHA uses the information submitted by the property owner
on the Rent Reasonableness Assessment Form (one of the pages included in
the RTA) to calculate Rent Reasonableness.

Remember, the more items you can correctly check off with a “YES” answer, the
better the chance of the unit being rent reasonable. Our inspectors confirm the
information on this sheet every time they do an inspection. CMHA use the
Hamilton County Auditors website (www.hcauditor.org) to confirm bedroom size
15




and square footage for your unit. To expedite the rent reasonableness process,
check the website for accuracy before you submit your paperwork. If there is an
inaccuracy on the webpage, get it corrected before you submit your RTA.

Step 1: Click on the Forms tab, and click on the magnifying glass for Rent
Reasonableness Assessment Form.

Step
2: Click on the Download button.
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Step 3: The form will open, and you can view which amenities your unit has.

Step 4: Question 5 concerns washer and dryer hook-ups. The only exception to
the hook-ups being located inside the unit is in a Low-Rise. The hook-ups can be
located in the basement, but they MUST be separate from other unit’s utilities. An
example is a two-family house, with separate washer/dryer hook-ups in the
basement for each tenant. The utilities must be separate for each tenant.

Step 5: Question 6 concerns air conditioning. Wall units and window units do
NOT count as central air conditioning. Only a true central air conditioning system
counts. There must be a condenser outside of the unit to count as air
conditioning.
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8. How do | set up Direct Deposit?

Step 1: Click on the Forms tab, and select the magnifying glasses next to the
Direct Deposit Form.
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Step 2: Click on the Download button. The form will open.

Step 3: Print out the form, fill it out correctly, and mail or fax it to our Central
Office. Because this form contains your bank account information, it should go
straight to our Finance Department. Sign-up now and have your HAP deposited
directly into your bank account. No more waiting for the mail to be delivered!
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9. What is the payment standard for my unit?
The Payment Standard is the amount of subsidy which HUD has allocated for
CMHA HAP payments. Itis a gross number and includes rent and utilities. A
tenant family is expected to pay between 30% and 40% of their income towards
rent and utilities, so a family with more income can afford higher rent.

Step 1: Click on the Forms tab, and select the magnifying glass next to the 2008
Payment Standards.
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Step 2: Click on the Download button, and the form will open.

10. What is my competition?

Composed of units submitted for CMHA'’s Available Unit Listing by landlords, this
information allows you to monitor your competition. Use this tool to help retain
your tenants for as long as you can. NOTE: These listed units have not been
inspected for tenancy or approved for rent reasonableness yet.

Step 1: Click on the Available Housing tab, put in a bedroom size.
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