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1 Introduction

1.1 Scope and Purpose

The purpose of this document is to present the general instructions for working with the
PHAnetwork Landlord Portal system. Please note that this document may change frequently
so make sure to download the latest version when available.

2 About the Landlord Portal

The PHAnetwork landlord portal is designed to allow landlords receiving housing assisted
payments from qualified Housing Agencies to view recent payments received through direct
deposit. In order to utilize the landlord portal, you must first have an active landlord
account with an agency that uses PHAnetwork to produce their landlord Housing Assisted
Payments (HAP). Secondly, the Public Housing Agency must also have opted in to the
Landlord Portal enabling landlords to register for reviewing payment information.

If your property is under a HAP agreement with a Public Housing Agency and they are using
PHAnetwork, make sure that they have opted in to the Landlord Portal. Also, please make
sure that they have an up-to-date email address for your landlord account. The email
address is both your portal sign-in and the link that will identify you in the PHAnetwork
HAP system.

3 Using the Landlord Portal

3.1 Registering as a New User

In order to login to the PHAnetwork Landlord portal, you must first register as a new user.
To do this navigate to http://landords.phaportals.com. From there, click the [Register]
button. The following screen will appear.
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Register

Create a new account to Access the Landlord Portal

Note: You must have a landord/vendor account setup with an agency that is affiliated with PHAnetwork in arder 10 use this portal

Only thoss lmndiord/vendos accounts assocated with your emal o s will be visible 10 you

your email address below and then enter a password into the passward and confirm password entries
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Password

Confirm password

Regester

After regist ot emall

Wil Do sent 1o this emal

¢ Harnpden Technologies, Inc. 2012

Enter your email address and then enter your password twice. Passwords must conform to
the requirements shown above. After entering this information, click the [Register] button.
This will initiate the registration, and a confirmation email will be sent to you.

Next, you should check your email (within 10 minutes of registering) for a message from the
PHAnetwork landlord portal. You may need to check your junk mail in case your email
client blocks it or thinks that it is spam. Within the body of the email, there is a link to
confirm your registration. Click on this link and your registration will be complete.

3.2 LogginglIn
After you have successfully registered as a user, you can sign in with your email address and

the password that you provided. To login, click the Login button at the top/right area of the
page. You will see the following page appear.
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Log in

Enter your email address and password to log in to the Landlord Portal

Remember me?

log m

Hampden Technologies, Inc 2019

Enter your email address and password in the provided boxes. If you would like your
browser to remember your login and password, click the Remember Me box to check it.
(NOTE: You should not choose this option if you are on a shared computer or a public
computer). Click the [Log in] button to proceed.

3.2.1 If you Forgot Your Password

In the event that you have forgotten your password, click the Forgot Password? button and
then enter your email address and click the [Submit] button. A link will be emailed which
will allow you to reset your password.
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After logging in, your agency list will appear. This list will include each Housing Agency that
you currently have an active landlord account with, and that has opted in to the Landlord
Portal. To select an agency, you can either click on the agency name or click on the open file
icon to the right. The Landlord Home page is shown below.

T &8 [T irtex - tAlesdicndbor X & W = o %
€ O o anciorck phapartalessm % R »

PHAnetwark Landlord Portal

Your Agency List B Adis
Agency Name Street Address  Agency City/Town Zip Code  Agency Teleph R Emails
1 Main Street Brandenbury 55555 555.555,5555 yeo B =8
Hampden Technalogies nc. 2019
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3.2.2 Opting Out of Monthly Emails

Now that you have access to the landlord portal and can view your payments, you can opt-
out of the monthly emails that are sent from the Housing Agency. To do this, click the email
icon under the Receive Emails column. This acts as a toggle, so if the current setting is Yes,
clicking in the email icon will change it to No. If the current setting is No, then clicking on
the email icon will set it to Yes and will enable the monthly emails.

In the previous screen image, the setting is set to Yes. After clicking on the email icon, the
following page will appear.

T & [T irdex - tAlesdicndPor X 8 - ] X

Note! ¥ W ’ jed the stat f incomng payment emalls from

Agency Name Stroet Address Agency City/Town Zip Code  Agency Telephone Heceive Emails

1 Main Street frangenbwrg  5%% 55% 455 55955555 5% No B =i

Hampden Techmologw w. 7019

The message tells you that the status of receiving payment emails from the agency has been
changed and the new value appears as No. You can click the small X in the message banner
to make the message go away.

3.2.3 Viewing your Landlord List

Chances are, you will only have a single landlord account with the selected agency.
However, if you have multiple properties under different LLC’s or Realty Trusts, then you
may see more than one landlord appear. The following page shows an example of what you
may see when selecting an Agency.




Landlord Portal User Guide

T 2 (7] Openigency - fHllend X & & — a "
D ® anchorck phagartalissm 7 9 ¢ s

PHAnetwark Landlord Portal

Brandenburg Housing Authority

- ack 10 Age
Landlord/Vendor Name Landiord Address #2 Landlord Address #3
Qne Main Street Boston MA 021170 -
N 20 Hampden Drive South Easten, MA 02375 =
O Hampden Techmalegws, Ing, 2019

The landlord shows two landlord accounts. This means that for the selected agency, the
email address used to login is associated with each of these landlord accounts.

3.2.4 Viewing Information for a Landlord

To view information for a landlord, you can either click on the landlord name or you can
click on the open file folder at the end of the row. When you do, a page similar to the
following will appear.

T &[] Opertinder - Irilled X & & = ta
&) 'Y anciorck phagartaliesm " ¥ L (G4

PHAnetwark Landlord Portal

Lighthouse Realty Trust

e Main Strewt

Boston, MAC2ITY

- Back 1 9]

& Vi Payment Y

Hampden Technolcgies, inc 2019

This is the main menu for the selected landlord. From here you can...

e View Payments
e View a Unit Listing
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e View Scheduled Inspections (future release)
e Return to the Landlord/Vendor Account list

3.2.5 Viewing Payment History

When you click on View Payments, a page similar to the following will appear.

BB I Ve Bty - Py X [

PHAnetwork Landlord Portal

RFH Properties, LLC - View Payments

™ Hack t g
Starting Date 01/01/201 Eniling Date 077012019
Payment Date Payment Type Description Check Numbar Paymunt Amount
1 1 F - Pyt I HAF S =2
WIO2017 Paryrrart by Chack Paryrant of HAPYs) 1019 M0 =
aS012017 Criine Payment Paymens of AP 0 A =
OO/ 2017 Ovdine Payrrsen Paryroent of HAF(S) o g B
122m7 Ordine Py Payrmers of HARS) [¥] NN =
w22m? Crline Paymem Payment of MAP(s| 0 105500 =
040272138 Ovline Payment Payment of RAP( 0 tgrape =
7012019 Ordine Pagmroscs Payment of HAPG) 0 N =
Total of Payments Shown $6,811.00

In this example, | have gone back to view payments for a specific range by setting the
Starting date to 01/01/2017 and the ending date to 07/01/2019. I then clicked [Refresh
Payments] to look for any payments in this range, and the list appeared as shown.

Each payment in the range of dates is shown including the date of the payment, the payment
type (should be Online Payment), the description of the payment, the check number (if
applicable) and the payment amount. To the right of each payment, there is an additional
icon that will allow you to view the details of a payment. When you click that icon, a page
similar to the following will appear showing the details that make up a payment.

10
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PHAnetwork Landlord Portal

RFH Properties, LLC - Payment Details

-

»

Yenant Name Unit/Apt. Address Payment Amount
Anita Calernan 81 Spung Street 2 Morth Easton S629.00
Anita Colemnan #1 Sonng Street 2 Nocth Eatton w250
Feix P Draypton 61 Benson Street Lakewile 25000
Fobx #. Dvayton 01 Bonson Stroet Lakevilio $3%000
Total $1,958.00

Hampden Technologies. ire "9

This screen shows the breakdown of the payment made on 10/23/2017, including the
tenant name, the unit address and the payment amount.

3.2.6 Getting a Report of Payment Details

If you would like to create a report that you can print for the payment details, click on the
Print Preview button above the Tenant Name column. This will generate a Portable
Document Format (PDF) report that you can download, save, print, etc. The following page
shows an example of the report generated from the above payment details.

B o8 I Parrent Detadl - Shdbwid 1T Jaics X |4 v = ) i

- @ larstore phapanak soen w ™ t w

Teaant Name Unit/Apt Addrms Pary et Aen ot
Anca Cobaran 1 Spong Stieet 2 Monh fasiae I8N
Anda Cobarnan B Sprng Stowet 2 North Saios 42900

O SDeem b i 1o
FERe P Ovimton - 61 Berren S s Labovil $350.00

Total of Paymerts 1195500

11
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Once you have printed or saved your report, you can close the tab containing the report to
return to the Payment Details list. Then, you can click Back to Payment List to return to the
payment list.

3.2.7 Getting a List of Payments as a Report

From the View Payments area, you can generate a PDF report of the payments listed. To do
this, click the Print Preview button just above the Payment Date column. When you do, a
report will be generated similar to the following.

B I Ve Martents - Mkt I 4 . |- v

2077 through 07/01/201%

Description  Chack Number Payment Amaus

Total ol Papreants Shown =180

You can save the generated report to your computer or you can send it to the printer. When
you are done, close the tab containing the report to return to the View Payments area.

Once you are done viewing payments, click the Back to Landlord/Vendor button to return
to the Landlord Menu area.

3.2.8 Viewing a Unit Listing

You can view a list of active tenants and apartments by clicking on the View Unit Listing
option. When you do, a page similar to the following will appear.

12
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PHAnetwork Landlord Portal

RFH Properties, LLC - View Tenants and Units

™ i :
List Name First Name Street Address Apartment City Maove I Date
Coleman Anta 81 Sonng Street 2 Nonh Esston 11002004

Dvayton Felin 61 Banson Streot Lakralie 02012014

Hampden Technoiogies, inc. 2019

This page will show each active tenant currently associated with your landlord account
along with their address and the date they moved-in. Once you are done viewing your
Tenant/Unit list, click Back to Landlord/Vendor to return to the Landlord Main Menu.

3.2.9 Viewing Inspections (future)

A future update will include the ability to view any pending or completed Section 8 HQS
inspections done by the agency. You will also be able to view the results of each inspection
and download and/or print an inspection report.

Once you are done working with the Landlord information, click Back to Landlord/Vendor
List to return to the Landlord Selection area.

3.3 Viewing/Updating Account Information

You can view your current account information by clicking on your email address on the
heading area of any page when signed in. When you do, a page similar to the following will
appear.

13
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‘!lanage your account

Change your account settings

Profile
Usemame

bobé kampdentech com

Swiw

The first information that appears is your Profile section. From here, you can update your

email address if necessary and you can change your phone number. Please note however,

that you cannot change your username. If you have a new email address, you would need to
register again using the new email address.

Changing Your Password

You can change your password by clicking on the Password link (after opening your
account by clicking on your email address.) When you do, you will see the following page.

14
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‘!lanage your account

Change your account settings

Change password

Current password

Update pasyword

Enter your current password and then enter your new password twice to confirm that it
matches. Please note that the password requirements outlined in section 3.1 earlier apply to
your new password.

Once you have entered your new password and have confirmed the new password, click the
[Update password] button.

3.3.2 Managing your Personal Data

The personal data collected through the Landlord Portal is very minimal and is basically just
your email address and an optional telephone number. However, you have the option of
downloading this information to save on your computer and you can also delete the
personal data from the Landlord Portal. When you click the Personal Data button under
the user account area (by clicking on your email address), the following page will appear.

15



Landlord Portal User Guide

BB T - el « |4 W - o -,.-

- @ lardiore phapanak som * e £ »

‘\I/lanage your account

Change your account settings

Personal Data

Vour Reont contamns pecsonsl dats tht you e

given us. This page alicras you 1o downiosd or delets
Deleting this data will permanently remove your
nccosnt, and this cannot be recovered

Download

Click the [Download] button to download a copy of your personal data. You will be
prompted to save this somewhere on your computer.

Click the [Delete] button to delete your personal data from the Landlord Portal. Please note
that this cannot be recovered once it has been deleted.

Click Landlord Home to return to the Landlord Home Page.
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