MSHDA Partner Portal |
Frequently Asked Questions

Partner Portal is an online tool that allows MSHDA Housing Choice Voucher (HCV)
Program landlords to review information about their payments and tenants at their
convenience, without having to call or visit your local Housing Agent office or MSHDA.

All landlords who are participating in the MSHDA HCV Program can create an account.
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PARTNER PORTAL WEBSITE

The login page for Partner Portal is located on the following URL.:

ps://Imshaa.partnerinnousing.com

Iew/oSecurity/Login.aspx

-OR -

HCV
Landlords

Go to www.michigan.gov/mshda and select the button.

Click Here For

Partner Portal

> On the Landlord page, select the button.

The login page is shown below:

o
‘ Migov

TED Home MSHDA Home  Online Services  Contacl MSHDA

EMSHDA

GAN STATE HOUSING DEVELOPMENT AUTHORITY

Partner Portal

LOGIN MESSAGES

Logn Partner Portal FAQ

2019 Payment Schedule

Click Here to List Your Vacant Units

Passwerd. Housing Agent List
Log In if you have questions about your payments, please contact your local Housing Agent for assistance.
; For website support. password resats, and comiining multipie accounts, please contast MSHDA
Farg

at: hevpayment@michigan.gov
TERMS OF SERVICE

Pariner Portal is intended 35 3 way for you o receive and provide information related to the Housing Choice Vucher Program administered by the Mishigan State Housing Development Authority (MSHDA)

Information submitt=d to MSHDA through this website will be cansidersd the same as written information by MSHDA. You are solely responsible for the acoursey and timing of information you submit through this
watsite.

Allinformation contained in this website is provided for the exclusive use of partners and invited guests of MSHDA and is fo be used as an aid for conducting business. MSHDA reserves the right to deny or cancel

aceounts, maniter, log, or record any activity Using these resources. Unauthorized aceass or misuse of the information contained on the Partner Portal will resuit in disciplinary action leading to termination of accass:
andlor prosecution under Federal, State, or Local law.

Use of this wabsite acknow'acges that the user scospts the above conditions.

sgree to the Terms Of Service

Popular

L(-Latnre

Combined Application for Rental
Housing Programs

MI Home Loan

MI Home Loan Flex

MSHDA FOIA

MSHDA Home

About MSHDA
About MSHDA
Press Relea:
Event Calen
Contact MSHDA

State Web Sites
Michigan.gov Home

Initiatives

Housing Choice Viouchers
Campaign to End Homelessness
StepForward

Office of Regulatory Reinvention
ADA Michigan News

State of Michigan

Performance

MSHDA Scorecard

Help Us Improve Our Website
Translafion Services

How to Report Fraud

How to File an ADA Complaint

Stay Connected
Join Our Mailing List

Eic
Llee)

Consumer Privacy Policies and Praclices
Policies:


http://www.michigan.gov/mshda
https://mshda.partnerinhousing.com/View/Security/Login.aspx
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CREATE YOUR ACCOUNT

Press the “Create an Account” link on the login page. You will be linked to the new
account page. *All the textboxes followed by asterisks are required fields*
e Enter your tax-id number. (FEIN/SSN) and fill in the Captcha box

Please enter in the format of 1ot 610060 07 05600000
[ Jcommyouraed

Pleass confirn using the same format

ax ID

s

Cnly Housing Choice Vioucher {Section 8) landlords already registered with the Housing Agency will be able to register as full users.

LT YO0
! et Audio Code
Type the code from the image

Match Landlord || Cancel

Add User section

e Create your username. Your username is case-sensitive. You cannot generate one
already in use.

e Your e-mail address cannot already be in use.

e Create your password. Passwords require a minimum of eight characters, a
combination of letters and numbers, and are case sensitive.

HCV Landlord section

e Confirm your contact information listed in this section. Update telephone number is
necessary.

beame [ ]
S

~ The Password must be composed of at least:
CofmPasswerd [ ] Eight characrers

One upper case characier
One lower case character
Ema [ Gre numerioa g

One non alphanumeric character

ontact First Mame
ontact Mddle Marne

Create Account || Cancel
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LOGGING IN

e Enter your username in the textbox.
e Enter your password in the textbox.

LOGIN
Log In

IJser Name:l

Passward :I

LogIn

Remember: Your password is case-sensitive.

e Read the Terms of Service.
e Mark the checkbox to agree to the Terms of Service.

TERMS OF SERVICE

Partner Portal is intencdled as a way for you to receive and provide information related to the Housing Choice Voucher Program
administered by the Michigan State Housing Development Authority (MSHDA). Information submitted to MSHDA through this website
will be cansidered the same as written information by MSHDA. You are solely responsible for the accuracy and timing of infarmation
you submit through this website.

All information contained in this website is provided for the exclusive use of partners and invited guests of MSHDA and is to be used
as an aid for conducting business. MSHDA reserves the right to deny or cancel accounts, monitor, log, or record any activity using
these resources. Unauthorized access or misuse of the information contained on the Partner Portal will result in disciplinary action
leading to termination of access and/or prosecution under Federal, State, or Local law.

Use of this website acknowleclges that the user accepts the abave conditions.

(I agree to the Terms Of Service
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FORGOT YOUR PASSWORD

If you don’t remember your password, press the “Forgot your Password?” link on the
login page.

LOGIN
Log In

ser Name:l

Passwo rd:l

Login |

Create an Account
|Fargot vour password? |

You will be linked to the “Forgot you Username and/or Password” page, as shown
below:

Forgot your Username and/or Password

Forgot your Username and/or Password

Enter your Username| |

or

Enter your Email | |

| 'Typethe code from the image

[ Send Password l [ Cancel l

Enter your username or e-mail address and enter the letters/numbers from the Captcha
image into the textbox below the image.

After your username or e-mail address is validated, a new password will be sent your e-
mail address.

= =

An Email has been sent to the Email address
l L registered with that account.

9K |

You will receive a system generated password in the e-mail message as shown below:

Your UserMame is: Sample Landlord
Your NEW Password is: 5B;0* bJuAXLij

Copy the password and paste it into the “Password” textbox of the login page. Do not
include leading or trailing blank spaces when copying the generated password.
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CHANGE YOUR PASSWORD

To change your password after logging in, press the “Change Password” link in the top-
left corner of the screen below the MSHDA logo.

sMSHDA

MICHIGAN JTATE HOUSING DEVELOPMENT ALTHORITY

Change Password Change Email

If you are changing your password after previously forgetting it, paste the system
generated password into the “Current Password” textbox. Enter your new password
into the “New Password” and “Confirm New Password” textboxes.

Enter your current password once and your new password twice to confirm.
Click on the “Change Password” button to submit your request.

Passwords require a minimum of eight characters, a combination of letters and
numbers, and are case sensitive.

It is your responsibility to protect your password. Do not share it with other people
or write it down where it can be easily found.
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| KNOW MY PASSWORD, BUT | CANNOT LOG IN

Your user account has most likely been locked out as a result of too many unsuccessful
log-in attempts.

Remember your password is case sensitive so if you type the incorrect password or
your CAPS lock is on it can create a failed log-in attempt.

Please email hcvpayment@michigan.gov including your name, username, and tax-id
number to have your account unlocked.



mailto:hcvpayment@michigan.gov
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LANDLORDS WITH MULTIPLE TAX ID NUMBERS

Partner Portal maintains landlord records based on Tax ID number (SSN or FEIN). In
some cases an account holder will need to have access to multiple accounts with
different Tax ID numbers. You have the option to create an account for each Tax ID
number or you can contact MSHDA at hcvpayment@michigan.gov to set up one
username and password to view all account.



mailto:hcvpayment@michigan.gov
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ICON/SYMBOL CHART

These are common icons and symbols you will see in the Partner Portal.

. Show details in new page

.

Edit record details or create new record

Create New

Expand details on the same page

< | v | 00| R

Collapse details

Download file

Convert to Adobe PDF

Convert to Microsoft Office Excel

Convert to Microsoft Office Word

Convert to comma separated values format

] [€] (el Y




'MSHDA Partner Portal

=l MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY -
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VIEW YOUR PROFILE ~ "HCV LANDLORD r
. . . MY PAYMENTS I
As a HCV Landlord, to view your profile, press the “My Profile”
link in the left pane of your account screen. MY UNITS
HOLDS & ABATEMENTS

MY FAMILIES

MY PROFILE b E

COMMUMICATIONS

Your profile information will appear, as shown below: - ANNOUNCEMENTS

sMSHDA

MICHIGAN STATE HOUSIMG DEWELCHPMENT AUTHORITY

Change Password Change Email

HCV LANDLORD Landlord
Uzzr Mame
WY UNITS
Mame
Street
HOLDS & ABATEMENTS !
Suite
MY FAMILIES City
Siate
MY PROFILE ZIF
Phone
COMMUNICATIONS E-mail
Ok
- ANMOUNCEMENTS Lo |
- FORMS

M

Changes to your contact information cannot be made online; however, all other changes
including ownership, tax-id number, and banking information must all be updated by
submitting a MSHDA-220 Payee Authorization form to your local Housing Agent.
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HCV LANDLORD

VIEW YOUR PAYMENT INFORMATION R
As a HCV landlord, to view your payment information, press the =
“My Payments” link in the left pane of your account screen. HOLDS & AGATEVENTS E

COMMUNICATIONS
- ANMOUNCEMENTS

As a Managing Agent, to view your payment information for one of your landlord
entities, navigate to your “Landlords” page.

You will be linked to your payment information page.

TEDHome  MSHDA Home Online Semvices Contact MSHDA ‘ Migov

EMSHDA

MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

wotcor S (> Poroer Fortal

Change Password Change Email

HCV LANDLORD My Payments
MY UNITS Check/DD# Go | Unit: |
Payment Group | All v
HOLDS & ABATEMENTS
NN
MY FAMILIES _ _ -
Check/DD # Check Date Description Unit F Group

MY PROFILE Check/DD # 491645; Chack Date: 03/01/19; Total Amount: $2,078.00
Check/DD £ 477408; Check Date: 02/01/1%; Total Amount: $2,078.00

COMMUNICATIONS Check/DD #: 463150; Check Date: 01/01/1%; Total Amount: §2516.00
NOUNGEVENTS Check/DD # 448048; Check Date: 12/01/18; Total Amount: $2,516.00
Check/DD #: 434763; Check Date: 11/01/18; Total Amount: §2519.00

_FORMS Check/DD #: 420475; Check Date: 10/01/18; Total Amount: §2.491.00

Check/DD % 406368: Check Date: 09/01/18; Total Amount: 52,431.00
Check/DD #: 392022: Check Date: 08/01/18; Total Amount: $2.487.00
Check/DD #: 377765; Check Date: 07/01/18; Total Amount: $2,487.00
Check/DD #: 363510; Check Date: 06/01/18; Total Amount: $2,487.00
Check/DD #: 349363; Check Date: 05/01/18; Total Amount: §2487.00
Check/DD # 335299; Check Date: 04/01/18; Total Amount: $2.419.00
Check/DD #: 320958; Check Date: 03/01/18; Total Amount: §2424.00

WOW W W W W W W W W W W W

Each row in the Checks table shows the Direct Deposit number, payment (check) date,
and total amount of the payment. Press the black arrow to expand the row and show
the individual amounts of the selected payment, as circled below:

HOLDS & ABATEMENTS
=
MY FAMILIES e - -
‘ Check/DD £ Check Date Description Unit Resident Amount Payment Group
MY PROFILE Check/DD #£: 491645; Check Date: 03,/01/19; Total Amount: §2,078.00

Check/DD #: 47740%; Check Date: 02/01/19; Total Amount: $2,078.00
Check/DD #: 463150; Check Date: 01/01/19; Total Amount: $2,516.00
Check/DD #: 448049; Check Date: 12/01/18; Total Amount: $2,516.00
Check/DD #: 434763; Check Date: 11/01/18; Total Amount: §2519.00
Check/DD #: 420475; Check Date: 10/01/18; Total Amount: §2.491.00
Check/DD #: 406368 Check Date: 09/01/18: Total Amount: $2.491.00

COMMUNICATIONS

- ANNOUNCEMENTS

- FORMS

¥ Y WY Y Y Y Y
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EXPORT PAYMENT DETAIL

The payment detail found within the My Payments page can be exported and saved on
your computer. To export the payment details select one of the export formats and save
to your computer.

Change Password Change Email Log Out

HCV LANDLORD My Payments
wreanis e oes
s CheckiDD# | Go | Unit: | A =]

Payment Group |All ¥

HOLDS & ABATEMENTS
[v4]
MY FAMILIES
| Check/DD # Check Date | Description Unit
MY PROFILE Mo records to display.

Microsoft Excel — Note: When exporting to Excel, some rows with details may be hidden.

CSV File — Note: Typically opens in Microsoft Excel with no hidden rows or colums. (Preferred)
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PAYMENT GROUPS

The Partner Portal separates landlord data by tax-id number (FEIN/SSN). In some
cases, there are multiple landlords using the same tax-id number. This could occur
when the property is owned by an investment account, MSHDA, trust, or property
management company. In addition, some landlords choose to use a separate bank
account for each of their units. To increase the ability to sort and filter the payment
information for the landlords with these accounts, MSHDA has created payment groups.
To filter payments to just one of your payment groups, use the drop down menu on the
“‘My Payments” page.

Change Password Change Email Log Out

HCV LANDLORD My Payments
S . Oess |
MY UINITS CheckDD# | Go | Unit: [~
Payment Group | All ¥
HOLDS & ABATEMENTS
] ]
MY FAMILIES
' Check/DD # ' Description Unit
MY PROFILE Mo records to display.
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VIEW YOUR FAMILIES "~ Hov LanbLoRD

MY PEYMENTS

As a HCV Landlord, to view your families, press the “My Families” MY UNITS
link in the left pane of your account screen. HOLDS & ABATEMEN T

MY FAMILIES ‘ E

MY PROFILE

COMMUNICATIONS
- ANNOUNCEMENTE

- FORMS

To view the family information for one of your tenants, select the magnifying glass to the
left of the tenant's name in the My Families table, as circled below (intentionally
blocked out in the example):

Change Password Change Email Log Out

HCV LANDLORD My Families
MY PAYMENTS Families
| (7] ||
MY UNITS:
HOLDS & ABATEMENTS < - 5560.00 08/ A8 09/01,/04
X 5561.00 12/ A8 12/0,/04
MY FAMILIES
- 545800 110119 1101714
MY PROFILE & 545900 04 MAG 0dMAs

COMMUNICATIONS I\
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VIEW YOUR FAMILIES (CONTINUED)

You will be taken to a page that shows the member and unit information for the selected
tenant, as shown below (intentionally left blank in the example):

Change Password Change Email Log Out

HCV LANDLORD Family

MY PEYMENTS Unit Characteristics
Last Mame Bedrooms
Y UNITS First Mame Sleeping Rooms
HAP Full Bathrooms
HOLDS & ABATEMENTS Mest Rz-exam Date Half Bathrooms
Move-in Date
MY PAMILIES
Full Name
MY PROFILE
COMMUNICATIONS
- ANNOUNCEMENTS
- FORMS
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VIEW YOUR UNITS HCV LANDLORD
NPY PAYMENTS I

As a HCV landlord, to view your units, press the “My Units” link in o *

the left pane of your account screen. HOLDS & ABATEMENTS

As a Managing Agent, the “Units” link is disabled until one of the :::;:LEES F

landlord entities is selected from the table on the “Landlords”
page.

COMMUNICATIONS
- ANNOUNCEMENTS

- FORMS

The HCV Units table includes a “Currently Housing Family” column that indicates if the
unit currently houses a MSHDA HCYV participant family. The row says “Yes” if the unit is
occupied and is blank if the unit is vacant. Example of page shown below (intentionally
left blank in the example):

HCV LANDLORD My Units
MY UNITS Uit |
HOLOS & ABATEMENTS T ]
VY EAMILIES Street Suite# City State Zip Currently Housing Family MNext Inspection
a 1 Yes
MY PROFILE A i Yes
=\ 1 e
COMMUNICATIONS =
=% M Yes
- ANNOUNGCEMENTS A I Ne
- FORMS = Ml Ma
a 1 Mo %
=% M Mo
a 1 Mo
=X M Mo
=y I Mo
=% i Mo
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VIEW YOUR UNITS (CONTINUED)

To view additional information for one of your units, select the magnifying glass to the
left of the unit’s address in the HCV Units table, as shown below (intentionally left blank
in the example):

HCV LANDLORD My Units
MY PAYMENTS
T Unit | A |
HOLDS & ABATEMENTS E=
MY FAMILIES
Q Ml Yaz
MY PROFILE Q, I Yes

You will be taken to a page that shows the family and inspection information for the
selected unit, as shown below:

Change Password Change Email Log Out

HCV LANDLORD HC\." Unit
NEY PEYMENTS Family
Stree{ Date 0412715 Last Mame
MY UNITS Suite Type Annual First Mame
City Result Pass HAP 35561.00
HOLDE & ABATEMENTS Siate Inspector Name
ZIP Motes
MY FAMILIES Bedrooms
Abatad
MY PROFILE Abated Date
Sleeping Rooms.
COMMUNICATIONS Full Bathrooms
- ANNOUNCEMENTS Haff Bathrooms

Contract Rent 5745.00
- FORMS

B 04n1212 Annusl Pass
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PAYMENT HOLDS AND ABATEMENTS HCV LANDLORD
MY PAYMENTS I
There are many reasons a payment hold may be placed on your P

account, but the most common are:

e Your tenant is moving out: or HOLES £ ARATEMERS

e MSHDA requires information from your office to allow for NPY FAMILIES E
payment. MY PROFILE
An abatement will be placed on your unit if the unit fails two COMMUNICATIONS

inspections. You will be notified each time the unit fails and
what needs to be fixed to allow for payments to be re-instated.
If the repairs are not made in the timeframe provided, the tenant SEt LS
will be allowed to move and payments will not be re-instated.

- ANMOUMCEMENTS

As a HCV landlord, to view your units, press the “Holds & Abatements” link in the left
pane of your account screen.

I Shange asswerd Shanas Emst ~oa ot _

HCV LANDLORD Payment Holds & Abatements

MY PAYMENTS Payment Holds & Abatements

MY UNITS Unit |~ | Type All v
Status | All v

HOLDS & ABATEMENTS = M

MY EAMILIES Rasident | Unit Start Date End Date Status Type Reason End Reason
Mo records to display.

MY PROFILE

COMMUNICATIONS

- ANNOUNCEMENTS

- FORMS

You will see a list showing general information about your tenant's holds and
abatements. The list can be filtered by unit address, type (Unit or Abatement) or status
(Open or Closed) by clicking on the down arrow of the drop down menus.

The icons on top will allow you to convert your data to a variety of formats and
download it to your computer.
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VIEW ANNOUNCEMENTS HCV LANDLORD

MY PAYMENTS I

As a HCV Landlord, to view communications, press the

: . MY UINITS
“‘Announcements” link in the left pane of your account screen.
HOLDS & ABATEMENTS
MY FAMILIES
MY PROFILE
COMMUMNICATIONS
- ANNOUMCEMENTS
- FORMS
I e )
HCV LANDLORD Announcements
MY PAYMENTS Announcements
MY UNITS: = o B
| Title | Text | Timestamp
HOLDS & ABATEMENTS Mo records to dizplay.
MY FAMILIES
MY PROFILE
COMMUNICATIONS
- ANNOUMCEMENTS

- FORMS %
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HCV LANDLORD

MY PAYMENTS
DOWNLOAD FORMS Vo UNITS
As a HCV Landlord, to download available forms, press the e e
‘Forms” link in the left pane of your account screen, as shown
beIOW: MY FAMILIES

MY PROFILE

COMMUMICATIONS

AMMOUMNCEMENTS

You will be linked to the forms page, as shown below: - FORMS ‘
Forms

K (} A Pagesize:|10 v| 1itemsinl pages

To download a form, press the icon under the “Download Form” column in the row of
the selected form, as circled below:

Forms

K (} A Pagesize:|10 V| 1 items in 1 pages

A File Download box will appear asking you to open or save the file.
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WHO CAN ASSIST ME WITH FURTHER QUESTIONS?

For Partner Portal technical support, please email your questions to
HCVPayment@michigan.gov .

For HCV Program support, please call your local Housing Agent.


mailto:HCVPayment@michigan.gov



