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Starting your Recertification Online

1. Log into your RENTCafe account by going to
www.communityhousingpartners.org/rentcafelogin, or if you
received a recertification notification by email click the link
within that email.

 Note: If you do not have a RENTCafe account, contact your
Property Manager to create one. 

2. Click Compliance, then Certifications at the top of the screen.
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Starting your Recertification Online - Continued

3. Click Start Annual Recertification Application.

If you see an option to start an Interim Recertification, do not click that option and click Start Annual
Recertification instead.
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1. Read the instructions in each section of the recertification for
details on how to complete the section and what information to
provide.

2. Provide the requested information for the section. Some sections
will have buttons that allow you to add, edit or delete information
for that section.

3. Click Save and Continue once you have completed a section to
save the information and move to the next section.

If you start your recertification but need to complete it at a later
time make sure you save your progress before closing the page. To
continue your recertification, log back into RENTCafe, click
Compliance > Certifications at the top of the page, and click
Continue on your Annual Recertification.

4. The menu on the left-hand side shows all of the sections in the
recertification form, along with the sections you have completed
and which section you are currently working on.

5. The progress bar at the top of the page will show your progress
as you complete the recertification form.

Completing your Recertification
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6. As you complete and save sections in the recertification they will turn blue in the left-hand menu. Click any completed
section in the menu to return to that section to make any changes. Save that section once changes are made, then click on
the section you want to move forward to from the left-hand menu.

7. If necessary, click the Go Back button to return to the previous section.

Completing your Recertification - Continued
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8. Once you have completed each section of the recertification you will be taken to the Final Review & Submission section.
The first item within this section is the Summary.

9. Within the Summary, click on the tabs of each section to do a final review. Make any changes as needed within each tab.
If needed, click on a section in the left-hand menu or use the Go Back button to return to a previous section to make
changes.

10. Click Save and Continue once you have reviewed the summary and are ready to proceed with the submission of your
recertification.

Completing your Recertification - Continued
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11. After reviewing the Summary section of the
recertification form you will be taken to the Errors section.
Review each error listed on the screen.

The system will list anything missing, incorrect or needing
confirmation. If the information you provided is accurate
and complete, and no additional changes need to be
made for that specific error, click Confirm. 

12. To make changes to the information in a specific
section, click the appropriate section in the left-hand
menu or click the Corrective Action button next to that
error.

13. Click Save and Continue once you have made all
necessary updates to each error, or have clicked Confirm
next to any items that are correct and do not need to be
updated.

Note: You must correct each error or click Confirm to
proceed. 

Completing your Recertification - Continued
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Uploading Verification Documents
1. After completing the Summary and Error sections you will
see the Documents section, where you can securely upload
or scan your verification documents.

Click Upload to select a document on your computer and
upload it. Click Scan to connect to your scanner and scan a
document directly into RENTCafe. 

Once a document is loaded you can click View to see it, or
Delete to remove a document and add a new document. 

Your Property Manager may ask for additional
documentation before your recertification is complete.

2. Click Save and Continue once you have added all
necessary documents. You can also click Save and Continue
if you need to proceed and add documents at a later time.
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Once you have completed all sections of your recertification
you are ready to sign and submit your recertification form. 

1. Click View Document to review the unsigned
recertification form before signing it.

2. Click the Click Here to Sign button to open the unsigned
document and electronically sign. Go to the next page for
more details about signing electronically.

3. All adult members of the household are required to sign
the recertification form electronically. If they already have a
RENTCafe account they can login to upload their own
verification documents and sign electronically.

If they do not have a RENTCafe account, click the Click Here
to Invite button to send them a RENTCafe registration email.
More details about this process can be found in the Signing
and Submitting your Recertification Online section later in
this document.

Signing and Submitting your Recertification Online 
Summary of Signature and Submission Page
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1. Review the Terms and Conditions page, then click
Agree & Continue to proceed with signing your
documents electronically.

2. You will now create your signature and initials. Use your
mouse to create your signature and initials in the boxes, then
click Save & Continue.

When you electronically sign any documents this signature
and initials will be placed in those sections of the document. 

Signing and Submitting your Recertification Online 
Accepting Terms & Conditions and Creating Your Signature
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1. Click Jump to Next when you first go into the
Document to locate the first signature section.

2. Click the yellow Sign, Date and Initial boxes
whenever they appear on the page to apply your
virtual signature.

3. The Sign, Date and Initial boxes will change to
a green check mark box once you have
completed your virtual signature in that section.

 After applying your virtual signature to each box
on a page, click Jump to Next again to be taken
to the next section that a signature is required.

Signing and Submitting your Recertification Online 
Signing and Dating Recertification Form
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3. The Jump to Next button at the bottom of the page will change to Sign & Complete once you have completed each Signature,
Date and Initial box on the document. Click Sign & Complete to finish signing the document.

4. A pop-up box will confirm you have finished signing the document. Click OK to return to the recertification form in RENTCafe.

Signing and Submitting your Recertification Online 
Signing and Dating Recertification Form - Continued
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5. After you have signed a document it will show as Signing
Complete within the Sign and Submit section of the
recertification. You can click the View Document (Signed)
button to view a copy of your signed document. 

6. Click the Click Here to Sign button if you have additional
documents to sign. 

7. Once you have signed all documents the Sign and Submit
page will display a green checkbox. Your Property Manager
will contact you if any additional information or
documentation is needed. 

If you have any outstanding verification documents, upload
those to your recertification form.

If any adult members of the household have not yet signed
their documents, follow the instructions on the next page to
send an invitation for them to sign their documents online. 

Signing and Submitting your Recertification Online 
Signing and Dating Recertification Form - Continued
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9. Once in RENTCafe click Compliance, then Certifications, at
the top of the page. Scroll down to Certification Document,
and click Sign on each document that is listed. Electronically
sign each signature box within the document. 

All adult members of the household must also login to
electronically sign the final recertification documents. 

8. You will receive an email once your final recertification
forms, the TIC and 50059 forms, are ready for your final
signature. Click the link within the email, or login to
RENTCafe to access these documents. 

Signing and Submitting your Recertification Online 
Signing and Dating Recertification Form - Continued
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1. After clicking  the Click Here to Invite button next to the
name of other adult members of the household on the Sign
and Submit page, provide their email address and type a
message to be included in their invitation email. 

2. Click Send Invitation. They should receive an email with a
link, their user name and temporary password for RENTCafe.
They should click that link, input the temporary password and
then set their own password for their account.

3. Once logged into RENTCafe they should click Compliance,
then Certification at the top of the page, and locate the
Annual Recertification that shows a status of Incomplete.

4. Once the correct Recertification has been located, click
Sign/Upload Documents to be taken to the recertification
form where they can upload their own verification documents
and sign the recertification form.

Signing and Submitting your Recertification Online 
Inviting Adult Members of Household to Upload Documents/Sign Recertification Form 

Page 16




