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1.  Go to www.hacsjonline.org and log into your Rent Café Account. 

 

2. On the right side of the screen select the arrow under “Quick Links I want to” then select “Apply to 

Waiting List or Update Application”. 

 

 

3. Select “Go” to continue.   

 
  

4. At the My Waiting List Application/Updates screen select “Apply/Update Application” to continue.  

 

 

 

 

 

http://www.hacsjonline.org/
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5. Select your preferred language then select “Save and Continue”. 

 

6. Read the information on the Instructions screen then select “Save and Continue”. 

 

7. Read the information on the Household Composition screen then select “Save and Continue”. 
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8. On the Family Member screen, each family member that is currently listed in Rent Café will be 

displayed.  For each family, select “Review and Confirm”. 

 

If a family member needs to be added, select “Add Family Member” 

 

If a family member is no longer in the household, select “Delete”. 

 

When all family members have been reviewed, added and/or deleted, select “Save and Continue”. 

 

9. When selecting “Review and Confirm” from the Family Members screen, another window will open 

that displays the data for that family member.  Review the data, make any necessary changes then 

select “Save” to continue.   
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10. Read the information on the Household Information screen then select “Save and Continue”. 

 

11. Review the income on the Income screen, make any necessary changes then select “Save and 

Continue”. 

 

12. On the Accessibility screen, select all that are needed.  If no accessibility is needed, select “None”. 

When done, select “Save and Continue”. 
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13. On the Special Needs screen, select all that are needed.  If no special need is needed, select “None”. 

When done, select “Save and Continue”. 

 

14. On the Language Preference screen select your primary language then select “Save and Continue”. 

 

15. On the Preference screen review the preferences, select all that apply, and then select “Save and 

Continue”. 
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16. The Waiting List Information screen is a read only screen (no changes can be made) that shows the 

status of the waiting list(s) you have applied for.  After reviewing, select “Save and Continue”. 

 

17. The Final review & submission screen is a summary of the data that you have entered.  Please review 

before proceeding.  After confirming the data is correct, read the Terms and Conditions, select the box 

to the left of “I accept all of the terms and conditions” then select “Save and Continue”. 

 

When selecting, “Save and Continue” you will be submitting your changes to the Housing Authority.  

The Housing Authority will need to review and process the changes before they will be visible in Rent 

Café.   
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18. After submitting, the Confirmation Page will display.  Retain this page as confirmation that you 

changes have been submitted.   

 


