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Prior to beginning the online application, there are a few items that will be needed.  

1. Information for all members of the household (full legal name, relationship to the 
applicant, birth dates, and social security numbers) 

2. Monthly statements and receipts for all income and assets 
3. Email address 
4. Contact information for all landlords over the last three years (names, addresses, 

and phone numbers) 

Each applicant will also need an email address and a scanner or a phone with a camera.  

Before a move-in application can be completed with RENTCafe, the applicant must 
register online and create an account. First, click ‘Apply Now’ on the community's 
website. If the applicant already has an account with RENTCafe, the applicant can simply 
log in. Otherwise, click “Register Now.”  
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To create an account, click “I do not have a registration code” and fill in information. All 
information is the “*“is required. Once complete, click “register.”  

 

 

 

 

 

 



 

 Application Process

 

Page 3 of 11 

 

1. Select the preferred language for the application. Once the preferred language is 
selected, click “next” at the bottom of the screen.  

 

2. Complete all personal information fields. Once all information is entered, click 
“next”.   

a. Social security number, if applicable  
b. Government issued ID number 
c. Address  
d. Landlord contact  
e. Emergency contact – optional   
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3. To add a household member who is 18 or older, click add additional adult 
occupant. Fill in all of that individual's information. Once everyone who is 18 and 
older is added, click “next”.  

 

 

4. If an accessible unit it required due to a physical impairment, select the 
appropriate upgrade by changing the dropdown to “yes”.  If no upgrades are 
required, change the dropdown to “no”.  Once all questions are answered, click 
“next”.  
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5. List all animals and assistance animals in the household.  To add the first animal, 
click “Add Animals”.  Once all animals have been added, click “next”.  

 

 

6. On the members of the household page of the application, add all minors by 
clicking ‘add minor’ and complete all required fields. Then, click “save”. Once all 
members have been added, click “next”.  
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7. Answer the questions regarding the household’s income.  Provide income 
information for all household members. Once all questions are answered, click 
“next”.  

 

 

8. Answer the questions regarding the household’s assets.  Provide asset information 
for all household members. Once all questions are answered, click “next”.  
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9. On the ‘Summary’ page, review all pieces of the application, including members, 
income, and assets by clicking through those tabs.  Once everything is confirmed, 
click “next”.  
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10.  If the system finds an error, it will be listed here. Once all errors are resolved, click 
“next”.  

 

 

11.  The application will now require uploading documents. All uploaded scans and 
photos will need to be clear and high quality. Ensure the pictures are not blurry 
and contain the entire item, such as a driver's license, or the full page, such as a 
bank statement. Once everything is uploaded or scanned in, click “next”. 
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12.  The Screening Authorization will need signed. Select ‘Click Here to Sign’ by the 
applicant’s name and then follow the prompt to sign electronically. To invite 
additional applicants, select ‘click here to invite’ by their name and then enter their 
email address.  When signing is completed, click “next”. 
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13.   Sign the Household Documents page. Sign with an electronic signature to 
complete the application. The other adult household members will also need to 
sign electronically.    
 

 
 

14.  Now that the application is signed, it is completed and has been submitted to the 
property. The application will be reviewed, and the property will reach out soon. 


