Instructions for Landlords

Landlords/owners have 2 options to associate a tenant’s application with their landlord/owner
account:

1) Associate an application submitted by a tenant with a landlord/owner account by
entering the application number and tenant’s date of birth

2) While logged in to landlord/owner account, submit a new application. This method will
automatically associate the application with the landlord/owner account

A Landlord may submit an application on behalf of their Tenant; however, they should consult
closely with the Tenant to make sure information is captured properly and with the Tenant’s
consent.

The tenant must agree to the application consent language and sign the application.
Instructions to associate a tenant application with a landlord account

A. Navigate to https://nysrenthelp.otda.ny.gov/

B. If you have already registered as a Landlord/Property Owner, skip to item G below

C. If you have not already registered, in the top-right corner of the website, click on “Sign Up”

The official Emergency Rental Assistance Program for New York State

o B44NY1-RENT @ English ~ & SignUp #1 Login

Home  Program Overview and Eligibility ~ Check Application Status

WELCOME TO THE NEW YORK STATE EMERGENCY
RENTAL ASSISTANCE PROGRAM (ERAP)

Provided by the Office of Temporary and Disability Assistance

HOW TO APPLY

D. On the following page, select “Register as a Property Owner”

The official Emergency Rental Assistance Program for New York State

of BA4NY1-RENT @ English ~ & SignUp % Login

;_‘ Home  Program Overview and Eligibility  Check Application Status

SELECT THE TYPE OF USER

Please select what type of user you are

Register as a Tenant Register as a Property Owner

= Register as a Tenant ‘ = Register as a Property Owner
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https://nysrenthelp.otda.ny.gov/

. Next, fill in your First Name, Last Name, Email Address, and create a password
. You will be prompted to set up two-factor authentication to complete your registration

. Once you have registered, on the Home page click on “Login” and enter your email address
and password

The official Emergency Rental Assistance Program for New York State

of B44NY1-RENT @ English ~ & SignUp ) Login

2 Home  Program Overview and Eligibility  Check Application Status

. Once logged in, you will see the “Landlord/Owner Section” appear at the top of the Home
page. Click on this button.

y Rental Assist e
o B44-NY1-RENT @ English ~ Landlord/Owner Section ‘Welcome John Landlord!~

f Home Program Overview and Eligibility =~ Check Application Status

On the “Owner Section” page, you will see a purple button in the bottom-right part of the
page that says “Add ERAP Application” — click on this button.
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The official Emergency Rental Assistance Program for New York State

o] B44-NY1-RENT @ English ~ Welcome John Landlord!™

Home Program Overview and Eligibility ~ Check Application Status

OWNER SECTION Owner/Landlord Menu
John Landlord LL-XOOOOXXX A OWNER HOME SECTION
owner Owner Number &6 MANAGE USER ACCOUNT

B UPLOAD DOCUMENTS

W-9 Information 3% MANAGE AUTHORIZED USERS

Logout [c 2
To submit a W-9 you need at least one application or unit associated with your owner profile.

Direct Deposit Information

To submit the Direct Deposit form you need at least one application or unit under your owner profile.

@ Applications B Uploaded Documents
Ibmitted Application
Submitted Applications ki R Apieation n

Emergency Rental Assistance applications submitted for your units

Unit Address Y Application Number Y Total Arrears Amount Paid PaymentSt.. T Actions

J. On the next page, you will enter the Application Number and Date of Birth that you received
from your Tenant for the application in question. Click “Search Application” to find this
application and then associate it with your Landlord account.
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The official Emergency Rental Assistance Program for New York State

o B44NY1-RENT @ English Landlord/Owner Section Welcome John Landlord!~

f Home Program Overview and Eligibility =~ Check Application Status

ADD ERAP APPLICATION TO MY ACCOUNT Owner/Landlord Menu
To add 2 new application for one of your tenants or your units, you have two options 4 | CWNERHOME SECTION
sorch an exlsting applicat 20 MANAGE USER ACCOUNT
Are you submitting this application on behalf of someone else? B UPLOAD DOCUMENTS

- ¢ 18 MANAGE AUTHORIZED USERS
Search Application
If the tenant have not submitted an application, you can submit one on your tenant's behalf Logout [
Please enter the information below to search for the application.

Application Number ate of Birth

L | | a]

Search Application Q

K. After searching for the application, you will click the “Add ERAP Application to my Owner
Profile button” and the application will be linked to your landlord/owner account

Search Application

If the tenant have not submitted an application, you can submit one on your tenant's behalf.

Please enter the information below to search for the application.

Application Number Date of Birth

4QQ16 1/1/1960 &

Search Application Q

Search Results

Tenant: J Doe
Unit Address: 123 Northeast Street New York, NY 10002

[ Add ERAP Application to my Owner Profile B3
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Instructions to submit a new application from a landlord/owner account

L.

Follow steps A — F above

M. After logging in to a landlord/owner account, navigate to the Landlord/Owner Section.

N.

If you are submitting an application on behalf of a Tenant, you may click on the “Submit
Application on Behalf of Tenant” button to begin an application. Note that you should consult
closely with the Tenant to make sure information is captured properly and with the Tenant’s

consent.

The tenant must agree to the application consent language and sign the application.

OR

Submit Application on Behalf of Tenant

If the tenant have not submitted an application, you can submit one on your tenant's behalf

Note that you MUST enter the tenant's contact information so we can make contact

Submit Application on Behalf of Tenant

3

O. Alternately, after logging in to a landlord/owner account, a landlord/owner may click the
“Apply Here Now!” button on the home page to create a new application on behalf of a

tenant.

The tenant must agree to the application consent language and sign the application.

WELCOME TO THE NEW YORK STATE EMERGENCY

RENTAL ASSISTANCE PROGRAM (ERAP)

Provided by the Office of Temporary and Disability Assistance

HOW TO APPLY

Emergency Rental Assistance Program

The Emergency Rental Assistance Program (ERAP) will provide significant
economic relief to assist households that are unable to pay rent and utilities due
to the COVID-19 pandemic. The funds are provided directly to States, U.S.
Territories, local governments, and Indian tribes. Grantees use the funds to
provide assistance to eligible households through existing or newly created
rental assistance programs.

Quick Links

E"‘ ERAP Application

Apply now for the New York State Emergency Rental
Assistance Program

APPLY HERE NOW!
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