
Program Administrators Training



1. Understand how the application process works for those seeking 

assistance.

2. How to create/manage team of program administrators at your 

organization.

3. How to review/verify applicant data and handle an applicant 

payment vs. payment denial

4. How to input application for applicant without internet access.

At the end of this training, you will:
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How applicants submit information

Find 
Information
• 211
• MN Housing

Pre-Application Confirm 
Account

Complete/ 
Submit 

Application

More detail to follow on each of these application stages
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Pre-Application Confirms Eligibility
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• Insert Screen Shot of Status
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User can login to their 
account to see the status of 
their application



Complete/ 
Submit 

Application Applicant 
Point of 

View



Complete/ 
Submit 

Application Applicant 
Point of 

View



Complete/ 
Submit 

Application Applicant 
Point of 

View



Applicant 
Point of 

View

Pre-Application
Complete/ 

Submit 
Application

Once the pre-
application information 

is submitted, users 
cannot edit it. 

The pre-application 
information is sent to 
their FULL application



APPLICATION STATUSES IN SOFTWARE
(Post-Application Submission)

Application 
Started

Application 
Submitted

Verification 
in Progress

Payment 
Denied or 
Payment 
Approved

Payment put 
in Queue for 

PA 
Distribution 

of Funds

Point of 
View

PA

The system 
will send 
periodic 
reminders to 
complete 
application. 

This is the 
status to look 
for to see 
“new 
applications”

A team 
member has 
looked at this 
information. 
Check NOTES.

FYI: State 
developing an 
appeal 
process



FOR PROGRAM 
ADMINISTRATORS Point of 

View

PA



FOR ADMINS: ACCESSING YOUR 
ACCOUNT

HousingLink will be sending you an email 
with login instructions to the person 
designated as ADMIN (for the software)

• If you don’t receive an email by early next 
week, please reach out.

• The ADMIN person will be inviting others to 
the “Team”

• See email from HousingLink sent 8-17-20 re: 
identifying software ADMIN. 
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ADMIN: Updating Your Information
Point of 

View

PA

This screen will also 
be where you can 
update:

● any contact 
information 
shared with 
applicants

● Funds available



Point of 
View
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This screen will also 
be where you can 
update:

● Edit contact 
information 
shared with 
applicants

Updating Your Org



TEAM MEMBER: ACCESSING YOUR 
ACCOUNT
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YOUR DASHBOARD
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View

PAFinding completed 
application

Click on Name to Open



Begin Verification Point of 
View
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Ready to verify? 
Change applicant status



Is Application Actually Complete?

1.Identify missing information. 
2.Add note to track what is 

missing. 
3.You will need to notify the 

applicant outside of software.
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Approve Payment
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Application 
Started

Application 
Submitted

Verification 
in Progress

Payment 
Denied or 
Payment 
Approved

Payment put 
in Queue for 

PA 
Distribution 

of Funds

Will work the same 
way as changing 
status.  

Payment Approved



Service Dates Point of 
View

PA

1.For each assistance requested, 
program administrators need 
to to enter service dates. 

2.Will be: “Bill Start Date” and 
“Bill End Date”



Adding notes Point of 
View
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Accessing Help/User Support Point of 
View

PA

https://housinglink.helpjuice.com/chap

There will be a link to help/user support at the top of 
every screen. 



Assisting applicant without Internet
Applicants can indicate if they do not have internet 
access. Their response will be visible in their 
application data. 

Point of 
View

PA



Editing an application Point of 
View
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Attaching files to an application Point of 
View

PA



WHEN EDITING APPLICATION:  SAVE Point of 
View

PA

When an application is 
approved for payment, the 
applicant can NO LONGER 
edit their application. 



More on Editing and 
Notes

With every application edit and add of 
note, the system records it in audit log. 
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Point of 
View

PAList Snapshot



What’s next?

Software is still pending: 

• How to download applicant information
• Filter applicant information

Point of 
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PA



Housing Assistance Application Processing

item 3.04 from Program Guide

PA’s are not permitted to stop accepting and processing 
Housing Assistance applications with the written consent of 
Minnesota Housing. 



Program Guide and Info for Program 
Administration
Administrators of the 
COVID-19 Housing 
Assistance Program



Thank you! 

Sue Speakman-Gomez
sspeakman@housinglink.org


