
 
ENG 2/28/2025 

 

 

 
Housing Authority of the County of San Diego (HACSD) 

MyHousing – Submit a New Application 
 

How to Submit a new Application 

Navigate to MyHousing WebApp 

a. Get to URL (sdhcd.myhousing.com) for the MyHousing Portal through the HACSD Website. 
b. This is the main page to submit new applications. 
c. Click on ‘Start Here’. 
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Go through the workflow 

The system will take you through a workflow. There are eight main steps in the workflow. All fields in red 
are required. Below are the eight listed steps.  

1. Head of Household Demographics 
a. Social Security Number (SSN) is optional.  
b. Email Address is required – confirmation will be sent to this email once the application is 

submitted.  
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2. Family Members 
a. Currently set up to add up to 9 family members (in addition to the head of 

household). 
b. User will see similar set of questions for each family member as they had for the head 

of household. 
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3. Applicant Address 
a. Enter information as asked.  
b. If homeless and no address, instructions in the ‘Need Help?’ link at the bottom of the 

page provide instructions on how to add addresses of the nearest shelter where they 
received assistance.  
 

 
 

 
 

c. When clicking next, an address validation screen will appear. 
d. User can select corrected address or keep what they entered. 
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4. Income  
a. Click on Add Income at enter information 

 

 
 

b. Select who the income is for in the drop down. 
c. Fill out the rest of the information. 

i. Only option for Type of Income is ‘Income’. 
ii. Options for how often are: Weekly, Bi-Weekly, Monthly, 2x-Monthly, 

Quarterly, Annually, Semi-Annually. 
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5. Summary and Certification 
a. User can review what they entered. 
b. Can click on the section under Family Info, Address Info, or Income Info to go to that 

step in the Application Workflow.  

c. User can also click on the  on the Family Info line to add a family member. 
d. User must check the box located at the bottom before they can move to the next 

screen.  
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6. Waitlist Selection 
a. Applicant can select from any available open waitlists. 
b. Waitlist will turn from green to blue when selected, and you will see a blue checkmark 

as well. 
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7. Preferences 
a. Applicant must select either Yes or No 

i. Note: they are in red for required. 
b. Applicant will not be able to select next until a selection is made for each Preference.  
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c. Once selected, preference will turn green, and user can see the option selected.  
i. No: Red 

ii. Yes: Green 
d. Selecting Next at end of Step 7 will submit the application. 
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8. Confirmation of Submission Screen 
a. For security reasons the screen will close after 2 minutes. 
b. An email will autmatically go out to the email entered in Step 1 of the workflow. 
c. The email will contain Applicant name, Confirmation Number, Submission date, and the 

waitlists the applicant selected. 
d. The application will be available on Elite the next day. 
e. The user can create an account on MyHousing to access the Application on the next day. 
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What happens on multiple submissions 
 

a. If the user attempts to create an account on the same day, they will receive a message stating 
‘Your registration isn’t yet available.’  

 

 
 

b. If the user attempts to submit another application on the same day and the information 
entered in Step 1 matches the previously entered application, they will receive the message 
below.  
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c. If the user attempts to submit another application that is already in Elite and the information in 
Step 1 matches the existing application, the user will be routed to a page to create an account.  

d. The user can follow this workflow to create the account to access their existing application.  
 

 
 
 

----------------------------------------------------------------------------------------------------------------------------------- 
 

For additional language assistance pertaining to this document please call (858) 694-4801. 
 

Para obtener asistencia adicional en español relacionada con este documento, llame al (858) 694-4801. 
 

 للحصول ع�  مساعدة  لغ��ة إضاف�ة  تتعلق  بهذا  المستندات  ،  ير��  الاتصال بالرقم  
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