LIVE WELL
SAN DIEGO

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. Thisis the main page to submit new applications.
c. Click on ‘Start Here'.

A My Housing % Text Size

Apply For Housing Here

Choose Your Language

W Espanl

Housing Authority of the County of San Diego (HACSD)
Online Waiting List Application
IMPORTANT NOTICE:

® Please inform HACSD if you require a specific accommodation to fully utilize the agency’s services.

* Only ONE ication will be pted per Duplie ications will not be

Helpful Information:

 Before you begin the application process, please have available the social security -numbers, names and dates of birth of all family members. You
will also need all income information regardless of source of income, for all family members.

* Please ensure that all information is entered accurately. The details provided on the application directly affect the selection process.

* New applicants will receive a confirmation number when an application is received. Have paper and pen ready to write down your confirmation

number.
Start Here

Need Help? County of San Diego Housing and Community Development Services Already Applied?
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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.

W My Howsing

Text Size

Your |,n. fmaation Viosar Farmily our Ao Vour Incoms Sumimary onr Lists

Tell Us About The Head Of Household

(You'll 2dd your family members |ter)

First Name First Name

Middle Mame Middle Name

Last Name Last Name

Select One w Gendar (@

Social Security Number Social Security Mumber (3
Birth Date B Birth Cate (1)

Select One ~ Current Citizenship Status

Whit= Race(s) (hold the ctrl button and click to sele
Black/African Amesican apply)
American Indian/Alaska Matve
Asian -

Select One L4 Ethmicity

Select One w Are you a US. Vieteran?

Select One w Are you disabled? 1@

Phone Mumber Phone Mumber (1)

Email Addresz

Confirm Email Address Confirm Your Email Addrass

« Back
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2.

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

Id).

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

hold.

househo

of house

Text Sizm

< Back
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Vour Addnes our Incoma Summary Hor Lists Adsiticeal Questiang Does!

Tell Us About Your Family
Provide information for the individuals who will live with you in your househald.

How many family members (NOT including yourself)
will be on this application?
_ _

have mor family members

fenee m
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<« Back

Tell Us About Your Family Members

Provide information for the individuals who will live with you in your household.

Family Member 1 of 1 - Continue without entering any more.

First Name First Name

Middle Name Middle Name

Last Nams Last Name

Select One ~ Gender (@

Select One W Relationship to Head Of Househald.

Social Security Number Sodial Security Number

Birth Date B Birth Date

Select One - Famity mamber's current citizenship status
[Whit2 Race(s] fhold the ctrl button and click to selact all that

American 2pply)
American Indian/Alaska Natve
ian v

Select Onz w Ethmicity

SelectOne v Family member is a U.5. Veteran

Select One v Famity member is diszbled. (D

More Below &
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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.

# My Housing
o — 0 0 o o 0 0
Tell Us About Your Address...

Street Address Street Address
Address Line 2 Address Line 2
Suiteitpt Suite/Agt
City City
California -~ o State
Zip Code Tip Code

< Back Meed Help? m
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Address Help Info

The address of the Head of Household where all relevant documentation will be received must be listed. You must provide an address where you can receive mail. This
address will be used to contact you with important waitlist information and updates. If you are homeless and do not currently have a mailing address, you cannot enter
'homeless' in the address field. Please use the address of the nearest shelter where you receive assistance.

c.  When clicking next, an address validation screen will appear.
d. User can select corrected address or keep what they entered.

# My Housing Test Sizm s

Select an Address

The address you've enered:

3288 Ruffin Road
San Diego. CA

Here's your comectad address:

3989 Ruffin Rd
San Diego, CA
92123-1815
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4. Income
a. Click on Add Income at enter information

Text Size
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summary our Lists Acdtional Questions

Tell Us About Your Family's Income...

Please include income from all family members

B Add Income

< Back Me=d Help? m
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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.

©° o o 0 o o o o

Sumimary ear Lists Additiceal Questians

Tell Us About Your Family's Income...

Please include income from all family members

n Remove This Income

Test Twoonsone W + Whose income is it?

Income w " Type of Income?

7-1 « Who do you receive it from?
§1,000.00 " How much do you receive?
Bi-weekly ~ + How oftzn do you receive it?

n Add Income

< Back Nead Help? m
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5. Summary and Certification
a. User can review what they entered.
Can click on the section under Family Info, Address Info, or Income Info to go to that
step in the Application Workflow.

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

screen.

SJE,,,_ ary eaur Lists. Additional Questians Deeul

Vhat You've Told Us...

Click on an item to make changes

Family Info

Test Twooneone (Head of Household)
Birth Date: 12/01/2000 Races: White Disabled: No Veteran: No

Address Info

Residence
Address: 3889 Ruffin Rd 5an Diego, CA 92123-1815

Income Info

7-11
For: Test Twooneone Amount: $1.000.00 Fraquency: Bi-weekly Type: Income

|:| verify that the information provided in this application is correct.

< Back MNead Help? m
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Address Info

< Back MNeed Help?
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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.

°© 0 e o

Additioeal Questians Dol

Choose Your List(s)...
(To apply to a particular list, dick on the list below.)

I Breezewood Project-Based Viouchers (Escondido)

I Estrella Project-Based Vioucher (San Marcos)

I Housing Choice Voucher (also known as Section 8)

< Back Nesd Help? m

Choose Your List(s)...

(Fo apply t0 a particolar st dick on the list below.)

Breezewood Project-Based Vouchers (Escondido)

Housing Choice Voucher {also known as Section 8 V

I Estrella Project-Based Voucher (San Marcos)
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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.

Semamary onst Lists Add |iu-..zuu.| ans =

Answer A Few More Questions

Plaasz answer these questions

1 Yes Do you lve or work in HACSD Jurisdiction?

HMACSD

ridiction i amy area of San Diego County EXCERT for Cities of San Dizgo, Mational

City, Encinitas, Carlsbad, and Oceanside.

(%]
H

es Are you or your spousefce-head of household 62 years of age or older?

L
H

=] s any member of the housshold a person with disabilities?

H

4 s

Are you a family with dependent children?

(%]
H

(=] Are you a veteran or a surviving spouss of a veteran?

T
H

(=1 Hawe you or your spouse/co-head of housshold worked at least 20 hours per week for the

past & months?

s Are you currenthy homeless?

< Back MNeed Help? m
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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.

Answer A Few More Questions

Plzazz answer thess guestions

aN-T- .
Do you live or work in HACSD Jurisdiction?

HACSD jurisdiction iz any area of 5an Diego County EXCEFT for Cities of San Diego. Nationa!
City, Encinitas, Carlsbad, and Oceanside.

. o .

Are you or your spousefco-head of household 62 years of age or older?

o .

= any member of the housshold a person with disabilities?

-y .

Are you a family with dependent children?

L
d

Cd

Are you 3 veteran or a surviving spouse of a veteran?

Have you or your spouse/co-head of household worked at least 20 hours per week for the

past & months?

-1 .

Are you curently homeless?

< Back MNeed Help? m
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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.

Text Size

o |t Vi Favily Your Acdee SOir Incoime STy oar Lists al Quesstian: Do

Your session will expire in approximately two minutes

Congratulations you have completed your application.
Applicant Name: Confirmation #: Submission Date:
Test Twooneona HCD1282622T00081621 1272772024 11:06 AM

You hawve applied to the following waitlist:

. Housing Cheoice Voucher [also known as Section )

If you would like to keep a copy of this confirmation for your records, select the options below:

You can only submit OME application to the Housing Autherity of the County of San Diego (HACSD). Duplicate forms will not be accepted.

You will receive periodic notifications from us. Failure to respond to any request could result in your name being removed from the waiting list. When
you have reached the top of our waiting list you will be notified by mail

You're all set!
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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.’

#& My Housing

Let's set up your account

Setting up an anline account with MyHausing is quick and sasy, Just enter a few details to get started, and help us find you in our system. To start, pleass s=lect your Registration Type below

APPLICANT

You are on at least one waiting list for housing assistance.

o :

Account LookUp Creste Account

* Your registration isn't yet available.

First Name ~ Test
Last Name ~ Mew
(@ Date Of Birth | 07/01/1950 =
Please select and provide one form of identification.

@ (3 Social Security Number  sssssssssss

O (@) Social Security Number or Alternate

Identification Number

O (@ Alien Registration Number

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.

#& My Housing

Already Applied

Our records show that you have already applied once before through webapp. If that is correct, then you will not need
to apply again through Weblpp.

If you would like to make changes to your family compaosition, income, etc, or would like to apply for other waitinglist
that may be available to you then you will need to log into Applicant Portal to make your changes.

Click on the link below to login to Applicant Portal or to create an account.

Applicant Portal
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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.

& My Housing - M Test Size v

Let’s set up your account

Serting up 2 onding accound with MyHousing b5 quide and easy. Just antar a few details 10 get stamed, and Relp us Tind ¥ou in our system. To Start, please select your Registration Typs: balow

Yiodl anG 00 It east one waling st for housing assistance.

“ou hawve been redirected to register for an account because you have previcusly applied. Please enter the necessary information to access your
applcation to update it.

Registration
Furst Initial | First Initizl
last Mame  LastMame
(i) Date Of Birth =
Please select and provide one form of identification.

® () Sodial Security Number s

(] (1) Social Security Mumber or Altamate |
Identification Mumber

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

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

858-694-4801 w3, JLasy 2oy ¢ ol 1y 3o ddlis] iga) Buaslune e Jgramll
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