Owner Portal Instructions:
To have your account created:
1. Navigate to the VERAP Landlord website at: https://erap.vsha.org/landlordinformation/.
2. Use the secure drop box to upload your W-9 and direct deposit form.

3. Please allow for 24 hours of processing for account set up before following the
instructions below.
To access your account:
1. Navigate to the VERAP website at: https://erap.vsha.org/ and select the ‘Landlord
Information’ link.

2. To proceed to the portal use the ‘Click to access landlord/owner portal’ button.

3. If you have not set up your account, click ‘Register’ to proceed.

NOTE: If you already have an email login and password, click ‘Login’.
4. Follow the prompts to complete registration and sign-up for your account. Enter your
email and create a password for your account.

5. Enter the last 4 of your tax ID number and the name exactly how both items are
displayed on your W-9 and click ‘Verify’.

a. If your information is not in the system, you will receive the error message
shown below. Please ensure your information was entered correctly. If it was,
please upload your W-9 using the secure drop box on the VERAP website
landlord page to create your account. It may take 24 hours for the VERAP team
to process your W-9 and create your account. You can also call the VERAP call
center for assistance at 833-488-3727 (833-4VT-ERAP).

b. If your information is in the system, you will receive a message to note it is valid.
Click ‘Continue’ to register.

6. As the next step, you will be asked to confirm the account displayed is yours. If some
information is incorrect, you will be able to update it. Click ‘Confirm’ to continue.

NOTE: If the account is not yours, do not proceed. Call the call center at 833-488-3727 (8334VT-ERAP) to report the discrepancy.
7. Once you press ‘Confirm’ you will be directed to the dashboard and menu.

Viewing Units:
1. Your tenant must first apply and be eligible for the program before you will be able to
complete this process.
NOTE: You will not see your tenant in the portal unless they apply and are deemed eligible.
2. Using the blue menu to the left of the screen, click the house – ‘Unit Certifications’ icon.
3. Choose the applicable unit(s)/tenants using the dropdown menu.

a. If you do not see all of your units within the dropdown list this means your
tenant has not applied or deemed eligible yet. Please have your tenant apply and
ensure they know the name as it appears on the landlord W-9.
4. Once the unit is chosen, fill out the owner certifications for the Vermont Emergency
Rental Assistance Program. All required fields are marked with an asterisk* symbol.

NOTE: You may skip account details. This information is not required for landlords.

5. Click ‘Next’ or the ‘Documents’ tab to move on. Under ‘Documents’ you can upload
leases or other information relevant to the tenant/unit. Chose a code and sub code such
as ‘lease verification’ and browse for the file. Once uploaded, the file will appear in the
grid.

6. Click the ‘Certification’ tab to move on. Once all required questions have been
completed, you will need to certify, sign, and click ‘submit’. This process will need to be
repeated for every tenant that applies.

Uploading Additional Documents:
NOTE: You will only need to upload your W-9 and direct deposit form once. You can find the W9 form and direct deposit form under the ‘Forms and Help’ icon.
1. Using the blue menu to the left of the screen, click the folder – manage files icon.
2. Select the code and subcode to describe the document. You can upload things like your
direct deposit form, W-9, rent ledger, and lease.
3. To upload documents, you can:
a. Drag and drop items into the light blue area

b. Or, use the browse for the file option

Messaging:
1. You can send messages to the case worker that is assigned to your account. Using the
blue menu to the left of the screen, click the envelope – message icon.
2. To send a message, use the ‘New Message’ button and enter needed fields.

3. New messages will appear in the inbox.

Payments:
1. Payments will be documented in the landlord portal. Using the blue menu to the left of
the screen, click the $ payments icon.
2. All payments will be listed in the menu once they are approved and scheduled. This will
include the amount and information about the tenant.

Forms and Help:
1. Under the ‘Forms and Help’ icon, you will find the W-9 and direct deposit form. You will
need to upload both of these completed documents to under ‘Owner Documents’.

Accounts:
1. If you need to link to more than one account (another entity with a separate W-9 using
a different name and tax number), use the ‘Accounts’ icon.

2. Click ‘Link Another Account’ and follow the same process as registration. Enter the last
four of your tax ID and name as it appears on your W-9 and click verify.

3. Once your information has been verified, your will receive a message to note it is valid.
Click ‘Continue’ to move on.

4. You will be asked to confirm your information again. If the information matches, click
‘Confirm’. Please note you can edit specific details of this screen.

5. Linked accounts will now appear in the menu.

NOTE: You will need to click on and switch accounts to see the tenants associated with each
account.

To log out:
1. To log out of the portal, use the button in the top right corner of the screen or on the
bottom on the menu.

