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Owner Portal  
Owner Portal Instructional Walkthrough 

 
VSHA is committed to equal housing and employment opportunity and will consider 
reasonable accommodations upon request. Free interpreter services are available (Details can 
be found at the end of this document). Please tell us if you need an interpreter or other 
accommodation. 

 
To have your account created:   

1. Navigate to the VERAP Landlord website at: https://erap.vsha.org/landlord- 
information/.   

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

 



Owner Instructional Walk-Through 
3 

 

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’. 
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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 confirm 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 (833- 
4VT-ERAP) to report the discrepancy.   

7. Once you press ‘Confirm’ you will be directed to the dashboard and menu. 
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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 from the list. 

 
Note : If you do not see all of your units within the 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. 
Please select all the attestations that are required to be eligible for this program. 
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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. 

 

    Pre- Application:  
If your tenant is not listed in the available list of units, you can add your tenant 
providing all the details that are marked required. All required fields are marked with an 
asterisk* symbol. However, the tenant needs to fill in their details by logging into the 
applicant portal.  
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Uploading Additional Documents:   

NOTE: You will only need to upload your W-9 and direct deposit form once. You can find the W- 
9 form and direct deposit form under the ‘Forms and Help’ icon. 

Owner Documents: 

1. Using the blue menu to the left of the screen, click the folder Owner Documents icon. 

 

2. Select the code and subcode to describe the document. You can upload files 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. 
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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. 
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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 in the menu. 

 

 

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 confirm 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. 
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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. 

 

 To update your profile:   

 Note: Your profile contains your contact information and notification preferences.  

1. Click on the down arrow in the top right corner of the portal. 
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2. Add or edit any information shown in ‘Contact Information’ and ‘Mailing Address’. To 
update your notification preference, click the down arrow next to notification preference 
and choose email, email and text, text, or no electronic notification. 

3. After making changes click ‘Save’ to publish your changes. 
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Application Assistance  
 
If you need assistance filling out the application, please find the list of community partners available to 
help you at: https://erap.vsha.org/application-assistance/ 
 
 
Bosnian-Serbian-Croatian – Za sve naše programe na raspolaganju su vam besplatne prevodilačke 
usluge. Molimo vas da nam javite ukoliko vam je potreban prevodilac ili bilo koja druga vrsta usluge. 
 
Somali – Turjubaad Bilaash Ayan Bixina. Fadlan Inoosheg hadii ad ubahantahay turjubaad ama 
caawimaad kale. 
 
Spanish – Hay servicios gratis de interpretación disponibles para nuestros programas. Por favor, 
avísenos si necesita un intérprete u otra acomodación. 
 
Swahili – Huduma ya Utafsiri inapatikana bure. Tafadhali tueleze kama unahitaji mfasiri au huduma 
nyinginezo. 
 
Vietnamese – Hiện có các dịch vụ thông dịch miễn phí cho các chương trình của chúng tôi. Xin cho 

https://erap.vsha.org/application-assistance/
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chúng tôi biết nếu quý vị cần một thông dịch viên hay các thích nghi khác. 
 
Arabic –  جمة  خدمات تتوفر خبارناا ير��  .الفور�ة ال�ت جم  ا�  بحاجة كنت اذا   .اخرى �سه�الت  اي او م�ت
 

Burmese –  
French – Des services d’interprétation gratuits sont disponibles pour nos programmes. Vous êtes prié de 
nous faire savoir si vous avez besoin d’un interprète ou d’une assistance quelconque. 
 
Nepali -िन: शु� दोभाषे सेवाह� उपल� छन्। यिद  तपIईलाई दोभाषे वा अ� आवास चािहन्छ भने कृपया 
हामीलाई भ�ुहोस्। 
 
Russian – Для наших программ предлагаются бесплатные услуги переводчика. Пожалуйста, 
сообщите нам, если Вам требуется переводчик или другая помощь. 
 
 
If you have any questions, please call the Vermont Emergency Rental Assistance Call Center at  
833-488-3727 (833-4VT-ERAP). The center is open from 8:30 am to 7:00 pm, Monday through Friday, 
and 9:00 am to 1:00 pm on Saturday. 

 


