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How does it work?

2

Tenant 
Portal

Landlord 
Portal

RAA Staff 
Portal

Tenants, Advocates, RAA staff, EA Diversion 
Workers and Shelter Workers can submit, 

edit, and track applications.

Landlords and Property Managers can 
submit, edit, and track applications.

RAA staff can view and process applications.

Massachusetts Emergency 
Housing Payment 
Assistance Portal



How the Portals Work Together
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EA workers submit an 
application through 
the Tenant Portal. 
(Entering LL email)
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The Landlord receives a 
notification from 
the system and submits 
a landlord application 
through the Landlord 
Portal using the Tenant 
Application Code.

The system matches 
the Tenant 
Application with the 
Landlord 
Application.

The applications are 
assigned to an RAA, who 
review the applications 
and reach out to EA 
workers and landlords 
for any missing 
information or 
documents.

The RAA reviews the 
applications for eligibility 
and approves or denies the 
case



Creating an Account

and Submitting a HomeBASE Application
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• Go to the website:  

applyhousinghelp.mass.gov

• Select Get Started or Apply 

Now

DRAFT FOR POLICY AND PROGRAM DEVELOPMENT 512/3/2024

Step 1: How to register and create an account as an EA worker

https://applyhousinghelp.mass.gov/s/


Step 2: How to register and create an account as an EA worker

• If you wish to register a new account, select 
Register as new user.

• Then select I need to help someone else 
apply
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Step 3: How to register and create an account as an EA worker

• Select the HomeBASE option to 

register

• If you encounter an error 

registering with HomeBASE, 

select the RAFT option and 

email EOHLC to fix -  

Nassima.Mouhoubi3@mass.gov

• Do not submit any applications 

until EOHLC has confirmed
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mailto:Nassima.Mouhoubi3@mass.gov


Step 4: How to register and create an account as an EA worker
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The “User Registration” page requires you to enter the 

following information to create your account:  

• First Name

• Last Name

• Email

• Confirm Email

• Please provide your preferred language

• Please select the category that bests describes your role

o If you are a shelter worker, select EA Shelter 

Provider/EA Diversion Worker

• Please select the category that bests describes your role

o The question will only populate if you selected EA 

Shelter Provider/EA Diversion Worker

o Select Submit once you have completed the “User 

Registration” page.

! • Note that once the user has been designated on this account your name 

and/or email cannot be changed. 

• Please ensure the email provided is one you always have access to. Any 

password resets will be sent to this email address. You must also check off the 
reCAPTCHA box before you 
can proceed.

There are over 50 
organizations to choose 
from in the dropdown



Starting an Application
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• Click Start under the HomeBASE Application Actions • The application begins with answering questions about 

the applicant’s Living Situation.

• The first question: Is the application for RAFT or 

HomeBASE?  - Click HomeBASE

• Click Next to go to the next section,



12/3/2024 DRAFT FOR POLICY AND PROGRAM DEVELOPMENT 10

• Continue completing each section of the application:

– Instructions

– Prescreening: indicate if the Applicant is a Front Door 

Diversion, Shelter Exit, or DV/BSAS Referral

– Confirm Address

– Applicant Details
• Name, social, DOB, sex, ethnicity, race

– Add Household Members

• Name, social, DOB, sex, ethnicity, race

– Income

– Household Deductions

– Rent

– Add Utility

– Moving Additional Expenses

– Rent Stipend

– Upload Documents 

– Review Page

– Certification 

– Confirmation 

The “Upload Documents” page requires you 

to upload the following documents to the 

application:

• Lease

• Utility Bill

o Only if you added utilities to the 

application

You will also be required to provide one of 

the following documents depending on the 

type of Applicant you are requesting 

assistance for:

• NFL-9 (Front Door)

• Shelter Letter (Back Door)

• DHCD Approval Letter (Side Door)

Stabilization Packet (if transferring to the 

RAA for stabilization)

Starting an Application



Starting an Application

• During the application process, 

you will submit contact 

information regarding the 

landlord or property manager of 

the unit the household will be 

moving into

• Once the tenant application is 

submitted, the landlord will 

receive an email to complete 

their portion of the application
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Step 9: Starting an Application
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• The “Review” page allows you to review your information for accuracy. If you 

need to correct something, select the Previous button to navigate to the 

page that is inaccurate. Additionally, you can select the incorrect page from 

the dots at the top.

• Select Next once you have finalized and verified the “Review” page.



Submitting an Application
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• The “Confirmation” page confirms that the application has been submitted 

successfully.



Case Statuses in the EA Provider Portal
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Case Status Description

Not Submitted The application has not been completed and may be missing required documents. This 

application will not move forward until its completed. (will time out after 21 days)

Submitted The application has been completed and is waiting for the Landlord or Tenant to 

complete their application. The 2 applications have not been matched. (will time out 

after 21 days)

Under Review The applications have been matched and have been automatically and manually routed 

to the RAA who is reviewing the application.

Ready for Payment The Reviewer has approved the award for payment.

Paid Payment has been issued.

Closed All payments have been issued
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First need to set up the Payee/property/Payment 
Method information

Landlord Profile Setup
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After three green check marks display, you are 
ready to start filling out applications.

LL Application
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Guest LL Option

• If a landlord is unable to register and complete an application, there is an option for the EA 

worker to complete on their behalf, through the guest LL option

• Highly encourage landlords to register. With registration (not available through guest LL) - 

– Only need to register and upload ownership/payee docs once

– Will be able to track payments

– Can change payment methods

– Can save and resume applications
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Guest LL Option
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Guest LL Option
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Guest LL Option

• The system is checking against GIACT records, if information does not match, you will be 

presented with the below error

• Use the ‘update info and retry’ button to navigate back and double check all information

• As long as you go back to double check, it will let you past this screen – RAA will do manual 

validation
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Guest LL Option
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Guest LL Option
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• System will allow for 

Direct Deposit or 

Paper check 
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• System will allow for 

Direct Deposit or 

Paper check 
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• Put the Tenant 
Application Code in 
this screen to make 
sure the two 
applications connect 
and get to the RAA for 
processing
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Guest LL Option

• Confirm that LL has given permission to fill in the 
application

• Electronically sign application

• Upload required documentation
– Payee / Owner W9

– Payee/Owner Proof of Identity

– Property Details / proof of ownership

– Verification of Housing



Questions
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