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2. Applicant Enters the Workflow 
 
In the following example, the property has an affordable housing waiting list and a waiting list 
workflow has been configured for the property. An applicant is applying for the waiting list.  
 
An applicant’s first step is to select their preferred language. Allowing an applicant to complete 
the applicant in their preferred language will make the application process easier and may 
reduce the amount of help applicants need from your staff. The administrator can designate 
which languages are available for each property.  
 
The applicant can navigate forward and backward throughout the application. The interview 
steps are displayed on the “My Application” navigation column.  
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3. Compliance Interview 
• Each question must be answered by the applicant, with none of them defaulting to any 

pre-filled state. 
• The answers given by the applicant determine what additional questions will be asked 

later in the interview. 
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4. Detailed Data Entry 
• Questions presented to the applicant are easy to understand. 
• Interrelated questions associated with the compliance piece are grouped into their own 

unique sections of the workflow: 
o Personal information about members of the household 
o Information about income (Jobs, alimony, gifts, etc.)  
o Information about assets (Checking or savings? Stocks? Income-bearing?) 
o Information on Expenses (if applicable) 

 

 
 

5. Correcting Errors 
RentCafe Affordable Housing is programmed to catch instances where an answer does not seem 
to be complete or is not entirely accurate. A couple examples may include: 

• An applicant answered “Yes” that they have a job but did not give us information on 
that job. 

• All members of a household are full-time students on a tax credit property, but no 
student exception was ever defined. 
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