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Recertification Portal Guide 
The Recertification Portal 
The Recertification portal is designed to make it easier for HACLA clients to update their certifications, 
streamline workflow, and reduce load on HACLA Advisors/Caseworkers. It accomplishes this goal by 
making the recertification process an easy step-by-step affair, accessible via any device capable of 
loading basic webpages. 

HACLA clients who have not already performed an online recertification will be instructed via letter of 
the new service, and directed to register for the portal several months before their recertification is due. 

This document is written from the perspective of how an Advisor might guide a client through 
recertification, to better show you how it works, and because some clients will undoubtedly need help 
the first time they use it. 

Registering a Client 
In order to begin with your client’s recertification, first navigate to: 
https://hacla.myhousing.com/Account/Login? 

When registering a client, they will need to input the following four pieces of information: 

• First Initial
• Last name
• Date of birth
• Social Security Number, Alternate ID (H Number), or Alien Registration Number.
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The registration information must be entered in a specific fashion. Namely, the date of birth field 
must be filled in DD/MM/YYYY format. That is to say, if they were born 4/7/1969, you must input 
the date as 04/07/1969. Without the zeroes the date will fail.  

Additionally, the Social Security Number, Alternate ID (H Number), or Alien Registration Number 
must be input without dashes. 

To input an Alternate ID or Alien Registration Number, the client must select one of the radio 
buttons appropriate for that type of number: 

Once this information is entered, the client’s username will be generated by the portal, and is 
always their first initial, followed by their last name. In the case that the combination of first initial 
and last name is already registered, the portal will automatically append several numbers to the end 
of the last name.  The username cannot be chosen by the client or changed.  

The client must then provide an email address and set their password.  
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The Client is now registered. 

Downloading Required Documents 
Clients performing their certification at home, on their smartphone, or outside of a HACLA office must 
download the forms required for their certification. Clients performing a recertification at a HACLA 
office kiosk can be aided by one of the staff there. 

On the dashboard, click “Documents You May Need” on the right hand actions panel, shown below. 

This will take the client to the “Supporting Documents” page. 

In order to download a given document, click the “PDF Download” icon to the right of the required 
document. 

This will download the document to the client’s computer, tablet, or smartphone, and they may then fill 
it out. 

The client should then open the document, fill it out digitally, and save the document when it is 
complete. 

Starting Recertification 
Now that the client is registered, downloaded the documents that are required, and filled them out, 
they can start the recertification process. There are two ways to begin this process.  

They can click the Recertification Portal button at the bottom of the right-hand menu. 
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Or, they can click the center of the bar at the top of the screen. 

The portal will give them some information about the recertification system. Clicking the “Get Started” 
button begins the process. 

Household Information 
The first section is household information, listed as “Family” on the top bar. This 
will allow the client to verify the current members of their household, or 
add/remove members as needed. 

The portal will display all currently known household members from the last 
effective certification.  

This page does not have any interactive fields on it. It is purely informational. 

Known Household Members 
The next section is for reviewing known household members. The head of household is always displayed 
first. The client should review this information and ensure it is correct. Corrections to the Head of 
Household cannot generally be made here, as only a few fields are editable. Changes to the Head of 
Household’s information should be communicated directly to their advisor. 

Other household members can be edited, added, or removed, however. 
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At the bottom of the screen, there will be red alert text if there are more fields to review, indicating you 
must scroll down. 

This page will repeat for each member of the household – E.G. every time the “Next” button is clicked, 
the client will advance one household member. Once review of all household members is complete, the 
portal will move to the next section. 

To remove members, click the red X button in the top right of the member’s information. The Head of 
Household cannot be removed via this portal – changes to the Head of Household must be processed by 
the advisor directly. 

New Household Members 
Clients can now add any new household members that exist. Simply fill out all of the required 
information in the listed fields, and save the household member.  

Income Information 
This section is for reviewing incomes for household members. As with Family Information, the first page 
here is for reviewing income only, and nothing can be edited. 
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Known Incomes 
The next section allows the client to edit, add and remove incomes. Unlike Family Information, all 
incomes are reviewed, added, and removed on a single page. 

 

The type of income listed must be selected via the type drop-down menu. They cannot be typed in 
manually. 

As with Family Information, there will be red alert text at the bottom right if there are more fields 
remaining to be reviewed.  

Adding/Removing Incomes 
If any incomes are no longer relevant, or if new incomes need to be added, those operations are 
managed on this screen. 

To add an income source, click the green plus icon at the bottom of the screen. 

 

The client must then fill out all appropriate fields. 

To remove an income source, click the red X to the right of the income source in question’s header. 

 

Once all income sources have been reviewed, added, or removed, the client may proceed to the Assets 
section. 
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Asset Information 
This section behaves similarly to Income Information. It is for reviewing, adding, and removing any 
assets belonging to members of the household. Just like Incomes, all of this is done on one page, rather 
than the sequence of pages in Family Information. 

Adding/Removing Assets 
If any assets are no longer relevant, or if new assets need to be added, those operations are managed 
on this screen. 

To add an asset source, click the green plus icon at the bottom of the screen. 

The client must then fill out all appropriate fields. 

To remove an asset source, click the red X to the right of the asset source in question’s header. 

Once all asset sources have been reviewed, added, or removed, you may proceed to the Expenses 
section. 

Expense Information 
This section behaves similarly to Income Information. It is for reviewing, adding, and removing any 
assets belonging to members of the household. Just like Incomes, all of this is done on one page, rather 
than the sequence of pages in Family Information. 

Adding/Removing Assets 
The Expenses section functions identically to the Income and Assets section. Here, you will be able to 
review, add, and remove client expenses. Unlike Income and Assets, however, there are only 3 possible 
expenses that are valid. These are: 
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• Childcare expenses for a child 12 years of age or younger. These expenses cannot include money 
paid by agencies or other family members – they must be expenses incurred on the selected 
Household member. 

• Care attendant or service animal expenses required for the Household member to go to work or 
school. 

• Medical expenses over the next 12 months not covered by insurance/Medicare/Medicaid. 

Begin by reviewing all existing expenses to ensure accuracy. 

To add an expense, click the green plus icon at the bottom of the screen. 

 

The client must then fill out all appropriate fields. 

To remove an asset source, click the red X to the right of the asset source in question’s header. 

 

Once all asset sources have been reviewed, added, or removed, you may proceed to the Assets section. 

Attachments Section 
The Attachments section is for uploading files such as proof of identification, copies of social 
security/green cards, and digital copies of supporting documents required by HACLA.  

 

There will be several fields that appear in Attachments – one for each one requested by HACLA. Each 
attachment will look like this: 
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The top field that reads “Family Members” in the above image cannot be changed – each attachment is 
already assigned a location. 

The second field indicates what type of attachment you are uploading. For the initial attachments, this 
cannot be changed, as the upload in question is tied to a type. 

The third field indicates who the attached document is for. For any document that requires multiple 
signatures – for instance, if it requires every adult household member’s signature – assign it to the head 
of household. Such documents do not need to be uploaded multiple times. 

To upload a document, click the folder icon shown below. This can be a PDF, Microsoft Word Document, 
or a smartphone photo of the document you wish to upload, if it has been printed out and filled out by 
hand. As long as the document is readable in some form, it will be accepted. 

This will open your file explorer. Find the appropriate document. If you have downloaded the document 
from the portal (described later in this document) or from the HACLA Website, it will generally be in 
your Downloads folder. 
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Select the document and click “Open.” 

 

You will now see the document’s name in the field to the left of the folder icon. 

 

Now, click the green Upload button. This will transmit the file to the portal and save it.  
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If there are non-required documents you would like to upload, click the green plus icon at the bottom of 
the screen. This will generate another attachment field for you to upload the document to. 

 

Once the client has selected this button, a new attachment field will appear at the bottom of the 
document. They must then select what are the attachment is for (e.g. Family Members, Incomes, etc), 
the type of attachment they are uploading, and which family member it is for. Then, they upload that 
attachment as indicated above. 

Downloading Required Documents 
If the client does not have all of the documents they need, they still have the ability to download them 
and fill them out. In order to download the documents they do not not already have, they may use one 
of two methods. 

First, they can click the “Need Help?” link at the bottom of the screen. 

 

Then, they can follow the instructions in the Need Help section. 

 

The other method is to click the “Back Home” button on the right hand of the screen, shown below. 

 

This will return you to your dashboard.  
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Next, click “Documents You May Need” on the right hand actions panel, shown below. 

 

This will take them to the “Supporting Documents” page. 

 

In order to download a given document, click the “PDF Download” icon to the right of the document 
that is needed. 

 

This will download the document to the client’s computer, tablet, or smartphone, and they may then fill 
it out. 

To return to the recertification, first click the Dashboard button on the right of the screen. 

MyHousing Resident Guide

13



 

Then, click the Recertification Portal button. They will be returned to the last place they were filling out 
in the recertification process. 

 

 

Additional Questions 
The Additional Questions section is used to determine additional information about a client’s special 
circumstances, to ensure HACLA can process their certification properly. Currently, HACLA does not use 
the additional questions section, so the client can click next to proceed. 
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Summary Section 
The Summary section is a display of all of the data thus far gathered about the client and their 
household members, their assets, incomes, and expenses.  

 

This section provides a convenient way to review and verify all of the data that has already been viewed 
– this is the ‘last stop’ to ensure everything is correct before submitting the certification data. 

Each preceding section is displayed here. In each case, you have the opportunity to double check your 
information about the identity, income, assets, and expenses of each member of the household. 

Should you need to add any additional data at this stage, click the green plus icon in the relevant 
section. This will return you to the appropriate section so that you may add that data. 

You cannot delete any elements from the summary screen. That must be done in the appropriate 
section. 

 

Following review of all data and attachments, the client must review and sign an authorization and 
statement of consent to release their personal information to HACLA. First, they should review the 
authorization document. 

 

Following this, they must click the checkbox indicating they have read and understood all of the 
information above. 

 

Then they must sign (with either the mouse or finger signature, if they are on a touch-capable device) 
their name. This is a legally binding signature. 
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Finally, they must click the ‘Save’ button to complete the application, or the ‘Clear’ button to re-enter 
their digital signature. 

Click ‘Save Signature’, and then click ‘Ok’ on the confirmation box. 

Once this is complete, clicking ‘Next’ will submit your application. 

Application Complete 
Once the application is complete, the client will get confirmation of the certification’s successful 
submission. 

The client has the opportunity to print out their information at this point. Subsequent attempts to 
access the Recertification Portal will produce an alert until the client’s advisor approves the certification. 

This will launch the certification wizard, and the client can walk through the site just as they did when 
initially inputting/reviewing their certification. 
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