
eRFTA - Housing Providers Guide
For Housing Providers, Property Owners, Property Managers, Agents, etc.

Log in
1. Log in to start.  If you are not already set up in bob.ai then you enter your email address and

Password (Create an account) and be sure to agree with the terms and conditions in order to
move forward.

2. Go to the “Manage RFTA” app after Login.

3. Click “Create RFTA” to start the RFTA process as a Housing Provider for a “Voucher
Holder/Applicant/Client”.
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4. Start entering the “PHA or Agency” name that you are working with (i.e., DHA, HACSLA, etc.)
and select from the drop-down. Note:  If you have the PHA #, such as TX009 for Dallas
Housing Authority, you can enter that as well.  Then, enter “Client/Voucher Holder Name" and
“Client/Voucher Holder Email”. Click the “Proceed to Create RFTA” button.

5. A popup will appear to confirm if the user is selecting the correct PHA.
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6. If the voucher is not found for an added voucher holder in RFTA by Landlord, this popup will
appear and Landlord will move to “Create RFTA for any PHA, CoC or Nonprofit in the USA”
popup to fill in the accurate information for voucher holder.

7. After entering the Voucher holder information, you can begin to list your “Unit” info.
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a. Please enter all the fields for monthly rent amount, pets, etc.  Under the “User Type”,
Agent/Owner.
Note: If you choose “Agent” here, you will need to include a management agreement
in the additional documents tab.

b. Select the “Number of Bedrooms”--if it is more than 5, please select the "Other"
option radio button and enter the number of bedrooms in the next field box.

c. Select “Yes/No” for “Do you need two references?” and “Do you need the FICO
score? “

d. Add your House number in the street field and you will see a google search for
addresses. Please select the address from the “Street” field and click on the “Next”
button. This will populate the rest of “Street” and  “House #” fields.
Note:  these will be combined into one field in the next release.

e. When you click on the “Continue with Utilities and Appliances” button you will move
to the next form “Utilities and Appliances”.

f. After filling the Utilities and Appliances form click the “Next” button to move on next
form.

General Information:
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Note: Here’s an example of the search function.  Please type your address and select one
from the suggested address searches.

Utilities and Appliances:
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8. You will see a popup window to save the unit you just created as a new Floor Plan. You can
name anything you would like and save it as a new Plan.

9. After saving “Floor Plan” you will see a “Success Message”.
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10. If Voucher is not created for the Voucher holder yet from any PHA, housing provider will see
the below popup. And just click on “OK”.  Some PHAs don't allow property owners to create a
RFTA if a voucher is not in their system, so you will see a different message in that case.
Always check with the voucher holder to make sure the name of the head of household is
correct, and if it is, to wait a day or two from the date their voucher was issued to ensure it will
be in the system.

11. After filling “Your Unit” form an information popup will appear to the user about how the RFTA
form will be signed and what forms need to be filled and sign first before signing the RFTA
form.
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12. Next, each tab that is marked below needs to be filled in.
a. For the Direct Deposit, most PHAs are requesting a handwritten signature, so you

can just download it and upload it in the “Additional Documents” tab.
b. Information entered in the “Your Unit” tab will populate most of the information for the

RFTA tab.
c. If the rent you are requesting is not affordable on the “Your Unit” tab you will receive a

message to advise what is affordable and let know what is a good offer from your
side.  If you agree to that max, you have the option to agree and lower it at that point.
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13. You can see a full view of each form by clicking on the arrow button.

14. If the account name is not set, the housing provider will get a popup message to update your
name in “My Account” to sign the RFTA. Otherwise, housing providers will not be able to sign
electronically. If your name is already set correctly then, please ignore these steps and
continue the RFTA creation process from step 13.

Please follow the steps below (a - d) to set your name or contact information.
a. The housing provider will click the “My Account” button on the popup and will be

directed to the “My Account” app.
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b. Click on the “Contact Information” box in the “My Account” App.

c. Fill in all information (First Name, Last Name, etc.) and click “Save” at the top.

d. Once you click save, you will see that your contact information is saved in the
account.  You can also set your Photo in the account by clicking the “Camera” icon.
Just click on the “Camera” icon and select the image from your PC/Laptop.
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15. The housing provider will see that their name is automatically filled in the
“ACKNOWLEDGMENT OF RENT RESPONSIBILITY” form if their Contact name is set in My
Account. In this form, housing providers will see their Client/Voucher Holder’s name also.
Click the “Signature” box and Save the form.
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16. The housing provider will see a popup “Digital Signature Verification”. Please select the “Yes”
radio button and click the “Confirm” button.

17. After the “Confirm” button, a confirmation popup will appear. Please select “Ok” and you will
see the final signature window.
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18. Next, the housing provider can see their electronic signature.  Click “Got it” and “Save” the
form “Rent Responsibility”.
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19. Next, the housing provider will see the “Additional Amenities” form. Add all the information in
this form such as “Year Built”, “Square Footage”, etc.  If there is a red line there, it indicates
mandatory fields that need to be entered.  Select the radio buttons that apply to each
amenity, and add your “Phone #” at the bottom to sign the form.  Click “Save”.
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20. The housing provider will then move to the “Vendor Number Verification” form. Please fill all
fields in this form.

a. The Total Number of Units in a Complex should be the total number you have if it is
an apartment or high-rise building. If it is a single-family home or duplex, this should
be 1.

b. If you have completed this before, the Owner/housing providers details will be
automatically filled in, but if it is your first time filling it in, then please add all of the
information.

c. If the housing provider doesn’t have an Agent, just select the “No” radio button for
“Agent Agreement Attached”. If this is selected, you will need to add the
“Management Agreement in the “Additional Document” tab.

d. At the end please add your Bank Name, Routing Number, and Account Number and
Sign the form at the end of the form and save it as you did in previous forms.
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21. The “Direct Deposit Form” will need to be filled in from the housing provider's side. This is the
only document that a Handwritten Signature is needed, so do not sign the form electronically
here.

a. Please fill in all the mandatory fields in this form.  If you are an “Owner”, select the
Owner radio button.

b. If you are new to bob.ai, please select “New Sign Up” even if you have already had a
property with the PHA.

c. Add Name, Contact name, these 2 fields will be the same, Add the “Address”, “City”,
“Email”, “Account Type: Checking/Savings” “Bank Name”, and “Routing#”,
“Account#”. In this form electronic signature is not required For “Vendor Signature”
please read the below information.

d. “Hand-written signature is required on this form. Please fill it, save, download,
print, sign, and attach under additional documents.” This is an important step in
the RFTA process. Without attaching the signed“Direct Deposit Form” in “Additional
Documents” the housing provider will not be allowed to submit the RFTA.
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22. To download the “Direct Deposit” form please check the below image and attach the “Direct
Deposit” signed pdf to the next “Additional Documents” form according to the previous step.

a. Click on arrow:

b. Select “Download”:
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23. The housing provider will now see the “Additional Documents” tab.  All the mandatory forms
such as the ‘W9” and scanned signed “Direct Deposit” pdfs are required to submit the RFTA.
You can attach any necessary documents in this tab.  Please select the pdf name from the
drop-down list that appears in the “Select Document” arrow and then click on the “Choose
File” button. Then, you can select a file from your PC/laptop and click the “Start Uploading”
button. The housing provider will see his document is attached. Follow all 3 images below:

a. Select Documents, Click the arrow, and select document name. Click “Choose File”
and Select file/PDF  from your PC/Laptop.
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b. Click the “Start Uploading” button.

c. The housing provider can delete the documents if attached a wrong document
mistakenly or can open the pdf. After adding all documents please save the form.
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24. Next is the “RFTA” form. Most of the information will be already filled in this form from the
“Your Unit” tab, but please verify and confirm that everything is correct to submit the RFTA.
Please read all details carefully and fill in missing information and check already filled
information and sign the RFTA and click on the “Submit RFTA Package” Button at the end. If
anything is missing, you will not be allowed to update the RFTA package, so make sure that
you have added all mandatory information and documents.
Please follow step by step to fill the “RFTA” according to the below images:

a. Check all added or missing information and correct them if possible below. Important
ones to confirm are the Name of Public Housing Agency (PHA), Address of the Unit,
etc.

b. Note that the “Date Unit Available for Inspection” (selected from the drop-down
calendar) is the first date the inspection can be scheduled for.
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c. Confirm that the utilities are correct here from the “Your Unit” tab.  For the lead based
paint section, check below and select the option that best fits your property.  If it was
built prior to 1978, please send the lead based paint acknowledgement to your client.
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d. In this last “RFTA” form image, please check if all your information like the Owner's
name, Business Address, and Contact phone number is available/filled corrected or
not.

e. After adding all information to the “RFTA” form please click on the “Submit RFTA
Package” button that  only can appear when housing provider will sign this form
electronically.
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24.  Once RFTA is submitted from the housing provider's side and will see the below popup.
a. If the renter has not asked for the RFTA to be sent elsewhere to sign, you can ignore the

below popup and click “OK”.  It will already be available to sign on the client’s side at the
email address that is on the voucher.

b. The housing provider will see a confirmation popup:
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25. Once the housing provider clicks on the “Manage RFTA” app, they will see the created RFTA
for the voucher holder.  The status of RFTA should be “Sent to Client” and the Client will
receive an email notification to sign the RFTA. PHA employees will also see that the RFTA is
submitted and ready for Client/Voucher Holder to sign.

26. If anything is missing from the RFTA package from the housing provider’s side, then the PHA
and Client/Voucher Holder are allowed to return the RFTA or reject the RFTA package from
their side. The housing provider will be notified by email along with the return reason.
Review the requested information, add the requested documents in the Additional
Documents tab, and sign/resubmit the RFTA by clicking on the “Submit RFTA Package”
button. Whenever a RFTA is rejected, the housing provider will need to only sign the “RFTA”
form again.

a. The housing provider can view correspondence in their Bob.ai chats and personal
inbox. If the PHA employee or Client rejects the RFTA, the status of the RFTA will be
changed to “Returned”. You can see the reason the RFTA was rejected by clicking on
the chat icon.

b. The housing provider can also see the Emails about the RFTA, under the action
button (3 vertical dots) in the Bob.ai “Manage RFTA” app:

27. If the rent requested is too high according to the available comps within a 2 mile radius, the
PHA will Negotiate with the housing provider and send them the highest rent possible.

a. In this case, the housing provider will receive an email (i.e. Your RFTA is Negotiated
with this amount) and the Status of the RFTA will be changed to “Negotiate”.
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b. Then, click on the 3 dots on the side to click on “Open RFTA”.

c. A housing provider will see a popup and can accept the Negotiate amount that PHA
is requesting, otherwise, the housing provider cannot sign and submit the RFTA
again.

d. After accepting the Negotiated amount by clicking the “Yes” button on the popup, the
housing provider will see a confirmation popup. Just click on “Got It” and go to the
“RFTA” form again to sign it and “Submit the RFTA Package” again.
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28.  If all the documents submitted by the housing provider and renter, the PHA will approve the
RFTA.  The inspection will be scheduled roughly 30 minutes after the RFTA is approved and
details can be found by clicking on “View Inspection”.  The assigned inspector will also call
the housing provider to confirm a date and time for the inspection.

29. If for some reason the housing provider doesn’t want to rent their unit, and the housing
provider or the PHA can “Void” the RFTA. Selecting the void option means this RFTA will no
longer be in active status for all parties.

a. To Void the RFTA, select “Open RFTA” on the 3 dots of the selected RFTA.

b. Click the arrow in “Choose Action” and select “Void” from the dropdown list.
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c. When the housing provider selects “Void” from the dropdown list, a popup will appear.
Enter the reason why the housing provider is voiding the RFTA agreement and click
the “Submit” popup with the reason.

d. The housing provider will see a confirmation message.

e. A housing provider will see that RFTA status is now “Void”

27



30. PHA/ Client/ Landlord will see the Inspection details in the approved RFTA form “Initial
Inspection”.

a. Inspection details in the approved RFTA form “Initial Inspection”.

b. The user can also see that the RFTA status is “Inspection Scheduled” and an
“Inspection #” is allotted to his approved RFTA in the “Manage RFTA” app.

28



31. Renter will see below popup if clicks on “Affordability” option under “Choose Action” drop
down list in his/her RFTA.

32. If the Landlord and Renter want to talk directly then both can choose the bob.ai chat option
on their RFTA. Click on Chat box.
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33. Chat box will be opened. You can send texts or documents here in chat and this chat will be
operated between Landlord, Client, and PHA employee (Case manager/Reviewer).

Remember: If you have questions about the app or if something is not clear to you, please feel
free to reach out to support@bob.ai. We also have helpful videos on our website under “The
Feed”.

Thank You for your patience and cooperation!
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