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Step #1

1) We recommend Google Chrome or Firefox. IE has issues.

2) Go to www.spacecityhousing.org

3) Click the house icon on the “LANDLORDS” option.

SPACE CITY & s o
o HOUSING WELCOME  CONTACT L LOGIN

ument on th

y issues. Asa

All landiords will have a yearly fee of $50 (unlimited listings)

Please select an option below

® ®

INTERNS LANDLORDS

4) Download the instructions to help you setup your account.

Landlord Onboarding Instructions

STEP #1: Download the step-by-.

STEP #2: Complete a background check

All landlards must now be vetted through Verified Volunteers. They are a highly respected company that helps
organizations like the Girl Scouts, Pop Warn 0bo tion. it takes Verified

Volu we can activate your

STEP #3: Register

Althy

C -

Continue to next page...


http://www.spacecityhousing.org/
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Step #2

1) Click the “Verified Volunteers” logo.

STEP #2: Complete a background check

All landlords must now be vetted through Verified Volunteers. They are a highly respected company that helps
organizations like the Girl Scouts, Pop Warner Little Scholars & FIRST Robotics Competition. It takes Verified
Volunteers 24-48 hours to process an application. Once they send us your results, we can activate your
account. Thank you for your patience and understanding.

SAFETY IS OUR HIGHEST PRIORITY

2) A new tab will open with the Verified Volunteers website.
3) Complete the application.

Safety is our highest priority.

You will only have to do this once.

Verified Volunteers provides landlords with a discounted, one-time
$38 fee because of our 501¢3 non-profit status.

You will not be admitted onto our site if you do not complete this step.

4) Input the following information:

Username

Email

Password

Two security questions

Click their terms & conditions check box

/ Verified
Volunteers

Register and Start Your Order

Alrmacy have am accen? Cick hars 9 et

¥ fin G N

Continue to next page...
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Step #2

1) Click “Get Verified”.

/ Verified
Volunteers

Propelling Nonprofits Empowering
1

Volunteers

T S T
T e Caprige 2938 Veried Vot

2) Follow this 4-Step process.
« STEP1OF4

4 Easy Steps to Getting Verified

. . Step 1014
Be Better Foundation, Inc requires you to have a background ;

This short process should take you between 2-
3 minutes to enter your information so we can
get your order submitied.

check.

A /3 Complete Criminal Locator Check will be conducted on
you.

Leam More

Cost of Background Check: $38.00

In areas where sdministrative courts charge Verified Volunteers fees for sccess to informtion, the
fees will be passed slong and the amount will be reflected in the total cost during Step 4 of the
order process.

* denotes required information

Below, you will be asked to enter your name. When doing so, please
. AN
« Enter your first, middle, and last name separately
« Enter your legally given name only (the name that appears on your
birth certificate or other official documentation). Nicknames o
shortened names may cause errors and delays when processing
your background check

Your First Name  iesm rore

First Name*

Your Middle Name
Middle Name*
[ 1 don't have a middle name

Your Last Name  Lcam wore

Last Name®

Your Suffix
Suffix

Your Date of Birth
Month* v

Your Social Security Number &
SSN* XX XXX

Gender

Contact Information
Phone Number* tylerlane1991@gmail.com

Other Names Used (siizs, maizen name, ste) 4 Add Alias

Continue to next page...
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tep #2

STEP 2OF 4

MYPROFILE | ABOUT | BLOG | CONTACT | Getverified

4 Easy Steps to Getting Verified

Your Current Address
dress Line 1

This s i required.

United States.

How long have you lived at this address?
From” memyyyy Present

Other Places You Have Lived

LoGout

Step2.of4
Ok, youire onto Step 2. Please continue b
enter the information requested, then select
Save & Continue.

STEP 3 OF 4

4 Easy Steps to Getting Verified

You, as a consumer, have a number of rights when it comes to your
personal information and your background check report. Be Better
Foundation, Inc is required by law to provide you with information
regarding those rights and to gain your consent for a background check
before allowing you to continue with your order. Please review and sign,
by checking the boxes, to indicate your consent to begin the background
check process and to acknowledge your rights under the Federal and
applicable State Fair Credit Reporting Act(s).

Consent to Use of Electronic Records and Signatures -

You have the opportunity to complete and sign documents, as well as recsive notices and
other documents related to your application and background check, in slectronic rather than

paper form. To agree to these uses of elactronic documents and signatures, and to sign this

document with the same effect as physically signing your name, dlick the “Sign” button at the
botiom of this page after reviewing the information below.

In order to sign, complete and recsive documents electronically you will need the following
>

=] receipt of the Consumer Financial Protection Bureau's "A
SUMMARV OF YOUR RIGHTS UNDER THE FAIR CREDIT REPORTING ACT.” 4

=] I have read the Di Ry ing the andior Volur
Employee Position Background Report provided by Verified Volunteers and this
Authorization to Obtain Employ and/or ‘mployee Position
Report. By my below, | hereby consent to the preparation by
Verified Volunteers, a consumer reporting agency located at 113 South College
Avenue, FurtCu\Ilns, CO, 80524, 855-326-1860 Option 3,
www. com, of reports me and the release
of such reparts to any organization | authorize and its designated representatives,
to assist the ization in making an employ andlor
employee position decision mvc\vlng mo at any time after receipt of this
and ploy andlor
position, to the extent permlrled by law. To this end, | hereby authorize, wl[huu(
reservation, any state or federal law agency or court,
institution, motor vehicle record agency, credit bureau or other information service
bureau or data repository, to furnish any and all information regarding me to

Verified and/or the itself, and Verified Volunteers
to provide such i ion to the ion. | agree that a facsimile{"fax"),
electronic or photographic copy of this Authorization shall be as valid as the
original. 4,

E] | understand that by typing my name where indicated below, | consent to the use of

electronic records and signatures in the manner described above, and the
electronic storage of such documents. 4,

Your Last Name
Last Name”

Your First Name
First Name*

ontinue

- a. A personal e-mail address -

Step3ofd
You're almast there! Please review the
information to the left and acknowledge where
prompted ta continue with your background
check order

& Print Consent and Rights

Continue to next page...
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Step #2

STEP 4.1 OF 4.2

4 Easy Steps to Getting Verified

Confirm your personal information is correct

Name:
SSN: Phone:
Gender: Email:

Stepdof4

The Information above is correct. & Learn More Go Back & Edit

Sign up for the Fast-Pass

Yes! | would like to purchase the Fasi-Pass for $3.99.

No thank you.

© What's a Fast-Pass?
© Who can | share my Fast-Pass with? Take a peek!

© Attention Hurricane Harvey Volunteers

= Questions

Your Background Check Order # 2090017

SourcoFos [ Price

Level 3: Complete Criminal History Record Locator

Search $38.00
Govemment Watch List Search (OFAC) Included
DQJ Sex Offender Included
County Criminal Search - GALVESTON, TX Included
County Criminal Search - HARRIS, TX Included
State Criminal Search - MN Included

Total cost of Background Check  $38.00
Tax  50.00

Amount paid by me  §38.00

Last stepl Please review your personal
information carefully and then provide payment
information as necessary

Continue to next page...
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Step #2

« STEP4.20F 4.2

After completing this step, it will take Verified Volunteers 24-48 hours to
process it. Once they tell us you're approved, we can grant you access into
the rest of the website. While you wait, you can create & edit your Space
City Housing Profile though. Instructions on how to do that are in Step #3.

[Source Fee | Price

Level 3: Complete Criminal History Record Locator

Search $38.00
Govemment Watch List Search (OFAC) Included
DOJ Sex Offender Included
County Criminal Search - GALVESTON, TX Included
County Criminal Search - HARRIS, TX Included
State Criminal Search - MN Included

Total cost of Background Check  $38.00
Tax $0.00
Amount paid by me  $38.00
Payment

Your cost: $38.00

Mame on Card

Billing Address

City

State |

Zip Code | |

Amount | usD s38.00 |

Credit Card I\Jmse’| |

CVC Number | |What's this?

Card Type | visa M

Expiration Date | 01 v 2018 ¥|

Complete

Congrats!

You're one step closer to becoming a Verified Volunteer.

Your background check has been ordered. You can view the status of your
order at any time simply by viewing your profile. Just so there’s no
confusion, we'll send you an email when Be Better Foundation, Inc has
reviewed your Background Check!

Order Number:

Go to My Profile

Continue to next page...
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Step #3

1) Go back to www.spacecityhousing.org
2) Register with the following information:
+ Username (no special characters per WordPress rules)
*  Emalil
» Select “DEVELOPER” in drop-down
* Agree to Terms & Conditions

STEP #3: Register

until Verified Volunteers notifie

account which gives you access to the entirejpertsir

| agree with terms & conditions

REGISTER

~

Although STEP #2 will take 24-48 hours, you can still register with Space City Housing now if you'd like. However,

at you have passed their background check, we will not activate your

3) Atemporary password will be emailed to you.

4) Check your email.

5) Copy that password & go back to Space City Housing.
6) Click “LOGIN” at the top of the page.

SPACE CITY
HOUSING :

Landlord Onboarding Instructions
STEP #1: Download the step-by-step instructions
| Download ‘

STEP #2: Complete a background check

T

SAFETY IS OUR HIGHEST PRIORITY

vV

Continue to next page...


http://www.spacecityhousing.org/
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Step #3

7) Login using the temporary password that was emailed to you.

o R WELCOME ~ CONTACTUS  LOGIN

Login | Forgot Password?

8) You will then be directed to your “Profile Page”.

Your Current Package:

Dashboard - Profile Page

Photo

UPLOAD PROFILE IMAGE.

Developer Details

Continue to next page...

10
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Editing Profile

1) Start at your profile page.

sssssssss
HOUSING

Your Current Package:

Dashboard - Profile Page

Photo

UPLOAD PROFILE IMAGE.

Developer Details

2) If you want to, upload a picture of your face (or dog, mascot or
anything other than the house/room you're renting). House & room
pictures will be in a different section.

» Click “Upload” and then scroll down.

vvvvvvvvv
uuuuuuu

Your Current Package:

Dashboard - Profile Page

Photo

UPLOAD PROFILE IMAGE.

Developer Details

Continue to next page...
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Editing Profile

3) The “Developer Name” is the name that will be displayed. It is
recommended to put either your name or something appropriate.

» For those worried about their name being published online:
This website is completely shutdown to everyone outside of who we
individually grant access. Only interns approved by the intern/coop
office will have access to this site. However, please note, that other
landlords will be able to view your property details and “Developer
Name” as well.

* Complete with “Email” & “Phone Number”

SPACE CITY
HOUSING

Developer Details
optional

Developer Details

Developer Area/Categories

4) Disregard this section. We are working to get them removed.

Developer Details

Developer Details

Continue to next page...

Qﬂper Area/Categories J
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Editing Profile

5) Disregard this section called “Developer Location”. There will be a

different area to input your house/room address.

\ PLACE PIN WITH DEVELOPER ADDRESS.

~

5

6) Disregard this red section called “About Us”.

* The green boxes are important though! Click “Update Profile”.

Change Password

RESET PASSWORD

Continue to next page...
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Editing Profile

7) To update your password from the temporary one that was emailed to
you, input your desired password.
* Click “Reset Password” when complete.
* Ared line with “Password Updated” will appear afterwards.

SPACE CITY
HOUSING

PLACE PIN WITH DEVELOPER ADDRESS

UPDATE PROFILE DELETE PROFILE

Change Password

RESET PASSWORD

This is pretty much all one can do until the background check
comes back. Feel free to read the rest of the instructions to become
familiar with the next steps though.

Continue to next page...
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Payment

*** You will not gain full access to your profile until the background check is
verified (usually 24-48 hours). Please do not make a payment until it goes
through. The system does not translate well when it's not processed in a
different order. ***

Once the background check is processed, you may proceed with paying
the yearly website fee.

+ Again, we understand that this is a new change from the previous
free website, but it's a necessary change in order to meet the
safety, security and usability features this new website will have.

* The $50 is for the entire year, meaning, you can post as many

listings you want for as many semesters.

1) To pay the fee, go to the top of the “My Profile” page.
2) Locate “See Available Packages & Payment Methods”

ccccccccc
HOUSING

Your Current Package:

Dashboard - Profile Page

Photo

15
Continue to next page...
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Payment

3) Click “Standard Membership”
» Option for reoccurring yearly payment available.

4) Click “Stripe”

16

Continue to next page...
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Payment

5) Input appropriate data:
* Name
* Address
* Credit card numbers

Continue to next page...

17



Payment

6) “Your Current Package” status will have now changed from “Free
Memberships” to “STANDARD”. You now have full access to the website
and can post your listing.

Your Current Package :

cancel stripe subscription

C@E

18
Continue to next page...
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Adding Properties

1) Locate “Add New Property”

Continue to next page...
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Adding Properties

2) Input the following data:
« Title
» Description: This is where you put anything & everything you
want the intern the know. Beneficial topics include:

* Who also lives in the house
» Typical schedule
« Utility & appliances privileges
» Expectations & “House rules”

Dashboard Add Property Page

These fields are mandatory: Title, Description, Property Price, Property Ad
Latitude, Property Longitude, Property Bedrooms, Property Bathrooms, Av

s, Property City, Property Zip, Property County, Property Country, Property
ble from

Property Price

A MEMBERSHIP
Property Description e (mandato
ng f Ervicn our C
s

3) Add pictures (or also PDFs if desired)
* Pictures may take an extra couple of seconds to load

Vovcasonct L]
e Al SELECT MEDIA

Continue to next page...
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Adding Properties

4) To add text, click the “A” button
5) To select the featured/main image, double-click. A star will show in the
top-right corner.

Listing Media

SELECT MEDIA
* At least 1 image is required for a valid submission.M

6) Input address. Once you start typing, the system will auto-complete &
drop the Google Maps pin.

Listing Location
Use the button to save

Map  Satelite

i
+

Map data ©2018 Google Terms of Use

Continue to next page...
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Adding Properties

7) List out how many bedrooms & bathrooms you are RENTING. (Do NOT
put how many there are in total) If you desire to share that, that info
should be listed in the “Description” paragraph covered above)

+ Select when it is available
» Check all the appropriate amenities & features. If there is anything
not listed, put it in the “Description” paragraph covered above.

Listing Details

Amenities and Features v A s Inclu nd

¥ Fence v W

ADD PROPERTY

*+% [MPORTANT *+*

8) Finally, double check & make sure everything is how you want it. It is
possible to make changes after you have submitted it, but it will have to
go through the admin approval process again — even if it was a minor
change. That’s just how this system was designed. We will work on
improving the system, but for the time being, this should suffice.

22
Continue to next page...
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Adding Properties

9) You will receive an email as soon as the listing as been approved. We
will do our best to get through these as quick as possible. Once
approved, you will see your ad’s status change from “Waiting for
Approval” to “Published”. It will also show up on the map.

Dashboard My Properties

Test Property

10) Here is an explanation of what these buttons do:

Dashboard My Properties

Test Propertgl
X dit Property

Delete Property

:,‘g—hable/ﬂisahle Listing

Tt =iy -
e | ISl

NEW MODEL NOW OPEN!

» The pen and pad icon is the “Edit Property” button. This allows
you to go back and update anything in the listing when you
created the profile, and to keep it updated each semester you get
a new renter. After making edits you will need to be approved
again.

» The “X” button is to delete your listing.

» Once approved your listing will show “Published” and you can use
the Pause button to disable your listing. It is important to use this
feature and to Disable your account after you have no openings
left. All your info is saved, but is not displayed for interns to see.
This will help limit the amount of emails you receive.

Continue to next page...



Adding Properties

#+% [MPORTANT **

11) Please change your status to “Disabled” after you have confirmation of
someone renting your room(s). This will help keep places that have
open rooms easier for renters to find, and it will help you avoid extra
emails and phone calls of people you need to turn away from being
booked. When you need to find another renter, you can change this
back to “Published”.

12) Example of what a property looks like

Test Property

¢ 999 '“C\N Tz}_‘ AMENITIES & FEATURES
Vv JIJIMVININ

League City, TX, USA
AVAILABLE: 2025-01-01

BEDROOMS: 5
BATHROOMS: 4

2% % $§% % 2% S
IR LA S S
L % S A% QN X

DESCRIPTION

@K <L

Continue to next page...
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Thank you!

Step #1

Step #2

Step &3
Editing Profile
Payment

Adding Properties



