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YouTube tutorials: https://youtu.be/hpiCCnH0joI

https://youtu.be/hpiCCnH0joI


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. 

4) Download the instructions to help you setup your account.
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Continue to next page…

http://www.spacecityhousing.org/


1) Click the “Verified Volunteers” logo.

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 501c3 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
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1) Click “Get Verified”.

2) Follow this 4-Step process.

• STEP 1 OF 4
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• STEP 2 OF 4

• STEP 3 OF 4
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• STEP 4.1 OF 4.2 
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• STEP 4.2 OF 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.
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1) Go back to www.spacecityhousing.org

2) Register with the following information:

• Username (no special characters per WordPress rules)

• Email

• Select “DEVELOPER” in drop-down

• Agree to Terms & Conditions

3) A temporary 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.
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http://www.spacecityhousing.org/


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

8)  You will then be directed to your “Profile Page”.
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1) Start at your profile page.

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.
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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”

4) Disregard this section. We are working to get them removed.
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5) Disregard this section called “Developer Location”. There will be a 

different area to input your house/room address.

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

• The green boxes are important though! Click “Update Profile”.
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7) To update your password from the temporary one that was emailed to 

you, input your desired password.

• Click “Reset Password” when complete.

• A red line with “Password Updated” will appear afterwards. 
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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…



*** 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”
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3) Click “Standard Membership”

• Option for reoccurring yearly payment available.

4) Click “Stripe” 
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5) Input appropriate data:

• Name

• Address

• Credit card numbers
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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. 
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1) Locate “Add New Property”
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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”

3) Add pictures (or also PDFs if desired)

• Pictures may take an extra couple of seconds to load
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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.

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

drop the Google Maps pin.
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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. 

*** IMPORTANT ***

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. 
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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.

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

• 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. 
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*** IMPORTANT ***

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
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Thank you!


