
Missouri ERAP Application adding a “Recommender” (Application Part 2) 
 

The ERAP application process has two stages. Application Round 1 is complete once an application is 

submitted by the applicant for the first time. Once the application has been reviewed and is complete 

and eligible it will be moved on to the “Application Round 2” stage. The applicant will be notified by 

email when the application has moved to Application Round 2 and they will need to log back in to their 

application account to complete the next stage.  

 

 

The applicant should log back into their account in the application portal. The applicant should 

see “My Applications”, and click the “Start” button on the appropriate application. This can be 

determined by the application status.  



Please note: There are two different views on the homepage; icon view or list view.  

 

After clicking “Start” the application will be opened. From here an applicant will see two tasks 

which must be completed.  

 

The applicant should first complete the task labelled “Owner only task.” 

 

 



 

Once the “Owner only task” is complete, the applicant must now invite the tenant to complete 

their portion of the application. This is done by clicking on “Tenant Task- Emergency Rental 

Arrears HMIS Form,” to add the tenant as a collaborator or “Recommender.” 

Please note: If a special accommodation was selected in  Application Round 1, this stage will 

not apply. If a special accommodation was selected, the tenant will be contacted by phone to 

complete their portion of the application. 

 

 

After selecting the tenant task click “Request a Recommendation.”  

 



 

“Request a Recommendation” will bring up a form similar to the image above. The applicant must enter 

the tenant name and email address. The applicant may also add and send a custom message to the 

tenant.  

Please note: The tenant should be made aware prior to the start of the application process that they 

must monitor their email in order to complete tasks in the application. The application cannot be 

completed without the tenant’s portion.  



 

The application will now show that the recommendation request has been sent to the tenant. 

The application cannot be completed until the tenant has finished their portion of the 

application.  

 

If the tenant does not receive the email or if an error is made, this can be corrected by clicking 

the three dots next to the requested date.  



 

The tenant will be notified by email that a recommendation request has been sent and that 

they have seven (7) days to log in and complete the task. The tenant must select “Give 

recommendation” in the email to log in to the system and complete their task. 

 

 

 

 

 



 

Similar to the registration process for the applicant, the tenant must create a login and 

password. They may login using Facebook, Twitter, Gmail or create a new username and 

password.  



 

Once the tenant has completed the registration process they will have access to the HMIS form. The 

tenant must complete the requested information for all members of the household. 

 

Once the HMIS form is complete and submitted, the tenant will be brought to the confirmation 

page. The applicant will also be notified by email. 



 

The application portal will now show that the recommendation has been received.  

 

 

After the tenant has completed the HMIS form the applicant will be notified and must log back 

into the system to click “Submit.” 

 



 

 

After the Application Part 2 has been submitted it will automatically be assigned to a reviewer. 

If corrections are required, the applicant will be notified by email to “CURE” the application. 

Please view the “Application CURE Instructions” information on correcting an application.  

Please note: The applicant will be notified by email whether the application has been 

approved, needs corrections, or has been denied. It is the applicant’s responsibility to check 

their email, including their junk folder for all communications regarding all phases of the 

ERAP application.  


