
 

HOW-TO GUIDE

Philadelphia Housing Authority
Building Beyond Expectations Landlord Data Center

1



HOW-TO GUIDE

2

Purpose  
This guide provides instruction on how to create an account, navigate through the functionality, and review 
information contained on the Philadelphia Housing Authority’s Landlord Data Center. 

Objective
After reading this guide, landlords participating in the Housing Choice Voucher Program will be 
able to:
1.	Create a Landlord Data Center account.
2.	Navigate the system.
3.	Understand the information provided on the Landlord Data Center.

FREQUENTLY ASKED QUESTIONS
1.	What is the Landlord Data Center?
	 The PHA Landlord Data Center is a convenient, new system that allows HCV landlords to access their 
	 most commonly requested information over a secure Internet connection. It helps landlords manage their 
	 HCV properties and helps PHA communicate information to landlords more effectively. The Landlord 
	 Data Center is available 24 hours a day and 7 days a week. 

2.	What kind of  information is available through the Landlord Data Center?
	 Access to this new system will allow you to view a one year history of  payments, inspection results, as well 
	 as the occupancy history for all of  your listed properties. This implementation is designed to increase the 
	 availability of  property and payment information for landlords.

3.	How does it work?
	 Transactions and information are completed in our Tenant/Property Management application. A daily  
	 process will gather the information and transfer it to the Landlord Data Center. Approved landlords will 
	 be able to log into the Landlord Data Center via the PHA website and access current information  
	 concerning their properties.

4.	How often do I have to complete this process?
	 Landlords only have to create a new account once! You determine the frequency of  your visits to the 
	 Landlord Data Center.  The information is updated nightly, so it is a good idea to check often.
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I.	Introduction and Creating an Account
To access your information through the Landlord Data Center, you must first create an account.

	 1.	Visit the Housing Choice Voucher section of  PHA’s website and click on the Landlord Data Center link.
		  The site address is:
		  http://www.pha.phila.gov/housing/housing-choice-voucher

	 2.	Click on Create an Account.
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	 3.	Enter your user information – The fields marked with an asterisk (*) are mandatory.

	 4.	Complete the CAPTCHA section.  – This section ensures that a person and not an automated system is
		  completing this form. 
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	 5.	Your completed form will resemble the screen below. Click on the Create Account button to submit
		  the form.
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	 6.	 After completing the registration process and creating an account, you will receive a confirmation email: 
		  This is an automated email from an email account that does not accept incoming mail. Please do not 
		  reply to this email.
		  You have successfully registered for an account at PHA’s LandLord Data Center. Your account has been 
		  verified and approved and you can now access the system. To log in, you need to use this information  
		  below:

		  Go to http://www.pha.phila.gov/housing/housing-choice-voucher

		  Choose the LandLord Data Center link.

		  Login: TestVendor

	 7.	 After you receive the confirmation email, you are free to login and view your information. 
		  Use your created User Name and Password and click the Log In button.
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II.	 Landlord Data Center Information
The Landlord Data Center allows you to view family household information, unit information (including 
inspection details), payments, your profile, holds and abatements.

	 I.	 MY FAMILIES 
	 This section will allow you to view household information for your tenants. The home screen will  
	 provide you with the head of  household information for each of  your active units.  

	 The information provided includes:
	 -	 Last Name
	 -	 First Name
	 -	 Street
	 -	 Suite
	 -	 HAP Amount
	 -	 Re-Exam Date – Date tenant is required to complete a recertification
	 -	 Move-In Date – Date tenant occupied the unit
	 -	 Lease End Date – Expiration date for the current lease

	 By clicking on the magnifying glass, you can view additional data for the family.
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	 The additional data includes family and household details such as:
	 -	 Bedrooms
	 -	 Sleeping Rooms
	 -	 Half  Bedrooms
	 -	 Half  Bathrooms
	 -	 Household Member Last Name
	 -	 Household Member First Name
	 -	 Household Member Age
	 -	 Household Member Relation to the head of  household
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	 II.	 MY UNITS 
	 This section will allow you to view all of  the unit data for your active properties. The home screen will  
	 provide you with the unit information for each of  your active units including:

	 -	 Street
	 -	 Suite
	 -	 City
	 -	 State
	 -	 Zip
	 -	 Currently Housing Family (Yes/No)
	 -	 Is Available (Yes/No)

Clicking on the magnifying glass will bring you to information regarding inspections for that unit.
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	 Inspection data summaries will be presented for the selected unit.  
	 The complete history of  inspections for the unit will be displayed.   
	 The fields displayed are:

	 -	 Date – Date of  the inspection
	 -	 Type – Inspection Type
	 -	 Inspector
	 -	 Results
	 -	 Notes

By clicking on the magnifying glass, you can view the details of  the individual inspection.

Results legend:
CNE – Could Not Enter
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	 Inspection details will be presented for the selected inspection.  
	 Fields displayed are:

	 -	 Item
	 -	 Result
	 -	 Failed Reason
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	 III. MY PAYMENTS 
	 This section will allow you to view 1 year of  payment history.  
	 The home screen will provide you with the summary of  each payment. 
	 Information provided:

	 -	 Check/DD # - Direct deposit ID
	 -	 Check Date
	 -	 Total Amount

You can view payment details by clicking on the > symbol.
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	 Payment details will be presented for the selected payment summary. 
	 Fields displayed are:

	 -	 Check/DD # - Direct deposit ID
	 -	 Unit
	 -	 Resident
	 -	 Amount
	 -	 Description
	 -	 Check Date
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	 IV. MY PROFILE 
	 This section allows you to view the setup information for your system profile.  
	 Information provided includes:

	 -	 User Name
	 -	 Name
	 -	 Street
	 -	 Suite
	 -	 City
	 -	 State
	 -	 Zip
	 -	 Phone
	 -	 Extension
	 -	 Email
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	 V.	PAYMENT HOLDS AND ABATEMENTS 
	 This section allows you to view information regarding payment holds and abatements for any of  your units 
 	 for the last year. Information provided includes:

	 -	 Resident
	 -	 Unit
	 -	 Start Date
	 -	 End Date
	 -	 Status
	 -	 Type
	 -	 Reason
	 -	 End Reason
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	 VI.	 REPORTS, COMMUNICATIONS, FORMS, AND REQUESTS
			   UNDER CONSTRUCTION
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