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Owners and Property Management (PM) staff must review applications in the
Partners Portal when contacting applicants and determining their qualification
status. The steps outlined below replace all previous guidance on the application
management.

You can manage applications within the Partners Portal by updating their status
and assigning position numbers for the lottery and waiting lists. It is important if
the application list is downloaded you must retain the Confirmation Code as
this is a unique identifier for the application submitted.

If you do not currently have access to the Partners Portal and need it to manage
your applications, please contact your assigned analyst. If you are unsure how
to locate your assigned analyst please review the linked video.

For reference the previously released O/PM Guide on the Use of the Partners
Portal is available by clicking on this_link.

Please Note the bulk upload feature will be introduced in a future release. The
feature adds a new user interface in the Partners Portal that allows users to
upload a CSV file and apply bulk field updates to application records for a
selected listing. The page handles file upload, listing selection, and triggers
backend processing of the CSV .
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https://youtu.be/BR8QZigqA8Q
https://lahousing.lacity.org/AAHR/Documents/Access%20Housing%20LA%20Partners%20User%20Guide-Final%2004.30.2026%20Accessible.pdf
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Numbering Applications

Task Steps

Gain access to Partners Portal | Log in to the portal https://partners.housing.lacity.gov/

The Listings page opens with all linked properties.
Note: If you need to request
access for any additional
properties contact your
assigned analyst.

Access property listing page. (]

PARTNERS PORTAL

As shown with the blue arrow Listings

- m B bortocsv

LISTING NAME LISTING STATUS 4 LISTING FILE NUMBER CREATED DATE PUBLISHED DATE  DUE DATE c\:ﬁ ;;;;; QOPENY

Test €— Draft Test-01 07/09/2026 None None 0 No

1 Total listings ~ Show 8 Jumpto 1 v

8.26.2026 2


https://partners.housing.lacity.gov/

| H®
» 4

SiLAHD

LOS ANGELES HOUSING DEPARTMENT

PORTAL

MANAGING APPLICATIONS ON THE PARTNERS

B
EQUAL HOUSING @

OPPORTUNITY

Access the applications tab.

As shown with the blue arrow

PARTNERS PORTAL

Listing:
Listing Applications ———
Listing data

Date created Listing ID

06/01/2026 at 12:21 PM

Listing intro

Listing file number

A4018-01

Last edited by You
July 09, 2026, 07:55 AM

Note: Do not delete the
Confirmation Code when you
download the spreadsheet for
use outside of the Partners
Portal as deleting this
information will cause significant
work on the O/PM when future
enhancements are released.

As shown with the blue arrow

1 Total applications

To update an applications j o

lottery, Accessible Unit Wait List | S

(AUWL) and/or Conventional —

Unit Wait List (CUWL) number

click on the Confirmation Code

you wish to update.
1/14/2026 3t 4:10:00 AM P.. 123D94E9 M=——Paper submitted

Show 8 v

Jumpto | 1 v
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CIiCk On edit to Open the Listings » > Applications > 123D94E9

TEST TEST

application.

Submitted

As shown with the blue arrow — IS

Application data

Delete
Confirmation code Application submission type Application submitted date
123D%4E9 Paper 1/14/2026
Application submitted time Application language Total household size
4:10:00 AM PDT n/a 1
Submitted by
test test
Accessible unit wait list (AUWL) ‘Conventional unit wait list (CUWL) Lottery number
n/a n/a n/a
Enter their lottery number, in the (]
’ PARTNERS PORTAL LISTINGS USERS SETTINGS SIGN OUT

appropriate text box.

Listings > > Applications » 123D94E9 » Edit

EDIT: TEST TEST
123D94E9

Click on save & exit to save your
Work. Submitted

Application data m

As shown with the blue arrow anee

Delete
01 14 2026 04 10 AM Select one e
Last updated: July 08, 2026
Status
Submitted ~

Lottery number
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Application Status Update

The status of applicants shall be updated on the Partners Portal. Follow these steps when
an applicant's status needs to be updated.

Note: During initial Lease Up and when filling the units the PM Staff should address
applications in small increments to ensure the process does not become burdensome.

Task Steps
Gain access to Partners Log in to the portal https://partners.housing.lacity.gov/
Portal The Listings page opens with all linked properties.

Access the property listing 7 a
page. TNERS PORT/
Listings
As shown with the blue arrow
Test ‘_ Draft Test-01 07/09/2026 None None 0 No

1 Total listings Show 8 v Jumpto | 1 v
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Access the applications tab.

As shown with the blue arrow

Listing data

Date created

06/01/2026 at 12:21 PM

Listing intro

0e771e1d-8371-4cca-9ebb-9396b67ce0ds

Last edited by You
July 09, 2026, 07:55 AM

To update an application,
click on the Confirmation
Code you wish to update.

As shown with the blue arrow

o
pppppppppppp N ou
Listings Applications
Ap o
op
[ All applications
Pending review

oooooooooooo

<<<<<<<

submitted
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Click on edit to open the
application.

As shown with the blue arrow

Appteation data

A I T

Click on the status box and
select the status from the
dropdown you wish to change
the application to.

To decline an application
select declined from the status
dropdown menu.

PARTNERS PORTAL

Listings » DEV Saticoy Gardens » Applications » 323B2518 » Edit

EDIT: ADAM TEST
32382518

Application data

Date submitted Time submitted

07 15 2026 03 13 PM
Status Dedline reason *

Declined ~ Other

Submitted

Received a unit
Wait list
Wait list - Declined

For internal use only

Language submitted in

English

Submitted

Cancel

Delete

Last updated: July 14, 2026
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When declining the application
a new dropdown will appear
asking for the Decline reason

lings > DFV Saticoy Gardens »

EDIT: ADAM TEST
323B2518

Applications > 323B2518 > Fdil

textbox that appears.
As shown with the blue arrow

PM needs to be detailed in the
additional details section. For
example if you attempted to
contact an applicant you
should list the date/time of
those contacts.

Note: If you are declining an
applicant and they received a
lottery number you shall
include the lottery number
before declining the
application.

Date submitted

07 15 2026

Status

Declined

Decline reason additional details *

For internal use only

which must be provided. o m
Depending on the decline -
reason; (Attempted to

contact; no response, TR

Applicant declined unit,

Other), additional information
needs to be provided in the N ]

Language submitted in

03 13 PM ~ English

Cancel

Delete

Last updated: July 14, 2026
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To assign position numbers to
an application select Waitlist
from the Status drop down

Listings > 5119 N. Colfax Ave > Applications »

EDIT: TEST TEST

123D91E9

123D941E9 > Edit

menu.
As shown with the blue arrow T T -

“:Kﬂ t B |
Enter the position numbers e
for the lottery (if applicable) p——
conventional unit waitlist and T
accessible unit waitlist if
applicable. p— T
Click save & exit to save your 2 Bl E= 3 B EE o
work. | = | : T
As shown with the blue arrow s

If an applicant was on the
waitlist and was declined, their
application needs to be
updated to Wait list -

Declined in the drop down.
Application data [ s
Ensure the lottery (if
applicable) conventional unit o |15 |z o e
waitlist and accessible unit

waitlist numbers are provided
before declining the
application.

(]

PARTNERS PORTAL

Listings > DEV Saticoy Gardens > Applications > 32382518 » Edit

EDIT: ADAM TEST
32382518

Accessible unit wait list (AUWL)

Conventional unit wait list (CUWL)

Lottery number

LISTINGS  SIGN OUT
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When an applicant movesinto | &
a unit their appIiCation needS Listings » DEV Saticoy Gardens > Applications » 323B2518 » Edit
to be updated to Received a f0IT: ADAM TEST
unit in the drop down.
Include their lottery number if Application data - ]
applicable. PEE e s o
Note: New Lease Ups must
include the lottery number

Projects Undergoing Lottery/Lease Up:

At the conclusion of your lottery share a full lottery list with your assigned analyst. Once
the bulk feature is available the assigned analyst will provide instructions on how to
populate Lottery, CUWL, and AUWL.

As a_future enhancement the City is anticipating the lottery will be hosted on the
Partners Portal Website. More details will be provided once this feature is available.

8.26.2026 10



	Numbering Applications  
	Application Status Update 
	The status of applicants shall be updated on the Partners Portal.  Follow these steps when an applicant's status needs to be updated. 
	Note:  During initial Lease Up and when filling the units the PM Staff should address applications in small increments to ensure the process does not become burdensome.   

