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Step 1: Enter the Application Portal

ND Housing Stabilization Program Portal URL:
https://ndhousingstability.servicenowservices.com/nd _housing_stability

« After logging in, you will be redirected to the home page.
» Click the Submit a Payment Request button under the What Would You Like to Do section.

I What Would You Like to Do?
a Validate Letter of Commitment >
‘E Submit a Payment Request >
E—-) Logout of Your Account >
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If you are a housing provider who may need to complete this application for multiple
properties and/or multiple renters, you can create a housing profile to help streamline
certain areas of the application.

Step 1: From the main Application Page, Next to the | am a Housing Provider,
select Create a Housing Provider Profile link.

*Confirm you are looking
at the Housing Provider

1 Am a Housing Provider portion of the login page Need Multiple Applications? Create a Housing Provider Profile |<—— Step 1

If you are a housing provider requesting rental assistance for one of your renters and do not see a corresponding request below,
you can start a new application herel

Search by Renter last name
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Step 2: From the Housing Provider Profile creation page, under the My Properties
section, select Add Property

*Confirm you are looking at the

My Properties My Properties portion of the

Housing Provider Profile Page

You have no saved Properties

Add Property =y
7'y

Step 2
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*Step 3: Enter details for the property you ﬁ
are a Housing Provider for. I
a. Provide the address of the property. TR —
b. Provide the city the property is in. —
c. Provide the state the property is in (if Adaress ine 1 (No apartment, suit, o unt numbers)
not North Dakota, the property is e
ineligible). Step3 | | sue
d. Provide the zip code of the property. -
e. Enter the property name (if applicable). o
*Step 4: Select ‘Yes’ or ‘No’ to answer the e

As the housing provider, are you also the property owner? *

question, “As the housing provider, are you  Stepd | =~ o O
also the property owner?” e

*Steps 3 & 4 will need to be completed for all properties that
the Housing Provider is requesting assistance for.
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Depending on the answer to Step 4, Housing Providers will follow
two paths outlined as 4a and 4b below.

*Step 4a: Upload a proof of ownership
document. Click submit.

*Step 4b: Select whether the property owner is
an individual or a business (subsequent
information to be entered is nearly identical
regardless of the selection). Complete
information about the property.

vi.

Vii.
viii.

IX.

Enter individual name or
company/business legal name
Enter phone number

Enter email

Enter address

Enter city

Enter state

Enter zip code

Click “Validate address”

Click “Submit”

*Steps 3 & 4 will need to be completed for all properties
that the Housing Provider needs to complete an
application for.
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Step 4a

© Yes O No

Add Document

As the housing provider, are you also the property owner? *

Please upload proof of ownership of the property (for example, mortgage statement) *

Cancel Request

Step 4b

As a housing provider do you operate as an individual or
company?*

@ Individual O Company

First Name: *

Last Name: *

Phone Number: *

Email address: *

SSNor TIN: *

Do you have a valid driver's license? *

Oves OnNo

Please upload a copy of your identification *

As a housing provider do you operate as an individual or
company? *

O ndividual @ Company

Company legal name *

Company phone *
Company email *

Company contact first name *
Company contact last name *
Company contact phone number *

Company contact email address *
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*Step 5: Click “Add Company/Contact” under the “My Companies and
Contacts” section of the Housing Provider Profile Page

*Confirm you are looking at the
My Properties portion of the

My Companies and COhtaCtS Housing Provider Profile Page

You have no saved Companies

Add Company/Contact =i
7y

Step 5
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Step 6 : Enter details for the
property you are a Housing B
Provider for.

My Companies and Contacts

You have no saved Companies

1. Provide the Supplier ID.
2. Provide the Company ID.

To receive paymants, all Housing Providers and Utiity Service Praviders must be a supplier with the Office of Managemant and Budget. If you
have not yet registered to be a vendor, please follow the steps below.

Step 7 : Select 'Individual' or
'‘Company' to answer O R

You will need both your suppiier ID and the company ID you chose during your supplier reg

th e q u estl O n , “AS a h 0 u S I n g Appraved payments will be made directly to you, the supplier, either via check or ACH, deps ;«: ’n the method you chose when registered with
OMB

provider do you operate as
an individual or company?” Step 6 —

Validate IDs

A% a housing provider do you operate as an individual or company? *

step 7 QO individuat  (O) Company

, Cancel Request
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Step 8: Select whether the property owner is an individual or a
company(subsequent information to be entered is nearly
identical regardless of the selection). Complete information
about the property.
i.  Enter individual first name and last name or company legal
name
ii. Enterindividual phone number or company phone number
iii. Enter individual email address or company email address _
iv. Enter company contact first name and last name (for company) v @
v. Enter company contact phone number (for company)
vi. Enter individual SSN or TIN (for individual) Comparyovona”
Step 8a*:
i. Select Yes or No to answer the question, “Do you have a valid
driver’s license?”
ii. Enter driver license number and state or provide another form of ID.
ii.  Click Add Document to upload a copy of your identification.

iv.  Click Submit.

Step 8a
Do you have a valid driver's license? *
O ves (@
Do you have a valid State ID, US Pss_lnorl‘ or Military ID?*
- X Please upload a copy of your identification *
*Steps 8a is only required if Individual is rm—
selected on Step 8. s [ s IR
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ND Housing Stability Direct Support

For questions on system navigation or setting user preferences, contact the Supplier Registration Assistance Contact
Center :

* 8:00am CT and 5:00 pm CT Monday through Friday at 701.328.1907

» Send an email to dhserb@nd.gov
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