HAKC IT Department
Frequently Asked Question

Q: I ' am a property owner with housing units in the Housing Choice VVoucher program. |
understand | need a Partner Portal account to retrieve HAKC information about the
properties.

How do | set up an owner account in Partner Portal?

A: To begin, go to https://kansascity.partnerinhousing.com. It is recommended that you
save a link to the page.

Alternatively, you can go to www.hakc.org — About Us - Landlords — look for the Partner
Portal link at the bottom of the page.

On the login page, click the ‘Create an Account’ link, as shown below.
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You will see the following:
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Please enter the tax ID you use with your HAKC business. Use xxx-xx-xxxx for a social
security number or xx-xxxxxxx for an employer identification number. Click ‘Match
Landlord’.

If your tax ID is located, you will see a screen that will list the information we have on
file:
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By creating an account, you are agreeing to receive your 1099 tax forms electronically
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Please add a phone number if applicable, and enter your desired username, password, and
email address. The email address must not already be in use with another Partner Portal
account. If your choice of username is already in use, you will receive an error message.
Click ‘Create Account.’
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For example, ‘P@55word’ is accepted because it is eight characters long, it has an upper

case (‘P’), at least one lower case (‘w”), at least one digit (‘5”), and one non-alphanumeric
character (‘@’).

‘Pa55word’ would be rejected because it does not have a non-alphanumeric character.
Please do not use P@55word as your permanent password. It is too easy to guess.

It is recommended to write down your password to make sure it fits these criteria before
you enter it. If a selection fails to work, you will continue to see this message.



If your tax ID number is not located you will see the following. Please fill in the data and
click ‘Create Account’.
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You will receive an email indicating the status of the account.

Once the account is created, you can return to the login page and use your user name and
password to log in.

If a guest account was created, we can change the guest account to another account type
to suit your needs. Contact us at PPHelp@hakc.org .
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After you log in, you will see a screen like this:
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Links at the top of the page will let you change your password and your email address, If
you change your email address, be sure to change it here. Email will help you reset your

password if needed. It will work only if your current email address is associated with the
account.

Only one owner account can be established under a particular tax ID number. If you try
to create another, you will get an error message. If that occurs, please email us at
PPHelp@hakc.org . We will attempt to locate the former account to delete it so you can
create another account.

Maintaining Your Access

Partner Portal will not force you to change your password based on time. It is, however, a
good idea to change any password periodically.

If you use the wrong password three times in a row, Partner Portal will lock out the
account. Messages will tell you it is locked. Please contact us at PPHelp@hakc.org if the
account is locked. Resetting the password does not work if the account is locked.

If the account is not locked, you can click ‘Forgot your password?’ as shown below. That
will cause the system to send an email to the email address associated with the account.
The email has a link to reset the password.
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