
Step by Step guide on how to apply online



Before you start you will need:

1. an email address of the applicant(s)

2. a scan or picture of :
• Recent Notice of Assessment from Revenue Canada
• Two months of recent bank statements

When creating a new application please ‘click here to register’ and click on Brand new 
application.  When updating or checking in on your application status, please ‘log in’.   

WHAT YOU NEED

LOGGING IN



1. Please fill in your 
name and create a 
password.  

1. Accept the Terms  
and Conditions 

1. Click Register

PERSONAL DETAILS



1. Your Name is 
automatically added.

1. Please choose your 
status in Canada.

2. Enter in your date of 
Birth  
(day-month-year).

3. Click Next.

1. Please add your 
mailing address.

2. Click Next.

PRIMARY APPLICANT DETAILS



1. Your email is 
automatically added.  
If you would like to 
change the email 
address please go 
to your account 
page to update. See 
additional resources 
page at the end for 
instructions.

2. If you agree we will 
send you emails 
when your status 
changes.  We will not 
send any unsolicited 
email.

3. Add your phone 
number, type and 
click next.

1. Please add a 
secondary contact 
person. It could be 
Family, Friend or 
Social Worker.

2. Please indicate if 
we can discuss your 
housing application 
with this person.



1. Choose the 
selection closest to 
your current living 
situation from the 
drop down menu.

2. Add your monthly 
rent and utilities.  If 
you do not pay rent  
or utilities please 
enter 0. 

3. Please indicate if 
you have previously 
lived in Subsidized 
housing, and if so, 
please add the name 
of the provider.

1. Please provide 
current landlord 
information.

2. If you have been 
evicted please state 
reason and provide a 
copy of the notice in 
the documents tab.



Please provide as much detail as possible for the reason for wanting or needing to move.  Our 
wait list follows a government-mandated rating system to rank level of need. Those in the 
greatest need are housed before all others. Our list is NOT first-come first-served. The more 
information we have the better we can assign your placement on the wait list.  

ADDITIONAL HOUSEHOLD MEMBERS

If you have a spouse, partner or room mate please click on the co-applicant button to add 
them to the application. If not please click next.

Additional household 
members will repeat the 
same personal details 
questions, on many 
occasions you may click: 
same as applicant, then 
next.  



INCOME VERIFICATION

Please have your Notice 
of Assessment available.  
Click Yes then click 
Next. 

Click on Add Notice of  
Assessment.

Please choose the name 
of the applicant in the 
drop down menu.  

Enter line 15000 (Total 
Income) from your 
Notice of Assessment 
under “How much 
Income”.  



Please click ‘ADD NOTICE OF ASSESSMENT’ for any additional co-applicants.  Once the Notice 
of Assessment has been added for all members of the household please click next. 

Please choose the name 
of the applicant in the 
drop down menu.  

Click Save.

Please click on Add 
Bank Statements.



ASSETS VERIFICATION

Please click yes or no 
for any of the following 
assets.  

If you have clicked yes to 
any of the above assets, 
please click ADD and 
click next.



1. Please choose 
the name of the 
applicant in the drop 
down menu.  

2. Enter the value of 
the asset.  

3. Click Save.

Please repeat the process for any additional assets or applicants. Then click next.



PETS

VEHICLES

1. If you have a pet 
please click add pet 
and add information.

2. If you do not have a 
pet click next.

1. If you have a vehicle 
and require parking 
please click add 
vehicles, add details 
and save.

2. If you do not require 
parking click next. 



Please see below for 
definitions:

Affordable Housing is a set 
rent at 10% below market 
rent at Glenway Gate and 
Templemont Place.  Rents 
start at $900-$1300+ per 
month.

Senior Self Contained 
means rent is set at 30% of 
household income more 
commonly know as “Social 
Housing” for Seniors.  

HOUSING REQUIREMENTS



PLEASE NOTE: Most of our suites are bachelor and one bedroom, if you choose a 2 bedroom 
unit you will limit the availability of buildings and extend your wait significantly.

Please choose from the 
drop down menus.



BUILDING COMPLEXES

We have 18 buildings to choose from.  Click find to see all building selections available to you 
according to your housing preferences. 



Please select your building preferences from the list below. 



If you would like to add to your selection please click on ‘available building complexes’, if you 
are happy with your selections please click next.



Uploading documents. Please upload your Notice of Assessment and 2 months of bank 
statements for proof of income.  Applications will not be accepted until all documentation has 
been received.  

If any errors are within 
the application they will 
appear here.  You will 
not be able to submit 
the application until all 
errors are corrected. 

After clicking ‘Choose files” the files you have on your computer will pop up.  Please choose  
the file or picture and click “open or upload”. Instructions vary from computer to computer.



SIGN AND SUBMIT

Please sign the 
documents, if the 
document is not signed 
your application will be 
marked incomplete and 
you will not be eligible 
for housing.

Read and Agree to the 
terms and conditions.

To create your signature 
you can:

1. Use your mouse 
within the white box  
 
or

2. Click on choose 
a script for your 
signature.
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Choose a script for your 
signature.

Click on both Signature 
and Date.

When all signatures are 
complete, click sign 
and complete.

When each document 
has been signed click 
next.



Review information.  If you need to cancel your application click Cancel application.  Otherwise 
a property manager will contact you within the next 10 working days to let you know if there is 
any immediate availability in your building selections. 

STATUS OF YOUR APPLICATION



ADDITIONAL RESOURCES

To find additional 
information, click 
resources and our 
useful links page will 
pop up.

To update your account, 
click on the arrow 
beside your name.  You 
can update your email 
or password here.


