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Grant Management System Registration  
 
To apply for the Rent Mortgage Relief Program, you need to go to Virginia Housing’s Grant 
Management System and create a new user profile. To do so, follow the following steps: 
 

• Go to https://www.vhdagrants.com/ 

• Unless you already have a profile, you will start by clicking Register Here 

 

• Fill in the requested information for you (Personal Information) and your Property 
(Organization Information).   

For Organization Type it is important to select Landlord (RMRP) 

 

 

https://www.vhdagrants.com/
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• Things to keep in mind: 
• Virginia Housing uses this grant management system for a variety of programs, 

so some items may not be applicable to your property. 
• *Items with a red asterisk * are required and you must provide an answer to 

complete this page. 
• After the profile is created, you can add as many other individual users as 

needed to the Organization.  Please only complete ONE registration per property 
for now. 

• The system will ‘look’ for a valid format for fields like email address, phone 
numbers, etc.   

 
• Each Property will need to be setup as its own ’Organization’ in the grants system.  An 

individual person can be linked to as many Organizations (properties) as needed.  If you 
have multiple properties to setup, create your individual profile and the organization 
profile for the first property.  At the bottom of the registration page, you can download 
a template for additional properties.  Fill in this spreadsheet and include it with your 
ACH and W9 through our zip portal https://web1.zixmail.net/s/login?b=vhda  
 
 

• The registration process includes the ability to email documents through our zip portal.  
The requested documents are the ACH set-up form and a copy of your W-9, both of 
which are required for your property to be set up to receive payment under this grant.  
It is very important to include a voided check or deposit slip with your ACH Paperwork 
and your W9 must be dated within the last three years. Please provide this information 
at the time of registration to avoid delays in the approval of requested funds through 
our zip portal https://web1.zixmail.net/s/login?b=vhda.  

 

• After logging into the zip portal you will email the ACH, W9, and multiple property 
spreadsheet, if applicable, to rmrp@virginiahousing.com.  

 

• When all items are complete, including the reCAPTCHA check, hit the Register link to 
complete your registration.  After your request has been reviewed, you will be emailed 
your User Login and how to set your password. 

 

If you have any problems completing the registration, please email 
RMRP@virginiahousing.com for assistance. 

https://web1.zixmail.net/s/login?b=vhda
https://web1.zixmail.net/s/login?b=vhda
mailto:rmrp@virginiahousing.com
mailto:RMRP@virginiahousing.com
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Adding Additional Profile Users 
 

 
On logging in, you will be presented with the Main Menu. 
 
Click on My Profile: 

 
 
 

 
Scroll to the bottom of the Organization page, where you will see Registered Users. 
Click ‘Add’ on the right-hand side of your screen to add a user in your Organization. 
 

 
 
Enter the individual’s contact information. 
(All fields marked with a Red Asterisk (*) are required.) 
 
Click Save when finished. 
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Click Add and repeat the above process to add more individuals. 
 
User Id and Passwords will be sent to the new user automatically. 
 

 
 
Click Log Out and close your window when finished. 
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Adding Additional Properties 
 
Each Property will need to be setup as its own ’Organization’ in the grants system.  When you 
register you will create your first property.  While doing the registration, you can provide the 
information for the additional properties and they will be linked to your account.  To do this: 
 

• Click on the download link just above the Multiple Property Spreadsheet upload button. 

 
 

• Fill in the spreadsheet with the information for each of your additional properties.  Use 
as many rows as necessary.  You do not need to list the ‘first’ property entered when 
you registered. 

 

 
•  Upload the completed spreadsheet to the “Multiple Property Spreadsheet” button on 

the registration page. 
• When the additional properties have been added to the system you will be notified.  

When you receive this notification: 
• Log into the grants system. 
• From the main menu, select My Profile 
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• Under “Associated Organizations” you will have a list of all the properties 
that are linked to your profile.  Select the name of one of the added 
properties. 

 

 
 

• This takes you to the registration page.  Select Edit to make changes and 
complete the property information.   

 

 
 

• You need to add the ACH form and W-9 for each property to complete the 
setup. 
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Completing an Application 
To complete an application for the Rent Mortgage Relief Program, you need to log into Virginia 
Housing’s grant management system at  https://www.vhdagrants.com/. 

 

 

Once logged in, select Funding Opportunities from the main menu. 

 

Select Virginia Rent and Mortgage Relief Program: Landlord Program 
 

 

  

https://www.vhdagrants.com/
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If this is your first application, you will select Start a New Application.  If you have already 
started an application, you will see it at the top of the page.  Note the ‘Status’ column.  
“Submitted” applications can be viewed but not edited.  You can return to an application in 
“Editing” and complete it. 

 

Starting an Application: 

The General Information tab will open after you start an application.  By default, you will be 
listed as the Primary Contact.  You can change this on the dropdown if you choose to do so, if 
you have other users in your Organization.  Please make sure your Organization shows up 
correctly in the dropdown menu. 

Project Title defaults to the name of the grant program.  It is important to change the Project 
Title to reflect the  name of the tenant (Last Name, First Name). By doing this it will allow the 
tenant to be identified on the ACH payment to the property manager / landlord. 

When you have made the changes select Save in the upper right. 

 

Saving takes you to a read only view of this page.  If you want other users from your 
Organization to be able to work on this application/grant, select Edit and you can add their 
names as “Additional Contacts”.  You can also make changes to the Project Title from the edit 
page.  Otherwise, select Go to Application Forms. 
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This is the Main Menu of the Application.  The five forms you see listed must all be filled out 
and marked complete before you can submit the application.  The ‘General Information’ form is 
the page you just completed and you will note it is marked with a check under ‘Complete’.  You 
can return to the page, if needed, to make changes.  Select RMRP Tenant Application. 
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Complete all fields for the ‘Application Information for you as the landlord/agent and the 
‘Applicant Information’ for the tenant.  Continue scrolling down to complete all sections of the 
form.   

Make sure you list ALL household members individually with their Monthly income for the 
application to calculate the correct Annual Household Income.  Note that after listing all the 
household’s members ages individually you still need to count them in the appropriate age 
range category. 
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At any time, you can select Save in the upper right of the page to save the data entered and 
have the system perform calculations with the data entered.  This will take you to a read only 
view of the page. 

 

 
To continue filling out the application select Edit at the top right of the page.  When you have 
filled in all of the form, select Mark as Complete.   

  

You select Go to Application Forms after marking the form complete.   

 



13 
 

Note that the RMRP Tenant Application is checked as complete now.  Continue working 
through the additional forms using the same process.  Remember, if you can read but not enter 
data in the fields you select Edit to go into edit mode.  After entering data ALWAYS select Save 
to save the form. 

• The Rental Assistance page is the budget which is one box where you put in the total 
amount of funds you are requesting.  Please make sure the requested amount exactly 
matches the amount of late rent as calculated on the previous form. 

• The RMRP Supporting Documents page allows for multiple attachments; however, only 
the first is required.  Please note, ALL the requested items in the attachment must be 
saved as a single file and uploaded as an attachment. 

 

• Read carefully and agree to all Certification on the RMRP Certifications page before 
signing it, by typing your name, and marking it as complete. 

• When you return to the Application Forms, you will want to double check that all forms 
are Marked as Complete. 

• When you have completed everything please make sure to hit Submit.   

 

 

The Application has not been sent to us and is not complete until you 
hit the Submit button. 
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You will see a confirmation when the application has been submitted. 

 

If you have any problems completing the application, please email 
RMRP@virginiahousing.com for assistance. 

 

  

mailto:RMRP@virginiahousing.com
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Adding Additional Months: Contract Amendment 

When an application has been approved, and you are notified of the approval, the application 
will become a grant in Virginia Housing’s grant management system at  
https://www.vhdagrants.com/. 

Log into the system and select My Grants from the main menu. 

 

Go into the applicable grant from the list of grants provided. 

 

The Grant Component’s menu allows you to access the different parts of the grant.  To request 
an additional month’s payment for a tenant you need to prepare and submit a contract 
amendment.  Select Contract Amendments from the menu. 

  

https://www.vhdagrants.com/
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Select the Add button to create a new amendment request. 

 

Give the amendment a descriptive Title and make sure the Amendment Type dropdown is set 
to “Budget Revision”.  Select Save. 

 

This takes you to a read only view of the page.  You will select Return to Components to fill out 
the rest of the amendment. 

 

Completing the amendment request follows the same pattern as completing the application, 
but with less steps.  You only have one form to fill out and mark as complete.  Select the form 
RMRP Budget Change. 
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The amendment form gives you a view of some of the information entered in the application, 
including the breakout of months of rent included in the grant.  Click Edit to be able to add an 
additional month. 

 

You can now make changes to the monthly breakout.  Do NOT change the months already 
included in the grant.  The only change you need to make is to add the monthly rent for the 
next month. 
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Note that the total has updated.  Make sure the extra month’s rent has added correctly and 
then select Mark as Complete.   

 

This is all you need to do to request an additional month.  You send the request to Virginia 
Housing by hitting Submit. 

 

You will receive a confirmation that the amendment was successfully submitted.  The system 
will send a confirmation email when the amendment has been approved or denied by Virginia 
Housing. 

 

If you have any problems completing the amendment, please email 
RMRP@virginiahousing.com for assistance. 

 

mailto:RMRP@virginiahousing.com

