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Commonly Asked 

Questions
Support

Onboarding ClientEv.com

The Tenant 

Evaluation 

Journey​

Applicant’s Portal TenantEv.com

Manager’s Portal TellcPortal.com

Final Report

Overview
TellcPortal.com



Through our On-Boarding site, ClientEV.com, 

you can enter your property details such as 

Minimum Credit Score, Important Property 

Notes and Required Documents​

On-boarding



● After you have completed the On-Boarding portion, 

we will create your property portal, and send over 

your property's Live Sheet​.

● The Live Sheet will contain your property unique 

application code. ​

● Simply send the Live Sheet to any incoming 

applicant(s) and they will have all they need to get 

started with the online process​.

On-boarding

Completed



Application 

Portal

TenantEv.com



After creating an account, the applicant will simply 

enter your unique property code onto our website 

and begin the Application Process​

Application 
Portal



Applicants will enter their general information, 

move-in address, references, vehicle(s), pet(s) and 

submit payment for the application​

Application 
Portal



● Following the Application Portal, Applicants 

will sign off on our Authorization forms, as 

well as any Property Forms, such as Rules 

& Regulations ​

● Afterwards, Applicants will have a 

dashboard from which they can upload any 

required documents (Photo ID, Pet Photo, 

Lease Agreement, etc.)​

Property Forms & 

Application Dashboard



Manager’s 

Portal

TellcPortal.com



● Upon completing your property portal, an 

email will be sent your way to activate your 

account. ​

● Simply type in the username, copy the 

temporary password, and paste it into the 

log-in screen tellcportal.com

● Once the temporary password is entered 

successfully, you can simply set a new 

password to use going forward. ​

Activating Your
Account

Check an email from no-

reply@tenantevaluation.com

http://tellcportal.com/


● Once your property is setup with us, we will 

provide you and your team with access to 

your Manager Portal. ​

● Click on the Mailbox for an overview of the 

In-Process and Closed Applications that 

are ready for your review.

Manager Portal



● The Status column will indicate if an Application is 

Saved, In Process, or Closed

● Saved: refers to an application that has only just started and is 

pending action from the applicant to proceed. No further action from 

the Manager is needed. ​

● In Process: refers to an application that may require further action 

from the applicant, such as an electronic signature or uploaded 

documentation. Manager may view the Dashboard for specific 

information ​

● Closed: refers to a completed application that is ready for your 

review. Managers are notified via email when an application reaches 

this status. 

Application 
Status



● Take advantage of our convenient Mailbox 

Filters, allowing you to focus on applications 

that need your attention. ​

● Search by Name, or create a filter based on 

Date Range or Application Status​.

Mailbox Filters



● Select the View command on an In-Process 

Application to track its progress through our 

platform​

● As part of your Manager Portal, you may 

assist Applicants by uploading required 

documentation on their behalf ​

● Simply access the application dashboard, 

scroll down, and follow the prompts to 

upload each document​

In Process 
Applications



● You will receive an email notification when an 

application is Closed and ready for review ​

● Viewing a Closed Application will provide access 

to the Final Report, a PDF file that can be saved 

directly through your browser window​

● Additionally, you can Approve Application directly 

on our platform using the Thumbs Up and 

Thumbs Down buttons 

Closed 
Applications



● If the Board Members of your property are added onto 

our platform, they can be set up as Voters, who 

recommend an approval verdict, or as Deciders, who 

have access to Approve Applications. 

● For this Process, Managers will review the Final 

Report, upload internal documents, then send the 

Application to the Board using the "Send to Committee" 

command. ​

● From this point, Board Members may discuss the Final 

Report through a private chat box and vote/decide 

accordingly.

● The Final Approver can review the recommendations of 

each voter before approving.

Board Member
Approval



● Once the Manager has sent the application to the 

committee, all board members are notified via email. 

● The Board Voters can log into their Portal using the link 

that is attached to the email notification​.

● Board Voters can review the Final Report and select 

their recommendation accordingly.

Board Voter



● Board Deciders may also follow the email notification 

link, and it will lead them to the application that requires 

their attention.

● Board Deciders can view the recommendations made 

by the Board Voters prior to approving an application. ​

● Board Deciders can approve applications at any time. 

They do not need to wait for the recommendations to 

finalize.

Board Decider

Decider will make a 

final decision



Final Report 

Overview

TellcPortal.com



● The Intro Page of a Final Report provides a summary of the 

applicant's information, including a brief outline of the 

screening report (Background, Credit, Eviction, Etc.)​

● Following this page, the results for each individual screening 

service will be displayed.

● Click Here for a Final Report sample​.

Final Report 
Overview

https://tevaluation-my.sharepoint.com/:b:/g/personal/olivec_tenantevaluation_com/EQ-5-o9XBxBCkL8QKvYHCAIBHrhWfC1qJu0o6ULF9GRBDA?e=Wdgfwg


If our Background Search pulls up any 

matching, disclosable results, the record's 

offense description, disposition, and date of 

offense will be displayed on the Final Report​

Background 
Report



● Following the Background Report, the 

Applicant's Credit Score will be displayed.

● A TransUnion FICO 4 Algorithm or Equifax 

Score 8 Algorithm will be used for reporting 

Credit Scores​.

● If a Credit Score comes in under your 

property's designated Minimum Credit Score, 

the Credit score will be marked in Red​.

Credit Report



If our Background Search pulls up any matching, 

disclosable results, the record's Filing Name, File 

Date, and Address will be displayed ​

Eviction Report



● To generate an income report, an applicant 

simply signs into their US bank account 

through our encrypted portal.

● Our Income Report will display their relevant 

banking details such as Current Balance, 

Income Streams, and Deposit History.

● Sensitive information such as Account and 

Routing Numbers are kept confidential by the 

bank, and thus, there is no risk of data loss.

● Click Here for a detailed Income Report 

Overview ​

Income Report

https://tevaluation-my.sharepoint.com/:b:/g/personal/olivec_tenantevaluation_com/EYU1kehjlDBDlB4Gz6Dpuv8BizZ-7cOYASS-D6yWgfcfWw?e=0GjJgS


Commonly 

Asked 

Questions



Commonly 

Asked 

Questions

Question: 

An Applicant would like to dispute a Report Item.

What is the best course of action?

Answer: 

As per FCRA Regulations, Applicants have a right to dispute the 

result of a Background, Credit or Eviction report. ​

● The Applicant requests a dispute form through our 

Support Team.

● TE reviews disputed information, upon confirmation of 

validity.

● TE modifies the Final Report as needed.​
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Commonly 

Asked 

Questions

Question:

An Applicant has run their own Credit, and it turned out higher 

than the score reported by TE.

What is the reason for this discrepancy?

Answer: 

A common discrepancy appears between scoring models used for 

credit reporting.

Websites such as Credit Karma use different scoring models 

compared to our vendors, TransUnion and  Equifax.​
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Commonly 

Asked 

Questions

Question:

I have an applicant that is not quite tech-savvy.

Who can best assist them?

Answer:

Our highly skilled team of Customer Success Managers are 

available Monday – Friday, 9AM-5AM to assist with our platform. ​

Applicant that would like assistance can contact our Support 

Team using the methods listed below. 

Email: support@tenantevaluation.com

Phone: (305) 692 - 7900​
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Commonly 

Asked 

Questions

Question:

An Applicant has applied using an incorrect Property Code.

What is the best course of action?​

Answer:

If an applicant catches their mistake before the application goes into 

processing, we can cancel and refund their application, allowing them to 

begin again with their intended property code.

If an applicant is not aware of their mistake until the application has 

begun processing, or within thirty days of a complete application, our 

team can recreate the application under the correct property's account. ​

This method will result in an additional charge on the applicant's side. ​
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Commonly 

Asked 

Questions

Question:

How long must a management office retain application data?

Answer:

Management Offices must retain applicant data for at least five years, 

either digitally on  secure workstation, or printed and kept in a locking file 

cabinet. ​

Question:

How long does Tenant Evaluation retain application data?

Answer:

Application data is held on Tenant Evaluation's side for ninety days, 

providing plenty of time for managers to save the final report through their 

portal ​
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Commonly 

Asked 

Questions

Question:

An applicant has applied without including their significant other, 

roommate, or family member.

Can this be fixed?​

Answer:

A Co-Applicant can be added onto an existing application within thirty 

days of the creation date. Applicants can add them directly  through their 

online portal. ​

Question:

Are Applicants notified of any pending items on their Applications?

Answer:

Absolutely. Applicants are notified daily of any missing documents, 

signatures, or verifications that are needed to further proceed. ​
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Commonly 

Asked 

Questions

Question:

We have decided to waive a required document for a particular 

application.

Who can we reach out to for assistance? ​

Answer:

The Client Satisfaction team can be contacted via 

clientsatisfaction@tenantevaluation.com to assist with any application-

related inquiries. 

Question:

I would like to send in an updated property form to attach on my 

property's portal.

Who can I contact to help with this?

Answer:

The Compliance Team can be reached using 

compliance@tenantevaluation.com for any matters related to the 

property portal. ​
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Commonly 

Asked 

Questions

Question:

A unit is being purchased under a Business Entity/LLC.

How can this be processed through your platform? 

Answer:

As Tenant Evaluation operates to service individual residents, we do 

not have a path to process and screen companies or LLCs​

In this case, a designated representative of your choosing may be 

selected to register through the application process​
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Essential 

How-To's​



● As part of your Manager Portal, you may 

assist Applicants by uploading required 

documentation on their behalf.

● Simply access the application from your 

Portal, scroll down, and follow the prompts to 

upload each document​.

Uploading 
Documents for 

Application



● Misplaced your password? No worries! The 

process of resetting your password is a 

simple one.​

● Enter your username in the provided field 

and press "Submit".

● Our platform will send you a temporary 

password, used to log in and create a new 

permanent password.​

● Need further assistance? Just reach out to 

compliance@tenantevaluation.com​

Uploading 
Documents for 

Application



Tenant Evaluation works diligently to ensure that each 

application is reviewed with care before sending it your 

way for further action​.

If you feel there is an omission from the Final Report, 

reach out to clientsatisfaction@tenantevaluation.com

for further assistance​

Reopening an 
Application



● Once you download the final report from the 

Manager Portal, you may simply send the report 

directly to the applicants via email.

● Alternatively, Applicant's may request their Final 

Report through us. Using the following link 

https://tenantevaluation.com/forms

● Applicants can simply click on Request Form and 

follow the necessary security checks to have their 

report granted to them. 

Providing Final Report 
Access to an Applicant

https://tenantevaluation.com/forms



