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• On the user’s registration page, enter your registration code that you have received in 

the mail, and click the go button.   
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• You need to add all the required information  

• When you are done entering your information, click the “Register” button.  
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• You need to click on the certification button to start your intake certification.  
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• You can click on “Continue” after making sure that you remember the due date of your 

application.  
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• In the language selection section, you need to select your preferred language.  

• After selecting your preferred language, click on the next button.  
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• In the welcome page section, read the welcome message.  

• Click next when done reading the welcome message.  
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• (1) In the address information section, if you don’t have an address, check the “I have no 

address box, and click on the next button.  

• (2) If you have an address, click on the add address button  
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• You need to fill your address information on this page  

• And click save when done  
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• (1) if you need to edit your address information, click on the edit button  

• (2) you can delete your address information by clicking on the delete button  

• (3) You can click on the add address button to add a new address information  

• (4) Click on the next button when you are done with your address information  
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• In the Household Members section, you need to click on the “Review and Confirm” 

button to review and confirm your address information  
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• You need to verify that your information is correct on this page, you can make changes if 

you want to.  

• Click save after checking that everything is accurate.  
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• If you want to add the information of a new household member, click on the “add 

Household Member” button.  
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• You need to fill up all the necessary information and click on the save button  
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• Click on the next button at the bottom of the page to go to the next stage of the 

certification  
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• This stage is optional  

• (1) If you don’t want to add an emergency contact information, click on the next button  

• (2) But if you want to add an emergency contact information, click on the add 

Emergency contact button.  
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• Make sure to fill your information in all the required boxes and click the save button  
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• If you don’t have any other emergency contact you would like to add, click the next 

button    
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• In the income section, answer these questions about your income and click the next 

button  
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• Next you need to add your employment income information  

• Click on the add job button   
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• Fill all the boxes with your job information, and click the save button  
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• (1) If you would like to edit your employment information, click on the edit button and it 

will take you back to the fillable page.  

• (2) you can also delete your employment information by clicking on the delete button  

• (3) You can add more employment information by clicking on the add job button  

• And if you don’t want to make any other changes, click on the next button  

  



INLIVIAN  

Applicant Intake Certification Users Guide  

26  

  

 

• In the other income section, you can add all other income information you would like to 

add.  

• Click on the add other Income button to biggin adding other income.  
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• Fill all the required information and click on the save button  
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• (1) If you would like to edit your other income information, click on the edit button and 

it will take you back to the fillable page.  

• (2) you can also delete your other income information by clicking on the delete button  

• (3) You can add more other income information by clicking on the add other income 

button  

• And if you don’t want to make any other changes, click on the next button  
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• In the assets section, check all that apply to you, and click the next button  
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• In the Bank Account section, click the add Bank account to add your bank account 

information  
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• Fill all the required information, and click save  
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• (1) If you would like to edit your bank account information, click on the edit button and 

it will take you back to the fillable page.  

• (2) you can also delete your bank account information by clicking on the delete button  

• (3) You can add more bank account information by clicking on the add bank account 

button  

• And if you don’t want to make any other changes, click on the next button  
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• In the Expenses section, answer all that apply to you and click the next button  
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• In the member criminal history section, answer all the questions and click on the next 

button when you are done answering  
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• In the reasonable accommodation section, click on the arrow and choose yes or no on 

the drop-down menu.  

• After making your choice, click on the next button to go to the next stage of the 

certification  
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• (1) If you don’t have any assistance animal, you can click on the next button to go to the 

next stage of the certification  

• (2) but if you would like to add an assistance animal, click on the add assistance animal 

button  
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• Fill all the required information and click on the save button  
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• (1) If you would like to edit assistance animal income information, click on the edit 

button and it will take you back to the fillable page.  

• (2) you can also delete your assistance animal information by clicking on the delete 

button  

• (3) You can add more assistance animal information by clicking on the add assistance 

animal button  

• And if you don’t want to make any other changes, click on the next button  
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• (1) If you don’t have any pet, you can just click on the next button to go to the next 

stage of the certification  

• (2) but if you would like to add your pet information, click on the pet button  
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• Fill all the required information, and click the save button  

  

  

  

  

  



INLIVIAN  

Applicant Intake Certification Users Guide  

41  

  

 

• (1) If you would like to edit your pet information, click on the edit button and it will take 

you back to the fillable page.  

• (2) you can also delete your pet information by clicking on the delete button  

• (3) You can add more pet information by clicking on the add pet button  

• And if you don’t want to make any other changes, click on the next button  
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• (1) if you don’t have a vehicle, click the next button to go to the next stage of the 

certification  

• (2) If you want to add a vehicle information, click on the add vehicle button  
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• You need to add your vehicle information in every required boxes  

• When you are done filling your vehicle information, click on the save button  
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• (1) If you would like to edit your vehicle information, click on the edit button and it will 

take you back to the fillable page.  

• (2) you can also delete your vehicle information by clicking on the delete button  

• (3) You can add more vehicle information by clicking on the add vehicle button  

• And if you don’t want to make any other changes, click on the next button  

  

  

  



INLIVIAN  

Applicant Intake Certification Users Guide  

45  

  

 

• In this section, you will review your information for errors and upload any required 

verification documents.  

• Click the next button to start reviewing.   
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• This is the error check section; review and fix any errors listed, if you have no error, click 

the next button  

• If you have any error, you must correct them, to do that, check the corrective actions 

column, you will see add and confirm buttons,   

• You need to click on the add button to add an information  

• And you need to click on the confirm button to review and confirm an information.  

• When you are done adding and confirming your information, click the next button  
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• You can click on the next button when done correction your errors  
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• In the Document section, you will submit all the requested documents for your intake 

certification.   

• If you are unable to upload a document, you can always submit it later when you are 

able to  

• To upload a document, click on the “upload” button.  
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• (1) You need to click on choose files to upload your document  

• (2) When you are done choosing your files, click on the upload button  
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• (1) You can view your uploaded file by clicking on the view button  

• (2) And the upload date will be shown on the left, in the uploaded date column   

• You can click next when you are done uploading your documents.  
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• In the summary section, you can click on each section tab to check and edit any 

information you have given.  

• (1) You must click in the box to confirm you have provided accurate information.  

• (2) When you are done reviewing and confirming that your information is accurate and 

complete, click on the next button when you are done verifying your information  

  

    

Section Tabs   
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• To view a document, click on the view document button  

• You need to sign all the required document to submit your intake information  

• To sign your documents, click on the “click here to sign” button.  
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• You are required to read the disclosures and consent document  

• Then, you must click on the agree & continue button if you wish to continue with the 

application process or disagree if you want to stop the application process.  

  

  

  

  



INLIVIAN  

Applicant Intake Certification Users Guide  

54  

  

 

• You must create a signature to be able to sign your documents  

• You have two options to make a signature  

• (1) you can use your mouse or finger to create your own signature  

• (2) you can also use your mouse or finger to make your initial  

• (3) or you can choose a script signature that the system has created for you  
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• You can choose a preferable signature by clicking on one of the choices.  

• You need to click on “save & continue” after making your choice.   
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• You need to go through all the documents and sign all of them.  

• (1) when you see a yellow highlighted sign box, you are required to sign the document. 

To sign, click on the yellow highlight.  

• (2) You also need to add a date to the document, to do so, click on the highlighted date 

box  
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• The signature and date boxes will turn green after clicking on them, which means the 

document has been signed and dated.  
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• When you are done signing all the documents, click on the sign and complete button   
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• You will get a document completed message after clicking on the sign & complete 

button.  

• You need to click on ok to go back to the sign and submit section.   
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• You are done with the intake Certification; your specialist will get back to you if he/she 

needs any other information from you.  

• You can click on the Logout button  
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• If you are required to upload more document after completing your application, you can 

do that by clicking on the certification button  
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• You need to click on the upload documents button   
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• And then, you will need to click on upload to submit any requested documents.  
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• (1) You need to click on choose files to upload your document  

• (2) When you are done choosing your files, click on the upload button  
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• (1) You can view your uploaded file by clicking on the view button  

• (2) And the upload date will be shown on the left, in the uploaded date column   

• You can logout when done uploading the requested documents.  

  


