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   3 minute quick start guide 
 

 

 

 

 

 

Log in to your account at 
http://www.on-site.com 
 
 Enter your username and password and click Go! If prompted to change your password, select one with seven or 

more characters, including at least one number and one letter. If you‟re prompted to select and answer a secret 
question, then do so, as long as your email address is not shared. 

 
 If you‟ve forgotten your username or password click on the password link above the login box. 

  

We‟re here to help. 
Call 866 266 7483 or click the question 
mark in the upper right corner for 
instant support options. 

 

? 
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Step 1: Begin a new guest 
card 
 
 Click Leasing > Begin New 

Guest Card if the guest is not 
yet entered into the system. 
 

 Click Leasing > Recent 
Guest Cards to resume work 
on any existing guest card. 

 
 Or Click Leasing > Recent 

Leasing Activity to resume 
work on any existing 
application. 

 

 

 

Step 2: Enter the guest’s 
information 
 
 Choose your Community 

from the drop down menu.  If 
you do not have access to 
the community you need, 
contact your supervisor. 

 
 Choose the Contact Type.  

Was it an email (internet), 
phone call or office visit? 
 

 Choose the Guest Type 
from the drop down menu. 
 

 If applicable you can add a 
Spouse (Note that a spouse 
is an occupant who is 
responsible for rent). 

 
 Enter a Status for the guest; 

e.g. “Guest was „just 
looking‟” or “Scheduled a 
future appointment with 

guest.” 

TIP… If you have a USB card scanner  
connected to your computer, you can click 
scan Guest I.D. card and scan the guest‟s 
driver license, state I.D. or credit card.  The 
name fields will fill-in automatically.  We‟ll also 
save the guest‟s address in the event that you 
convert the guest card into an application. 
 

TIP… If you don‟t have guest cards enabled, click 

Begin New Application and skip to Step 4. 

TIP… Referral Source, Reason for Moving 
and Status can all be customized under 
Settings > Company > Guest Cards. 
 

Optional information.  
Click Preferences to 
expand. 

Enter any additional 
comments here. 
 

TIP… If this guest card is a possible 
duplicate, you‟ll be asked if you want to 
Combine the guest cards.  If they‟re 
not duplicates, click Close.  
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TIP… If you are preparing a lease 
renewal, check the This is a renewal 
lease box. However, renewals are simpler 
if you click Leasing > Begin Lease 
Renewal. This way, you can view expiring 
leases and process renewals with less 
typing. 
 

Step 3: Convert the guest 
card into an application 
 
 Click Leasing > Recent 

Guest Cards. 
 

 Click Apply to convert the 
guest card immediately or 
click the applicant‟s name to 
view/edit details of the guest 
card, then click Convert to 
Application. 

 

 

 

 

 

 

 

 
 

 
 
 
Step 4: Select an 
apartment 
 
 Select an apartment from the 

drop down menu. 
 

 Only if the applicant‟s chosen 
apartment is not listed, select 
Add apartment…, then click 
Continue and see Step 5. 

 
 Check the Don’t screen this 

applicant box if you are 
preparing a lease without 
screening the applicant first. 

 

TIP… If you‟ve received an online guest 
card, the name will appear in bold with 
a globe  icon.  Phone and in-person 

visits will have a cell phone  and 

postcard  icon respectively. 

 

TIP… If your applicant hasn‟t chosen an 

apartment yet, select Decide later…. 
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Step 5: Add a new apartment  
 
 Use the drop down menu to view the 

existing Floorplan Styles. A Floorplan 
Style describes the type of layout that a set 
of apartments share; organize them 
however you like. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 6: Enter the applicant’s 
information 
 
 Choose the Applicant Type and enter the 

requested information, or click Add 
Existing Resident/Applicant if the 
individual has been entered previously. 

 
 If applicable check the box to add 

dependants or a spouse. A dependant is an 
occupant who is not financially responsible 
for the rent, while a spouse is an occupant 
who is responsible for the rent. 

 
 If applicable, check the box to request that 

we verify the applicant‟s current/previous 
landlord and/or banking account(s). 

 
 After clicking Continue enter 

employment/income information; if 
applicable, check the box to request that we 
verify this information. 

 

 

TIP… If Canadian credit reports are enabled 
for your company you can request a 
Canadian credit report by clicking Use a 
different I.D. and entering the Canadian 
citizen‟s Social Insurance Number, province 
(at the bottom of the list of states) and Postal 
Code. 
 

TIP… Only if none of the styles are 
appropriate for the unit, select Create new 
floorplan style and enter: 
 Number of bedrooms & bathrooms 
 Square footage of floorplan 
 Description of the style e.g. “Santana” 
 Abbreviation of the description e.g., 

“Santa” 
 

TIP… Need to add a large quantity of 
apartments?  We can upload apartments for 
you.  Contact Client Services to obtain the 
required template, fill in the fields and email 
the completed template back to us.   
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Step 7: Enter payment information 
 
 We can accept direct payment for your 

application fee via: 
 The applicant‟s credit card 
 The applicant‟s bank account 
 Your credit card 
 
If your application fee exceeds our service 
fee, you are credited for the difference. 
 

 If using a bank account, enter the routing and 
account numbers. If you have a paper check 
please write “void” on it and retain it for your 
records. There is no need to mail us the 
paper check. 

 
 If you have already collected an application 

fee and/or you wish to be invoiced for the 
screening fee, click Bill the company. 

 

 
 

 

 

 

 
 

 Step 8: Screen the 
applicant 
 

 Check that you have entered 
the applicant‟s information 
correctly. Click the edit pencil 
to make changes. 

 
 Click Add 

Applicant/Guarantor to add 
a co-applicant now. You can 
always add them later. 

 
 Enter the rent, security 

deposit and how the 
applicant was referred to 

your community. 

 If applicable, select which level of screening to run by checking the 
appropriate boxes. 

 
 Have you verified the applicant‟s photo identification? Have you received the 

applicant‟s permission to run a screening report? If so, check the box 
indicating these facts and click Continue. 

 



 6 

  

Step 10: Navigate the Lease 
Details screen 

Step 9: Review screening 
results 
 
 Review the applicant‟s 

Score (from 0.0 to 10.0), the 
Overall Recommendation 
and the pass/fail scoring 
factors (all based on your 
requirements as set under 
Screening Criteria). If there 
are any factors “pending,” 
the recommendation is not 
yet finalized. 

 
 Take care to review any 

warnings and verify the 
applicant‟s information as 
necessary. 

 

 

 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
  

 If you have permission, click on any factor or click View Screening Details to 
examine the details of the screening results. You may also Print All Screening if 
you would like to print out a hardcopy; however, please be careful to protect all 
sensitive information. 

 

Click the appropriate decision for the 
application: Decline to reject, 
Approve to accept, or Cancel if the 
applicant withdraws. 
 

Add, edit or remove 
applicants. 

 

Documents appear depending on the application‟s status – Denial 

Notice (if you reject the application, Adverse Action Notice (if you 

accept with conditions), Lease and All Addenda (if you accept), and 

Receipt for the application fees.  Click the corresponding button to 

generate the ready-to-sign documents. 

 

Change the terms 
of the lease. 
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Step 11: Edit the lease terms 
 

 Enter the lease terms for the resident. 
 
 Review the options specific to your 

community‟s lease paperwork, such as 
concessions and additional fees. 

 
 Click Continue to generate the lease. 
 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

We‟re here to help. 
Call 866 266 7483 or click the question 
mark in the upper right corner for 
instant support options. 

 

? 

Step 12: Generate the lease 
 

 Scroll and review the documents for 
accuracy. 

 
 If you are printing leases to be signed 

on a different day, adjust the Date on 
Form accordingly and press enter. 

 
 To print, click the printer icon. To 

save the file (to attach to an email for 
example), click the save icon. 

 
 To make changes to the lease, click 

Lease Details > Edit Lease Terms. 
 


