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Bob.ai FAQs
Landlords

What is Bob.ai?

Do I have to set up an account with Bob.ai?

Bob.ai is a website and smartphone application that Newark Housing 
Authority (NHA) uses to manage the Request for Tenancy Approval (RFTA) 
process, inspections, and rental rate increase requests. 

As a landlord partner of NHA, you will need to create an account with Bob.ai in 
order to complete the Request for Tenancy Approval (RFTA) documents once 
you find a renter. You’ll also use Bob.ai to help schedule your initial inspection. 

Bob.ai was adopted to significantly speed up the leasing process and provide 
status updates to you in real time. 

Bob.ai was not designed or developed by NHA. It is owned and operated by 
a software company called Bob.ai. Several other housing authorities in the 
county use the platform.

As a landlord partner of NHA, you will need to create an account with Bob.ai in 
order to complete the Request for Tenancy Approval (RFTA) documents once 
you find a renter. You’ll also use Bob.ai to help schedule your initial inspection. 

Learn how to set up your account on the next page.
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How do I set up an account? 

How can I tell if I already have an account or not?

1. Visit this website: bob.ai/auth/signup

2. Select “Housing Provider” in the center of the screen.

3. Enter your email address and choose a password.

• NOTE: If you have already set up your RentCafe account, you should use
the same email address for your Bob.ai account.

4. Click “Continue.”

5. You will receive an email with a one-time passcode. Go to your email and
find that passcode, then enter it into the Bob.ai website.

6. Next, you will select the option that best describes you. Click on the
“Landlord” tile.

7. Enter the landlord name. If there is already an account for the company,
you will see an option to join.

8. On the next page, enter your first and last name, and click “Continue.”

9. Now select “Go to My Dashboard” in the top right-hand corner of the
window.

10. Find the tile that says “My Account” and click on that.

11. You should see a pop-up window that asks you to accept the invitation.
Click the green button to accept.

12. Now you are set up!

1. Visit the login page for Bob.ai here: bob.ai/auth/login

2. Select the method you used to sign up for your account—Google,
Facebook, Microsoft or email.

3. Complete the login steps. If you do not have an account with that email
address or login method, you will see a message that says, “We could not
find a Bob.ai account with that email.” There are a few possible reasons for
this:

a. You used a different email address to set up your account. Try another
one.

b. You have a spelling error in your email address. Retype it again.

c. You did not register an account yet. Visit bob.ai/auth/signup to register.

NOTE: If you have a smartphone, we recommend that 
you download the Bob.ai app. Some people find it helpful 
to receive important notifications about the Request for 
Tenancy Approval process this way. 

Android Apple
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I’m having trouble accessing my account. What should I do?

The Bob.ai platform offers four possible login methods—1) your email address 
and a password, 2) Google, 3) Facebook or 4) Microsoft. Here are some possible 
issues you might encounter and ways to work through them.

Problem
You enter your email address and you see an error that says, “We could not 
find a Bob.ai account with that email.”

Troubleshooting
• You used a different email address to set up your account. Try entering

another one.
• You have a spelling error in your email address. Retype it again.
• You did not register an account yet. Visit bob.ai/auth/signup to register.

Problem
You enter your email address and password, but you see an error that says, 
“Wrong email or password.”

Troubleshooting
• You used the incorrect password. Try a different password.
• You had a typo in your password. Retype it again.
• Reset your password by clicking the “Forgot Password” link.

What is the difference between Bob.ai and RentCafe?

Below are the major differences between the two platforms:

RentCafe
• is the main platform and source of information for our housing programs
• allows you to view your ledger and access your 1099
• stores your list of active units/tenants and information about each one’s

case manager
• is where you can manage your contact information
• allows you to view inspection information

Bob.ai
• is the platform you will use to complete the lease up process with a new

renter
• schedules and communicates information about your inspection
• facilitates the completion of required documents and the approval process,

allowing you to submit the Request for Tenancy Approval (RFTA) and sign
the lease and Housing Assistance Payment (HAP) contract

• is where you will request a rental increase for current tenants
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How do I complete the Request for Tenancy Approval 
(RFTA)? 

When a prospective tenant with a housing choice voucher chooses to rent a 
unit in your property, you and the tenant are required to complete the Request 
for Tenancy Approval (RFTA) form. This form must be completed before the 
lease is signed and the tenant moves in. 

To begin the RFTA process as a housing provider, follow these steps:

1. Visit the login page for Bob.ai: bob.ai/auth/login

2. Enter your email and password and click “Login.”

3. The name of the agent/owner will appear at the top right of the page. Verify
that it’s correct.

4. Click on the tile named “Manage RFTA.”
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5. Click “Create RFTA” at the top right of the page.

6. Enter “Newark” in the text box under “PHA, CoC or Nonprofit in the USA
issuing the Voucher or Program Slot.” Choose Newark Housing Authority,
Newark, NJ, PHA Code: NJ002 when it pops up in the search list.

7. Enter the name and email address of the voucher holder and click
“Proceed to create RFTA.”
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8. A pop-up window will appear asking you to confirm that you have chosen
the correct housing authority. If the correct housing authority is listed, click
“Yes.” You will not be able to change this once you click “Yes,” so be sure to
verify.

9. If the incorrect housing authority is listed, click “No.” You will be redirected
back to the “Create RFTA” screen where you can create a new RFTA with the
correct housing authority

10. Add the unit details.

11. Click the calendar under “Projected Move-in Date” to select the date.

12. Enter the rent amount in the “Monthly Rent” field.
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13. Click the dropdown menu to add the number of bedrooms in the unit.

14. Enter the property name, address, city and state.

15. Click on the Google-verified address when it populates.

16. Click “Continue with Utilities and Appliances.”

17. Click the dropdown menu to select the structure type.
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18. Use the dropdown menus to select the type of appliances (natural gas or
electric) and select whether the tenant or owner is responsible for paying
the utility bill.

19. Select whether the tenant or owner pays for sewer, trash collection, or air
conditioning. If the tenant is paying for anything electric, please select
“other electric.”

20.	Select whether the tenant or owner supplies the refrigerator and the
range/microwave.

21. Once all of the utilities and appliances have been set, click “Next.”
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22. Click “Save as New Plan”
to save the floor plan or
“Don’t Save” if you choose
not to save it. If you save
the floor plan, it will
automatically fill in the
details the next time you
choose it.

23. If a message pops up
saying that the voucher
is not found, you may
have chosen the incorrect
public housing authority.
Click “OK” and make
sure that you have
chosen “Newark Housing
Authority, Newark, NJ, PHA
Code: NJ002”

24.	If you have chosen the
correct public housing
authority, the “Rent
Responsibility” window will
pop up. Read the message
and Click “Got it.”
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25.	Read the “Acknowledgement of Rent Responsibility.” 

26.	Click the “Sign here” button next to the signature line to sign the form.

27.	Click “Yes” on the “Digital Signature Verification” window and click 
“Confirm.”  
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28.	Click “Ok” to verify that you 
want to sign the form. 
 
 
 
 
 
 
 
 
 
 
 
 

29.	Click “Got it” to verify that 
the signature is correct.

30.	Click “Save.”
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31.	 Click “Success!” to acknowledge the message.

32.	Review the “Certification of Additional Amenities” to make sure the 
information is correct and click the “Sign here” button next to the signature 
line to sign the form.

33.	Click “Yes” on the “Digital Signature Verification” window and click 
“Confirm.”  
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34.	Click “Ok” to verify that you 
want to sign the form. 
 
 
 
 
 
 
 
 
 
 
 
 

35.	Click “Got it” to verify that 
the signature is correct.

36.	Click “Save.”



14

37.	Click “Success!” to acknowledge the message.

38.	The next steps are to complete your Tax ID information and direct deposit 
form. For first-time landlords with NHA, this is required. 

a.	 If you have already rented a unit in your property to an NHA Housing 
Choice Voucher tenant, we will already have your information on file, 
and you do not need to fill in your Tax ID#, direct deposit form or upload 
documentation. 

b.	 If you are a current NHA landlord and not already set up on direct 
deposit, this is now a requirement. 

39.	Click the “Property Name” field to enter the details.

40.	Click the “Tax ID #” field to enter the Tax ID.
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41.	Click the “Sign here” button next to the signature line to sign the form. 

42.	 Click “Yes” on the “Digital 
Signature Verification” 
window and click 
“Confirm.”   
 
 
 
 
 
 

43.	Click “Ok” to verify that you 
want to sign the form. 
 
 
 
 
 
 
 
 

44.	Click “Got it” to verify that 
the signature is correct.
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45.	Click “Save Form.”

46.	Sign your Direct Deposit form. This form requires a handwritten/wet 
signature. A digital signature is not allowed.

47.	Click the dropdown menu of “Select Document” to choose a document to 
download. This is where you can upload your Direct Deposit and W-9 forms.

48.	Click the “Upload by drag and drop” or “Browse” field to select the 
document.
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49.	Click “Upload.”

50.	Click “Continue.”

51.	 Click “Success!”
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52.	Repeat this step for all of the documents you need to upload.

53.	Once all of your documents are uploaded, click “Next.”

54.	Enter the address on the Business Address line. Then click the “Sign” 
button next to the signature line to sign the form.

55.	Click “Yes” on the “Digital Signature Verification” window and click 
“Confirm.”  
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56.	Click “Ok” to verify that you
want to sign the form.

57. Click “Got it” to verify that
the signature is correct.

58.	Click “Submit RFTA Package.”
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59.	Click “Submit” on the “RFTA ready for tenant signature” pop-up window.

60.	In some cases, the rent requested for a unit may not meet rent 
reasonableness criteria based on market comparables, and NHA may 
request a negotiated amount. You will see a pop-up message with a 
negotiated amount if this is the case. Click “Yes” to accept the amount and 
proceed with signatures. 

61.	Click “Your RFTA is complete and is sent to the renter for their signature” to 
acknowledge the message.

Once the RFTA has been submitted, NHA will be in touch with you to schedule 
the inspection. Look for notifications via SMS, the Bob.ai app, and email for 
scheduling details.
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How do I increase the rent for my unit?

If you plan to increase the rental rate for a unit that is currently occupied by 
a Newark Housing Authority (NHA) voucher holder, there are a few steps to 
follow, but if you already completed an RFTA in Bob.ai before, then you will be 
familiar with the steps.

1. Give notice to the renter at least 60-90 days before the end of the current
lease term.

2. Complete the Rental Adjustment process in Bob.ai at least 60-90 days
before the end of the current lease term.

3. Log into your Bob.ai account and go to your dashboard.

4. Select the tile labeled “Rental Adjustment.”

5. Click the blue button labeled “Create Rental Adjustment Request.”

6. A dropdown will appear, and you need to click the option below labeled
“Create Rental Adjustment Request.”

7. Enter the unit address, notice date, date of increase, new rent amount, and
your tenant’s contact information.

8. Click “Save” and acknowledge the “Success” message at the top right of
your screen by clicking on it.

9. Then scroll through the page to select who is providing and/or paying for
each of the utilities and appliances.

10. Click “Next.”

11. Scroll through the page to select amenities.

12. Click “Next.”

13. Sign the form and click “Save.”

14. Verify your signature and click “Got it.”

15. Click “Save” again and acknowledge the “Success” message at the top right
of your screen by clicking on it.

16. Next you will update the RFTA. Scroll down the page to find field #3 for
“Requested Lease Start Date.” Select the date.

17. Select the Structure Type just below that.

18. Scroll down and click on the “Sign” button

19. Verify your signature and click “Got it.”

20.	Click the green “Submit RFTA” button.

21. Next, you will need to upload the required documents.

a. A copy of the 60-day notice you gave to the tenant
b. A rental agreement with at least 60 days remaining.
c. The HAP contract

22. Once the documents are uploaded, follow the remaining steps to sign the
request.

There is a manual review required for rental adjustments, so please allow 4-6 weeks.


