[image: image1.jpg]Victorian

housing register





	Online housing application  

	Information for organisations



The Victorian Housing Register online application

The Victorian Housing Register (the register) is the way applications for social housing are managed in Victoria. It brings together the public and community housing applications for housing so that applicants only need to apply once. To support the operation of the Victorian Housing Register, an online housing application for support agencies and registered community housing organisations has been developed.
This application will replace the current paper applications used for community and public housing. It will also allow organisations to manage, draft applications in one place and keep track of submitted applications for a period of time.
The purpose of this document is to assist support agencies and registered community housing organisations to gain access to the online application to submit housing applications on behalf of clients to the register. 
Which organisations can use the online application?

Organisations that provide support for homelessness or family violence, and registered community housing organisations can submit applications to the register. 
Some mental health and family organisations also submit housing applications.
If your organisation recommends clients for the current Homeless with Support segment of the public housing waiting list, then you should submit these applications online.
How does the online application work?

The online application is accessed via the Department of Health and Human Services eBusiness portal <https://hns.dhs.vic.gov.au/dhsportal/wps/myportal>. This is to ensure the security of the personal information being captured for the housing application.
While a housing application is being completed by your organisation, the information is stored in a cloud data centre, which cannot be accessed by the department. Applications can be progressively updated by the organisation as information is collected until they are ready to be submitted. 
It is only when the application has been submitted by the organisation that it is available to the department for data capture and processing onto the Victorian Housing Register.
Once the application has been submitted to the department, it can be accessed by your organisation for a further 60 days via the ‘Manage Applications’ screen. It is then archived and removed from the cloud. 
Quality controls

It will no longer be a departmental requirement for applications to be signed off by a manager in your organisation before it is submitted. 
Organisations may however, want to put in place some quality assurance processes for applications they submit. For example, the ’Manage Applications’ screen supports spot checking by managers as it includes a list of all applications currently being prepared by your organisation, and those submitted.
Where to find information about the online application

The Funded Agency Channel will contain all the information you need about the register and online application.

On the Victorian Housing Register page <http://www.dhs.vic.gov.au/funded-agency-channel/about-service-agreements/program-requirements,-guidelines-and-policies2/victorian-housing-register> you will find up-to-date information about the register including links to the policies and forms you will need to assist clients to apply for social housing. We encourage you to always check this site for any updates or new communication about the Victorian Housing Register. 

From this page you can access information about the online application by selecting or searching for the Victorian Housing Register online application for organisations page <http://www.dhs.vic.gov.au/funded-agency-channel/about-service-agreements/program-requirements,-guidelines-and-policies2/victorian-housing-register/victorian-housing-register-online-application-for-organisations>.
How to start using the online application
The application is accessed through the department’s eBusiness portal <https://hns.dhs.vic.gov.au/dhsportal/wps/myportal>. There is a link to this page from the Victorian Housing Register r online application for organisations page <http://www.dhs.vic.gov.au/funded-agency-channel/about-service-agreements/program-requirements,-guidelines-and-policies2/victorian-housing-register/victorian-housing-register-online-application-for-organisations>.
Most community organisations already have an eBusiness account. eBusiness is role based, and staff are constrained by the type of access that they are approved for. 
Each staff member who is required to submit housing applications within an organisation needs to be approved by a manager. Once approved, staff will need to know both their eBusiness login details and the correct HiiP External Party Identification Number (EPRIN) linked to your organisation to access and submit applications. 
Your organisations EPRIN will be provided via an email to the Chief Executive Officer before 13 August 2016.

If your organisation has an eBusiness account 
If your organisation has an eBusiness account, staff members who need to submit housing applications may or may not have their own eBusiness account. In both instances the steps for staff to register and/or obtain access to the Victorian Housing Register Application is contained in the Victorian Housing Register Application eBusiness registration guide.
If your organisation needs an eBusiness account 

The Chief Executive Officer will need to complete the eBusiness registration process. Please email victorianhousingregister@dhhs.vic.gov.au to request an eBusiness access agreement. 
How to get help
Contact us

If you would like any further information about the information in this fact sheet or have any questions about the Victorian Housing Register, please email victorianhousingregister@dhhs.vic.gov.au
If there is a problem with the online application, please call the Housing Call Centre on 1800 149 361.
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