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1. Making a Reservation for all New Primary Applicants 
 
Only make a reservation for a new primary applicant.  
 
Once you log into MA (Manage America) click on “Make Reservation” 
 

 
 

Please then go into the reservation column and click “LT” (long term) 
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From there fill out as much information that you can. 

 

 
In the section “Occupancy Information”, Occupancy Type - 9 out of 10 times you will choose 
“MH – Regular” 

 
 

“Scheduled Move In Date” needs to be scheduled out at least 60 days ahead of scheduled move 
in date. The reason for this is that we are giving MA a grace period in case their move in date is 
postponed. If they don’t move in the exact date you put in you AND you Regional Manager will 
be getting notifications.  
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You can always change the move in date when you actually move them in. 

 
 

Application fee is $45 if the applicant has lived in your state within the last 5 years, an additional 
$15 per state per applicant if live outside of your state within the last 5 years. 

 
When putting in the application fee make sure you indicate which payment method it is. 

Make sure you put the CORRECT AND FULL number for the check, money order, etc. 
 

 
 
Once you have inputted that information click on “Reserve and Screen” at the bottom of the 
reservation you are creating and that will take you straight to the application. 
   

 
 

**NEVER put money for a new resident in a past or current resident’s ledger!!!! Put the money in the 
reservation** 
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2. Inputting Applicants Information 
 
**When applicant is turning in their application make sure we have 5 years of living history, 2 
years of Employment History and signatures on all three pages** 
 
In the section, Application Information – A Primary Resident will always be Residency Only (Site 
Rental Only) 
 
In the next Section, Home Information double check to make the information is correct. Please 
put how much the “Monthly Site/Unit Rent” and make sure that “Monthly New/Existing Home 
Loan/Rent Payment” is always $0. (Commonwealth does not give out home loans). 
 

 

 

 

 

See notes above. 
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In the Personal section of the application make sure you have the complete First, Middle, Last name and 
suffix of the applicant.  * If the applicant does not have a middle name leave it blank. Do not put “No 
Middle Name” as their middle name. * 

 

 

In the Address section make sure you input a total of 5 years of living history – this is a requirement of 
Commonwealth. We do not accept PO Box # address’ as an address. If they have been homeless, ask 
where they want their mail to go to.    

For the “Status” tab, input if they rented, owned, relative, etc. 

 

(if you have more than one address click “Add Address”) 
 

 
 
 
 
 
In the Employment section make sure you put their individual “Monthly Gross Salary” – if there is more 
than one applicant do not combine incomes 
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** If they have more than one job currently, please Add Employment, in the Employment Type put 
“Secondary Employment” ** 

If they have other sources of income i.e. child support, savings please indicate that here. 

 

Alimony/Child Support Payment is if they are paying someone else (and they disclose that to you)  

Before clicking “The application is complete and ready for review”, please make sure you do a quick 
check to make sure the information you have inputted is what is on the application. 

 

To go back into the application so you can upload the paper copy. Please click View Submitted 
Application 
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To upload the paper copy of the application, Click the Uploader tab in the upper right-hand corner. 

Click Upload File 

 

 

A new page will pop up 

In the Description it can be as simple as Application, or Jane Doe Application 

Choose a file (once you have scanned and saved it to your Computer) 

Click Upload  

 

**Note** NEVER forward to Origen. They do not need the application. 

 

3. New Primary Applicant with Another New Primary Applicant 
 
All you need to do is press “Add Another Applicant” located right below Miscellaneous and input 
the other applicant’s information. 
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4. Primary Application with an Additional Occupant  
 
To add an Additional Occupant that is applying with a Primary Applicant click on “Add Additional 
Occupant.” 
 

 
 
With an Additional Occupant you don’t need to input as much information as an Additional 
Occupant, but their application still needs to be filled out the same. 
 
When the Additional Occupant is over the age of 18, make sure you click “Run Background 
Check?”. 
 

 
 

5. Additional Occupant to Move in with Existing Primary Resident 
A. How to add an additional occupants’ application 
 

**Do not make a reservation for an Additional Occupant** 
 

Once you log in go to “Make a Reservation” and in the upper right corner click “Quickscreen.” 
Once you do that click “Create Application” in the top left corner. 
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When you click “Create Application” a pop-up will come up, which basically warning you to 
make sure you are wanting to do input information for an additional occupant when the Primary 
already lives there, press “OK” 

 

It will generate an application for you to fill out, go ahead and fill it out as you would a primary 
with the information for the additional Occupant 

 

In the “Application Information” where it says, “Application type?” you will put the drop down 
option of “Resident Only – Roommate” 

 

 

Put what site they are applying to in the “Home Information.” 
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Again, please completely fill out the additional occupant’s information. 

 

For an additional occupant the “Document Processing” still needs to be “Applicant.” 

 

B. How to put the applicant fee in for an additional occupant 
Please make sure that when you add an application fee you change the drop-down 
option to application fee. If you don’t, it will throw off your accountants’ books and you 
will be notified. 

Go into “Resident Admin” and go on the primary residents’ ledger
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Once you are in the primary resident’s ledger please click on “Charge” (when you hover 
over the button it will say “add new payment”) 

  
 
You will add the application fee in for an additional occupant this way. Make sure to 
change the “Charge For” to the drop-down option of “Application Fee.” 

 

In the Comments section, put the  

Once you have added the application fee double check the ledger to make sure it is 
correct 

 

Change the drop-
down box to 
application fee 
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Once the fee charge has been added go back to the home page for MA and go to “Take 
Rent Payment” 

 

From there you will add the $45.00 to “Amount Paid” (Step 1). In Step 3 make sure you 
put the correct check #, money order #, etc. and then click save.  

 

 

Do not forget to go to “Prepare Bank Deposit” and generate your deposit slip. 
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C. How to add an additional occupant into MA  
(once they have been approved) 

 

 

Please then go to the site number that you are adding the Additional Occupant to and click 
“QuickSet.” 
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Once you have done that click “Add Occupant.” 
 

 
 
Fill out as much information as you can – remember if they are an additional occupant they are 
not a “lease signatory,” etc. 

 
 
 

Once that information is inputted click “save” and then click “Save & Close” on the QuickSet. 

 

See notes above. 
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D. How to add new Primary Applicant to current Primary 
Applicant 
 
This step is actually very similar to adding an additional occupant EXCEPT for how 
we add them into MA. Uploading their application and inputting their info to run the 
application will be inputted like every other application. 
 
When adding the new Primary Applicant, you go into their QuickSet and click on 
“Add Occupant.” From there you will click YES to “Is lease Signatory.” 

 

 

1. Applicant Status: “Approved – Conditions” 
Located at the top right corner of the application (or in “Make a Reservation – 
QuickScreen”) 
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If an applicant has been conditionally approved, go into the “Progress Detail” tab of that 
application to approve the conditions (conditions are located at the bottom of the page). 

 

** These conditions are based off your specific communities Rules and Regs ** 

 

Don’t forget, although an application status has been changed to approve, that does not mean it 
is 100% complete- this goes for primary applications and additional occupants.  

Make sure that after you have approved the conditions you go into your documents tab and you 
order and print your documents that you click on “Application Completed.” After that it will 

complete the application process. 

 

2. Applicant Status: “Denied” 

If an applicant has been denied, go into the “Messages/History” tab of that application 
to see which denial letters you will be needing to send out (denial letters are located in 
the “Documents” tab of each specific application). 

 

In the “Messages/History” tab you will be told specifically what kind of letters you will be 
needing to send out. With denial letters it is imperative that you send them out on time. Please 
make sure to let us know through the “Messages/History” tab the day you mailed it out. 

Print the 
documents 
you need for 
applicant. 
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** Please note once you have printed and mailed the letters you still need to go into the 
“Documents” tab and click “Application Completed” ** 

If this is for a Primary Applicant and you have done every step for the denial, please go back 
into the reservation made for the applicant and cancel the reservation.  

 

 

 Go into the reservation. 

 

 

Scroll to the bottom of the reservation and click “Cancel Reservation.” 
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NEVER cancel an application; ONLY cancel the reservation and always generate your deposit slip. 

 

 

 

 

 

 

 

 

 

 


