
The first steps to getting into the Landlord Portal

•Goto www.DHCMI.org
•Top right of the screen, click on either “log in” or 
“sign up”



If you’re a returning landlord and clicked “log In”

Simply put in your information to go to the Landlord 
Portal

If you have not signed up for an account, refer to the 
next page.



On the next page, 
only click Landlord

On the page after, simply fill out your information.

Only previous landlord will have a “landlord No.”, if you don’t 
have one yet, please disregard.



In the Landlord User 
Portal you will be able to:

•Change Your password
•Change your profile 
Information
•View your 1099 
information
•List a property you have 
available for rent
•And view your payment 
statement



On the Password Update page, you can change your 
password to one of your choosing 

(being at minimal 6 letters).

Once you change and update, make sure you write 
your password down, the change will be active 

immediately  and will be require on your next visit.



On the User Profile page you will 
be able to update us with any 

change in your contact 
information.

It is recommended that if any of 
your contact information is 

changed, you update us as soon 
as possible to avoid any delay of 

processing and/or contact.



If you need to view/print your 1099 information for the 
previous year, be sure to have your Tax ID (Social 

Security Number) available.

If you are a newer landlord you may not have 
information available until after the first year under 

agreement.



To print your first goto the “1099-misc” link in the first sentence to print the 
1099 form.

After printing the form go to the “Open PDF” on the right side to print your 
1099 information.

Once both are printed you must place the form from “1099-misc” link in your 
printer feeding tray then, place your 1099” information from the “Open PDF”

link in the scanner tray.

Scan your information so that it will print onto the form and your finished.



To add a property to the website, fill 
out all the required fields with the 
property information and submit.

Once reviewed you property will be:
•Accepted and available to update if 

needed
•Or declined with information that you 

will need to change/provide to be 
accepted.

Check this area frequently to be aware of your property status



Resizing a picture
To add pictures to the DHC site they must not exceed a certain size (500x500)

If your pictures are this size or smaller feel free to back to the property page and add them to the listing
If they are larger than the allowed size follow these steps to make it smaller THEN go back to the property page and add them

1) Goto www.pixlr.com/editor/ and goto open image 
from computer and choose the property picture you 
want to resize

2) After the image is loaded goto “Image” at the top 
of the page and choose “Image Size…”

3) If the Width is lower 500 you do not have to 
resize the photo. If the image width is over 500 
then replace the size with 500 and make sure 
“Constrain proportions” is checked so it will fix the 
height.



Resizing a picture
To add pictures to the DHC site they must not exceed a certain size (500x500)

If your pictures are this size or smaller feel free to back to the property page and add them to the listing
If they are larger than the allowed size follow these steps to make it smaller THEN go back to the property page and add them

4) After changing the width, goto “File” at the top of 
the page and select “Save…”

5) Change the name of the picture if you like then 
click ok so save it.

6) After saving the picture go back to the Add a 
property page and choose the picture you saved, fill 
out the rest of the information and click submit



Here you will be able to view your payment 
statement, put your Tax ID (social security 

number) in and click submit.


