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Thank you for your interest in our Vital Homes programs! This guide is intended to assist both
new applicants and existing applicants renewing their eligibility in completing their online
application/renewal process. Should you have any questions on the new system, please don’t
hesitate to contact programs@canmorehousing.ca so that CCH Administration can help,
however it is encouraged to review this guide when completing your application/renewal as
almost all parts of the process will be addressed here.

Should you have any requirements for in-person assistance for the online form completion or
scanning/uploading of documents, you can also contact programs@canmorehousing.ca to set
an appointment where CCH Administrative staff can assist you.

Application / Renewal Set-up and Log In

On the landing page for the Arcori process, you will note that there are two buttons at the
bottom of the screen as per below:

YCOVY [ Central Waitist Register  Login |§
CANMORE
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Please read through the below two options for our Vital Homes Programs (Rent or Own) so you are aware of the process of the program(s) you are selecting

1 your nd req
Every adutt who vil be fiving in the home must complete the oniine application form and upload the required supporting documentation related to your eligibiity pathway. The eligibilty criteria and supporting
particular section of the form, please contact our ofice.

documentation required to apply are specified in each section of the application. If your circumstances are unusual or if you are unsure abouta

2. Make an appoinment with CCH 1o review and sign your statutory declaration.

Call 403-609-9983 or contact prograrm: morenousing ca to arrange a time to complete your Statutory Declaration. Each applicant wil be required to sign a Statutory Declaration stating that all the information provided is truthful and accurate and that the applican(s) is/are aware of the terms and conditions of the program. Flan to spend
‘approximately 15 minutes in the meeting and for all applicants to attend. Once your application has been received, it will be processed in 7-10 business days pending all information is submitted and references can be contacted. Please note as well that appointments cannot be booked until such _ time that all required is submitted onine

and verified by, CCH.

3. Get on the waitlist!
CCH aims to review all completed applications and verily information within 7-10 business days of your application submission, pending availabilty of supplied references. Once supplied references have veriied your suitabily as a tenant, CCH will provide you with an approval letter and place you on the applicable Vital Homes Rent Wasi(s). PEKA,

the authorized leasing agent,vill contact you when a unit becomes ~available.

1 you are interested in purchasing a home through the Vital Homes Own Program, follow these steps to apply_to join our waitist.

1. Attend a Vital Homes Ownership Information Session.
CCH provides Ownership Information Sessions once per month from 12:05 to 12:55 p.m. Allsessions are held via the Microsoft Teams platform. Our Information sessions typically take place on the first Wednesday ~of each month,
s and indicate which session you would like to be regstered for

You must register for 2
2. Speak with a lender and requesr a morigage pre-qualification letrer.
CCH can provide you with a st of banks and mortgage brokers familiar with the Vital Homes program. Talking to a lender will help you determine if you are financially ready to buy  home and what you need to do'to achieve your

CCH encourages to buy now of in the future to apply now to et on the waiting st

3 your app! and suppor
Every adutto be registered on tie as owner must complete and sign the application form. Use a second form if more than two adults are applying. The eligbilty citeria and supporting documentation required to._apply are specified in each section of the application as well as on the Document Checkist If your circumstances are unusual, or if you are.
unsure about a section of the form, please call our office and we will be  pleased to assist you. Please note as well that appoiniments cannot be booked until such time that all required documentation is submitted online and verified by CC}

4. Make an appoinment with CCH 10 review your and sign y v

Call 403-609-9983 or contact programs@canmorehousing ca to amange a fime to complete your Statutory Deciaration. Each applicant will be required to sign a Statutory Declaration stating that all the information provided is ruthiul and accurate and that the applicant(s) sfare aware of the terms and conditions of the program. Plan to spend
‘approximately 15 minutes in the meeting and for all applicants to attend. Once your application has been received, it will be processed in 7-10 business days pending all information is submitted and references can be contacted. Please note as well that appointments cannot be booked until such _time that all required is submitted onine
and verified by CCH.

5. Get on the a

available for purchase

reviews all complsted applications and veries the infor nce you have been approved, CCH provides you vith an approval letter and places you on the Vital Homs

Begin Online Application Now Update/Continue Existing Appiication
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Select the appropriate button to continue. For new applications, you will then be prompted to
enter your email and you will be sent an authorization email that will come from
programs@canmorehousing.ca to confirm your submitted email address as per below:

programs@canmorehousing.ca L .

~: || Wed 2025-06-18 1021 AM

To complete the registration and set your password, click the link below:

https://canmorewlappdemo.arcori.com/Authentication/ConfirmEmail?userld=5454157c-2c0a-431a-9126-
66e9353957ed&token=>59tj0kB58YrAeBhSzh TUXPhxPhjzLd FiAntkIAYDstK7rg8n5870wnkwm/7 1Fh89pGAVKI DjbQBqYGWhwD6k8q YIERQxIyCic
Rrp%252fsaQWxTAT703z7K8Yn Q9HIXXZ QJbL pDax2avies 52 fixePMZFtUcyz5Ens/ZpzqvEjU3GazvwlDgHUUVIRZ gvlO7 8l cZwStgDey &end =X

<~ Reply + Forward

Click on the link that is contained in the email, and you will then be re-directed to Arcori to set
up your password for the first time, as per below:

Email Confirmed

Thank-you Joe Sample Tor confirming your email, catman2259@hotmail com. You must now set a password to finish activating your account.

Password

Confirm Password =~ === q

Set Password

From here, you will create and confirm your account password. Once this is complete, click the
link to Log in and begin your application.

Program Selection

Your first step will be to select your desired program(s) that you wish to apply for. Applicants
can choose to be enrolled in both programs; however, everyone is encouraged to review the
eligibility requirements via the links available on the Program Selection screen as per below:

Flease select the programys) you are applying for.If you are applying for both our Vital Homes Rental and Oumership programs, please note that eligibity critera is slightly different between programs. Please review bot the eligibiliy rules for tle Vital Homes Rental and Vital Homes Ownership proframs
before applying for your desired program(s).

Select a Program...

Vital Homes Rental Program

(- &

Vital Homes Ownership Program

(- @
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Applicant Information

With your account now set up, you can begin the application wizard process. The first page will
allow you to input your Household personal information, including uploading your required
identification documentation. Please note that due to limitations of the Arcori software at this
time, some category headers do not reflect all possible options for applicants, such as the
‘Proof of Canadian Citizenship or Canadian Permanent Residency’ file upload location, but this
should be used for all applicants when first submitting Identification documents.

Please note as well that Arcori currently only permits one file upload in this location, however
as per Vital Homes Policy all applicants must submit two (2) forms of identification, so both
documents should be submitted as a single photo or PDF file. Refer to the required forms of
identification listed at the top of the Applicant Information step.

Primary Applicant Information
First Name* Middle Name Initial Last Name* Alternate Name
Joe: Sample:

Salutation Gender Date of Birth

Marital Status Status In Canada®

Proof of Canadian Citizenship or Canadian Permanent Residency Able WLive Independently
Select ... Drop ik here ta upload
Filename
n &

For Vital Homes Rental applicants, all adults that will be in the unit should be entered as Co-
Applicants at this stage, and any children should be added under the Household Members
section, which will look like below:

New Household Member

B OK || D Discard

First Name* Middle Name/Initial Last Name* Alternate Name

Salutation

Status In Canadg™

Proof of Canadian Cil ip or Canadian F
Residency

Select file..

Filename

o &

Dependent o Able To Live Independently Mo

Mo

Attending Mo Lives Fulltime With Primary
School

Relationship to Pimary Applicant Reason For Not Living Fulltime With Primary

#100, 729 10th Street, Canmore, AB T1W 2A3
T:403.609.9983 | programs@canmorehousing.ca | www.canmorehousing.ca



CANMORE
COMMUNITY HOUSING

Please ensure that any children have their birth certificates included as attachments in this
section.

For all Vital Homes Ownership applicants, any adults that will be present on title should be
entered as the Primary Applicant and Co-Applicants (not Household Members). Children do not
need to be listed as Household Members for an Ownership application.

For any existing application renewals, CCH also strongly suggests that when beginning the
renewal process for the first time, that you select ‘Yes’ to the Household / Family Composition
or Contact Information option in the initial Identify Any Changes section, as this will allow you
to update your identification documentation as well as any make any changes to your phone or
email information. If you would like to update your residence / mailing address information or
any other accommodation needs, that can be done by selecting ‘Yes’ to the other options
shown below.

A OF [ Central Waitist  Home

s any of the foll changed? If so, please select Yes' from button below and update any changes on next page(s) of Renewal Wizard

A n Rea Since you last updated yo

“If you are completi s’ for th hold / Family Gomposition or Gontact Information section and you will have the option to upload your identification documents at the first stage of the Wizard. Please

include both pieces

Household / Family Composition or Contact Information (-
View
H
ctinformation

wal through Arcor, ple
:s ONE document to b

ousehold and Contact Details

Primary Applicant

Preferred Language Requires Interpreter
Mark Thacz No

Engiish

Additional Household Members Alternate Contacts Spoken Languages. Interpreter’s Name
Mone. Engish

Current Residence or Mailing Address

Accommodation Needs (i.e. you can no longer climb stairs) [-@

Current Living Situation

This section is required for all Vital Homes Rental applications and those applying under the
Canmore Long-Term Residency eligibility pathway for Vital Homes Ownership applicants.
Current rental and landlord reference contact information must be included here for Rental
applicants.
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Previous Living Situation/References

Canmore Long-Term Resident applicants should also include any prior living situation
information here so that CCH can verify the number of months that you have resided in
Canmore. Vital Homes Rental applicants should also include a second landlord reference here if
possible. For those without prior renting experience and landlord references, please submit
Character Reference contacts in the References section.

Reasons for Applying

Applicants should feel free to select one or all the options applicable to their situation at this
step.

Accommodation Requests

Please select any options applicable; notes on pet permissions can be found at the top of this
section.

Financial Information

In this section, you will upload your Notice of Assessment(s) from the Canada Revenue Agency
(CRA) for your application. You can either hit the ‘Edit’ button or double click on each name
listed in the window:

£ Edit

Household Member Name Has Income Tax Annual Income Amount Income Proof Attached

I S S

From there, you will both enter in the information from Line 15000 of your most recent Notice
of Assessment as well as upload a copy of your Notice of Assessment document, as shown in on
the following page:
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Edit Income

B oK || "D Discard

Household Member Name

Jog Sample

Enter the amount on line 1500 - Gross Income of your Notice of Assessment or T1 General

i
v

Please attach a copy of your Motice of Assessment®

Filename

Please note that a T1 tax filing or T4 is not accepted for this
stage of the application/renewal.

The image to the right is an example of the first page of your
Notice of Assessment provided by the CRA. The full document is
typically downloaded as a 4-6 page document and we would
need to see the page showing Line 15000 of your Assessment.

Employer Entry

Select file... Drop file here fo upload

Notice of assessment
s of Month Dary, Year

Notice details

Ackaress:
NAME

STREET

CITY PROV. X1X 11

ookl msurance number: X6 X0 X000
T year YEAR

Date fssued- MONTH DAY, YEAR

Tax Cartre: CITY PROV. X1X 1%1

Aceens code X1

wie YEAR

XK1

e and beneft retum
batnce.

ViU v 2 TEfuRe Of §6,J0000C

e will depomit your fefumd et your barik acoount

Thuarsk yeu.

Bob Hamiion
CommiSSINGs of Revenas

Please note this section is only applicable for those applying or renewing eligibility under the

Canmore Employment pathway, however instructions on documentation uploads can be found
in the written section at the top of this page, as shown on the following page:
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1. Canmore Employment if you are an applicant

who currently works in Canmore a minimum average of 20 hours per week with a licenced Canmore business;

OR

who is self-employed with a Canmore business licence performing services for the business in Canmore no less than 20 hours per week;
OR

as a spouse, not working or not working a minimum average of 20 hours per week in Canmare, who is a homemaker caring for dependents or who works in the Bow Valley a minimum average of no less than 20 hours per week. This category also includes
those on matemnity leave or sick/disabilty leave from an eligible employer, or those having accepted a bonafide job offer

*(Please enter your either your Proof of Employment here OR your 1st paysiip OR a combined PDF of all 3 payslips, if possible. [f you are anly able to upload one payslp at a time, please enter your ficst one here and add the remaining two under the.
Attachments category on Step 5 of the Application/Renewal Process)

2 Canmore Employment and Residency History:

If you are a retiree or an individual who receives a disabilty benefit (e.g. AISH) who currently lives in Canmore with ane of the following qualifications
three (3) cumulative years of employment history in Canmore working a minimum average of no less than 20 hours per week; for retirees, this is calculated in the five (5) years prior to retirement,
OrR

at least five (5) years Canmore residency within the 10-year period prior to applying. This category alse includes the spouse or caregiver of the qualifying applicant
“(Submit applicable documents under Attachments category on Siep 5 of the Application/Renewsl Process)

3. Canmore Long-term Resident.

who currently resides in Canmare and for whom Canmore was their primary residence for a minimum of five (5) years within the 10-year period prior to applying and is employed in the Bow Valley for no less than twenty (20) hours per week
as a spouse who is a hememaker caring for dependents

“(Submit applicable Proof of paysiip below and under Attachments category on Step 5 of the Application/Renewsl Process)

In the area showing ‘Please list all employers’, click the ‘Add’ button and a new window will
open that will allow the addition of more details and document uploads as per below (you only
need to add your current Canmore employer(s), you do not need to add historical employers):

Edit Employer x

BOK || D Discard

Household Member Name

Joe Sample v
Employer
Canmore Community Housing v
Employment Status Job Description
Fulltime v Application Tester
Weekly Hours Date Started Date Ended
40.00 w 6/18/2025 B8 i)

Please attach Proof of Employment

Select file...

" &
Please attach a copy of your T4
Select file... P
Filename
" &

As per the document upload instructions listed on this page, please note that only one file can
be uploaded to the ‘Please attach Proof of Employment’ area. Please review the different
instructions listed in detail to find the best way to add documents for your application/renewal.
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For those applying/renewing under Canmore Employment, please note that with respect to
submitting documents in the above Employer Entry screen:

Please enter your either your 1st payslip OR a combined PDF of all 3 payslips, if possible OR your
Proof of Employment/Job Offer here (only if you do not have 3 payslips available due to
beginning new employment). If you are only able to upload one payslip at a time, please enter
your first one here and add the remaining two under the Attachments category on Step 5 of
the Application/Renewal Process.

Mortgage Pre-Approval

Please note that this section is only applicable for Vital Homes Ownership applications but is
required for all Ownership applications. If you are an existing waitlist applicant and would like
to update this information with your eligibility renewal, this can be done here as well.

Attachments

Please use this section for all relevant or required information (see instructions in Employer
Section OR at top of this page of this step for documents required) for your
application/renewal. To start adding attachments, begin by clicking on the ‘+ New Attachment’
button shown here:

Please attach any required documents related to your application. This may include any leases or property tax assessments if applying under Canmore Long-Term Residency, or Town of Canmare Business License andlor Letter of Hours for those that are
o tional payslips if unable to enter them in the Employer section

& Previeu

Please note that you will need to repeat the ‘+ New Attachment’ process for each file that you
are uploading.
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You will have the ability to categorize your attachments when uploading as well, as shown
below:

New Attachment

&l Save || x Close
Name*

Select file...

Filename

Category

| Select Category...

Lease - Canmore Long-Term Residency or Canmore Employment and &
Residency

Properly Tax Assessment - Canmore Long-Term Residency or

Canmore Employment and Residency

Letter of Hours - Canmore Employment and Residency

Town of Canmore Business Licence - Canmore Employment and

Declaration and Consent

For the final two pages of the application, please note that due to the configuration of the
online servers, you will need to select a date at least a day before the day you submit the
application as the system will not allow you to submit your application otherwise. For example,
if you were submitting your application on June 18, 2025, you would need to set the date for
June 17, 2025, as per below:

SIS SRR o 8NS5 OIS e VAN TS PTG B CATOTS. T8

ara e ety e secen 330 o T romance. st
i o 3ty qsoens naten =
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The Consent page is the final stage of the application/renewal process, however it should be
noted that once you click the ‘Save and Complete the Application’ (for new applications) or the
‘Complete Renewal’ (for eligibility renewals), you will not be able to make further adjustments
or document uploads, so it is strongly recommended that you do not hit this button until all
documentation is uploaded and sections of the application form are completed in full.

All progress is saved during the application/renewal process, so you do not need to complete all
steps in one sitting but rather will be able to return to the application as needed until you are
ready to submit.

Incomplete Submissions

If you have not completed all necessary sections and/or uploaded all required documentation
with your submission, please be advised that your application/renewal form will be returned to
you. A letter will be generated to advise you that the application has been returned, and when
you log back into your Arcori account, you will see a message in red at the top of the home
page that will provide specific information as to what is missing and needs to be uploaded.

An example of this can be seen below:

,A___ FCOI| cCentralwaitist +

When you log back into Arcori, please note as well that you can move to previous steps of a
New application by clicking on the ‘Save and Return to...” button(s) as shown below:
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And for Renewals, you can either click directly on the Renewal steps shown on the left side of
the screen or on the ‘Previous’ button as per below:

—————————

As with an initial application or renewal submission, if you wish to revisit your application to
upload any documents or edit household information, do not click the ‘Save and Complete the
Application’ or ‘Complete Renewal’ button until such time that you are ready to re-submit your
application or renewal, as doing so will remove the ability to further edit or add to your re-
submission and will require CCH to review and return your application access to you.

Final Steps of the Application/Renewal Process

Once you have submitted your application, please ensure that you complete the Property
Selection as well as your application does not move to a review stage until this is done.

For all new applicants, please be advised that once your submission has been reviewed and if
all information required is in place, you will be contacted via email to advise your application
has been processed and that you are free to come in and complete the Statutory Declaration
form as the final step of your application process. This step must be completed in-person and is
a requirement before you can officially be added to our Vital Homes program waitlist(s).

For current waitlist applicants renewing their eligibility, you will be provided a confirmation
letter of your continued eligibility via Arcori for your records.

We hope this guide has been helpful, however as noted above please do not hesitate to contact our office at
programs@canmorehousing.ca should you have any questions or concerns while working through your application
or renewal process!
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