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Password Reset
Follow the steps below to reset your password.

Click on the circle icon in the top right corner1.

Select Profile2.

Under User Account, click "Click here to reset your password"3.

Enter the current password followed by your new password4.

Click reset5.
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Rental Units Tab
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The Rental Units Tab is where you will manage your OBP subscriptions. The
Rental Units Tab is split into a 2 tab view that highlight the below:

This month’s subscriptions is a snapshot in time, and should directly reflect the current month’s OBP Invoice. As
changes to subscription records occur throughout the month, the subscription status displayed on this tab will not
change, but will include additional messaging that notes a change for the following month.  

Current Subscription Period Noted in Red

“Subscription Changing Next Month” messaging will appear for units with a
pending change to their package type. 

The “Subscription” column notes the current package type

This Month‘s Subscriptions

A

B

A

B

C

C
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Rental Units Tab Continued
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When a subscription status changes in the current month, that unit will now also appear on the What’s
Changing Next Month tab. This includes units that are opted in/out, units with new or expiring leases, units that
are no longer managed, etc. 

Units Changing Next Month

Date the new subscription type takes effect is noted in Red

Notes the number of units with changes to their subscription type

The “Future OBP Subscription” column notes the future package type

Date which the new package type takes effect

A

B

C

D

D

C

B
A
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The Unit Summary gives you a birds eye view of your OBP Subscriptions. 

Total: Total units under management and eligible for OBP. (Pulled directly from your PM Software)

Plus/Complete: Number of subscribed units that currently qualify for all OBP Benefits.

Shield: Number of units in OBP Shield. OBP Shield units include Legal and Re-tenanting Expenses ONLY.

Active Advance: Number of Active Rent Advances.

Vacant Subscribed: Vacant units that have not opted out. Vacant Subscribed units are not invoiced.

Unqualified Subscribed: Units that are subscribed but do not currently qualify for OBP protections.

Qualified Unsubscribed: Rental unit qualifies for OBP protections but the owner has opted out. 

Vacant Unsubscribed: Vacant units that have opted out. 

Unqualified Unsubscribed: Units that do not currently qualify, and have opted out.

New to Portfolio: Units recently added to your Property Management Software.

Rental Units Tab Continued
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Unit Summary Details
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Rental Units Tab Continued
Using the Search and Filter Options

Search for specific units by typing in the unit address OR the property owner's name.

You can also use filters to display units by their subscription status, unit status, and/or
their Rent Advance Status. Select multiple filters to identify which subscription types you
are looking for. 

Export Function
Export your OBP subscription data into a CSV file. Use the filters to export subscriptions
based based on the criteria you need. Exports will be delivered to users via email once
completed. 
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You can also choose to display ONLY the Units Changing Subscriptions on the This
Months tab. 



Unit recently
created in PMS

Unit with an
existing lease

Vacant unit Unit is no longer managed by PM

Plus Complete

Rental unit that is subscribed and
does not qualify for OBP

Complete, Plus, or Shield.

Unqualified Subscribed

Rental unit that is not subscribed
but qualifies for either Complete

or Plus.

Qualified Unsubscribed

Rental unit is in OBP Complete
or Plus. This varies by the

package type you elected to offer
owners at the portfolio level.

Rental unit is in OBP Shield.
These units may not not qualify

for Plus or the owner has elected
to subscribe into Shield only.

Shield

Rental Unit that is not subscribed
and is vacant.
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OBP Icon Legend

Rental Units Tab Continued

OBP Subscription Status - This Monthly Summary

The current status of each units OBP subscription will be displayed on the Rental Units
Tab. Below please find a description of each status and what the status means. 
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Vacant Unsubscribed

Vacant Subscribed

Rental Unit that is subscribed
and is currently vacant.

Rental unit that is not subscribed
and does not qualify for OBP

Complete or Plus.

Unqualified Unsubscribed

Subscription Changing
Next Month

Please Manage Subscription

The Please manage subscription
icon requires your attention as

the unit may no longer qualify for
the requested package. 

Rental Unit that is not subscribed
and is vacant.

Rental unit no longer qualifies for
OBP Plus or Complete and a

subscription change is required.

Plus / Complete OFF

Rental unit no longer qualifies for
OBP Shield and a subscription

change is required.

Shield OFF

Unit Status
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Managing Your OBP Subscriptions
The steps below will detail how to subscribe, unsubscribe, or change the specific
package one or more rental units are currently subscribed too. 

Click on the current OBP Subscription Icon.1.

2. Confirm the unit you are looking to make changes to and click Next.
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Subscription Change for a Single Unit

**Rental units currently in an Active Rent Advance status cannot be unsubscribed or put in a different package
type. You will need to wait until the end of the Rent Advance term to make changes to that specific unit. 



Customers offering Plus with
Shield can choose to subscribe

units to Plus or Shield, or
unsubscribe units. 

Customers offering Plus only can
choose to subscribe units to Plus

or unsubscribe units. 

Customers offering Complete only
can choose to subscribe units to
Complete or unsubscribe units. 

Plus Shield CompletePlus
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3. Update the subscription by selecting the correct package. You can also turn on the Auto-
Upgrade feature if you wish to automatically upgrade a subscription in the event it does not
qualify for the highest tier. Once you have selected the new package, click on Continue. 

Managing Your OBP Subscriptions Continued
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Once you have completed the steps above the rental until will appear in the “Units changing next month”
tab, and a message below the existing package will appear with the date the change will take effect. 

4. Confirm the changes you have selected and click continue. If you have elected to
unsubscribe a unit, you will need to select a reason from the dropdown before you can
continue. 

Managing Your OBP Subscriptions Continued

5. Click close to return to the dashboard. If your requested changes were made prior to the
25th of the month, they will take effect the next month. changes made after the 25th will not
take effect until the following month. 
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Managing Your OBP Subscriptions Continued

Subscription Change for Multiple Units

 Select the units you would like to make changes to by checking the box in the top left
corner of the unit card. Then click Manage Subscriptions at the bottom of the page. 

1.

2. Confirm the units you are looking to make changes to and click Next.
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Managing Your OBP Subscriptions Continued
3. Update the package types for each unit selected and click continue. You can also turn on
the Auto-Upgrade feature if you wish to automatically upgrade a subscription in the event it
does not qualify for the highest tier.

4. Confirm the changes you have selected and click continue. If you have elected to
unsubscribe a unit, you will need to select a reason from the dropdown before you can
continue. 
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Managing Your OBP Subscriptions Continued

Once you have completed the steps above the rental until will appear in the “Units changing next month”
tab, and a message below the existing package will appear with the date the change will take effect. 

5. Click close to return to the dashboard. If your requested changes were made prior to the
25th of the month, they will take effect the next month. changes made after the 25th will not
take effect until the following month. 
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Unit Details
You can access the specific unit details by clicking on the Unit Address. The Unit Details
page will provide additional information about the specific unit including:

Owner Name
Owner Contact Information
Subscription Status
Subscribed (yes/no)
Subscription History

Lease History
Owner Details
Rent Advance Details Specific to Subject Unit
Loss Report History

You will also use the Unit Details Page when submitting a loss report (Claim) and
uploading requested Rent Advance information. 
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Submitting a Claim
This manual is intended to be a helpful tool for Property Managers filing claims on behalf of Owner Benefit Package LLC
when a unit has been subscribed to OBP and Owner Benefit Package LLC has purchased commercial Rent Default
Insurance and/or other coverages for that unit. Legal and Re-Tenanting Shield is referred to as Unit Occupancy Service
Protection in the Owner Benefit Package Agreement. Please refer to your full Owner Benefit Package Agreement for all
details and specifics related to the agreement.

Then click on Claims

Next you will click on Create New Claim. 
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To start a Claim, click Yes when you receive the below pop-up. 

To submit a claim for Rent Protection and/or Legal and Re-Tenanting expenses, click on
the Unit Address and go to the Unit Details tab. 



After selecting yes, you will be re-directed to the online claims form. Please review and
complete each step prior to submitting the form. 

If you have questions related to a claim, please contact claims@steadyinsurance.com

Proprietary and Confidential - Owner Benefit Package, LLC17

Submitting a Claim Continued

mailto:claims@steadyinsurance.com
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Submitting a Claim Continued
Property Manager Contact Information

Please verify the pre-populated information and complete any missing fields. The Claims
Adjuster will use the contact information entered here to communicate with you regarding
the claim.

Once the information has been entered, please click Confirm. 

Once you have completed all required fields and clicked confirm, the section will update
from Not Completed to Complete. 
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Submitting a Claim Continued
Lease Information

Please verify the pre-populated information and complete any missing fields. Once you
have completed all required fields, click Save. 

Rental unit under service contract: Rental unit address

Rent checks are payable to: Name of legal entity payable to

Monthly rent amount: What is the monthly rent amount?

Day of the month rent payment is due: When is rent due?

Original lease start date: When did the lease begin? (For renewals, enter the lease renewal date)

Original lease expiration date: When does the existing lease expire?



Date of 1st Day of Non-Payment of Monthly Rent: First date that rent was due and not paid in full.

(Includes partial payments)

Have you Regained Possession of the Rental Unit Under the Service Contract?: Yes or no

If yes, please provide the date. 

Has the Lease Expired?: Yes or no

Is there a Judgement Against the Tenant Under the Lease Following a Plenary Action?: Yes or no

If yes, please provide the date.

Date when Notice of Default was Posted to the Tenant: When was the tenant notified that they are

      in default? If applicable, please upload the notice of default.

What Initial Action was Taken?: Select the option from the dropdown that applies to this claim

Date when the Initial Action was Commenced?: When did the above selection take place?
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Submitting a Claim Continued
Tenant’s Default Information

Please verify the pre-populated information and complete any missing fields. Once you
have completed all required fields, click Save. 

You legally regain possession of
the rental unit; or
The lease expiration; or
The entry of a judgment against
the “tenant” under

      the “lease” in a plenary action

Please note that the claim must
be submitted within forty-five
(45) calendar days of the earliest
of these events occurring:

No later than forty-five (45) calendar
days after any tenant’s default for
which you are reporting a claim, you
must commence an initial action; 
Initial Action means:

Commencement of action to regain
possession of the rental unit from the
tenant, including, without limitation,
regaining possession following
abandonment.

Commencement of an eviction
proceeding as required by law or a
plenary action by service of appropriate
process; or

*

*
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Submitting a Claim Continued

Provide the Reason for the Claim: Select an option from the dropdown menu

Reason for the Claim

Please verify the pre-populated information and complete any missing fields. Once you
have completed all required fields, click Save. 

Upload Supporting Documentation Related to the Selection above: Depending on your selection,

the documents requested for this claim will change. 
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Submitting a Claim Continued

Enter the Amount of Security Deposit Held: Enter the Security Deposit Amount

If a deposit alternative program exists, enter the coverage amount

Have you used the proceeds from the security deposit or security deposit alternative to cover

expenses following the tenant’s default? Yes or no

If Yes, how were the proceeds used? (Enter $0.00 if deposit was not applied to any of the following)

Amount used to cover repair damages

Amount used to cover legal expenses in connection with the default

Amount used to cover re-tenanting fees

Deposit Held

Please verify the pre-populated information and complete any missing fields. Once you
have completed all required fields, click Save. 

The security deposit must be applied in the following order of priority:

*Please upload copies of receipts or invoices as proof these expenses were incurred. 

First, to pay for physical damages to the rental unit incurred during the lease period (excluding Normal wear and tear; Normal wear and tear means any
cleaning, repair, replacement, or reconditioning of a rental unit, its fixtures, or its furnishings due to a tenant’s normal use of the same in their ordinary
course, including, without limitation, cleaning carpet, blinds, fixtures, appliances, bathrooms and walls, painting or re-painting walls, repairing nail holes,
and other similar activities.)

Fourth, any remaining security deposit proceeds would then be applied towards unpaid  rent, as a rent credit.

Second, to the payment of any legal fee incurred in connection with the tenant’s default,

Third, to pay for any re-tenanting fees following a tenant’s default.



Have you Found a New Tenant to Replace the Defaulting Tenant?

If Yes: Upload the NEW Lease Agreement

What is the Start Date of the Newly Re-Tenanted Lease?

What is the Monthly Rent Amount?

If No:

Provide either a Website Link for the Rental Listing or the Reason for NOT being able

                  to Place a New Tenant.
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Submitting a Claim Continued
Re-Tenanting Status

Please verify the pre-populated information and complete any missing fields. Once you
have completed all required fields, click Save. 
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Submitting a Claim Continued

Lease Agreements

Receipts

Invoices

Photographs related to damage repairs

Evidence of legal fees or re-tenanting fees

Documents related to claim payments made under a security deposit

Additional Documents

Please upload additional documentation related to this claim, then click Save. To add
multiple documents, click Save and Add Another Document. 

Additional documentation may include but is not limited to:
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Submitting a Claim Continued
Confirmation

Please enter your First Name, Last Name, and your Title. Verify the date is correct and
type your name once more in the box below.

Please note, the First and Last Name must match the name entered in the signature
box. 

Once you have completed all required fields, click Save. 
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Submitting a Claim Continued
Submit the Claim

Once all required sections are complete, the claims form should look like the below. If all
the information you have entered is correct and all documentation related to the claim has
been uploaded, click on Submit Claim.  
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Claim Status
The status of a claim will be displayed on the Claims tab in the Unit Details. Every claim
that is initiated will display a status. Below please find a description of each status and
what the status means. 

Draft Started: User starts populating the claim form, but does not complete it.

Withdrawn Not Submitted: If after 60 days, the user did not Submit the claim, or the user clicked on
Cancel Claim Draft, the status will change to Withdrawn Not Submitted

Submitted: User submits completed and signed claim form

Under Review: Claims Adjuster starts their review of the claim, including all supporting documents,
submitted by the user. 

Withdrawn After Submission: User decides they no longer wish to proceed with the claim after submitting
it and before a decision was made by the claims adjuster

Approved: Claims Adjuster makes a decision to APPROVE the claim and sends a claim settlement letter
by email as PDF attachment with the payment amount to property manager. The settlement letter will also
be available in the OBP Dashboard. 

Denied: Claims Adjuster makes a decision to DENY the claim and sends a claim denial letter as PDF
attachment by email to the property manager. The denial letter will also be available in the OBP Dashboard.
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Claim Status Continued
You are also able to view the claims status for multiple submissions by clicking on the
Claims tab located on the top navigation bar. Here you will see the status of all claims,
both open and closed. 



To: [PM Contact Name]

From: claims@steadyinsurance.com

Attachment: PDF of completed Initial Claim Form

Subject: Initial Claim under [unit address] has been submitted, [Steady Loss ID]

Dear [PM Contact Name],

We have received the Initial Claim submission for [unit address.] The claims process will
now begin and our claims team and claims administrator Gallagher Bassett will work
diligently to ensure that this claim is processed efficiently. In case we need more
information to process the claim, someone from our claims team will contact you directly.

{Link to Claim}

Thank you for your trust in Steady,

The Team at Steady Insurance Agency
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Additional Information - Claims
Automated Claim Notifications

Automated emails and reminders will be sent to property managers during various points
within the claim cycle. These automated emails include:

Email Sample: Submission of a claim

30 Day Reminder - Claim Draft Started

15 Day Reminder - Claim Draft Started

Claim Form Submitted

mailto:claims@steadyinsurance.com
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Rent Advance in the OBP Dashboard
The OBP Dashboard provides property managers with more control of the Rent Advance
product. Receive updates on which units are getting an offer, who accepted their offer,
and what steps need to be taken to fund the advance. With the dashboard, property
managers will also be able to resend offers if an owner cannot locate the original email
that was sent. 

To review the Rent Advance details for a unit that has accepted an offer, you can either
click the icon under the Rent Advance column for that unit or you can go to the Unit
Details Tab and Select Rent Advance. 
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123 Main Street
Steady Demo LLC

123 Main Street

Steady Demo LLC

(123) 456-7890

steadyrent@steadyrent.com

Yes

Plus

Click on the Transaction ID to view the details of the Rent Advance offer and to download
a copy of the agreement signed by the owner.



If we are unable to locate
copies of the lease and/or

management agreement, they
can be uploaded here. You

can access the Rent Advance
Details by also clicking on
this icon from the Rental

Units Tab. 
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Rent Advance in the OBP Dashboard Continued
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Requesting a Rent Advance

For owners who are interested in receiving a Rent Advance offer, please follow the steps
outlined below. 

Click on the current OBP Subscription Icon.1.
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Rent Advance in the OBP Dashboard Continued
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2. Confirm the unit you are looking to make changes to and click Next.

3. Toggle the Request Rent Advance on and click Continue. 
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Rent Advance in the OBP Dashboard Continued
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4. Review and confirm your changes are correct and click Continue.

**Please Note: If the toggle is not available, the unit does not qualify for a Rent Advance.
Please check the qualification criteria in your OBP FAQ to see why the unit may not
qualify. If you believe the unit should qualify based on the criteria provided, please
contact your Steady representative. 

Rent Advance™ RequestedPlusdemo street 19



Rental Unit History Tab
The Rental Unit History section was created to assist users with subscription and invoice
auditing. This feature allows users to see the subscription statuses of the selected month
and also indicate if that subscription status was a change from the prior month. 

Features:

Compare current subscriptions with records from previous months
Filter by subscription status and/or unit status
Search for specific units to see if there was a change from previous months
ONLY display units with subscription changes from the previous month
Export a CSV for reporting and auditing purposes

Proprietary and Confidential - Owner Benefit Package, LLC34
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Scheduling Legislative Alerts
1. Click on menu button and select Profile. 

2. Once in the User Profile, click on Reports, then click on Legislative Updates. 

3. Now click Create. 
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Scheduling Legislative Alerts Continued
4. Create a Name for the report, then click the dropdown and select the state(s) you
would like owners to receive alerts from, choose your frequency, and click Send. This
will save and schedule alerts on an ongoing basis.  

For property managers operating in multiple states, you can schedule alerts per
state for groups of owners who have properties in each individual state. 
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Generating a OBP Rental Report
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1. Click on menu button and select Profile. 

2. Once in the User Profile, click on Reports, then click on Rental Report. 

3. From here you will search for the unit you would like to create a report for. 
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Generating a OBP Rental Report Continued
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4. Click on the unit once you are ready to generate the report.
Please note: Some units may be missing the bed/bath count and/or square footage. If this information is
missing, you will need to enter the information before continuing. 

5. You will have 3 attempts per subscribed unit per month. To proceed with generating a
comps report, please select the distance from the subject unit, type of unit, and the
number of months on market you would like to search for. Then click Create Draft. 
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Generating a OBP Rental Report Continued
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6. Once you click Create Draft, the report will start to process. This typically takes
about 20-30 seconds. You will need to refresh the webpage to see the completed
report.  

7. Refresh the webpage and you should be able to click on “See Draft”.
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Generating a OBP Rental Report Continued
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8. Review the draft of the comps report and remove units any units that are not
comparable to the subject unit. Then click Send Draft. At this point a copy of the
report will be emailed to the owner. You will also receive a copy. 
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Generating a OBP Rental Report Continued
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9. Once the report is emailed, you will have access to a PDF version that is stored
in the dashboard for 30 days.  



Account Grouping and User Administration
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As our growing customer base need to better organize large portfolios, we have invested in
enterprise account and user administration, which give our PM customers the flexibility to
group their accounts (i.e. PM software logins) by geography or cost center.

Please contact your Steady representative if you would like to inquire about creating
groups within your OBP Dashboard. 

Account Grouping

User Administration

In addition to Account Grouping, our PM customers can also set up the user types for all
team members on the OBP™️ Dashboard:

Super Admin: Access to all accounts and ability to create all user types. 

Group Admin: Access to account groups they have been assigned to and ability to create Account Users.

Account User: Can only access the accounts they were assigned to.

Group - South Region 

Group - North Region 

Southwest Management

Southeast Management

Northwest Management

Northeast Management

demo1@steadyrent.com

demo2@steadyrent.com

demo3@steadyrent.com

GROUP ADMIN

ACCOUNT USER

SUPER ADMIN



Creating New Users
1. Click on menu button and select Profile. 

2. Click on Account Set Up and select Users and Groups. Then Click User Management.

3. Click on Create User and complete the requested information. Please enter the users First  
Name, Last Name, Email Address and select the User Type from the dropdown menu.

Then click Confirm. The new user will receive an email invite to access the dashboard.
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Creating New Users Continued
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Once the invite is sent you will be able to monitor and/or resend the invitation to the user
from the Invite and Requests Tab. 

4. Invited users will receive an email to accept the invitation. Click the Accept Invitation link to
activate access to the OBP Dashboard. Once activated, users can click Log in and they will be
asked to enter their username and email. 



Company Profile
Access the Company Profile section in the dashboard to update company details, logos,
and more. 

You can access the Company Profile by clicking the Menu button and selecting Profile. 
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THANK
YOU!!

For additional questions please contact us
at support@steadyrent.com
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