
Using the “Create New Application Wizard”

Create a new Online application in 5 easy steps

Step 1 – Select the Application Type

Step 2 – Select you Building

Step 3 – Enter your unit or apartment number

Step 4 – Select your Role

Step 5 – Set up Parties to Your Application
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Let’s Get Started



Step 1 – Select the Application Type



Step 2 – Select a Building



Step 2 – Select a Building (continued)



Step 3 – Enter Your Unit or Apartment Number



Step 4 – Select a Role



Step 5 - Set-up the Required Parties



Step 5 - Set-up the Required Parties (continued)



Step 5 – Set up Additional Parties (continued)



Step 5 – Set up Additional Parties (continued)



Step 5 – Set up Additional Parties (continued)



Step 5 – Set up Joint Parties (continued)



Continue with Online Application



Help and Support

General Customer Support

Application Level Support

Each application you create will be assigned to a specific Cooper 

Square processor.  You will find you processor’s name and contact 

information in the Welcome letter on the application.

If you have general questions about using ApplyPort you may either contact 

your processor or call 212-634-5461 or e-mail 

ap2support@coopersquare.com

Join ApplyPort

Property Management Companies are invited to join ApplyPort.  For 

more information on becoming a member call 212-537-9331 or e-mail 

support@applyport.com


