
Apply Online, Step by Step
*Paper applications available upon request.*

Go to www.rentailor.com/renters/register

Create your account by submitting your email address and creating a password. 
Click Register.

Continued...

Check your email for an email with the subject line "Account Created", then click 
"Verify Now" inside the email.

You should now see your Renter Dashboard. Click the orange button at the top 
that says "Start Application." If you don't see this screen, click "Dashboard" in the 
top right corner of your screen.

Step 1 is where you will enter household-specific information, such as listing pets, 
what lease length you want and if anyone in your household smokes. Once you 
finish this step, click "Continue to Step 2". 

Whether or not you are applying with roommates or a spouse, please click the 
box under Step 2 that says "I am not living with roommates." The roommate 
feature on Rentailor.com can be tricky, so it is best to just have each roommate 
complete a separate application. Once you complete your application online, 
please email caitrin@williamscompanytn.com with the name(s) of your 
roommate(s), so we can combine your applications for final review. Each 
roommate must complete a separate application online and pay the $45 
application fee.

Continue to Step 3. This is where you will enter your personal information, such 
as birthday, SSN, contact information, employment information and more. If you 
are self-employed, you must enter the number from line 38 of your 1040 tax 
return form. Please include 3 years of tax returns. Note: If your annual income 
was $50,000, enter 50000 NOT 50 or 50k.

Once you have completed Steps 1, 2 and 3, click Step 4, sign your full name 
exactly as it appears inside the quotes near the E-signature box (the signature is 
case sensitive), check the box to agree to the Terms, and click ACCEPT 
AGREEMENT. You will then be taken to a secure payment page where you will 
enter your credit or debit card information to pay the $45.00 application fee. Do 
not include spaces, hyphens or dashes in your card number.

When you have submitted and paid for your application, you should be directed 
back to Rentailor.com. Now you will reserve a townhome. Follow the instructions 
on the next page. Some reports take longer than others to process. If your report 
is still pending after 1 hour, call Caitrin at 865-224-3700 to see if there is a freeze 
on your report.



After you pay for your application, you MUST reserve an apartment or use the "Submit application 
for personal review" option before the Emerald Woods leasing team can see your application, 

credit report and continue the application review process. If you do not do these next steps, you 
have not finished the application process:

Go to your Renter Dashboard by clicking "Dashboard" in the top right corner of 
the screen.

Click "View Tailored Offers" inside the blue box. If you do not see this option, first 
call Caitrin at 865-224-3700 for assistance. You may call Reliable Background 
Screening at 1-800-787-2439 for help getting your credit freeze lifted, if you know 
there is a freeze on your credit report.

Find Emerald Woods on the page and click "View Listings."

Scroll through the Emerald Woods availability to find the townhome you want to 
reserve. When you find the townhome you want to reserve, click "Reserve Now" 
on that listing. If the "Reserve Now" button is disabled or gray instead of orange, 
scroll back up the page and use the "Submit application for personal review" 
button located just below the map and photos on the Emerald Woods listing page. 

To complete your reservation, be sure to review the terms and price that pop up in 
the Reservation Agreement screen, then sign your name exactly as it appears 
inside the quote marks near the E-signature box and click "Accept Agreement". 
You will then be directed to a secure payment page where you will enter your credit 
or debit card information, then click "Process" at the bottom of the page. If you do 
not get an email receipt for the $300 payment that says "AUTHONLY" beside 
"Type", then your payment was not received. Rentailor will place an authorized 
hold on your card for $300, pending your application's final approval by Fox Lake. 
This hold will be released if one of the following things happens: you affirmatively 
DECLINE this reservation before Emerald Woods approves it online, OR Emerald 
Woods declines your application online, OR your reservation is left pending more 
than 6 days (in this case, you may re-reserve the apartment and we will put the hold 
back on your card). As soon as Emerald Woods approves your application and 
reservation through Rentailor, the Reservation Fee is non-refundable. 

If you used "Submit application for personal review," simply select the type of 
floorplan you want to apply for, read and agree to the terms on the page, sign your 
name exactly as it appears in the quotation marks (don't type the quotation marks " 
"), check the box that says "I accept the User Agreement," and click "Submit 
application for personal review." You will be directed to your Dashboard where you 
should see a notice in a gray box confirming your application's submission for 
review. Emerald Woods now has your application and consumer report (credit, 
criminal, evictions records, etc.); if you "Submit for Personal Review" you still need to 
pay the $300 Reservation Fee to Emerald Woods in person by cash, check or 
credit/debit card (3% credit/debit card charge will be applied if you pay the 
Reservation Fee by card in the office). Please follow up with Emerald Woods 865- 
357-6200 to see if anything else is needed to finish reviewing your application. 



Frequently Asked Questions

Q: I am applying with one or more roommates. Does each 
roommate have to pay a Reservation Fee?
A: No, one of you needs to use the "Reserve Now" option so that your Reservation Fee 
is paid, but this fee should only be paid once per household. The other roommate(s) 
should use the "Submit for Personal Review option in order to share all credit and 
background reports and the online application questionnaires with the Emerald Woods 
staff.

Q: Can my roommates and I complete our applications in the 
same account or register using the same email address?

A: No, each applicant (18 years and older) must register with a unique email address. 
This is for security reasons. If you not have an email address, you can create one for 
free at www.gmail.com. Alternatively, paper applications are available upon request and 
can be completed in-office or returned to the office via scan in an email, in person or by 
fax.

Q: I paid for my application, but the office says they don't have it. 
How do I share it with them?

A: You need to now reserve an apartment or use the "Submit application for personal 
review" option. See steps 1-6 on page 2 of this document.

Q: Why can't I see "View Tailored Offers" on my Dashboard?

A: You either haven't paid for your application yet or there is a freeze on your credit 
report or your criminal background report is still pending. Check to be sure you've paid 
for the application by clicking "Edit Application," then make sure Steps 1 through 4 all 
have a check mark to the left of them. If they do not, make sure you complete each step, 
then pay for the application in Step 4. If you have already paid, it has been more than 1 
hour and you still can't see "View Tailored Offers," there is probably a freeze or fraud
alert on your credit report. First call Caitrin at 865-224-3700 OR, if you know you have a 
freeze or fraud alert on your credit report, call Reliable Background Screening at 1-800- 
787-2439 for instructions on how to release your credit report to us. 

Nothing works. Help me!

Call Caitrin at 865-224-3700 or email caitrin@williamscompanytn.com. Someone 
will get back to you ASAP within normal business hours: Monday to Friday, 9 a.m. 
to 6 p.m. Please explain exactly what the problem seems to be. If the site is down, 

you may be directed to complete a paper application.


