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1. How do I log-in?

+ Enter into the address box of your internet browser, the address that the Agency provides
and Enter.

#+ This is the Log-In screen.

~ Log In - Windows Internet Explorer |Z‘E|rg|

L o>l !E, o0tkp: flocalhost/COL-Aukafcal001. acu | || X | =arch Google | 2~

File Edit ‘iew Favorites Tools Help

Gouglcvi -. = ol |G| search = ¥ check - _E.Optlons ¥ 4 UPJ -

]’Rij ol S| @__,1 - ._||° Page - ’:; Tools - i

Certification—_
~n Line=

Powered by aod

Version: 4.1

Type your user name

e

Password

To change your user name/password Click Hare =5

*Note: The user name and password fields are case
sensitive.

+ PLEASE NOTE: The first time you log into the system, you will be taken
to a second log-in screen. Please see the next page, 1A, for further
information.

4+ After entering the name and password you received from your Management Company, click on the
Enter button or press Enter on your PC keyboard.

#+ You are now logged into the Certification On-Line (COL) reporting system. The Project List
displays the projects that have been assigned to you.
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1-A. First Log-In Is Different

Tuesday, February 10, 2009
Emphasys Software

Please setup a new Username and
Password

Certification—_

- = User Name/Password
~n Line=
Current User Name
[

New User Name

Powered by aod

Version: 4.1

Current Password

New Password
Confirm Password

*Mote: The user name and password fields are case
sensitive and must be at least 6 characters long.

@ ADD. All Rights Reserved

Done %J Lacal intranet H100% v

#+ The first time you log into the Certification On-Line reporting system, you will use the User
Name and Password assigned by your Agency.

#+ After you enter that User Name and Password, you will be taken to a second screen (see
above).

#+ On this screen you need to enter a new ‘User Name’ and a new ‘Password’.

+ PLEASE NOTE: You will be taken to this screen on the first time only to allow
you to establish codes known only to you.

+ When you have entered the required information, click on the Enter key or press Enter on
your PC keyboard.
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2. Navigating the System

The System consists of one main function bar, and the main menu bar, Projects, with two sub-
menu bars, Buildings and Units.

Contact Us

Opens your E-Mail Program
to send messages to Agency
person assigned to the
project.

] \ On-line Help
Main Functigyns Bar

Home

Takes vou back to the first page
you see when you log into the
systemn. Displays a list of all the
projects stored in the system.

User Management Log Out

Takes you to a page where The system automatically logs
¥0OU can manage on-site you out and ensures that no
managers and locked one uses your connection to

projects. COL without your knowledge.

Main Menu

Projects

v

\

Proceed to Buildings

Annual Owner
Certifications

Takes you to a page that allows
vou to populate the Annual Owner
Certification Form for a selected

Takes you to a page that
dizplays all buildings related
to the project selected.

Project and submit it to the
Agency.

Buildings Upload Building Data “Wiew Details ‘Change Feport Period lSubmil Tenant Certs lProceed to Units ‘ReEons ‘Close -

Un_f-ts LInit Oefinition llncnme 2 Rent Te st lNem Tenant Cert f Re-Cert IViEuJ S hlodify Cument Tenant Cert lDElElE Tenant Certs an\rEnuJ Linit Tran=fer IC|DSE .
—

3
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| Certification
. Line Emphasys Software

Joone

3. List of Projects Assigned to You

Contact Us

User

Set-up Log

Home Help ot

R

Powered by 200

r Management Company ! Tuesday, February 10, 2009 I};' nk to
Projects e s urar COis gency
Select Name of the Development il Dhar Calis Siatiie Website

Best Ever Development 123 Best Ever Avenua

Annual Owner

al Ow Proceed
Certification to Bldgs
1 ‘3 Local intranet It # 100% <

Version 4.5

All of the properties that are assigned to your User Name will be displayed here. They are
listed by the LIHTC Project ID number. Next to the ID number is displayed the name and
address of the property.

In the boxes next to the address is listed the status of the Annual Owner Certification for the
current reporting period. Now it displays ‘Not Submitted’ and the date field shows
00/00/00. This will be updated to “Submitted” and the date each time the Annual Owner
Certification is submitted to the Agency.

To select a property, click on the circle next to the Project ID of the property.
At the top right hand corner of the Projects Main Menu are two buttons:
A. Annual Owner Certs; and

B. Proceed to Buildings

The Annual Owner Certs button takes you to the form that the Owner is required to
submit to the Agency on an annual basis.

The Proceed to Buildings button takes you to the Buildings sub-menu. From here the
functions relating to tenant data begins.

On-Line Certification Instructions - Detail Format



4. Annual Owner Certification

A. Completing the form

#+ At the top right hand corner of the Projects box are two buttons:

a. Annual Owner Certs; and
b. Proceed to Buildings

#+ To access the Annual Owner Certification, first click on the circle next to the correct project.

Certification

Welcome, Best Ever Management Compa
Annual Owner Certificatio b UpdSte [P subMit JBb A nnual Owner Cert Form Jb Clog

Then click on the ‘Annual Owner Certs’ button.

Enter Re_'porting Annual Owner
Period Update Cert Form

Sublllnit |

Emphasys Software 0

[ ]
Jx@
P

-
Tuesdy

. Line

Project ID: [
Ovmer Tax ID: |
Last Cert Ending: [ Type of Certification: |
New Certification Period: [ 01/01/2004 to | 12/31/2004 |
. A
4 '
The project ts the mini requir ts of: (check one = =
1. The proj ” ¢ ) Enter dates of reporting period and
{3} 20-50 test under Section 42(g)(1)(A) of the Code o 0
answer questions as appropriate
{:) 40-60 test under Section 42(g)(1)(B) of the Code
O 15-40 test for "deep rent-skewed” projects under Section 42(g)(4) and 142 (d)(4)(B) of the Code
2. There has been no change in the applicable fraction (as defined in Section 42(c)(1)(B) of the Code) for any building in the project:
@ NOocHANGE () CHANGE
3. The owner has received an annual Tenant Income Certification from each low-income resident and documentation to support that certification:
# Yes O no
4. Each low-income unit in the project has been rent-restricted under Section 42(g)(2) of the Code:
& ves O no
W
Joore %J Local intranet F100% ~

#+ The Annual Owner Certification form is ready for completion. The property information is

*

Version 4.5

automatically entered into the fields on the first three lines.

The first entry you will make on this screen is to enter the beginning and ending dates of
the reporting period you want to submit. You need enter only the numbers without any
separating marks. For example, 010109. The numbers will then be converted to
01/01/2009.

There are 16 questions the owner is required to answer. Each question has a default
marking. To change the answer, click on the circle next to the correct answer.

To move through the page, you can use the Tab key on your PC keyboard or place your
cursor on the blue vertical bar on the right side of the screen moving it up or down.

On-Line Certification Instructions - Detail Format



#+ Question number 16 addresses whether or not there has been a change in Ownership, or in
the contact person for either the Ownership entity or Property Management. If no changes
have occurred, leave the circle next to No Change clicked.

+ If achange has occurred, click on the circle next to Change.

Emphasys Software

Powered by 800

Welcome, Best Ever Management Company ! Tuesday, February 10, 2009
+ YES O wo -
12. An extended low-income housing commitment as described in Section 42(h)(6) was in effect, |ndudmg the requlrement under Section 42[h}(ﬁ)(ﬂ](w]
that an owner cannot refuse to lease a unit in the proj to an li holds a of ¥ under ion 8 of the US g
Act of 1937, 42 U.5.C.1437s. Owner has not refused to lease a unit to an applicant based solely on their status as a holder of a Section 8 voucher:
@ YES O mno O wa
13. The owner received its credit allocation from the portion of the state ceiling set aslde for a project mvolvlng quillﬁed non-profit organlzallons
under Section 42(h)(5) of the Code and its non-profit entity materially parti ted in the tion of the t within the of
469(h) of the Code:
& YEs O no QO wa
14. The owner has complied with Section 42(h)(6)(E)(i)(I) and not evicted or i d the y of an existing tenant of any low-income unit other

thgn for good cause:

O wo O wa

15. The owndg has complied with Section 42(h){6)(E)(ii)(II) and not increased the gross rent above the maximum allowed under Section 42 with respect
come unit:

O wo O wa

16. There has been

hange in the ownership or management of the project:

(O MNO CHANGE (® CHANGE

Ownership Transfer o Owner Contact Change O Management Contact Change o

&J Local intrfret H100% v

+ When Change is selected, three options appear. Click on the appropriate choice.

1. The Ownership Transfer button will take you to the Transfer of Ownership screen.

Update Clear Entry

\ | Cancel

| Certification

Line Emphasys Software

Welcome, Best Ever Management Company !
Transfer of Ownership

Date of Change: ||

Taxpayer 1D:
Legal Owner First:
Middle:

Last:

General Partnership:

Status of Partnership:

1| Done %J Local intranet H100%

#+ To enter the information, click on the first white box. You can use the Tab key in
addition to your mouse to move through the page.
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+ When complete, click on the Update button. You will return to the Annual Owner
Certification screen.

2. The Owner Contact Change button will take you to the Change Owner Contact screen.

Clear Entry

Update

Certification
Line Emphasys Software

Welcome, Best Ever Management Company !
Change Owner Contact

Date of Change:

Contact First:
Middie:
et [
icrsas [T, T T
Faccs: [T [T [

E-mail:

Done % Local intranet HA00% v

+ To enter the information, click on the first white box. You can use the Tab key in
addition to your mouse to move through the page.

+ When complete, click on the Update button. You will return to the Annual Owner
Certification screen.

3. The Management Contact Change button will take you to the Change in Manager
Contact screen.

Clear Entry
Update | Cancel

Certification 3

Line Emphasys Software x @ ? l] fery
Tuesday, Whbruary 10,000
Change in Manager Contact
Date of Change: Contact First: |
[ middle: [
[ est: [
I phone: [T [ [T
cay: [ e [ [
states | E-mails |

Welcome, Best Ever Management Company !

Management Co. Name:

Management Address1:

Address2:

Done % Local intranet H100% ~
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#+ To enter the information, click on the first white box. You can use the Tab key in
addition to your mouse to move through the page.

4+ When complete, click on the Update button. You will return to the Annual Owner
Certification screen.

#+ |f you wish to stop at this point and not print or submit the form click on the Update
button. You will return to the Projects menu, where you began.
Update

| Certification
Line Emphasys Software

Welcome, Best Ever Management Company !
Annual Owner Certification

Project ID:

Cvmar Tax 1D 1 [
Last Cert Ending: Type of Certification:

New Certification Period: | 01/01/2006 | to | 12/31/2008
\

-
1. The project meets the minimum requirements of: (check one)

() 20-50 test under Section 42(g)(1)(A) of the Code

@ 40-60 test under Section 42(g)(1)(E) of the Code

© 15-40 test for "deep rent-skewed" projects under Section 42(g)(4) and 142 (d)(4)(B) of the Code

2. There has been no change in the applicable fraction (as defined in Section 42(c)(1)(B) of the Code) for any building in the project:

() NO CHANGE () CHANGE

3. The owner has received an annual Tenant Income Certification from each low-income resi jon to support that
* YES Q no

4, Each i wnit in the pr bee i ion 42(g)(2) of the Code:
= YES QO ne

5. All low-income units in the project are and have been for use by the general public and used on a non-transient basis (except for transitional housing for the homeless
provided under Section 42(1)(3)(B)(ii) of the Code):

@ vEs O no O HOMELESS
6. Mo finding of discrimination under the Fair Housing Act, 42 U.S.C 3601-3619, has occurred for this project:
@& HO FINDING O FINDING .

hitp:fflocathost/COL-Autojhcold10.html % Local intranet 1% -

+ If you don’t want to save the information, click on the Close button. You will return
to the Projects menu, where you began.
Contact Us

User
Set-up
Home

Certification
Line Emphasys Software

RS

Powered by 200

r Management Company ! Tuesday, February 10, 2009 k'nk to
Projects g gency
Website

Select Praje 1D Name of the Development Anniial Owner Certs Status

Total Number of Prpjects: 1

Annual Owner

S Proceed
Certification to Bldgs
Done % Locdlintranet #100% v

Version 4.5 On-Line Certification Instructions - Detail Format



Version 4.5

B. Printing the Form

4+ The completed Annual Owner Certification form can now be printed. To print the form,
click on the Annual Owner Cert Form button.

Annual Owner
Certification Form

Cert rcaf:gg Emphasys Software

Welcome, Best Ever Management Company |
Annual Owner Certification Pl e o e Can e ] A~
Preject ID: |
Ouwner Tax ID: | ]
Last Cert Ending: | Type of Certification:
New Certification Periodi | 01/01/2006 | to | 12/31/2008 |
\ v,
1. The project meets the minimum requirements of: (chack one)
O 20-50 test undar Section 42(g)(1)(A) of the Cade
(&) 40-60 test under Saction 42(g)(1)(8) of the Code
(O 15-40 test for "deep rent-skewed" projects under Section 42(g)(4) and 142 (d)(4)(B) of the Code
2. There has been ne change in the applicable fraction (as defined in Section 42(c)(1)(B) of the Code) for any building in the project:
& NO cHANGE © cHance
3. The owner has received an annual Tenant Income Certil from resident and to support that certification:
& Yes QO wno
4. Each low-i unit in ject has b icted under Section 42(g)(2) of the Code:
& ves © no
5. All low-income units in the project are and have been for use by the lic and used on a basis housing for
provided under Section 42(i)(3)(8)(iii) of the Code):
G ves O we O Homeiess
6. No finding of discrimination under the Fair Housing Act, 42 U.5.C 3601-3619, has occurred for this projects
® normome () Fmome
Hitp:filocalost/COL-Autofheol040a-body. html & Local intranet H100% -

#+ The completed form will display in a view window for review. If everything is correct, click

on the
printer.

button in the top right hand corner of the page. This will send the form to your

Print

(= Certification On Line - Windows Internet Explorer

<3< 1> bl @

OWNER'S CERTIFICATE OF CONTINUING PROGRAM COMPLIANCE &
To: Emphasys Software 4625 Lindell Suite 300, St. Louis, MO. 631083725
Certification Dates: From: January 01, 2004 To: December 31, 2004
Project Name: Best Ever Development Project No: 00-025
Project Address: 123 Best Ever Avenue City: Alma Zip: 00123-0000
Tax 1D # of Ownership Entity: | F-000000002

0 o buildings have been Placed in Service
[0 Atleast ona building has bean placed in Service but ownar slacts to bagin cradit pariod in the following yaar

1f either of the above applies, please check the box, and proceed to page 2 to sign and date this form.

The undersigned on behalf of

(the "Owner"), hereby certifies that:

. The project meets the minimum requirements of: (check one)
B4 20-50 test under Section 42(g)(1)(A) of the Code
[ 40-60 test under Section 42(g)(1)(8) of the Code
[ 15-40 test for "deep rent-skewed” projects under Section 42(g)(4) and 142(d)(4)(8) of the Code

. There has been no change in the applicable fraction (as defined in Section 42(c)(1)(B) of the Code) for any building in the project:
& NO CHANGE [0 CHANGE
If "Change™ , list the applicable fraction to be reported to the IRS for gach building in the project for the certification year on page 3:

w

. The owner has received an annual Tenant Income Certification from each low-income resident and documentation to support that
certification, or the cwner has a re-certification waiver letter from the IRS in good standing, has received an annual Tenant Income
Certification from each low-income resident, and documentation to support the certification at their initial cocupancy.

& ves O wo
4. Each low-income unit in the project has been rent-restricted under Section 42(g)(2) of the Code:
M YES O wno 3
Done % Local intranet #100% ~

4+ The completed form can now be executed and notarized (if required by your Agency). Please
send the executed original to the Agency and keep a copy for your files.

On-Line Certification Instructions - Detail Format
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C.

Internet Submission of Annual Owner Certification

PLEASE NOTE: Only the Management Company or Owner can submit
the Annual Owner Certification Form.

#+ To submit the Annual Owner Certification, click on the Submit button.

Certification »
-n Line Emphasys Software ﬁ % @

Powered by @00
Welcome, Best Ever Management Company !

Project 1D | 00-025

Best Ever Development

Tuesday, February 10, 2000
Annual Owner Certification nnual Quner Gert For lose

210 %

Ovmer Tax ID

New Certification Period
.

Last Cert Ending:

: [ F-oo0000002

00/00/0000

-

1. The project meets the minimum re: quiremen
(3) 20-50 test under Section 42(g)(1)(A) of

() 40-60 test under Section 42(g)(1)(B) of|

:\.’/ D SN Gt b T s e i ey

() 15-40 test for "deep rent-skewed" projects under Section 42(g)(4) and 142 (d)(4)(8) of the Code

2. There has been no change in the applicable fraction (as defined in Section 42(c)(1)(B) of the Code) for any building in the project:

() NO CHANGE

&+ YES

« YES

O CcHANGE

3. The owner has received an annual Tenant Income

QO no

O no

ion from each | resident and ds

4. Each low-income unit in the project has been rent-restricted under Section 42(g)(2) of the Code:

ion to support that certification:

I3

Done

& Local intranet

E 100%  ~

+ A pop-up box will verify by asking if you are sure you want to submit the form. If you are
ready, click on the OK button. If you are not ready, click on the Cancel button.

#+ If your Agency has chosen to receive email notifications, when you click on Yes, an email
window will open. The “To” and “Subject” lines are already filled in. There is no need to add
anything more. Click on the Send button. The Agency will be notified that your Annual
Owner Certification has been sent.

4+ You will be returned to the Projects menu. Shortly you will receive a notice saying that

your report has been received.

Certification
Line

Projects

Best Ever Development

Emphasys Software

er Management Company !

Hame of the Development

123 Best Ever Avenue

Windows Internet Explorer

(] Your report has been received - Thank you!

(I

. wWe wil review the information and get back to you in the near future,

Submitted

S Local intranet

Date

#+ The Annual Owner Cert Status box now shows Submitted, and the date of submission.

PLEASE NOTE: The Annual Owner Certification Form is to be filed on an
Annual basis along with the Occupancy Data.

On-Line Certification Instructions - Detail Format
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5. Buildings Sub-Menu

%+ At the top right hand corner of the Projects main menu box are two
a. Annual Owner Certs; and
b. Proceed to Buildings

4+ To access the section that deals with the tenant certification process,

buttons:

click on the circle next

to the correct project. Then click on the Proceed to Buildings button.

Emphasys Software

Total Number of Prjects: 1

Proceed to
Buildings

hitps/focabostCOL-AUOHCOLDLT el 3 Local iranet R -

#+ You will be taken to the Buildings sub-menu.

#+ All of the buildings in the selected project will be displayed. The buildings are listed in order

by IRS Building Identification Number (the “BIN”).

View Details Submit Tenant Certs

Certification
- n Line En:ohasys Software

Powered by a0d
Waelcome, Best Ever Management Company !

Tuesday, Fepruary 10, 2000

Project D4

Buildings
Buil ling 1D

MO-03-25001

Change

Reporting
Upload Period
Building Proceed
Data to Units
Done %J Local intranet # 100% -

#+ At the top of the Buildings sub-menu are seven buttons:
Upload Building Data;

View Details;

Change Report Period

Submit Tenant Certs;

Proceed to Unit;

Reports; and

Close

@000 oW

On-Line Certification Instructions - Detail Format
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a. Upload Building Data- This button will be discussed in Section 8-B.

b. View Details — This button takes you to the Building Detail Information screen. This
allows you to view the specific information for each building. First click next to the
correct building. Then click on the View Details button.

Certification
‘§}' Line Emphasys Software o .x @ '? m @
|
Powered by 800
Welcome, Best Ever Management Company ! Tuesday, February 10, 2009

Project ID:

————
Buildinas b Subma Tenant Cants | b Rapons i Close |

Agency Compliance Tenant (Re)Certs Status
= 00/00/00

View Details

Done % Local intranet #100%

4+ Thisis aview only screen. You cannot enter any information here. If there are errors
in the information shown on the screen, contact the Agency.

Certification A
i S — DO O QM
Paowered by aod
Welcome, Best Ever Management Company ! Tuesday, February 10, 2009
Project ID: | 11 ][ |
Building Detail Information
Building ID: | MO-03-25001
Address 1: | 123 Best Ever Ave
Address 2:
City: | Alma
State: | MO
Zip Code: | 00123-0000 Number of Units: s
County: | Lafayette [ Sa Footage: | 5,000 |
Last Tested on Last Report Ending Date Status
RS 02/10/09 12/31/05 In compliance
Agency 02/10/09 12/231/05 1In compliance
Home 02/10/09 12/21/05 In compliance
\ /
Done &J Local intranet H100% v

+ The information displayed in the Building Compliance Status box is current as of the
last reporting period.

4+ To exit this screen and return to the Buildings sub-menu, click on the Close
button.

c. Change Report Period — This button will be discussed later in Section 8.
d. Submit Tenant Certs — This button will be discussed later in Section 6-H.
e. Proceed to Units — This button will be discussed later in Section 5.

f. Reports — This button will be discussed later in Section 7.

Version 4.5 On-Line Certification Instructions - Detail Format



6. Units Sub-Menu

%+ To access the Units sub-menu, click on the “Proceed to Units’ button on the Buildings
sub-menu bar.

Certification

Line Emphasys Software

Powered by 200
Welcome, Best Ever Management Company ! Tuesday, February 10, 2009

Project 1D

Buildings T fes T Care frec o]

.l ing ID | PISDate | LastRpt | IRS Compliance o —"— ~anant (Re)Certs Status

Proceed to Units

Dane %J Local intranet #100% <

= You will be taken to the Units sub-menu. All of the units in the selected building are listed
here. The units are displayed in order by unit number.

View [Update
Current Tenant Cert
Delete

Unit New Tenant Tenant Cert

Definition Cert

Certification

n Line Nebraska Invest nent Finance Authority

Powered by @00
Wilcome, Test Manager for COL ! Maonday, May 11, RO0S

Building 10:

b Uit D inition B Fvw Tasant Cant / Fe.Cart B View FMod® Cumert Tananf Can b Ooiate Tanmit Carts B Wsencus B Uit Transtier i Cioa |

TEST TENANT 1 11i-13-1311

TEMANT N UNIT A3 111-13-1313

Tenant in Unit a4 C00-00-0000

Moveout Unit
Transfer
Done & intermet fa - Rioow -

=+ At the top of the Units sub-menu are eight buttons:
Unit Definition;

New Tenant Cert/Recert;

View/Modify Current Tenant Cert;

Delete Tenant Cert

Move out;

Unit Transfer; and

Close

@moPaop o
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A. Unit Definition

Unit Definition

Certification

Emphasys Software

Powered by a0d
Tuesday, February 10, 2000
Units bt teoce Wb inoome 8 Reni Test i Now Tenant Cont / Ra-Cert [l Vidw / Modity Cumant Tanais Cert [ Delots Tenaat Corts Jibnoveour [ Unit Transier i Close ]
@ 101 Alberto Gonzales 000-00-0000 06/11/05 NO
O 102 Jesse Ventura 000-00-0000 02/15/05 KO
O 103 Tanya Harding 000-00-0000 Q7/01/04 NO
O 104 Red Blagojevich 000-00-0000 03/10/08 NO
O 105 Alex Baldwin 000-00-0000 08/01/04 NO
Dane %4 Locd intranet #100% -~

=+ The Unit Definition screen gives you a detailed look at the units in the building. First
click next to the correct unit. Then click on the Unit Definition button.

View/Update Delete
New

 Certification
Line Emphasys Software

Weicome, Best Ever Management Company !

Euilding 1Dt |

® 101 2z 1,000 Occupiad Albarto Gonzales
O 102 2 1,000 Occupied Jesse Ventura
O 103 2 1,000 Cecupied Tanya Harding
O 104 2 1,000 Occupied Rod Blagojevich CIOSG
O 105 2 1,000 Occupied Alex Baldwin
6 ____________________________________________

% Local intranet Hoo% -

#+ At the top right hand corner of the Unit Definition box are four buttons:
1. New;
2. View/Update;
3. Delete; and
4. Close

On-Line Certification Instructions - Detail Format
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1. Create a New Unit

4+ To create a new unit, click on the New button.

Certification

Line Emphasys Software a .x @ ? | |®

Powered by 300

Welcome, Best Ever Management Company ! Tuesday, February 10, 2000
[ Building ID: J

Unit Description

Unit Number:
Number of Bedrooms:
Unit Square Feet:
Unit Type: | ---—- Select Unit Type -——- ¥ Update Cancej
Unit Designation
LIHTC Unit []
HOME Unit [ Fiscad Floating
Tax Exempt Unit []
AHDP unit []
Other []
9 J

M Unit Number Correction 7

| New Unit Numbaer:

% Local intranet 0% -

#+ Create the unit by entering information in both the Unit Description box and the
Unit Designation box.

4+ To enter the information, click on the white boxes. You can use the Tab key in
addition to your mouse to move through the page.

+ To choose a Unit Type, click on the down arrow to display the list. Highlight the unit
type.

#+ Select one or more Unit Designations, as appropriate. Click on the box next to the
appropriate designation(s). Click on the box next to each restriction the unit could
ever have, not just the current restriction. For example, if the property has
restrictions for LIHTC, HOME and Other (Other is for any restriction not identified),
click on the boxes next to that name. For HOME, also identify if this is a fixed or
floating unit.

#+ Click on the blue Update button to save the information or on the Cancel button to
reject any changes.
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2. Update Existing Unit

#+ To make changes to an existing unit, click on the circle next to the correct unit.

#+ Click on the View/Update button.

Certification

-n Line Emphasys Software

Powered by 200
Welcome, Best Ever Company ! Friday, April 17, 2000
( Building 1D+

IE T T S R S

1,000 Occupied Jesse Ventura

1,000 Occupied Tanya Harding

1,000 Occupied Rod Blagejevich

el [ellelle] o]

Lo SN I N

1.000 Octupiad Alax Baldwin

View/Update

4+ The information can be changed in either the Unit Description box and/or the Unit
Designation box.

Certification

n Line Emphasys Software

Powered by dod
Weicome, Best Ever Management Company ! Tuesday, February 10, 2000

Building ID:

Unit Description

uare
Unit Type: |------ Select Unit Type ----- v U pdate J
LIHTC Unit [
HoME unit [] Fixed Floating
Tax Exempt Unit []
AHDP Unit []
Other []

M _Unit Number Correction ?

New Unit Number:

+ To change the information, click on the white boxes next to the item. You can use the
Tab key in addition to your mouse to move through the page.

4+ To choose a Unit Type, click on the down arrow to display the list. Highlight the unit
type.

4+ Select one or more Unit Designations, as appropriate. Click on the box next to the
appropriate designation(s). Click on the box next to each restriction the unit could
ever have, not just the current restriction. For example, if the property has
restrictions for LIHTC, HOME and Other (Other is for any restriction not identified),
click on the boxes next to that name. For HOME, also identify if this is a fixed or
floating unit.

#+ |f the unit number is incorrect, click on the white box next to Unit Number
Correction.

+ Enter the new unit number.

4 Click on the blue Update button.

Version 4.5 On-Line Certification Instructions - Detail Format 16



3. Delete a Unit

=+ To delete an existing unit, click on the circle next to the unit number.

Certification

Line Emphasys Software

Delete

Powered by @0d
Tuesday, Fepruary 10, 2009

Weicome, Best Ever Management Company !
( Building 10+ 03 |

Unit Definition
Unit Number

T S - S I S I P
=

® 101 2 1,000 Cccupiad Al

(%) 102 2 1,000 Occupied Jesse Ventura

O 103 2 1,000 Gccupied Tanya Harding

(9] 104 2 1.000 Occupied Rod Blagojevich

(@] 105 2 1,000 Occupied Alex Baldwin
EEEssss———————————eSSSLSSLLSS____—S———_—————————————eeSS——————SS |

%+ Click on the ‘Delete’ button.

Certification

n Line

Emphasys Software

%J Local intranet ®io%w - -

Powsted by dod
Weicome, Best Ever Management Company ! Tuesday, February 10, 2009
Building ID: MD-03-25001 |
Unit Definition a
N T T
® 101 2 1.000 Occupiad Alberto Gonzales
(9} 102 2 1,000 Oceupied Jesse Ventura
103 z 5 T Hardi
) Windows Internet Explorer i i
() 104 2 Rod Blagojevich
O 253 2 \:.p Are you sure you want to delete this Unit 7 Alex Baldwin
% Local intranet F00%  +

=+ You will be asked to confirm the deletion. If yes, click on the OK button. If no, click
on the Cancel button.

+ Be sure this is what you want to do before clicking OK. The unitand any
tenant history cannot be retrieved after it is deleted.

Version 4.5 On-Line Certification Instructions - Detail Format



7. Tenant Processes

A. New Certifications and Recertifications

#+ To process a new tenant certification, both for a new tenant and to recertify an
existing tenant, click on the New Tenant Cert button.

New Tenant Cert

Certification

n Line Emphasy Software

Powered by @00

Welcome, Best Ever Management Company ! Tuesday, February 10, 2009
Building 10:
Bl Wikl Ced LR Cart b oveout B Unit Transter i Ciose |
® Alberto Gonzales 000-00-0000
0] 102 Jasse Ventura 000-00-0000 02/15/05 no
3] 103 Tanya Harding 000-00-0000 07/01/04 HO
(o] 104 Rod Blagojevich 000-00-0000 03/10/05 no
O 105 Alex Baldwin 000-00-0000 o8/01/04 KO
hetpflocahost/COL-AutoHCOLO1, bl || T &3 Local ntranet T #ioow -

+ This will take you to the Tenant Certification screen.

#+ At the top right hand corner of the Tenant Certification box are four buttons:

1. Update;
2. Tenant Income Cert form — This button will be discussed in B below; and
3. Close
Update Tenantincome
CertForm

Certifi catmn

Nebraska Investment Finance Authority

Project 101
Building 1D: Unit [D: Last Report Ending:
Naw Raporting Period: to Currant Unit Status:
L
i,
Poenerat mromuarion b~ ¥ > GeneralInformation Close

Household

Income

Assets

UnitRent

Done & Intermet fa - Ruwow -
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+ |If the white boxes next to New Reporting Period are blank, enter the beginning and ending
dates of the reporting period that you are working with. You need enter only the numbers

without any separating marks. For example, 010109 will then be converted to 01/01/2009.

4+ On the left hand side of the screen, under the Tenant Certification box is another box that
contains five blue bars:

A-1. General Information;
A-2. Household;

A-3. Income;

A-4. Assets; and

A-5. Unit Rent.

A-1. Head of Household Information

#+ Click on the first blue bar, ‘General Information’.

 Certification
Line Emphasys Software

Welcome, Best Ever Management Company !
Tenant Certification pupiae b reome & RoiTen BT

p Cioce |

to Current Unit Status:
L

General Information

hitp:{flocahost{COL-AutojHCOLO1S himi N3 Local ntranet H100% -

+ This will take you to the Head of Household Basic Data screen. This screen contains
three boxes:

1. Head of Household Basic Data;
2. Head of Household Basic Data 2; and
3. Additional Household Data

Certification
- n Ling

i Lo<al imiranat | Protected Mode 91 G- Rex - |
——— — i —

#+ To enter the information, click on the white boxes. You can use the Tab key in addition
to your mouse to move through the page.

#+ To choose from a drop down box, click on the down arrow, then highlight the answer.

Version 4.5 On-Line Certification Instructions - Detail Format
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+ When complete, click on the Update button.

4+ Please Note: Some boxes (Type of Certification, Last Certification and Family Size) are
grayed out and will not allow you to enter data. These boxes will be populated with
information from other screens

A-2. Household

4+ Click on the second blue bar Household.

Certification
‘.ﬁ‘.ﬂ Line

View/Update |

#+ This will open the Household Composition Toolbar. There are three buttons on the

toolbar:

1. New;

2. View/Update; and
3. Delete.

1. Add a New Household Member

4+ To add a new household member, click on the New button.

‘Certification
i n Line

G Local intranet | Protected Made: Off = wux -

4+ To enter the information, click on the white boxes. You can use the Tab key in
addition to your mouse to move through the boxes.

4 Click on the blue Update button.
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‘Certification
. Lis

W Local intranset | Protreted Mode: 01

#+ Each additional household member is displayed on the Household Composition
toolbar as they are entered and the total number of household members shown in the
white box, ‘Family Size’.

#+ |f there are full-time students in the unit, the number shows in the white box, ‘Full-
Time Students’.

2. Update Household Member

% To make changes to an existing household member click on the circle next to the
correct member then click on the View/Update button.

‘Certification
. Lis

W Local intranset | Protreted Mode: 01

#+ To change the information, click on the white boxes containing the information. You
can use the Tab key in addition to your mouse to move through the page.

4+ Click on the blue Update button.
3. Delete a Household Member

#+ To delete an existing household member, click on the circle next to the correct member
then click on the Delete button.

On-Line Certification Instructions - Detail Format
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‘Certification
n Li

| it ot Prtetnd Mo O Gelao

#+ You will be asked to confirm the deletion. If yes, click on the OK button. If no, click
on the Cancel button.

+ Be sure this is what you want to do before clicking OK. The household
member cannot be retrieved after it is deleted.

#+ To exit the Household section, click on one of the other blue bars or the Update
button at the top of the Tenant Certification screen.

A-3. Income
4 Click on the third blue bar Income.

+ This will open the Household Income Toolbar. There are three buttons on the toolbar:

1. New;
2. View/Update; and
3. Delete.

‘Cortification
n Line

View/Update

H

& Local intranet | Protected Mode: Off v wes - |

1. Add a New Source of Income

4+ To add a new source of income, click on the New button.

On-Line Certification Instructions - Detail Format

22



Certification
- Li

Calculate

|{geoe G Loeal ntranat | Protected Mode: 04 - Rox -

#+ To enter the information, click on the white boxes. You can use the Tab key in
addition to your mouse to move through the boxes.

4+ The Annual Income can be entered or calculated.

#+ The blue ‘Calculate’ button opens up a window to assist you in the calculation of

annual income.

A. Click on the white boxes to enter the specifics of the wages.

B. Click on the down arrow to open a list of different pay frequencies. Highlight to
choose the frequency and click.

C. When the “Pay Rate” is hourly the “Hours per year” defaults to 2080 (full time
hours) but can be changed.

D. When the information is complete, click on the blue ‘Apply’ button to enter the
number into the ‘Annual Income’ box.

4+ Click on the blue Update button.

‘Certification

L € Local intramet | Pretected Mode: OH G- R
| 1”

s

#+ Each income entry is displayed on the Household Income toolbar as they are entered
and the total Annual Income is shown.

+ Please Note: When a recertification is done, if the source of income is
the same, do not enter it again. This will cause the income to be counted
twice. Use View/Update to update the existing source of income with the
new amount and verification information.
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2. Update Source of Income

+ To make changes to an existing source of income click on the circle next to the
correct member then click on the View/Update button.

Certific aﬂ'p-n

»n Line

| & Local intranet | Preseeted Mode: I fa - BD% -

#+ To change the information, click on the white boxes containing the information. You
can use the Tab key in addition to your mouse to move through the page.

4 Click on the blue Update button.

3. Delete a Source of Income

4+ To delete an existing source of income, click on the circle next to the correct member
then click on the Delete button.

I W Local intranet | Protected Mode: O fg v WEw o«

4+ You will be asked to confirm the deletion. If yes, click on the OK button. If no, click
on the Cancel button.

+ Be sure this is what you want to do before clicking OK. The source of
income cannot be retrieved after it is deleted.

#+ To exit the Income section, click on one of the other blue bars or the Update button
at the top of the Tenant Certification screen.

A-4. Assets

Version 4.5 On-Line Certification Instructions - Detail Format
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4 Click on the fourth blue bar Assets.

=+ This will open the Household Assets Toolbar. There are three buttons on the toolbar:

1. New;
2. View/Update; and
3. Delete.

Certification
n Line

View/Update

S Locst intranet | Protected Modde: O3 i KON - u

|.§

1. Add a New Asset

%+ To add a new asset, click on the New button.

Certification
n Line

€L Local intramet | Protected Mode: 0N v Rox - |

=+ To enter the information, click on the white boxes. You can use the Tab key in
addition to your mouse to move through the boxes.

< Click on the blue Update button.
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Certification

Line

Done R Local intraned | Pretected Mode: OIf fa = Hox -

4+ Each asset entry is displayed on the Household Assets toolbar as they are entered
and the total Annual Asset Income is shown.

+ Please Note: The Household Assets toolbar will display the larger of the
actual interest entered and the HUD imputed interest calculation.
2. Update an Asset

+ To make changes to an existing asset click on the circle next to the correct member
then click on the View/Update button.

Certification
Line

& Localintranet | Protected Mode: Off fa> Rox -

#+ To change the information, click on the white boxes containing the information. You
can use the Tab key in addition to your mouse to move through the page.

4 Click on the blue Update button.

3. Delete an Asset

+ To delete an existing asset, click on the circle next to the correct member then click on
the Delete button.
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Certification

Line

Done R Local intraned | Pretected Mode: OIf fa = Hox -

#+ You will be asked to confirm the deletion. If yes, click on the OK button. If no, click
on the Cancel button.

%+ Be sure this is what you want to do before clicking OK. The asset cannot
be retrieved after it is deleted.

#+ To exit the Asset section, click on one of the other blue bars or the Update button at
the top of the Tenant Certification screen.

A-5. Unit Rent
#+ Click on the fifth blue bar Unit Rent.

4 This will take you to the Unit Rent screen. The different components of Gross Rent are
listed here.

Certification
n Line

Done Wi Local intranet | Protected Mede 08 i Rl T

4+ To enter the information, click on the white boxes. You can use the Tab key in addition
to your mouse to move through the page.

+ Rent Change Date: If the rent for the unit is changed at a time other than the time of
certification, enter that date here, otherwise, leave it blank.

On-Line Certification Instructions - Detail Format
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PLEASE NOTE: Projects that have received a Certification Waiver: Since the

tenants will not be certified again after the first or second year,
that date will not change. So every time the rent is changed, the

date of the rent change must be entered in the Rent Change Date
field.

Version 4.5

+ Mandatory Charges: Any cost, other than rent and utilities that is required to be paid
as a condition to occupy the unit.

+ When complete, click on Update button at the top of the Tenant Certification screen.
That will save all of the tenant information entered and will return you be taken back to

the Units sub-menu.

On-Line Certification Instructions - Detail Format
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B. Printing the Tenant Income Certification form

=+ The completed Tenant Income Certification form can now be printed. To print the form,
click on the Tenant Income Cert Form button.

Cartification
- n Lin

ot ra o st o e

R, Local intranet | Prescted Mode: OIf i e

hitges/locabertcol/heolMl A-body Mml

= The completed Tenant Income Certification form is displayed in a view window for review.
If the form is correct, click on the & button in the upper right hand corner of the window.

HUD LIHTC Tenant Data Collection Form 200 Ayt . 21101 (g 823030000

MUD LINTC Temane Data Cellection Form

B Initial Carcification [ Racertification [ Othar

Froparty Name: AMartats spscrmsen [—— BDN e s
Addoun. e e g r—— PR—
T T
00 Vscane Uinit
B | Vst Mamadiddte | Ralaticeabip o Hasd Duateg® | DR 0B |FTOmasenr | Lustd Digitned
. L et | AReSEVYYY)| (Yot | Boviad Sacuey .

1 3 3 138150 3 2048
118160 F [T

] o
amen O s

1 TdioEe
rorars[y 1smme[y am|y ase] 3 [T
A ol o (A Chromagh (TP, ibn ToeeoE® B W |

oTALE | LY 1]
o ot 1y Tt ER——
Eovw $5000 3 x o 7 e S |
B e ot o W e L 7 gt et o ™0 [
& Local intranvet | Protected Mode: Off fa - REow -
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C. Mark Unit as Ready to Submit

+

before a building can be sent to the Agency.

- & # #

Certification
n Line

W cma Fompitiaays Asimim Liner ©

Tenant Certification

The open envelope image will change to a closed envelope.

To exit this screen, click on the blue ‘Update’ button.

Read; to submit

This resident certification is now complete. Each unit must be checked as Ready to Submit

To mark the unit as complete, click on the white box next to the ‘Ready to Submit’ box.

On the Units sub-menu, at the right hand side, there is a ‘Ready for Submission’ column.
This unit now displays ‘Yes'.

On-Line Certification Instructions - Detail Format

Select Unit Number Hesd of Househald
L L OG-0 23 "!7
0 | Tuant 2 000-00-3345 T 7' L
o Teeastl 000-00-2331 LT / wo
o Treartd 000-00-2643 T y, L]
o5 |Tarant 5 000-06-2 oyt / o
o Tenart & f00-00-a123 /oo ™
o | Tomaet 7 000-00-3212 LT L
-] | Tonart 8 000-00-1432 ot %
o | Temaet 000-00-5876 /oo ~o
10 | Ferant 10 000-0C-7877 LT L
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D. View or Modify Current Certification

+ To view or update a certification for an existing resident, click on the ‘View/Modify
Current Tenant Cert’ button.

View/Modify Current Tenant Cert

Certification
n Line Emphasys Software

Powered by 800
Welcome, Best Ever Management Company ! Tuesday, February 10, 2009
Building 10!
I S B S W
® 101 Albarto Gor 000-00-0000

(] 102 Jesse Ventura 000-00-0000 02/15/03 NO

O 103 Tanys Harding 000-00-0000 o7/01/04 NO

(5] 104 Rod Blagojevich 000-00-0000 03/10/05 NO

(5] 105 Alex Baldwin ] 000-00-0000 [ 08/01/04 NO
Hitp:iocahost/COL-ALtaHCOLO14.heml 8 Local intranet F100%

#+ This process allows you to view and/or update information for an existing resident. The
screens are the same as those used to process a new certification or recertification.

Update Tenantincome
CertForm
Certifi catmn : 3
Nebraska Investment Finance Authority
Tenant Namae: | 1 NAN g R's'ut-:.‘:
Project 101
Building 10: Unit ID: Last Report Ending:
Maw Reporting Periad: to Current Unit Status:
\
i
FGe nerac wroruaTion 1 > Generalinformation Close
Household
Income
Assets
UnitRent
Done @ irrernet fa - Ruwow -

PLEASE NOTE: Re-certifications for existing residents must be processed
using the ‘New Tenant Cert’ button.
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E. Delete a Tenant Certification

4+ To choose the unit, click on the circle next to the unit number.
Delete Tenant Certs

Certification

Line Emphasys Software

Weicome, Best Ever Management Company !

Powered by d0d

Tuesday, February 10, 2009

Building I0: | 1/ \
[ ¥
Units

:
Select Unit Number Head of Household Last Cert Date Ranchy 1o
Submit

® b el 000-00-0000 06/11/05 o

0 102 Jusse Ventura 000-00-0000 02/15/05 no

0 103 Tanya Harding 000-00-0000 07/01/04 no

O 104 Rod Blagajevich 000-00-0000 03/10/05 NO

0 105 Alex Baldwin 000-00-0000 08/01/04 no

4 To delete a tenant certification, click on the ‘Delete Tenant Cert’ button.

Certification

Weicome, Best Ever Management Company !

Line Emphasys Software ﬁ ‘R @ ? m @

Powered by 200

Tuesday, February 10, 2009

(Re)Certifications
— Foverout Date
07/01/04 ITan:a Harding | 07/01/06 | oo/o0/00
07/01/04 Tanya Harding 07/01/05 00/00/00

Only resident certifications in the current reporting period can be deleted.

#+ A list of certifications for the resident is displayed. The certifications in the current
reporting period are darker. Choose the certification you want to delete by placing the

cursor on the desired entry.

4+ To delete the selected entry, click on the ‘Delete’ button at the right hand corner of the

(Re)Certifications box.

#+ You will be asked, “Are you sure you want to delete this certification? If yes, click on the

‘OK’ button. If no, click on the ‘Cancel’ button.

t.‘erti'il’ca!ion

Emphasys Software

Welcome, Gest Ever Management Company |
Building ICs Unit 184

Windows Internet Explorer

3/ e s sume s vk L deletn s Certifialion?

\ﬁ_ﬂ_@d_l

+ Be sure this is what you want to do before clicking ‘OK’. The certification

cannot be retrieved after it is deleted.

Version 4.5
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F. Move out a Resident

% To choose the unit to work with, click on the circle next to the unit number.
Move-Out

Cerﬁficat;jori

Line Emphasys Software

Welcome, Best Ever Management Company !
Building 10: | ]
——

Head of Househeld

Ready to
I T =
NO

® 0% Alberto Gonzales 000-00-0000 06/11/05
O 102 Jesse Ventura 000-00-0000 02/15/05 NO
O 103 Tanys Harding 000-00-0000 07/01/04 NO
O 104 Rod Blagojevich 000-00-0000 03/10/05 NO
O 105 Alex Baldwin 000-00-0000 08/01/04 NO
= To move-out an existing resident, click on the ‘Move-Out’ button.
=+ A blue box, ‘Move-out Data’, will open.
Update

Certification

Line Emphasys Software

Welcome, Best Ever Management Company !

Powered by @00

Saturday, Febrdary 21, 2000

( Building ID:

Move-out Data

Building 1D:

Head of Housshold: | 1

Unit ID:

Move-out Date: |

N
pdate ik Close |

Done

. Local intranet

#H100% -

4 To enter the information, click on the white boxes.

+ When complete, click on the ‘Update’ button.

On-Line Certification Instructions - Detail Format
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G. Unit Transfer

4 To choose the unit to work with, click on the circle next to the unit number.

[ Certification
Lim

Emphasys Software

Powered by 300
Tuesday, February 10, 204

@

o 0z sesze vant 000-00-0000 o2/13/05 no
[o) 03 Tanya Harding 000-00-0000 o7/01/05 vis
o o Rod Blagesevich 009-00-0000 03/10/05 o
&) 105 ax Baldui 000-00-0000 08/01/04 no

= To transfer an existing resident to another unit, click on the ‘Unit Transfer’ button.
#+ A blue box, ‘Unit Transfer Data’, will open.

=+ To enter the information, click on the white boxes. You can use the ‘Tab’ key in addition to
your mouse to move through the page.

Certification
Line Emphasys Software
Powered by 20d
Welcome, Best Ever Management Company ! Saturday, Felruary 21, 2009
Building ID: | Head of Household: |
Da
Current Unit: | 1 Select Building
Building 1D: | MO-03-25001 /
Hew Unit: Select Vacant Unit --- %
Transfer Effective Date: jo5 e
Tenant Paid Rent: | 300.00 Only vacant units
Mandatory Charges: | 0.00 will be displayed.
Rental Subsidy: | 0.00
utility Allowance: | 50 | (Note: Please enter this amount only if paid by the Tenant)
Gross Rent | (Tenant Paid Rent + Mandatory Charges = Usility Allowance)
. J

+ When complete, click on the ‘Update’ button.

| Certification
Line

Additional Ho a

une 101 1 Ut Mora-in

0Old Unit # Original Move-in

Date

<+ The original move-date and unit number is displayed under Additional Household Data of
the new unit
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H. Submission of Occupancy Data

PLEASE NOTE: Only the Management Company can
submit Tenant Certifications.

4+ On the Units sub-menu, you can easily track which units are ready for submission. At the
right hand side of the Units box, the ‘Ready for Submission’ column shows either ‘Yes’ or
‘No'.

Certification

Emphasys Software

Powered by @00

Welcome, Best Ever Management Company ! Thursday, February 26, 2000

Ready to

® 101 * VACANT ** 000-00-0000 oo/oo/00

(o] 102 Jesse Ventura 000-00-0000 02/15/07 YES
(o] 103 Tanya Harding 000-00-0000 07/01/07 YES
(o] 104 Rod Blagojevich 000-00-0000 03/01/07 YES
(o] 105 Alex Baldvin 000-00-0000 08/01/07 YES

Done %J Local intranet: E100% v

4+ To return to the Buildings sub-menu click on the ‘Close’ button.
4+ All units must be complete before a building can be submitted tO the Agency.

% When all of the units in the building are complete, the first box in the ‘Tenant (re)Cert Status
column will display ‘Ready’. This building is now ready to submit.

Certification

Line Emphasys Software

Powered by @0d

Welcome, Best Ever Management Company !

Friday, April 17, 2009

( Project 10:

—
_Buildings _

pload Building Data M \isw Details W Change Raport Pariod [ Submi Tenant Carts ¥ Procesd 1o Units [l Reporis b Close |

[ 15 oste | ot ror |15 Comptance | vome Comphance | Agency Comprance | Tenant (eycort stat

MO=-03-25001 In cempliance In compliance In compliance R oo0f00f00
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+ To submit the Occupancy Data for the building, click on the ‘Submit Tenant Certs’
button.

Submit Tenant Certs

Certification
Line Emphasys Software

Powered by 30d

Welcome, Best Ever Management Company ! Friday, April 17, 2009

[ Project 101 [ ¢ ] J

Buildings

READY

+ A pop-up box will ask if you are sure you to want to submit to the Agency. If you are ready,
click on the ‘OK’ button. If you are not ready, click on the ‘Cancel’ button.

Emphasys Software

Powered by @0d
Weicome, Best Ever Management Company ! Thursday, February 26, 2000

Project [0: [ 00 T st ver Davate | [222 Bost fuar Avens |

00/00/00

Windows Internet Explorer

? } Are you sure you want to submit this Form to Agency 7

4+ After the ‘OK’ is clicked, a pop-up box will confirm that the report has been received by the
Agency.

Message from webpage ['E|

' Your report has been received - Thank youl
[} We will review the information in the near future,

4+ Once the building is submitted, the ‘Tenant (Re)Cert Status boxes will display ‘Submitted’
and the date.

Version 4.5 On-Line Certification Instructions - Detail Format
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+ Both the Buildings sub-menu and the Projects menu display ‘Submitted’ and the date.

‘Certification
i Line

Winlcom, Tient Mamager fov CO8 £

( Friject 101

Occupancy
Data —

HE-O0-08303

MO-00:08304

D8/DOV0D

Ot of complinace

Owner
Certification

Emphasys Software

< This project is complete for this reporting period.

=+ Please use the ‘Log Out’ icon to log-out of the system.

On-Line Certification Instructions - Detail Format
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8. Reports

+ There is one report in Certification On-Line. To access the reports, click on the ‘Reports’
button.

| Certification

Emphasys Software

Powered by d0d
Welcome, Best Ever Management Company | Tuesday, February 10, 2000

Project 101

e
Buildings

4+ The LIHTC Annual Occupancy Report provides the ability to print the tenant activity for the
current reporting period.

Emphasys Software

Welcome, Emphasys Admin User ! undefined, October 10, 2010
Select Report =m

LIHTC/HOME ANNUAL OCCUPANCY

[] Include units without recent activity

[] Show only last & digits of SSN in reports

(= Certification On Line - Windows Internet Explorer

0000 S1x]

Ea!rﬂﬂcahqn—_ LIHTC/HOME ANNUAL OCCUPANCY REPORT Page 1
3 Liner Repurl Cavaring Perseds  U1/01/2004 b 12/31/2004

Projact Numbar
Project Name

Praject Addrass
Babding 14 Womber _MC-00-04:

Total Mumbar of units &

Agh | A @i | mon- | Qual
T e e e Satoatiiny | e | ! et (o) S | ey | VRS e | | it | S
oae | viw | a | Reeen Subsidy s | v || i | YO
o1 1008 3| 1e/04/2001 i1 ERIC JOHNETON 1070172004 N 23 5.962.00| 38,09 .09 o0 97 H N M
o2 1008 3| p4/17/2001 1 ELAINE BRAGS Od/01/2004 N 37 17.114.00| 166.00) 0,00 oaoo)| 97 - N N
oB 1008 3| 127032003 Ailedieain MANCY PICKETT 12012004 N 33 B.400.00) B8O 0,00 00 97 3 N M

* Denotes a Transfer fram/to another unit in the same building.

+ The report will show only the units that have had activity since the end of the last reporting
period. To include all of the units in the report click on the “Include units without recent
activity” box.

4 To display only the last 4 digits of the tenant social security number, click on the “Show only
last 4 digits of SSN in reports” box.
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9. Other Information

A. Change Report Period

#+ If an incorrect reporting period is entered, it can be corrected. The Change Report Period

process is accessed from the Buildings sub-menu. Click on the Change Report Period
button.

| Certification

‘grﬂ Line Emphasys Software

Powered by 300

Welcame, Best Ever Managemen Company ! Tuesday, February 10, 2000

Projact 1D:

|_Lastipt | IRS Compliance | _Mome Complizi e | Agency Comphance | Tenant (Re)Certs Status __|

—_—
Buildings

sERLCT

o&/0L/04

Change Report Period

4+ That will take you to the Change Report Period screen. The current reporting period is the
default, but can be changed.

To change the reporting period, click on the first date box.

4+ Enter the correct start date and hit the Tab key to move to the next box. Enter the correct
ending date and click on the Update button.

Certification

n Line Emphasys Software

Powered by 800
Welcome, Test Manager for COL ¢

Wednesday, April 15, 2009
Project [D: | | l

Change Report Period

Building [D:

New Reporting Dolwzmmuna to | 12/31/04

-,
Enterthe/ ﬁ F \Enter the Update
correct

correct Then,
Start date COL defaults the current end date Close
reporting period. User can
enter different Reporting
Feriod.

#+ Then click on the close box. You will be returned to the Buildings sub-menu.
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B. Upload Building Data

The ‘Upload Building Data’ process enables property managers that use property management
software to transfer the tenant transaction data (move-ins, move-outs, (re)certifications and
unit transfers) to the Certification On-Line reporting system.

+ The Upload Building Data process is accessed from the Buildings sub-menu. Click on the
Upload Building Data button.

Certification
‘gl" Line Emphasys Software
Welcome, Best Ever Management Company ! Tuesday, February 10, 2000
[ Project 10:
I Buﬁdjns visn Duimic Jb Change Fepor Perkid b Subma feaant Caris B Frocesd fo Units i Aupors i Close |

et
O]

Fomant (Re)corts Statos

e

READ

Upload Building Data

#+ This will take you to the Upload Building Data Screen.

Certification
‘gln Line Emphasys Software

Fowered by 800
Welcome, Best Ever Managemen Company ! Tuesday, February 10, 2009

Propect ID:

Upload Building Data

Building 10: MO-03-25001

XML File: | Cr\Documaents and Settings\Daborah EakerMy DocumantsiCOL\Classic XML File.xml

[ oyarwrite sxisting Unit Activity i Close
/ ? Browse

Overwrite existing Upload
Unit activity

#+ Click on the Browse button. This opens your computer files directory. Locate the XML file
that you want to upload and highlight the file. Then click on the Open button. The file path
will show in the XML file window.

#+ You can overwrite existing data in COL and replace it with the new XML data. To activate
this process, click on the Overwrite Existing Unit Activity box to place a check mark in the
box.

+ If you do not want to overwrite existing data, leave the Overwrite Existing Unit Activity box
blank.

#+ Click on the Upload button.
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| Certification
Line Emphasys Software

Pawered by @0d

Weicome, Best Ever Management Company ! Thursday, April 16, 2009

Project 1D+ [ 0025 | [Bast Evar Devalopmant | [123 Bast Evar Avanus |

2

Please Wait ... System is Working

Upload Building Data g Cioce |

=+ If errors are detected in the XML file, you will get the Upload Status box with the message,

“Errors found in your file. Click on Click here to see Error Log.”

[Certification

Line Emphasys Software

Powered by @00
Welcome, Emphasys Admin User ! Thursday, April 16, 2000

Upload Status

Errors found in your File. Click here to see Error Log.

#+ Click on OK. This will take you to the Error Log Main Screen.

Certification

Line Emphasys Software

Welcome, Emphasys Admin User |

Pawered by 30d

Thursday, Apri 16, 2000

Close

=+ Here you can choose to download or print the file, or close.

%+ To download the file, click on the Download button.
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Certification
~n Line Emphasys Software

Welcome, Emphasys Admin User !

Steps to download Error Log File
1. Right click on the link balow.

“rorect 10 | swting 15 | nio | Greycermeston oees
124

01-093 | M0-01-09301 10/02/2002 % Selact Tave Tatp ks
01-093 MO-01-09301 214 11/01/2002 3. Save the file to your PC.
01-093 MO-01-09301 215 10/28/2002

01-093 MO-01-09301 302 10/25/2002 sError Log

Steps to download Cascade Style Sheet File

1. Right click on the link below.

2. Select'Save Target As...'.

3. Renamae file name to 'XSLSampla.xsl’.
4, Save the file to your PC.

+X5L File

#+ Follow the instructions on the pop-up window.
=+ Go back to the property management software and correct the errors listed in the Error Log.

= Return to the Upload Building Data Screen and repeat the Upload process.

Certification

Emphasys Software

Welcome, Best Ever Management Company ! Tuesduy, February 10, 2609

([ rman

Upload Building Data

Certification
n Lin

Welcame, Bes: Ever Managomont Company ¢ Tuesday, Fabrusey 10, 3808
Progect 10-

Upload Building Data

Browse

7 I
Overwrite existing Upload
Unit activity

18, 2008

Upload Building Data
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= From the successful Upload Status box, you can print TIC forms for all tenant transactions
uploaded.

= To complete the process, click on the OK button. This will return you to the Buildings sub-
menu.

= All of the tenant information for the covering period is now in COL and ready to be
submitted to the Agency. See Section 6 for further information on the submission process.
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