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Slide 1 - Title
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using the
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Text Captions
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Slide 2 - Objectives

In thiz online learning module, you will learm how
to process a compliance check for Tax Credit
transactions, and how to view and print reports
relating to the compliance check using the
MITAS Internet Property Management site.

Text Captions

Objectives
In this online learning module, you will learn how to process a compliance check for Tax Credit transactions, and
how to view and print reports relating to the compliance check using the MITAS Internet Property Management
site.

Notes
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Slide 3 - Objectives: Processing Tenant Transaction Compliance Checks

Objectives

In this sectian, you will learn howy to process a
compliance check for the current month's Tax
Credit tenant transactions using the MITAS
Internet Property Management site. An
interactive simulation will demonstrate ho to
do this.

Text Captions
Section One

Objectives

In this section, you will learn how to process a compliance check for the current month's Tax Credit tenant
transactions using the MITAS Internet Property Management site. An interactive simulation will demonstrate how
to do this.

Notes
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Slide 4 - Scenario: Processing Tenant Transaction Compliance Checks

Scenario Processing Tenant

vicky, a property manager calls you. . Transaction Compliance
Checks

'Hi Becky, 'm tnving fo process a
complance check for my tenant
transactions wsing fhe MITAS infernet

Properfy Managerment site for fhe first
firme. How do | do this 2"

Let's find out how we can help Vicky.

Yicky at her desk

Text Captions

Scenario
Vicky, a property manager calls you...

"Hi Becky, I'm trying to process a compliance check for my tenant transactions using the MITAS Internet Property
Management site for the first time. How do I do this?"

Let's find out how we can help Vicky.

Notes
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Slide 5 - Concept: Process Compliance Check

It is easy to process a compliance check far Tax Credit transactions using the MITAS Internet Property
Management site. In order to do this, you must be logged in as either a Property Manager or Property
Manager - Compliance user.

Cnce you have retrieved the property from the Property Information screen, choose the Process
Transactions option. The Process Transactions page is displayed. Mext, choose the Process option,
and the tenant transactions for the most current reporting period (month) are processed.

The compliance check process processes data for only one period at a time. If your corrent reporting
period is not the current month, you will need to run the process for each reporting period (month) to bring
your errors up to date. For example, if your last error report was three months ago (January), you will need
to run the pracess three times and review three error logs (February, March, April).

After you have processed the transactions, you will no langer be able to modify these transactions. To view
any errars that have occurred during processing, you will access the Error Log far the carresponding
dates. To print these errars, print the Compliance Error Report. Print the Transaction Detail Report
for a report detailing why the system did not qualify the tenant(s).

—

Text Captions
How to Process a Compliance Check for Tax Credit Transactions

It is easy to process a compliance check for Tax Credit transactions using the MITAS Internet Property Management site. In
order to do this, you must be logged in as either a Property Manager or Property Manager - Compliance user.

Once you have retrieved the property from the Property Information screen, choose the Process Transactions option.
The Process Transactions page is displayed. Next, choose the Process option, and the tenant transactions for the most
current reporting period (month) are processed.

The compliance check process processes data for only one period at a time. If your current reporting period is not the
current month, you will need to run the process for each reporting period (month) to bring your errors up to date. For
example, if your last error report was three months ago (January), you will need to run the process three times and review
three error logs (February, March, April).

After you have processed the transactions, you will no longer be able to modify these transactions. To view any errors that
have occurred during processing, you will access the Error Log for the corresponding dates. To print these errors, print the
Compliance Error Report. Print the Transaction Detail Report for a report detailing why the system did not qualify the
tenant(s).

Notes
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Slide 6 - Simulation: Processing Tenant Transaction Compliance Checks

Processing Tenant Transaction
Compliance Checks
The following simulation takes you through the
steps needed to process tenant transaction
compliance checks using the MITAS Internet
Property Management site. You will be shown
the appropriate steps to follow.

Text Captions
Simulation

Processing Tenant Transaction Compliance Checks
The following simulation takes you through the steps needed to process tenant transaction compliance checks
using the MITAS Internet Property Management site. You will be shown the appropriate steps to follow.
Notes
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Slide 7 - Slide 7
Menu

= Pro p&l‘dﬁ}ﬁoﬂ ﬁ}tﬂ il

select the Property Detail menu item

Once you have successfully logged in to the
site, the Main Menu page is displayed

Text Captions
Select the Property Detail menu item

Once you have successfully logged in to the site, the Main Menu page is displayed
Notes
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Slide 8 - Slide 8
Property Information
QP HEWM 232
For security reasons, you must know the _
property number for which you are trying I H'g'l'ght He2 |
to process tenant transactions. ;
P — Selectthe Retrieve Property text box,
Ll 5 mlkkkbEkRk ¥ .
perty and input the Property Murmber
Property Address: T s
, (0007 000-0000 0o0a
(0007 000-0000 Qooo
Fax Number:
(0007 000-0000
The Property Status Information page
Fizcal e appears
Project Stage Date
Text Captions

The Property Status Information page appears
Select the Retrieve Property text box, and input the Property Number

For security reasons, you must know the property number for which you are trying to process tenant
transactions.
Notes
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Slide 10 - Slide 10

Property Information
VP HEWM23

Property: 999999999999

Property Address:

Fizcal Year End. 00500

Project

?rn'.!rﬂ
O]

[ Click the Retrieve button

Phone Number: Ext:
(0007 000-0000 Qoao
(0007 000-0000 Qoao
Fax Mumber:

(0007 000-0000

Stage Date

Text Captions

Click the Retrieve button

Notes
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Slide 12 - Slide 12

Property Information
VP HEWM23

el 0we-inhove-out Transactions Upload ‘ Prucea@hfc_ﬂamﬁﬁctiuns
|

|
] 1 P

El Click the Process Transactions button to
process the tenant transactions compliance

checlk _ E

Werify the property address information is correct. fthe
information is not correct, contact the agency.

Property Address: Phone Number: Ext
MASON RIDGE LINVIMNG (972 547-6404 Qooo
1500 CEMTRAL [000y 00o0-0000 Qooo

MCHINKEY, T¥ 75070 Fax Mumber:
(000} 000-0000

Fisca v 11€ Property Information page appears
with the property address

Project Stage Date

Text Captions

The Property Information page appears with the property address
Verify the property address information is correct. If the information is not correct, contact the agency.

Click the Process Transactions button to process the tenant transactions compliance check
Notes
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Slide 13 - Slide 13

Process Transactions
/P HS1533

Click the 'Process’ button to process the Tenant Transacti
for the most current reporting peried (Month):

You will no longer be able to modify the Processed Tepant Transactions.

iZlicking the Process button processes the tenant

transactions compliance check for the most current reporting
period imonth). Click the Back button to abort and return to ]J
the previous page.

> Process option to
Once you have processed the tenant transactions, you will ne  cess the tenant
longer be able to modify thase transactions. You must  ctions compliance
contact the agency to request modifications to the processed check
tenant transactions.

P 1 W e terada? 11 RN SR W D L

displayed

Text Captions
Click the Process option to process the tenant transactions compliance check
The Process Transactions page is displayed

Clicking the Process button processes the tenant transactions compliance check for the most current
reporting period (month). Click the Back button to abort and return to the previous page.

Once you have processed the tenant transactions, you will no longer be able to modify these
transactions. You must contact the agency to request modifications to the processed tenant
transactions.
Notes
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Slide 14 - Slide 14

Property Information
OVP HEWMZ3
Mowve-inhove-out Transactions Upload Frocess Transactions
Error Log
reo7e
Property: 75070 Name: MASON RIDGE
Property Address: Phone Number: Ext:
MASON RIDGE LIVIMNG [972) 547-6404 Qooo
1500 CENTRAL (000} 000-0000 oooo
MCHINN. The P ppears Fax Number:
after End of simulation heen QDR 0L
Fizcal Year End: UL
Project Stage Date
Text Captions

The Property Information page appears after the tenant transactions have been processed

End of simulation

Notes
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Slide 15 - Objectives: View and Report Errors

Objectives

In this section, you will learn how to view and
report the tenant compliance check errors using
the MITAS Internet Property Management site.
An interactive simulation will demaonstrate how
to do this.

Text Captions

Section Two

Objectives
In this section, you will learn how to view and report the tenant compliance check errors using the MITAS Internet

Property Management site. An interactive simulation will demonstrate how to do this.
Notes

Page 13 of 47



MITAS Online Learning Module

Compliance Check Processing

Slide 16 - Scenario: View Data

Scenario

Wicky, a property manager calls you. ..
'Hi Becky, 'm tnding to view fhe the
tenant compliance check errors Using
the MITAS infernef Properfy
Management sife. How do | do fhis 2"

Let's find out how we can help Yicky.

Text Captions

Scenario

Vicky, a property manager calls you...

Viewing Tenant Compliance Errors

) 2l

Yicky at her desk

"Hi Becky, I'm trying to view the the tenant compliance check errors using the MITAS Internet Property

Management site. How do | do this?"
Let's find out how we can help Vicky.

Notes
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Slide 17 - Concept: View and Print Compliance Errors

Text Captions

It is easy to view and print tenant compliance errors using the MITAS Internet Property Management site. In
order to do this, you must be logged in as either a Property Manager or Property Manager - Compliance user.

Once you have retrieved the property from the Property Information screen, choose the Error Log option. The

It is easy to wieww and print tenant compliance errars wsing the
MITAS Internet Property Management site. In arder to da this, you
must be logged in as either a Property Manager or Property
Manager - Compliance user.

i2nce you have retrieved the property from the Property
Infarmation screen, choose the Error Log option. The Error
Log page is displayed.

After you have reviewed the tenant transaction errors, you can
print the Compliance Error Report, which is a printed version of
the Error Log, and then print the Tenant Detail Report which
detailz why the systemn did not qualify the tenant(s).

Compliance Check Processing

How to View and Print Compliance Errors

Error Log page is displayed.

After you have reviewed the tenant transaction errors, you can print the Compliance Error Report, which is a
printed version of the Error Log, and then print the Tenant Detail Report which details why the system did not
qualify the tenant(s).

Notes
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Slide 18 - Copy of Simulation: View and Print Tenant Compliance Errors

Viewing and Printing Tenant
Compliance Errors
The following simulation takes you through
the steps needed ta view and print tenant
compliance errors using the MITAS Internet
Property Management site. Yo will be
showin the appropriate steps to follow.,

Text Captions
Simulation

Viewing and Printing Tenant Compliance Errors
The following simulation takes you through the steps needed to view and print tenant compliance errors using the
MITAS Internet Property Management site. You will be shown the appropriate steps to follow.
Notes
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Slide 19 - Slide 19

Property Information
/P HEWMZ22
hove-indove-nut Transactions Upload | Process Transactions
Error Log
75070
Property: 75070 Name: MASON RIDGE
Property Address: Phone Number: Ext:
MASON RIDGE LIVING (972) 547-6404 0000
1500 CENTRAL {000) 000-0000 0000
MCHINMEY, T 75070 Fax Number:
100 000-0000
From the Property Information page, retrieve the property for
witiich you wiould like to review the tenant compliance ermors.
Werify the property address information is correct. If the
information is not correct, contact the agency. T
ale
Text Captions
review the

From the Property Information page, retrieve the property for which you would like to
tenant compliance errors.

Verify the property address information is correct. If the information is not correct, contact the agency.

Notes
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Slide 20 - Slide 20

Property Information
/P HEWM22
hove-inMove-out Transactions Upload | Process Transactions
Fabdtiyt 6t
™\
Select the Error Log
option to view the tenant
compliance error log ) _
PIMJEIT_'.,': }'501 o LR ESLELL-TT lﬁ"ln&ﬁ‘."'l RI[H'lE
Property Address: Phone Number: Ext
MASON RIDGE LIVING (872) 547-6404 0000
1500 CEMTRAL (000) 000-0000 0000
MCHINMEY | TH 75070 Fax Number:
(000) 000-0000
Fiscal Year End. 00000
Project Stage Date
Text Captions
Select the Error Log option to view the tenant compliance error log
Notes
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Slide 21 - Slide 21

Compliance Error Log
/P HEWMAS
Property:75070 MASON RIDGE
Frogram;| Tax Credit v
Starting Date:|03/01/2004 (RMTDDAYYY)
Frew Errors hiain kenu Fefresh Mext Errors
Effective Date Building Unit Seq Error Transaction Tenant Owverriden Memeo
The Compliance Error Log page is

displayed

Text Captions
The Compliance Error Log page is displayed

Notes

Page 19 of 47



MITAS Online Learning Module Compliance Check Processing

Slide 22 - Slide 22

Compliance Error Log
QVF HEWE5

Property:75070 MASON RIDGE

Frogram::* %
Starting Date:

o I
Prewv Errars hain kenu ‘ Frese = Errars

TEAM
Section 3

Effective Date Building Unit Seq Error Transac EﬂL—II L%SME
C5H
Modified Pass Through
Tax Credit
Taxable Bond
tModerate
Special Housing
a0s20
Fental Assistance
Rental Supplement
Section &8 - EX
Rent Fehah
Cne Percent “

Text Captions

Select the Program combo box
Notes
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Slide 23 - Slide 23

Compliance Error Log
QVF HEWE5

Property:75070 MASON RIDGE

Frogram::* Y2
Starting Date:

HOME Team Advantage

Prev Errors Main Menu ‘ Preservation Programs 236/202  Errors
TEAM

section 8

Effective Date Building Unit Seq Error Transac EHEIIL%SME
C5H
hodified Pass Through
Tax Credit Highligrlz{Bcux
Taxahle Bppd W

Select the appropriate
Program item

Fental Assistance

Rental Supplement

Section &8 - EX

Fent Rehahb

2ne Percent "

g

Text Captions

Select the appropriate Program item
Notes
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Slide 24 - Slide 24

Compliance Error Log
/P HEWMAS
Property:75070 MASON RIDGE
Frogram:: Tax Credit v
Starting Date [0 AiigA0so: | (MMIDDMNYYY)
FIEVE Selactthe Starting Date text bod ang [REMESH ‘ NEXt Errors
input the appropriate starting date |
Effective Date Building Unit Seq Error Transaction, Tenant Overriden Memo

Text Captions

Select the Starting Date text box, and input the appropriate starting date
Notes
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Slide 25 - Slide 25

Compliance Error Log
/P HEWMAS
Property:75070 MASON RIDGE
Frogram;| Tax Credit v
Starting Date:| (MMIDDAY YY)
Prev Errors ‘ hain hMenu ‘ | Haﬁaﬁrﬁ&( | ‘ Mext Errors
/.n 5 4
Effective Date Building | Zelectthe Refresh option  pt Overriden Memo
Text Captions
Select the Refresh option
Notes
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Slide 27 - Slide 27

Compliance Error Log
QVF HEWE5

Property:75070 MASON RIDGE

Frogram;| Tax Credit v
Starting Date:|03/01/2004 (RMTDDAYYY)

| Ui || Walsl | Refiesh || Nosals |
I~ N /1
The Select the Prev Errd S Select the Next Errors option to view the next p Memo
trar previous period's ten period's tenant compliance errors
N S s S E

From this page, you can also view previous period's tenant compliance Mo

errors by clicking the Prev Errors option. By clicking the Main Menu Mo
option, you are taken back to the Property Information page. To view Ma
the next period's tenant compliance errors, click the Next Errors option. .

Text Captions
The Compliance Error Log page is displayed

The Compliance Error Log lists all the tenant compliance errors for the transactions processed for the
current month. This is a display only page. Review the tenant compliance errors on this page.

From this page, you can also view previous period's tenant compliance errors by clicking the Prev
Errors option. By clicking the Main Menu option, you are taken back to the Property Information
page. To view the next period's tenant compliance errors, click the Next Errors option.

Select the Prev Errors option to view the previous period's tenant compliance errors
Select the Main Menu option to return to the Property Information page

Select the Next Errors option to view the next period's tenant compliance errors
Notes
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Slide 28 - Slide 28

Compliance Error Log
VP HEWA195

Property:75070 MASON RIDGE

MITAS

Program;| Tax Credit
Starting Date; 03/01/2004 (MO0
Screens

Compliance Error Log Prev Errors higin kenu Refresh
To print the list of errors shown on the Compliance Error Log

[ page, you must access the reporting menu, and choose the )
Compliance Error Report option. EEERCRY T N
030012004 M 202 1 Setaszide Percent  Move In Liza Jones
030012004 3 202 1 Setaszide Unit Count Move In Liza Jones
09,01 12004 39 204 1 Setaszide Percent  Move In Jerry Mewp
Selact the Main Menu option to 09,01 12004 39 204 1 Setaszide Unit Count Move In Jerry Mewp
access the repor“[i ng rmen 1200112004 a7 105 1 Setaszide Percent  Move In Greg Lee
1200112004 a7 105 1 Setaszide Unit Count Move In Greg Lee

Text Captions

Select the Main Menu option to access the reporting menu

To print the list of errors shown on the Compliance Error Log page, you must access the reporting
menu, and choose the Compliance Error Report option.
Notes
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Slide 29 - Slide 29

= Property Detail
= Repoﬁlﬁight B

MITAS

Select the Reports menu option
Main Menu

System Help ¢l

Screen Help

Logoff

The Main Menu page is displayed

Text Captions
Select the Reports menu option

The Main Menu page is displayed
Notes
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Slide 30 - Slide 30

Menu
= Tenant Recertification Report
= Tenant Master Report
= Tenant Recertification

it e = Qualified| Programs

:::: :::: = Current Tenant Information

Logoff =|Compliaics Errors

= Trancs rtion Detail

Select the Compliance Errors
menu option ent Info

MITAS

The Reporting Menu page is displayed

Text Captions

The Reporting Menu page is displayed

Select the Compliance Errors menu option
Notes
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Slide 31 - Slide 31

Compliance Errors
VP HE1562

I AQ
]-\II T-A-S Choose the Options and Click the Submit Button
to Compile the Repor.

The Compliance Error Reportis a printed version of the
Screens Compliance Error Log (viewable on screen only). Itis a listing of the
Compliance Errors COmp'lance 2frors.

Property:
L=

- l!!! light: Biox

HF(W (RARIDID Y S )

Selectthe Property text box, and input| ™| yppopmmey
the appropriate Froperty Number for
wihich youwould like to print a
Compliance Error Report

Submit

Main Menu
System Help
Screen Help
Logoff

Text Captions
The Compliance Error Report selection criteria page is displayed

The Compliance Error Report is a printed version of the Compliance Error Log (viewable on screen
only). Itis a listing of the compliance errors.

Select the Property text box, and input the appropriate Property Number for which you would like to
print a Compliance Error Report
Notes
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Slide 32 - Slide 32

Compliance Errors
VP HE1562

I AQ
]-\II T-A-S Choose the Options and Click the Submit Button
to Compile the Repor.

Screens
Compliance Errors

Options Property: ||
ESE Beginning Date: |Hig|:Jjght B |(MMJDDNVVV)

el Eraclivu [hate: CMRLDD )
Submit Select the Beginning Date text box,
and input the beginning date of the
date range for which you would like to
print the report

Main Menu
System Help
Screen Help
Logoff

Text Captions

Select the Beginning Date text box, and input the beginning date of the date range for which you would
like to print the report
Notes
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Slide 33 - Slide 33

Compliance Errors
VP HE1562

I AQ
]-\II T-A-S Choose the Options and Click the Submit Button
to Compile the Repor.

Screens
Compliance Errors

Options Property: | 78070

Beginning Date: | (MDD ™)

Endling Date: |Higight Box |(MMIDDA YY)

Submit

Select the Ending Date text box,
and input the ending date of the
Main Menu date range for which you would like

System Help to print the report

Screen Help
Logoff

Text Captions

Select the Ending Date text box, and input the ending date of the date range for which you would like
to print the report
Notes
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Slide 34 - Slide 34

O/F HS1662

MITAS

Screens
Compliance Errors

Options

Zlick the Submit button

LELEHL {0 compile the report
System Heip

Screen Help
Logoff

Compliance Errors

Choose the Options and Click the Submit Button
to Compile the Repor.

Property: |75070

Beginning Date: (MDD ™)

F-wlinu-lhle:E (MR )

Text Captions

Click the Submit button to compile the report

Notes
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Slide 35 - Slide 35

Compliance Errors

2} http:/fwww.mitas.com/mshdafwb002.cbx - Microsoft Internet Explorer
File Edit Miew Fawvorites Tools  Help
. ge= |

\J \‘_/l |ﬂ @ _;j ; ) Search kg"‘.\_{ Favorites @ [‘;::{v =

- EX
e

¥

] _J i 353 Links

Address |@ ikt i, mikas, comfmshidafwb 002, che

v|Gu

The Report Browser window opens

Unknown Zone

Text Captions

The Report Browser window opens

Notes
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Slide 36 - Slide 36

e - E-%EB-7

ASEc-#gEOEE|N 4> b|€« |6 - MOOE DMK

-z~ & E AR D

[ Signatures \f Comtments \f Thumbnailz \f Bookmarks

afP HS1562 Print Compliancs Error Repork Fun: 4772772005 08:45
O/01/2004 TO 033002004

Euilding Mo Lnit Mo Effective Date Seq  Error Code Transaction Type Tenant Hame CnverrideF
15070 MASON RIDGE

11 Tax Cradit

A0 2004 radit

35 apz a3 /15,2004 1 1 S=taside P=rcent 4 Mowe I'm Lisa Jomes
35 anz a2,/15/2004 1 Z Setaside Unit Count 4 Mowe In Lisa Jones

The Compliance Error Report is automatically displayed in PDF
format. You can print the report as you would any PDF document by
clicking the Print button on your Internst browser.

Text Captions

The Compliance Error Report is automatically displayed in PDF format. You can print the report as
you would any PDF document by clicking the Print button on your Internet browser.

Notes
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Slide 37 - Slide 37

bls:  Help

[5 I
http: v, mitas . comfmshda/Reports MITASDE455298 POF

Zlick the Close button
when you have finished

indows Marketplace | | Windows Media [ | Windows

rewiewing the
Compliance Error
4 4 b b€ | Bh2ee - @ OO0EE| - MW pREpDI’t
B LB E D

Pr Repork

[» |

Fun: J7/27/2005 08: By: HLTRS Page:

45 N
Date: 07/27/200
03/01/2004 TO 03/20/2004

Effective Date Seq Transaction Type

Error Code

Tenant Mame

CverrideFlag  Overridefdemao

a2/ 15,2004

1 1 Setaside
Q37152004

Percent

4 Mowe In
1 2 Setaside Unit Count

Lisa Jones
4 Move In

Ho
Lisa Jones

Ho

Text Captions

Click the Close button when you have finished reviewing the Compliance Error Report
Notes
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Slide 38 - Slide 38

bls  Help

http: v, mitas, comfmshda/wb00Z, chx V| @ G HQ, |

indows Marketplace u Windows Media |_| Windows

3

ance Errors
i Run: OT/27/2005(08:45)

Choose the Options and Click the Submit Buttan
to Compile the Report.

The Compliance Error Report
selection criteria page is displayed

Property: (75070

Beginning Date: MDD YY)

Ending Date: (MWD Y )

Text Captions

The Compliance Error Report selection criteria page is displayed
Notes
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Slide 39 - Slide 39

Compliance Errors
VP HE1562

A i i
]-\'II T—'&S Choose the Options and Click the Submit Button
A to Cormpile the Report.

Screens

Compliance Errors

Beginning Date: (MMJDDNVVVJ

Endling Date: (MDD Y

iZlick the Back button to return to the
Reporting Menu to access the

Transaction Detail Report
System HE

Screen Help
Logoff

Text Captions

Click the Back button to return to the Reporting Menu to access the Transaction Detail Report
Notes
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Slide 41 - Slide 41

Menu

= Tenant Recertification Report
= Tenant Master Report

= Tenant Recertification

= Qualified Programs

MITAS

Main Menu
System Help
Screen Help
Logoft

The Reporting Menu appears

= Jdangaction Detail v e

t Rent Info

Click the Transaction Detail option

Text Captions

The Reporting Menu appears

Click the Transaction Detail option
Notes
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Slide 43 - Slide 43

Transaction Detail
OfF HE 1555

I AQ
]-\II T-A-S Choose a Options and Click the Submit Button
to Compile the Repor.

The Transaction Detail Report lists, in detail, the reason(s) why the
systern did not gualify the tenant{s) . This reports all tenants who the
Pz : property manager marked low income, but were not qualified by the
e system. To identify the companents for which the tenant(s )does not
qualify, look for a warning code of F for Fail. A Iegen als
included on the Iast page of the report

Select the F‘ropertytext box and mput the
appropriate property number forwhich to
print the Transaction Detail Report

Submit

Main Menu
System Help
Screen Help
Logoff

Text Captions
The Transaction Detail Report selection criteria page is displayed

The Transaction Detail Report lists, in detail, the reason(s) why the system did not qualify the
tenant(s) . This reports all tenants who the property manager marked low income, but were not
qualified by the system. To identify the components for which the tenant(s) does not qualify, look for a
warning code of F for Fail. A legend is also included on the last page of the report.

Select the Property text box, and input the appropriate property number for which to print the
Transaction Detail Report
Notes

Page 38 of 47



MITAS Online Learning Module Compliance Check Processing

Slide 44 - Slide 44

Transaction Detail
OfF HE 1555

I AQ
]-\II T-A-S Choose a Options and Click the Submit Button
to Compile the Repor.

Screens
Transaction Detail

Options Property:
Feset Print Hon-Qualified tenants only:
Back , /L

Submit Select the Print Non-Qualified Tenants Only
check box to print a listing of only the tenants that
wera not gualified by the system. Ifthis check box
is not selected, all tenant data that has been
submitted for the current tenant will print, including
the tenant data that the system qualified.

Main Menu
System Help
Screen Help
Logoff

Text Captions

Select the Print Non-Qualified Tenants Only check box to print a listing of only the tenants that were
not qualified by the system. If this check box is not selected, all tenant data that has been submitted for
the current tenant will print, including the tenant data that the system qualified.

Notes
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Transaction Detail
OfF HE 1555

I AQ
]-\II T-A-S Choose a Options and Click the Submit Button
to Compile the Repor.

Screens

Transaction Detail

Property: |75070

Zlick the Submit button

LELEHL {0 compile the report
System Heip

Screen Help
Logoff

Text Captions

Click the Submit button to compile the report
Notes
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Transaction Detail

2} http:/fwww.mitas.com/mshdafwb002.cbx - Microsoft Internet Explorer E|[E|
.",'

¥

File Edit Miew Fawvorites Tools  Help

\J \‘_/l |ﬂ @ _;j ;\J Search “E:‘\? Faviorites @ [‘:€<T .:;,, _J ﬁ ﬁ Liriks

Address |@ ikt i, mikas, comfmshidafwb 002, che v| -

The Report Browser window opens

Unknown Zone

Text Captions

The Report Browser window opens
Notes
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File  Edit Tools

Q- © ¥ @

View  Favorites

Transaction Detail

Help

_:\l /.._\J Search “Si\ ~ Favorites 'E‘B

Address |§| hikbpe i mikas, comfmshda/Reports MITASO9330629, PDF

I & - T~ B

A& BB« é§B0LE
B-7--B& 0 EF D

4 4 b Pl|| €@ & || Dlssn

- Click the Close butto
Fae o1 L whenyou have finishe
reviewing the
Transaction Dgtail
-® 3 Repoy

MITAS

Currant Tanant Infarmatinn

L]~

" Nater (712712005

The Transaction De

Utomatically dlsplayed in FDF

Fropsctys

pELiing:
Bnits

Tnit Typs:

format. You can print the report as you would any PDF document by
clicking the Print button on your Internet browser,

Fusber O Redrocms:

Bffactive Dats: OT/15:2
asquance: L
cartification Type: Rove In
Froceassds
Mave-In Datss  07/1E
Mowe-lret Date:
Weat Recertificetions  a7/16/2
Pnit Pwacriptions Low Incoms

Busbar of Family Wezhara:

Live Ta kidr W

Tacame;
{var Incoms Tepant:

fontract Rent
Erility Allossace: 4
Groan Rant: 4
Total Tenmat Fayment:
Tenant Reot:
Ramimtance Faymsot:

[ Signa‘tu{ Commer[ Thumbne[ Bookmarks

Targak: lUnknoun Terp Abm HE: N Mapistance Typs: Hon
FAMILY MEMHESS THFORMATION
S Ags studsnt  Rslutionshi
-
k] 14 4| 10fs M 11x85n O =5 M

?Ej Done 8 Internet

Text Captions

The Transaction Detail Report is automatically displayed in PDF format. You can print the report as
you would any PDF document by clicking the Print button on your Internet browser.

Click the Close button when you have finished reviewing the Transaction Detail Report
Notes
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Transaction Detail
OfF HE1555

BII TA-S Choose a Options and Click the Submit Button l}’
to Compile the Repor.

The Transaction Detail Report selection criteria page is

Screens displayed
Transaction Detail

Options Property: |76070

Print Hon-Qualified tenants only:

Submit

Main Menu
System Help
Screen Help
Logoff

Text Captions

The Transaction Detail Report selection criteria page is displayed
Notes
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Transaction Detail
OfF HE 1555

I AQ
]-\II T-A-S Choose a Options and Click the Submit Button
to Compile the Repor.

Screens
Transaction Detail

Property: |75070

Print Hon-Gualified tenants only:

Click the Back button to return to the
Reporting Menu

Main Menu
System Help
Screen Help
Logoff

Text Captions

Click the Back button to return to the Reporting Menu
Notes
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Menu

= Tenant Recertification Report
= Tenant Master Report
= Tenant Recertification
: = Qualified Programs
:;1:?;,, = Current Tenant Information

Screen Help = Com p|iﬂl‘ICE Errors
LEW’H

MITAS

o hara von can trint gnother report, access the Main Menu to

Click the Logoff button to log off the system P9 0ff the system if you are completed with
YO worlk

Text Captions

The Reporting Menu appears

From here, you can print another report, access the Main Menu to perform other tasks, or log off the
system if you are completed with your work

Click the Logoff button to log off the system
Notes
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Login Screen

End of simulation

Text Captions
The Logoff page appears

End of simulation
Notes
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Slide 53 - End
Congratulations!
You have completed Compliance Check Processing
using the MITAS Internet Property Management site
Text Captions

Congratulations!
You have completed Compliance Check Processing using the MITAS Internet Property Management site
Notes
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