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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. 
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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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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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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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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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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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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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Click the Retrieve button 
Notes 
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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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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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The Property Information page appears after the tenant transactions have been processed 
 

End of simulation 
Notes 
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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 
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Scenario 
 
Vicky, a property manager calls you... 
 
"Hi Becky, I'm trying to view the the tenant compliance check errors using the MITAS Internet Property 
Management site.  How do I do this?" 
 
Let's find out how we can help Vicky. 
 
Notes 
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How to View and Print Compliance Errors 
 
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 
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 
 
 
 
 
 
 
 



MITAS Online Learning Module Compliance Check Processing

 

Page 16 of 47 

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

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

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

Notes 
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Select the Error Log option to view the tenant compliance error log 
Notes 
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The Compliance Error Log page is displayed 
Notes 
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Select the Program combo box 
Notes 
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Select the appropriate Program item 
Notes 
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Select the Starting Date text box, and input the appropriate starting date 
Notes 
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Select the Refresh option 
Notes 
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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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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 
 
 
 
 
 
 
 



MITAS Online Learning Module Compliance Check Processing

 

Page 26 of 47 

Slide 29 - Slide 29 

 
Text Captions 
 

Select the Reports menu option 
 

The Main Menu page is displayed 
Notes 
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The Reporting Menu page is displayed 
 

Select the Compliance Errors menu option 
Notes 
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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).  It is 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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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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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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Click the Submit button to compile the report 
Notes 
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The Report Browser window opens 
Notes 
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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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Click the Close button when you have finished reviewing the Compliance Error Report 
Notes 
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The Compliance Error Report selection criteria page is displayed 
Notes 
 
 
 
 
 
 
 



MITAS Online Learning Module Compliance Check Processing

 

Page 36 of 47 

Slide 39 - Slide 39 

 
Text Captions 
 

Click the Back button to return to the Reporting Menu to access the Transaction Detail Report 
Notes 
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The Reporting Menu appears 
 

Click the Transaction Detail option 
Notes 
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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 
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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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Click the Submit button to compile the report 
Notes 
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The Report Browser window opens 
Notes 
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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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The Transaction Detail Report selection criteria page is displayed 
Notes 
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Click the Back button to return to the Reporting Menu 
Notes 
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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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The Logoff page appears 
 

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

Notes 
 
 
 
 
 
 
 
 


