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Slide 2 - Objectives

Objectives

In this section, you will learn how to create a
correction transaction using the MITAS Internet
Froperty Management site. An interactive
simulation will show you how to complete this
task.

Text Captions

Section One

Objectives
In this section, you will learn how to create a correction transaction using the MITAS Internet Property
Management site. An interactive simulation will show you how to complete this task.

Notes
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Slide 3 - Scenario

Scenario . . .
Creating a Correction Transaction

Doug, a property manager calls you..

"Hi Becky, | need fo make & carrection
o & fransaction In Mason Ridge on fhe
MITAS Infernet Properfy Managermernit
sie for the first fime. How do f do fhis?"

Let's find out howi we can help Doug.

Doug at his desk

Text Captions

Scenario
Doug, a property manager calls you...

"Hi Becky, | need to make a correction to a transaction in Mason Ridge on the MITAS Internet Property
Management site for the first time. How do I do this?"

Let's find out how we can help Doug.

Notes
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Slide 4 - Definition

A Correction transaction can be used to make a change or correction to an existing transaction that has already been
processed,

When a correction transaction is made, the ariginal transaction data is not deleted, the transaction status is changed to
"Corrected.” A copy of the original transaction data is made, and available for you to madify with necessary carrections.
This new recard has a status of "Mot-processed” if data was changed that requires the system to perfarm the compliance
testing, or the new record has a status of "Processed” if data was changed that does not require the system to perform
the compliance testing. The new recaord contains the same Effective Date as the original transaction. If you are changing
data that requires a compliance check, when compliance testing is performed, the new data record is used.

A change in one of the following data items requires the compliance testing to be run: Income, Gross Rent, Student
Status, Household Size, Mumber of Children, Homeless Status, Special Needs Status, Birth Date, and Social Security
Murmber.

For processed transactions only personal infarmation can be changed, a correction transaction cannot be used to correct
an Effective Date or a Transaction Type (such as Move-In, Maove-Out, Recertification, etc.). To carrect the Effective
Date or Transaction Type, you must contact the agency.

Note: For transactions that have not been processed, you can change tenant data as needed without creating a
caorrection transaction. However, if you have an incorrect Effective Date or Transaction Type, you will have to delete the
transaction record and insert a new record with the correct Effective Date or Transaction Type.

Text Captions

When to Use a Correction Transaction

A Correction transaction can be used to make a change or correction to an existing transaction that has already been
processed.

When a correction transaction is made, the original transaction data is not deleted, the transaction status is changed to
"Corrected." A copy of the original transaction data is made, and available for you to modify with necessary corrections.
This new record has a status of "Not-processed" if data was changed that requires the system to perform the compliance
testing, or the new record has a status of "Processed" if data was changed that does not require the system to perform the
compliance testing. The new record contains the same Effective Date as the original transaction. If you are changing data
that requires a compliance check, when compliance testing is performed, the new data record is used.

A change in one of the following data items requires the compliance testing to be run: Income, Gross Rent, Student Status,
Household Size, Number of Children, Homeless Status, Special Needs Status, Birth Date, and Social Security Number.

For processed transactions only personal information can be changed, a correction transaction cannot be used to correct an
Effective Date or a Transaction Type (such as Move-In, Move-Out, Recertification, etc.). To correct the Effective Date or
Transaction Type, you must contact the agency.

Note: For transactions that have not been processed, you can change tenant data as needed without creating a correction
transaction. However, if you have an incorrect Effective Date or Transaction Type, you will have to delete the transaction
record and insert a new record with the correct Effective Date or Transaction Type.
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Notes
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Slide 5 - Concept

It is easy to create a correction transaction using the MITAS Internet
Froperty Management site. In order to do this, you must first login as
either 2 Property Manager or Property Manager - Compliance.

Then you retrieve the property from the Property Infermation
screen. Choose the Transaction option.

n the Transaction screen, choose the corresponding Building
and Unit, and then click on the correponding transaction that you
wiould like to correct.

O the Tenant Infermation =creen, choose the Correction option.
Input data corrections, and choose Update.

Text Captions

How to Create a Correction Transaction

It is easy to create a correction transaction using the MITAS Internet Property Management site. In order to do
this, you must first login as either a Property Manager or Property Manager - Compliance.

Then you retrieve the property from the Property Information screen. Choose the Transaction option.

On the Transaction screen, choose the corresponding Building and Unit, and then click on the correponding
transaction that you would like to correct.

On the Tenant Information screen, choose the Correction option. Input data corrections, and choose Update.
Notes
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Slide 6 - Simulation

Creating a Correction Transaction
The following simulation takes you through the
steps needed to create a carrection
transaction using the MITAS Internet Property
Management site. You will be shown the
appropriate steps to folloe.

Text Captions

Simulation

Creating a Correction Transaction
The following simulation takes you through the steps needed to create a correction transaction 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
Address | @] pbout:plank Highlight o
AN
Select the Address text box.
Type inthe web site address
of the MITAS Internet Property
Management site.
Text Captions

Select the Address text box. Type in the web site address of the MITAS Internet Property
Management site.
Notes
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Slide 8 - Slide 8
Address | g M—D{}—"h

Fress Enter key
Text Captions

Press Enter key
Notes
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Slide 10 - Slide 10
Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS
Internet Property Management Site

MITAS

The MITAS Internet Property Management Login page
appears Please log in:

Qriginaror: -
Sl Selectthe Web Profile

Eranch: - combo box

Text Captions

The MITAS Internet Property Management Login page appears

Select the Web Profile combo box
Notes
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Slide 11 - Slide 11
Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS
Internet Property Management Site

MITAS

Depending on the way your agency is set up, Please log in:

there are two valid Property Manager items that
yol could choose: Property Manager or Web Profile:
Property Manager - Compliance. A Lender

Property Manager can view and input data for B | ender - Inguiry Only

both compliance and financials. A Property 1 :gizz:ln Line O
Manager - Compliance can view and input I - . A
data for only compliance. Your agency may = R - 1

hawe established both types of property el Govemment Agency

manager items or only one option may be valid. Feal Estate Agent

= il bortgagor
Senrvicer
Serdcer - Inguiry Onl
Froperty harabiiaht B
Administratar My

Select the appropriate Property [ On

Manager item (Froperty Manager or Financials
FProperty Manager - Compliance) | compliance

Login

Text Captions

Select the appropriate Property Manager item (Property Manager or Property Manager - Compliance)

Depending on the way your agency is set up, there are two valid Property Manager items that you could
choose: Property Manager or Property Manager - Compliance. A Property Manager can view and
input data for both compliance and financials. A Property Manager - Compliance can view and input
data for only compliance. Your agency may have established both types of property manager items or
only one option may be valid.
Notes
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Slide 12 - Slide 12
Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS

MITAS =
ML THe Property Manager Number (SULESIEE
I5 the company oF agency
number. You cannot view or input .
data for more than one comparty Please log in:
or agency at atime.

Selectthe Property
Password: Manager Number
Pa: teadt box, and input

the appropriate

[ Login number

Text Captions

Select the Property Manager Number text box, and input the appropriate number

The Property Manager Number is the company or agency number. You cannot view or input data for
more than one company or agency at a time.
Notes
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Slide 13 - Slide 13
Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS
Internet Property Management Site

MITAS

Please log in:

il Froperty Manager

Highlight Box

selectthe
Username text box,
and input your
username (do not use
an administrator
USermnames)

Text Captions

Select the Username text box, and input your username (do not use an administrator username)
Notes
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Slide 14 - Slide 14
Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS
Internet Property Management Site

MITAS

Please log in:
Property Manager Mumber:
Lsernarme: |_
Fassword: Highlight B

Pas i i5 Case it

Select the
[ Logn [ Password text box,
and input your
password

Text Captions

Select the Password text box, and input your password
Notes
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Slide 15 - Slide 15
Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS

MITAS Internet Property Management Site

Please log in:
oW IS Froperty banager v
Froperty Manager Mumkber:

i

Zlick the Login button

Text Captions

Click the Login button

Notes
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Slide 17 - Slide 17

Menu
- Pro perty |@0 rm ati oot Box
™\
= Reports Select the Property Information menu item
The Main Menu page appears
Text Captions
The Main Menu page appears
Select the Property Information menu item

Notes
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Slide 19 - Slide 19

Property Information
OVF HEWH23 Foun: 00202005

‘ 1 Highlight Box_ | Fetriewve
,

Select the Retrieve
Property text box,
and input the umber: Ext:

000 0000
Froperty Mumber  Baon 0o

-ax Number:
1007 0o0-0000

For security reasons, you
must know the property Mame:
number for which you are
trying to create a transaction

The Property Information page appears

Fizcal ¥ear End: 00400

Project Stage Date

Text Captions

The Property Information page appears

For security reasons, you must know the property number for which you are trying to create a
transaction

Select the Retrieve Property text box, and input the Property Number
Notes
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Slide 20 - Slide 20

Property Information
OVF HEWH23

PIH'}E"_V: 499999999999 C“Ck the Retrieve button

(0007 000-0000 0aon
(0007 000-0000 0aon

Fax Numher:
(0007 000-0000

Fizcal ¥ear End: 00400

Project Stage Date

Propenty Address: ne Number: Ext

Fun: 022852005

Text Captions

Click the Retrieve button

Notes
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Slide 22 - Slide 22

Property Information
/P HEWMZ2E Fun: 02:22,2005]
Financials Financials Upload Tr !
TaghEls
Transactiongb=t==s——rr-= S 2" By vac foheck
Click the Transactions button to
LA HIE03 create a Correction transaction R
Werify the property address information is correct. f the
information is not correct, contact your agency.
F'Iﬂp&li_'.,': }'50}']‘& Rlmus RAAC MK DN C
Property Addres . *hone Number:  Ext:
Mason RDGE Livine 1112 Property Information page appears 57z ser-sans 0000
1500 CEMTRAL 100) 000-0000 0000
MCKIMMEY, TR 75070 Fax Number:
{000 000-0000
Fizcal %ear End: 0000
Project Stage Date
Text Captions

The Property Information page appears

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

Click the Transactions button to create a Correction transaction
Notes
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Slide 24 - Slide 24

Move-In/Move-Out
O/P HSW94

0201 22002
0301 72003
OGMSr2005
07 MSr2005

Property: 75070

Insert Transaction

Effective Date

Presyii

Select the Building

combo box
TSI wis
Certification Type Tenant Name SSN
howve In Lari Cooke 369374103
Recertification Lari Coake 369574103
hdres Cut Loki Conke SE9EFT4105
4332

The Transaction detail page appears

it Page

Name: MASON RIDGE

Status

Processzed
Proceszed
Proceszed
Processzed

Run: 105182005

Text Captions

Notes

Select the Building combo box

The Transaction detail page appears
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Slide 25 - Slide 25

Move-In/Move-Cut
O/F HEWMad Fun: 10/12/2005(]
Property: 75070 Name: MASON RIDGE
Insert Transaction Selact the E
appropriate
Effective Date Certification Type building number Status
0501 r2002 hlowve In item Processzed
05001 £2003 Recertification 3 Processzed
OEM 52005 hoeee Ot Lari Cooke 36937403 Processed
07 M S/2005 Mowve In Jack Thompson 994433221 Processzed
FPresvious Page Mext Page
Text Captions
Select the appropriate building number item
Notes
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Slide 26 - Slide 26

Move-In/Move-Out

VR HEWMad
Property: 75070

Insert Transaction

Effective Date Certification Type

0501 r2002 hlowve In

05001 £2003 Recertification
OEM Si2005 Wloe Ot

07 M S/2005 Mowve In

FPresvious Page

Run: 10/ 8/2005(0]
Name: MASON RIDGE
El v

100

Select the Unit combo

b
Tenant Name SSN Status
Lari Cooke 369574103 Processzed
Lari Cooke 369574103 Processzed
Lari Cooke 36937403 Processed
Jack Thompson 994433221 Processzed
Mext Page

Text Captions

Select the Unit combo box

Notes
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Slide 27 - Slide 27

Move-In/Move-Out
O/P HSWH94
Property: 75070

Insert Transaction

Effective Date Certification Type

03001 £2002 howve In

0501 £2003 Recertification
0EM 52005 Wloye Out

07 M 52005 Move In

Frevious Page

Run: 10/ 8/2005(]
Name:| MASON RIDGE

Clevbiiom oy

Selectthe
appropriate unit

) Status
number item Proceszed
Lari Coake 369574103 Proceszed
Lari Coake 369574103 Proceszed
Jack Thompson 994433221 Processzed
Hext Page

Text Captions

Select the appropriate unit number item

Notes
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Slide 28 - Slide 28

Move-In/Move-Out
/P HEWM9S Fun: 10190200510
Property: 75070 Name: MASON RIDGE
37+
100 88
Insert Transaction ﬁ;ﬁ’rﬁﬁﬁ“ﬁﬁx
Effective Date ] . ] Status
08012002 iClick the Retrieve button to obtainthe  hos  |Processed
SRS transaction data for this building and unit 103 Processed
0EM 22005 103 Proceszed
07 M S/2005 Mowve In Jack Thompson 994433221 Processzed
FPresvious Page Mext Page
Text Captions
Click the Retrieve button to obtain the transaction data for this building and unit
Notes
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Slide 30 - Slide 30

Move-In/Move-Cut
/P HEWM9S Fun: 10190200510
Property: 75070 Name: MASON RIDGE
37+
100 »
Insert Transaction triewe
Effective Date SN Status
0501 2002 The Transaction page alfpears 39574105 Processed
05001 £2003 39574103 Processzed
OEM 52005 ASOETH03 Processed
07 M 5/2005 hove In Highlight BiREF Tmpsun 894433221 [Processed |
o]
Previous Page Select the _appmprlate tgnant
link: for which you would like to
make a data correction
Text Captions
The Transaction page appears
Select the appropriate tenant link for which you would like to make a data correction
Notes
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Slide 31 - Slide 31

Move-In/Move-Out
OVF HSWH194 Fun: 1001220050
Property: 75070 Name: MASON RIDGE
a7
100 »
Insert Transaction Retrieve
Effective Date Certification Type Tenant Name SSN Status
0501 72002 Move In Lori Cooke 3E9ETH05 Procezzed
0301 72003 Recerification Lori Cooke 36987403 Procezzed
OEM 572005 Moree Ot Lori Cooke 387403 Proceszzed
07 M 552005 Move In Jack ThT%Esun 09443321 Proceszed
Mext Page

FPresvious Page

Text Captions
Notes
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Slide 32 - Slide 32

Move-In/Move-Cut
Q/F HEWM94 Fun: 10190200510
Property: | 75070 Name: |MASON RIDGE
Family Members QBE@&%QJM]
Zlick the Correction button to malk
a correction to this tenant's record
The Transaction Tenant Information =
Incormr page appears (as read onky)
RECE. Hispanic or Lating
Date of Birth: (MMDDAYYY)
Mo Family Members: Mumber of Children:
Student: - Mo Yes  Yes & Qualify
Handicapped: Live In Aid:
Temp AES HH: Homeless:
Special Needs:
Move in Date: (MMIDDAYYYY)
Text Captions
The Transaction Tenant Information page appears (as read only)
Click the Correction button to make a correction to this tenant's record
Notes
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Slide 34 - Slide 34

Move-In/Move-Out
O/F HSW194

]

=]
=

Name: |MASON RIDGE

=]
]

Property:

Farmily Members Fre-Ciualify

Celete

TEMAMT IMFORMATION

The Tenant Information page appears
{allowing data modifications)

Income: | 35000 O] Ower INcome
Income Source: | PE Pensions v
Race: | Black/Aftican American ~ | [JHispanic or Latino
Date of Birth: 024131960 | (MMIDDAYYYY)
Mo Family Members: |1 MNurmber of Children: |0
Student @ Mo OYes OYes & Qualify
Handicapped: O Live In Aid: O
Temp ABS HH: [ Homeless: [
Special Needs: [J

Run: 101820050

Text Captions

The Tenant Information page appears (allowing data modifications)
Notes
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Slide 35 - Slide 35
Move-In/Move -Cut

/P HEWM9S Fun: 10M952005(0
Property: | 75070 Name: |MASON RIDGE
Farmily Members Update Pre-ciualify
Delete

TEMAMT IMFORMATION

Werify the tenant information making any necessary

corrections to the tenant data.
St NEECE R AUy

Income: O] Cwer INcome
Income Source: | PE Pensions v
Race: | Black/African American v | [Hispanic or Latino
Date of Birth: |02/13/1960 (WMWDDNYYYY)
Mo Family Members: |1 MNumber of Children: |0
Student @ Mo OYes OYes & Qualify
Handicapped: O Live In Aid: [J
Temp ABS HH: [ Homeless: [
1

Special Needs:

Text Captions

Verify the tenant information making any necessary corrections to the tenant data.
Notes
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Slide 36 - Slide 36

Move-In/Move-Out
O/F HSW194 Run: 10/19/2005(]

Property: | 75070 Name: |MASON RIDGE
Farmily Members FHF'IEQEEDX ‘{b Fre-Ciualify
Delete

Click the Update button once you hawe
corrected the tenant information

In thi cted. Because income
affects tenant eligibility, a compliance test will need to be run including
this record.

INCome: | 3 O] Ower INcome
Income Source: | PE Pensions v
Race: | Black/Aftican American ~ | [JHispanic or Latino
Date of Birth: 0241341960 (MDD
Mo Family Members: |1 MNurmber of Children: |0
Student @ Mo OYes OYes & Qualify
Handicapped: O Live In Aid: O
Temp ABS HH: [ Homeless: [

Special Needs: [J

Text Captions
In this simulation, the tenant income was corrected. Because income affects tenant eligibility, a
compliance test will need to be run including this record.

Click the Update button once you have corrected the tenant information
Notes
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Slide 38 - Slide 38

Move-In/Move-Cut
/P HEWM9S Fun: 10190200510
Property: | 75070 Name: |MASON RIDGE
Farmily Members Update k Fre-Ciualify
Delete
TEMAMT IMFORRMATION
The Tenant Information page appears
[nCome: | 34.500 ] Over Income
Income Source: | PE Pensions v
Race: | Black/Aftican American ~ | [JHispanic or Latino
Date of Birth: 024131960 | (MMIDDAYYYY)
Mo Family Members: |1 MNurmber of Children: |0
Student @ Mo OYes OYes & Qualify
Handicapped: O Live In Aid: O
Temp ABS HH: [ Homeless: [
Special Needs: [J
Text Captions
The Tenant Information page appears
Notes
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Slide 39 - Slide 39

Mowve-In/Move-Out

OVF HEW194
. Property: | 75070 Name: |MASON RI
].\'IIT..‘-\S Building: 37
Unit: 104
Effective Date: 0T 152005
Certification Type: Move In
BRI amily Members | Update | Fre-Clualify
Mowe-InMowve-Out =y
Delete | |
Options
TEMAMT INFORMATION
Subrmit MName: |JackTthpsun ‘
Click the Back button once you have completed SSN: (384433221
Main Menu the necessary corrections and updated the ome; |34,5|JD | [0ver Income

record (by clicking Update). The system will

] Hel ; Urce | PE Pensions w

yatem Fle’p return you to the Transaction detail page. | : ; | . .
Screen Help ace: | Black/African American V‘ CIHispanic
Ll Date of Birth [02/13/1360 | (MMDDAYYY)

MNo Family Members: MNurnber of Children:E
Student @ Mo OYes OYes & Qualify
Handicapped: [ Live In Ald: [
Temp ABS HH [T Homeless: [
Special Needs: [J

Text Captions

Click the Back button once you have completed the necessary corrections and updated the record (by
clicking Update). The system will return you to the Transaction detail page.
Notes
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Slide 41 - Slide 41

Mowve-In/Move-Out

O/F HEW194
Property: 75070 Name: MASON RIDG
Building: |37 |»
Unit: | 100

Insert Transaction | Retrieve
Effective Date Certification Type Tenant Name SSN Status
0501 /2002 howe In Lori Cooke JEET4103  |Process
; 0501 £2003 Recertification Loari Cooke 3695374103 Process
ALk k e s e Lori Cooke I6O574103 | Process
SUbrmit ] Jack Thompson 994433221 Corrects
SHEEH The Transaction detail page appears Jack Thompson 994433221 | bot-Prog

Fresious Page | mext Page

Main Menu
System Help
Screen Help
Logoff

Text Captions

The Transaction detail page appears
Notes
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Slide 42 - Slide 42

Mowve-In/Move -Cut
OfF HEw94

Property: 75070

Fun: 10/19/2005

Name: MASON RIDGE

37w
100
Insert Transaction Fetrieve
Effective Date Certification Type Tenant Name SSN Status
03,01 r2002 hiove In Lori Cooke 369374103 Processed
0301 12003 Recertification Lari Cooke 369374103 Processed
AEM SO0 hdreas Cud L o Canlka 2EQSTAI0 Doy il
OFM S2005 fulrie 10 HighlighdBfitcrme=nn 99443501 Correrctend
OF A S200s flowve In HighlideERkRomp=on 98445552 Mat-Frocezzed
Hext Page

The system created a new record which includes the tenant
information that has been corrected. Because the information
that was corrected affects tenant eligibility, the record Status is

"Mot-Processed" indicating that the compliance testing must
be completed on this record.

FPrevious Page

Text Captions

The original transaction remains, but the Status has been changed to "Corrected."

The system created a new record which includes the tenant information that has been corrected.
Because the information that was corrected affects tenant eligibility, the record Status is "Not-
Processed" indicating that the compliance testing must be completed on this record.

Notes
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Slide 43 - Slide 43

Mowve-In/Move -Cut
OfF HEw94

Fun: 10/19/2005

Property: 75070 Name: MASCON RIDGE

37 |
100 »

Insert Transaction Retrieve
Effective Date Certification Type Tenant Name SSN Status
0301 f2002 Move In Lori Cooke 2628Y4103  Processed

| i sl 2CNoTAA 0T Mmoo qd

DSIH'M Canlnln il D macbifim ot -

o6, Mowy that this transaction is complete, you can either perform more d
OE8 tasks, or log off the system. 4
o7, azsed %
This simulation will now demaonstrate a correction where the tenant
eligibility data is not affected.

Text Captions

Now that this transaction is complete, you can either perform more tasks, or log off the system.

This simulation will now demonstrate a correction where the tenant eligibility data is not affected.

Notes
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Slide 44 - Slide 44

Move-In/Mowve-Cut
/P HSW0g Fun: 10M9/2005(
Property: 75070 Name: MASON RIDGE
elect the Building
. combo box
Insert Transaction
Effective Date Certification Type Tenant Nam SSN Status
0501 r2002 flove In Lori Cooke 3695374103 Processed
0501 12003 Recertification Lari Cooke Processed
OEM Sr2005 e Ot Lori Cooke 103 Processed
07 M Sr2005 e In Jack Thompson rrected
07 M s2005 hove In Jack Thompson 994433221 Mot-Proces
Previous Page Mext Page
Text Captions
Select the Building combo box
Notes
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Slide 45 - Slide 45

Move-In/Mowve-Cut
/P HSWi04 Fun: 10M9/2005(
Property: 75070 Name: MASON RIDGE
a7
Insert Transaction Selact the E
appropriate
Effective Date Cenrtification Type Tert building number | Status
03001 12002 e In Lari g item Processed
05012003 Recertification Lori 1 Processed
06 352005 hdome Ot Lori Cooke JEIETH03 Processzed
07 M5r2005 hiovve In Jack Thompson 994433221 Corrected
07 M Sr2005 e In Jack Thompson 994433221 Mot-Processed
Presious Page Hext Page
Text Captions
Select the appropriate building number item
Notes
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Slide 46 - Slide 46

Mowve-In/Move-Out

OVF HEW194
Property: 75070

Insert Transaction

Effective Date Certification Type

0501 r2002 flove In

0501 12003 Recertification
0EM 52005 Mowe Ot

07 M Sr2005 e In

07 M s2005 hove In

Previous Page

Run: 10/18/2005(
Name: MASON RIDGE
Ed >

100

Select the Unit combo

b

Tenant Name SSN Status

Lori Cooke 3695374103 Processed

Lari Cooke 3695374103 Processed

Lori Cooke 369374103 Processed
Jack Thompson 994433221 Corrected
Jack Thompson 994433221 Mot-Processed

Mext Page

Text Captions

Select the Unit combo box

Notes
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Slide 47 - Slide 47

Mowve-In/Move-Out
O/F HEWH94 Fun: 1092005
Property: 75070 Name: MASON RIDGE
Insert Transaction Retrieve
Effective Date Certification Type me SSHN Status
0501 s2002 hove In oceszed
0301 72003 Recertification Lori Seml‘?t the . ocessed
06M 52005 Mave Out Loicy appropriate unit  occooeq
07M 52005 Mo In Jack number item orrected
07 M a2005 Mowve In Jack ot-Processed
Previous Page Mext Page
Text Captions
Select the appropriate unit number item
Notes
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Slide 48 - Slide 48

Mowve-In/Move-Out
0O/P HSW494

0201 72002
030172003
06 S2005
07 FSr2005
0752005

Effective Date

Property: 75070

Insert Transaction

Name: MASON RIDGE
37 | ¥

e

Status

Click the Retrieve button to obtainthe |03 Procezsed
records for this building and unit

03 | Processed

Processed
hiovve In Jack Thompson 994433221 Corrected
e In Jack Thompson 994433221 Mot-Processed

Hext Page

Presious Page

Run: 10/19/2005(

Text Captions

Click the Retrieve button to obtain the records for this building and unit

Notes
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Move-In/Move-Out
P HSWH 9 Fun: 10/M9/2005(
Property: 75070 Name: MASON RIDGE
37 >
106 +
Insert Transaction
Effective Date The Transaction detail page appears SN Status
O TS LanaE] Processerd
090142005 Highlight Bio: '\4}_/"' 1509312 | Processed |
Previous Page Select the tenant transaction
link for which you would like to
modify data
Text Captions
The Transaction detail page appears
Select the tenant transaction link for which you would like to modify data
Notes
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Mowve-In/Move-Out

Q/F HSWH 99
5

Property: 75070

Insert Transaction

Certification Type

fvlove In
Initial Certification

Effective Date
020 02003
09401 52005

Frewious Page

Name: MASON RIDGE

37w
106
Retriewe
Tenant Name SSN Status
Zabrina Edwards 431509512 Processzed
Sabrina Edﬁrds 431509512 Processzed
Hext Page

Text Captions
Notes

Page 42 of 50




MITAS Online Learning Module Creating a Correction Transaction

Slide 52 - Slide 52

Mowve-In/Move-Out
OfF HSW194

Property: | 75070 Name: |MASON RIDGE

Farmily Members HiEFig

AT
Zlick the Correction button to

make a correction ta this
tenant's record

page appears

a
7

INncome Source:

Fun: 10/1972005(

Race: Hispanic or Lating
Date of Birth: (MDD
Mo Family Members: Mumber of Children:
Student: - Mo Yes o Yes & Qualify
Handicapped: Live In Aid:
Temp ABS HH: Homeless:
Special Needs:
Move in Date; (WMIDDAYYYY)
Text Captions = -
The Tenant Information page appears
Click the Correction button to make a correction to this tenant's record
Notes
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Move-In/Move-Out
P HSWH 9 Fun: 10/M9/2005(
Property: | 75070 Name: |MASON RIDGE
Family Members Update Fre-Cciualify
De
The Tenant Informatioh page appears
MName: | EElEEEy = Hihleht Eox:
SSM: 431509812
Income: | 32.000 Sele(_:t the
Income Source: | F Federal Wa appruprlate_data
_ ——text box for whichyou | _ _
Race: Asian_White | noad to correct data Hispanic or Latino
Date Of Blrth I:Ial'lll:l-lﬁll-la?l:l II_I'.'II'.'I.'I_.—'I_).'I LI I_,l
Mo Family Members: 1 Mumber of Children: 0
Student @ Mo OYes OYes & Qualify
Handicapped: O Live In Aid: O
Temp ABS HH: [T Homeless: [
Special Needs: [J
Text Captions
The Tenant Information page appears
Select the appropriate data text box for which you need to correct data
Notes
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Move-In/Move-Out
P HSWH 9 Fun: 10/M9/2005(
Property: | 75070 Name: |MASON RIDGE
Family Members %H%ux Fre-Cciualify
Delete
Click the Update button once you ha?el,ll
made the necessary corrections SR IIE
[TETTTE, TS anmmE Eaward
SSM: 431509812
Income: | 32,000 ] Owver Income
ncome Source: | F Federal Wage v
Race: Asian_White ¥ OHispanic or Latino
Date of Birth; 090141970 | (MMDDAYYYY)
Mo Family Members: 1 Mumber of Children: 0
Student @ Mo OYes OYes & Qualify
Handicapped: O Live In Aid: O

Temp ABS HH: [T Homeless: [

Special Needs: [J
Text Captions |

Click the Update button once you have made the necessary corrections

Notes
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Move-In/Move-Out
0/F HSW194

MITAS

Screens
Mowve-InMove-Out 1

Options

Property: | 75070 Name: |MASON R
Building: 37
Unit: 106
Effective Date: 09012005
Certification Type: Initial Certification

amityMembers Updiate  Pre-Qualiy

Delete | |

TEMAMT IMFORMATION

Zlick the Back button to
return to the

Main Menu Transaction detail
System Help Bage

Screen Help

Logoff

MNo Family Members:

Namej|5abrina Edhward |

SSM:|431509812

Income:| 32,000

\ O Over Income
Income Source:| F Federal Wage v
Race: | Asian_White v| OHispanic
Date of Birth: (MDD YY)
MNumber of Children: E

Student @ Mo OYes OYes & Qualify
Handicapped: O Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [J

1

Text Captions

Click the Back button to return to the Transaction detail page

Notes
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Mowve-In/Move-Out

OVF HEW194
Property: 75070 Name: MASON RIDGE

Fun: 10/1972005(

37 |+
106+
Insert Transaction Fetriewve
Effective Date Certification Type Tenant Name SSHN Status
O TS flwe In Sabring Foweard A5 a0951 2 Processerd
09,01 L2005 Initial Certification Hinhlight=Fte¢ina Edvweards 431509512 Corrected
0 ) {Ln 1 =T B =i d = d nghllghtwm'—r?m

Brevic The Transaction detail page appears =4t Page

The system created a new record which includes the tenant
information that has been corrected. Because the information
that was corrected does not require the compliance testing, the

Status is "Processed

Text Captions
The Transaction detail page appears

The original transaction remains, but the Status has been changed to "Corrected."

The system created a new record which includes the tenant information that has been corrected.
Because the information that was corrected does not require the compliance testing, the Status is
"Processed."

Notes
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OsF HEWM a4

MITAS

Screens
Mowve-InMowve-Out

ACH
Submit

Main Menu
System Help
Screen Help

Lngnf'.h

Click the Logoff button
to log off the system

Maove-In/Move-Out

Property: 75070
Building: |37 |+

37 8
Unit: | 106 |»

Name:| MASON RIDV{

Insert Transaction ‘ FEetriewve
Effective Date Certification Type Tenant Name SSN Sty
iring Eclwvards 431509312 Pro
Mow that this transaction is complete, you can e Edwards - a31snssz2 - cor
. . . irin@ Echweardd 431509512 Pro
gither access the Main Menu to input more
transactions, or log off the system
Mext Fage

Text Captions

Now that this transaction is complete, you can either access the Main Menu to input more transactions,

or log off the system

Click the Logoff button to log off the system

Notes
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You are now logged off the Internet PropertyProject Administration system.

Login Screen

End of simulation  |I'S

Text Captions

The Logoff page appears

End of simulation
Notes
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Congratulations!
You have completed Creating a Correction Transaction
Text Captions
Congratulations!
You have completed Creating a Correction Transaction
Notes
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