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Slide 2 - Objectives

Objectives

In this section, you will learn how to create a
move-in 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 move-in 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

Doug, a property manager calls you Creating a Move-in
' Transaction

"Hi Becky, | need fo create a move-in

for Mias Manor on the MITAS Infernet
Propery Management sife for fhe first
firne. How do | do fhis 2

Let's find out how we can help Doug.

Doug at his desk

Text Captions

Scenario
Doug, a property manager calls you...

"Hi Becky, | need to create a move-in for Mitas Manor 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 - Concept

How to Create a Move-in

It is easy to create a move-in
transaction using the MITAS

Internet Froperty Management site. - rmF,I:::.::S;m R
In order to da this, you must first . -
login as either a Property Feaieve Popertons ) BT
Manager or Property Manager - Franarte H064E Warga: 115 MAKCH

o Syalem Hul g Fropierty Sildres: Fhone Hasedeer: | Lxn
Compliance. Scrma Halp A B - o A o

Lagull [T ] = Humbimz
. [EnH R Fa [

Then wou retrieve the property from e L

the PropertylProject =creen. “ou
choose the Move-InfMove-Out
option, and then the carrespanding
Building and Unit. Mext, vou
determine an Effective Date, and
then input the Tenant and Family
Members information.

Pinjast g [

Property/Project screen

Text Captions

How to Create a Move-in

It is easy to create a move-in 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/Project screen. You choose the Move-In/Move-Out option,

and then the corresponding Building and Unit. Next, you determine an Effective Date, and then input the
Tenant and Family Members information.

Notes
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Slide 5 - Simulation

Creating a Move-In Transaction
The follmwing simulation takes you through
the steps needed to create a move-in
transaction using the MITAS Internet
Property Management site. You will be
shown the appropriate steps to folloe

Text Captions

Simulation

Creating a Move-In Transaction
The following simulation takes you through the steps needed to create a move-in transaction using the MITAS
Internet Property Management site. You will be shown the appropriate steps to follow.
Notes

Page 5 of 59



MITAS Online Learning Module Creating a Move-In Transaction

Slide 6 - Slide 6
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 7 - Slide 7
Address | g M—D{}—"h
Fress Enter key
Text Captions
Press Enter key
Notes
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Slide 9 - Slide 9
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: - combio box

Text Captions

The MITAS Internet Property Management Login page appears

Select the Web Profile combo box
Notes
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Slide 10 - Slide 10

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
you could choose: Property Manager or  [RiEERRE=lIE
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
have 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 (Property Manager or | g oncials
Froperty 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 11 - Slide 11
Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS

MITAS =
MIEL 11 Property Manager Number (SULESIE
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 12 - Slide 12
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
USErmnarms)

Text Captions

Select the Username text box, and input your username (do not use an administrator username)
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:
Property Manager Mumber:
Lsernarme: |_
Fassword: Highlight B

Pas i 5 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 14 - Slide 14
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 16 - Slide 16

Address @ hikbp: s, mikas , comymshda/wb002, chix

Menu

MITAS

Main Menu
System Help
Screen Help
Logoff

= Property/Project, Det@il: o

. I
RepDI’tS select the PropertylProject Detail menu item

The Main Menu pageiappears

Text Captions

Notes

The Main Menu page appears

Select the Property/Project Detail menu item
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Slide 18 - Slide 18
Address @ hikbp: s, mikas , comymshda/wb002, chix

Property/Project
Q/F HEw 22
TTTAS I
MITAS Financials | flove-inddove-out | Error Log
Transactions Upload | |
Screens Retrieve F'erer‘L‘y:| ‘ [ Fetrieve
Property/Project
; Invalid Property Murnber
Main Menu
System Help The PropertylProject Information Name:
Screen Help pade appears Phone Numb
Logoff . (0007 000-0000

(000 000-0000

Fax Numbher
(0000 0ao-00oo0

Fiscal ¥ear End: 00,00

Project Stage

Text Captions

The Property/Project Information page appears
Notes

Page 15 of 59



MITAS Online Learning Module Creating a Move-In Transaction

Slide 19 - Slide 19

Property/Project
VP HEWM 22 Fun: 02802520057
Financials hosE-ind pwe- oLt Error Log
Transactions Upload
Retriewve F'ru:nperl:y:| :[ Highlight Ba | Fetriewe
lvalid Property Mum
Far security reasons, you Select the Retrieve
Property: 9999¢ Must knowy the property Property text box,
R number for which you are and input the I
perty ' trying to create a Property Number ™ oo
transaction. (000) 000-0000 0000
Fax Number:
(000) 000-0000
Fizzal Year End. 0000
Project Stage Date
Text Captions

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 create a

transaction.
Notes
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Slide 20 - Slide 20
Property/Project

O/F HEWM 22

Financials rowve-inove-out

Transactions Upload

Retrieve Property: |
; Invalid Property Mumber

Property: 999999999999

xxxxxxxxxxx Name:

Property Address:

Fizcal Year End. 00,500

Project

Stage

Run: 020272005

Error Log

- =

iﬂiﬂ%x

Click the Retrieve button

Phone Number: Ext:
(000 00Q-00ao0 ooao
(000 000-00a0 onao
Fax Number:

(000 00a-00a0

Date

Text Captions

Notes

Click the Retrieve button
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Slide 22 - Slide 22

Property/Project
OFF HEWMA 23 Run: O20S2008(

Financials Muvgﬁéﬂﬁ&gpﬁ]ﬁ}—uut Error Lag
Transactions Upload ™ AN
iZlick the Move-InfMove-0Out button to create a Maove-In

_ transaction
\'-.-"'el’lf‘_-,f the property address mormeEnonT s TOTeL L TS e

information is not correct, contact your agency.
Property: 87643  1he PropertylProject Information
Property Address: Pade appears with the property data  ppone Number: | Ext:

MITAS MANOR (9721 542-1000 ooo
1450 MCKIMMEY BLYD 000y 000-0000 o0o
MCKIMMEY, TX T5071 Fax Numbher:

(97215421100

Fizcal Year End: 12031

Project Stage Date

Text Captions

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

Click the Move-In/Move-Out button to create a Move-In transaction
Notes
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Slide 24 - Slide 24

Move-In/Move-Cut
O¢F HSW194 Fun: 0202520050
Property: 87643 Name: MITAS MANOR
1
select the Building
Insert Transaction cormbo Dox
Effective Date Certification Type  Tenant Name SSN
[I:h:u“l( ] [ Sibkeait ]
The Move-n/Move-0Out transaction
page appears
Text Captions
The Move-In/Move-Out transaction page appears
Select the Building combo box
Notes
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Slide 25 - Slide 25

Move-In‘Move-Cut
OFF H S04 Fun: O2AS/2005(
Property: 87643 Name: MITAS MANOR
1
Insert Transaction Select the esh
appropriate
Effective Date Certification Type building number
iterm
Back | | SO
Text Captions
Select the appropriate building number item
Notes
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Slide 26 - Slide 26

Move-In‘Move-Cut
O/F HS84 Run: O20S2008(
Property: 87643 Name: MITAS MANOR
i
1A
|r'|Ser't Transactiun Se|eCt the Unit COTT'IbO
b0
Effective Date Certification Type  Tenant Name SSN
| Back | | Submit |
Text Captions
Select the Unit combo box
Notes
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Slide 27 - Slide 27

Move-In/Move-Cut
O¢F HSW194 Fun: 0202520050
Property: 87643 Name: MITAS MANOR
1 =
Insert Transaction Dafeos
Selectthe
Effective Date Certification Type appruprlat_e CLS
number item
| Back | | Submit |
Text Captions
Select the appropriate unit number item
Notes
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Slide 28 - Slide 28

Move-In/Move-Cut
0P HS194 Run: 02022005
Property: 87643 Name: MITAS MANOR
1 =
1585
Inseﬁg];ﬁa{g%ggti@ Refresh
N\
Effective Date Click the Insert ame SSN
Transaction button
l LICI.LFI'\J l S LTEITTTT J
Text Captions

Click the Insert Transaction button
Notes
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Slide 30 - Slide 30

Move-In/Move-Cut
O/ HS M2 Fun: 0202520050
Property: 87643 Name: MITAS MANOR
lHighlight B
J b e b
=elect the Effective
Date text box, and
1 input the date of the
MoE-in
14
The Move-IniMove-Qut transaction date
and type page appears
Text Captions
The Move-In/Move-Out transaction date and type page appears
Select the Effective Date text box, and input the date of the move-in
Notes
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Slide 31 - Slide 31

Move-In/Move-Cut
0P HS194 Run: 02022005

Property: 87643 Name: MITAS MANOR

kowe In

Selectthe Certification
1 Type combo box

1A«

| Back | | Submit |

Text Captions

Select the Certification Type combo box
Notes
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Slide 32 - Slide 32

Move-In/Move-Cut
0P HS194
Property: 87643

Building: 1
Unit: 1A

Name: MITAS MANCOR

Effective Date: |02012005 {MIMDDYYYY)

Certification Type: | Mowve In

Please complete the followi

Transfer Unit:

Run: 02082005

g Unit Transfer transaction.

Transfer Building: Fecer Selectthe Move Initem

| Back | | Submit |

Text Captions

Select the Move In item
Notes
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Slide 33 - Slide 33

Move-In/Move-Cut
O/F HS84 Run: O20S2008(
Property: 87643 Name: MITAS MANOR

Building: 1
Unit: 1A

Effective Date: |02012005 {MIMDDYYYY)

Certification Type:

Transfer Building:

Transfer Unit:

Zlick the Submit button

Text Captions

Click the Submit button

Notes
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Slide 35 - Slide 35

Move-In/Move-Cut
0P HS194 Run: 02022005

Property: | 87643 Name: |MITAS MANOR

Tenant Delete Farmily Members

TEM&ARMT IRFORRMATICRN

[E=TaaT=%

The Move-In/Move-Out transaction
detail page appears

]
Income Source: | * v
Race:| | OHispanic or Latino
Date of Birth:|00/00/0000 | (MMDDAYYY)
Mo Family Members: [0 MNumber of Children: |0
Student OMo OYes OYes & Qualify
Handicapped: O Live In Aid: O
Temp ABS HH [T Homeless: [

Special Needs: [J
MWove in Date: | 00/00/0000 (MDD

Text Captions

The Move-In/Move-Out transaction detail page appears
Notes
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Slide 36 - Slide 36

QP HSWM 84 Run: 02082005
Property: | 87643 Mame: |MITAS MANOR
Tenant [elete Family Members
TEMAMT INFORMATICRN
Name:| T Highlight B
SSN: | 000g000a0
| ir Selectthe Name text
neome. box, and input the
Income Source: | * enant's name
Race:| | CHispanic or Latino
Date of Birth: |00/00/0000 (WMDDY YY)
Mo Family Members: |0 MNumber of Children: |0
Student OMo OYes OYes & Qualify
Handicapped: O Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [J
Move in Date: |00/00/0000 (MDD
Move out Date: (MDD
Text Captions
Select the Name text box, and input the Tenant's name
Notes
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Slide 37 - Slide 37

QP HSWM 84 Run: 02082005
Property: | 87643 Mame: |MITAS MANOR
Tenant [elete Family Members
TEMAMT INFORMATICRN
Marne: |
s Touen |
Income: |0 ClCieae e o e
ncorme Source: | Select the SSN text
' oy, and input the
Race:| & Tenant's social
Date of Birth:|ao/00_ SecUrity number — {n
Mo Family Members: |0 MNumber of Children: |0
Student OMo OYes OYes & Qualify
Handicapped: O Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [J
Move in Date: |00/00/0000 (MDD

Move out Date: (MDD

Text Captions
Select the SSN text box, and input the Tenant's social security number

Notes
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Slide 38 - Slide 38

/P HZ 194
Property: | 87643

Tenant

SSM

Cate of Birth

Student

tove in Date

INcome Source:
Race:

Mo Family Members:

Handicapped:
Temp AES HH:
Special Needs:

Mame: |MITAS MANOR

Delete Family Members

TERART IMFORMATICM

:puunnnnnn

Marme: | JAMES CARTER

Income:t@ Highlight Bo:x |DOverIncome

*

W

W

Selectthe Income

tesxt box, and input
00/001 the Tenant's annual

0

income rof Children: |0

" ONo OYes OYes & Qualify

O
O
O
| 00;00/0000

ove out Date:

Live In Aid [
Homeless [

(MMIDDAYYY)
(MMIDDAYYY)

Run: 020272005

Text Captions

Select the Income text box, and input the Tenant's annual income

Notes
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Slide 39 - Slide 39

Tenant

MName:

SIS

Income:

Income Source:
Face:

Date of Birth:

Mo Family Members:

Student:
Handicapped:
Temp ABS HH:
Special Needs:

Move in Date:
tove out Date:

Zontract Rent
Litility Allowsance:
>ross Rent

Delete Family Members

TERANT IMFORMATION
JAMES CARTER
322887117

18000

e

var Income

b
Selectthe Over

Am IndianiAlaskal . licorLatino
Income check box, if
oo/o0/o000 applicable
] Mumber of Children: 0
ONo OYes OYes & Qualify
O] Live In Aic: [
] Homeless: [
.
00/00/0000 | (MDD YY)
(WARDIDMA YY)

LIMIT IMFORMATION

Text Captions

Notes

Select the Over Income check box, if applicable
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Slide 40 - Slide 40

Tenant

MName:

SIS

Income:

Income Source:
Face:

Date of Birth:

Mo Family Members:

Student:
Handicapped:
Temp ABS HH:
Special Needs:

Move in Date:
tove out Date:

Zontract Rent
Litility Allowsance:
>ross Rent

Delete

Family Members

TERAMT IMFORMATION

JAMES CARTER
3229871
18000

e

Am Indianfalaskan Mativee_whi

Selectthe Income

DA (MmLD Source combo box

0 Mumberorormorem o

ONo OYes OYes & Qualify

O] Live In Aic: [

] Homeless: [

O

00/00/0000 | (WWDDAY YY)
(MMIDDAYYY )

LIRIT INFORMATICN

1]

0

1]

Text Captions

Notes

Select the Income Source combo box
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Slide 41 - Slide 41

Tenant

MName:
SSN:
Income:

[ncome Source:
Race |
Diate of Eirth:

Delete

TERANT IMFORMATION
JAMES CARTER
322887117

18000

e

B Cwn Businessfs
C Child Supportd50058)
CS Child Suppdrt (R0055)

Mo Family Members:

F Federal YWight Box

Student:
Handicapped:
Temp ABS HH:
Special Needs:
Maove in Date:

tove out Date:

Zontract Rent

G General Asshtace

Family Members

O Crer Incame

CHispanic or Latino

Children; |0

HaA Housing Au
I Indian Trust
kd bdilitary \Wag

Selectthe appropriate income
iterm

M Cther Monwage Source
FE Pensions

5 550 (50058

Sl 551 (50059)

S5 Social Security

TTANF

T TAMNF (50058)

L Unemployment

W Other/Non-Federal Wage

Litility Allowsance:
Gross Rent

0

Text Captions

Select the appropriate income item

Notes
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Slide 42 - Slide 42

Tenant Delete Family Members

TEMAMT INFORMATION
MName: | JAMES CARTER
SEM|322987111
Incorme: | 18000 O Ower Income

[ncome Source:
Face: | Am Indianialaskan Mative_White

Date of Birth:|00;00/0000 | (MMIDDAYYY
Mo Family Members: [0

CHispanic or Latino

Selectthe Race combo

b

Student OMNo OYes OYes & QualTy
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [

Special Needs: [
MWaove in Date: | 00/00/0000 (MDD
Mowe out Date: (MDD YY)
LIMIT IMFORRMATICN
Contract Rent: |0
Litility Allowwance: (0
Gross Rent: |0

Text Captions

Select the Race combo box
Notes
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Slide 43 - Slide 43

Tenant Delete Family Members

TEMAMT IMFORMATICMN
Mame: [JAMES CARTER
SSM 322987111

Income: (18000 [ Crver Income
[ncome Source; | F Federal Wage v
Race: COHispanic or Latino

A I | in M 1ite

I;Jate SEHliE American Indian/Alaskan [ ative :
Mo Family Members: [Asian Children: |0
| Asian_White
SWAENt I3, i Tafricar ez

Handicapped: [Black/African Arf\qan_ “hite & In Aid: [

Temp ABS HH:|Hispanic Select the appropriate race item

g N IndianfAlaskan
peclal Needs. ) ative Hawaiian/Other Pacific

FMove in Date: |Other Muli-Racial

White
Move out Date: WO T 77 1)

LIMIT IMFORRMATICN
Contract Rent: |0
Litility Allowwance: (0
Gross Rent: |0

Text Captions

Select the appropriate race item
Notes
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Slide 44 - Slide 44

Tenant Delete Family Members

TEMAMT IMFORMATICMN
Mame: [JAMES CARTER
SSM 322987111

Income: (18000 ] Over Income
[ncome Source; | F Federal Wage v

Black/African American
(IMMIDDAYYY)

_ Blumber of Children: |0
~J=elect the Date of

Race:
Date of Birth: 1
Mo Family Members:

v | OHispanic or Latino

Student: O M lify
Handicapped: [ input the Tenént‘a Live In Aid: [J
Temp ABS HH: [ date of birth Homeless: [

Special Needs: [
MWaove in Date: | 00/00/0000 (MDD
Mowe out Date: (MDD YY)
LIMIT IMFORRMATICN
Contract Rent: |0
Litility Allowwance: (0
Gross Rent: |0

Text Captions

Select the Date of Birth text box, and input the Tenant's date of birth

Notes
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Slide 45 - Slide 45

Tenant Delete Family Members

TEMAMT IMFORMATICMN
Mame: [JAMES CARTER
SSM 322987111

Income: 18000 O Ower Income
[ncome Source; | F Federal Wage v
Race: | Black/African American ¥ | CIHispanic or Latino

Date of Birth: \p0/00/0000 (MDD YY)
Mo Family Members: Mumber of Children; |0
Student QN OYes OYes & Qualify

Handicapped: [ _ Selectthe No Live In Aid: [
Temp ABS HH: [ Family Members Homeless: [
Special Neads: text box, and input

pecial Needs: [y number of family

Move in Date: |l members living with ¥y
MWowe out Date: the Ten‘ant )

LIMIT IMFORRMATICN
Contract Rent: |0
Litility Allowwance: (0
Gross Rent: |0

Text Captions

Select the No Family Members text box, and input the number of family members living with the

Notes

Tenant
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Tenant

MName:

SIS

Income:

Income Source:
Face:

Date of Birth:

Mo Family Members:

Student:
Handicapped:
Temp ABS HH:
Special Needs:

Move in Date:
tove out Date:

Zontract Rent
Litility Allowsance:
>ross Rent

Delete Family Members

TERAMT IMFORMATION
JAMES CARTER
32295711
18000 ClOwer Income
F Federal WWage w

Black/african American

03171374 (MDD YY)

4 Mumber of Children:

®No OYes OYes & Qualify

v | OHispanic or Latino

O Live In Aid: | Selectthe Number
O Homeless: | ©F Children text box,
"l and input the number
= of children
na/fansoaoo (MDD
(MDD
LURIT IMFORMATICN
1]
0
1]

Text Captions

Select the Number of Children text box, and input the number of children

Notes
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Slide 48 - Slide 48

Tenant Delete Family Members

TEMAMT IMFORMATICMN
Mame: [JAMES CARTER
SSM 322987111

Income: 18000 O Ower Income
[ncome Source; | F Federal Wage v
Race: | Black/African American ¥ | CIHispanic or Latino

Date of Birth:|09171974 (MMIDDAYYY)
Mo Family Members: e

4 ls
Student: o OYes OYes & Qualify
Handicapped: 0™ Live In Aid: [
Temp ABS HH: Select the Student radio Homeless: D
Special Needs: button, and choose the
_ | appropriate option (Mo,
Move in Datel veg or Yes & Qualify)
Mowe out Date: (MDD

LIMIT IMFORMATION

Zontract Rent |0
Litility Allowwance: (0
>ross Rent |0

Text Captions

Select the Student radio button, and choose the appropriate option (No, Yes, or Yes & Qualify)
Notes
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Slide 49 - Slide 49

Tenant Delete Family Members

TEMAMT IMFORMATICMN
Mame: [JAMES CARTER
SSM 322987111

Income: (18000 [ Crver Income
[ncome Source; | F Federal Wage v
Face: | Blackiafrican American ¥ | OHispanic or Lating
If th_e Tenér;t.qﬁalifies asffor Handicapped, Temp ABS HH,
M Special Needs, Live In Aid, or Homeless, checl the
appropriate check box(es).

Handicapped: Highlight Box Live In Aid: [

Temp ABS HH: (447 x 6E) Homeless: [
. (%:192; ¥:280)

special Needs:

Move in Date: Dofgésa0gs: | (MMDDAYYY)

MWowe out Date: £ b AT )
Select the Move in
Date text box
Zontract Rent |0

Litility Allowwance: (0
>ross Rent |0

Text Captions

Select the Move in Date text box

If the Tenant qualifies as/for Handicapped, Temp ABS HH, Special Needs, Live In Aid, or

Homeless, check the appropriate check box(es).
Notes
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Tenant Delete Family Members

TEMAMT IMFORMATICMN
Mame: [JAMES CARTER
SSM 322987111

Income: (18000 [ Crver Income
[ncome Source; | F Federal Wage v
Race:| BlackiAfrican American ¥ | OHispanic or Lating
Date of Birth: (09171974 (MDD )
Mo Family Members: |4 Mumber of Children: |2
Student ®@MNo OYes OYes & Qualify
. — Live In Aid: [

Input the Date the Tenant moved

in to the unit
el eI L

Mave in Date: Qb@esaR0gEs: | (MMDDAYYY)

Mowe out Date: (MDD
URIT IMNFORMATICR

Homeless: [

Zontract Rent |0
Litility Allowwance: (0
>ross Rent |0

Text Captions

Input the Date the Tenant moved in to the unit
Notes
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Student ® Mo OYes OYes & Qualify

Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [

MWaove in Date: | 02/01/2005 (MMIDDAYYY)
Mowe out Date: (MDD

LRIT INFORMATICMN

Contract Rent [ Hihlight Box

Litility Allowwance: (D

(3ross Rent:g

| e |

Selectthe Contract Rent text
box, and input the rent the

Total Tenant Payment:|p Tenantis contractually
Tenant Rent [b obligated to pay for the unit
Subsidy: |
Assistance Type: |[None v

Frogram Unit Desc: |0 Low Income O Market O Common O Commercial

Tenant Delete Family Members

[Back | | Submit |

ﬂ Internet

Text Captions

Select the Contract Rent text box, and input the rent the Tenant is contractually obligated to pay for the
unit
Notes
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Student ® Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [
Move in Date:|02/01/2005 | (MDD
Mowe out Date: (MDD
LRIT INFORMATICMN

Contract Rent: |[
LItility ﬁ«llowance:

Gross Rent: |0
Total Tenant Payment: |0

Select the Utility
Allowance text box,
TenantRent |0 | and input the amount

Subsidy [0 allowedfo_r_the
. Y Tenant's utilities
Assistance Type: | Nong -

Frogram Unit Desc: O Low Income O Market O Common O Commercial

Tenant Delete Family Members

[Back | | Submit |

ﬂ Internet

Text Captions

Select the Utility Allowance text box, and input the amount allowed for the Tenant's utilities
Notes
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Student ® Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [
MWaove in Date: | 02/01/2005 (MMIDDAYYY)

Mowe out Date: (MDD
LIMIT IMFORMATICN

Contract Rent: (400

Litility Allowance: |
(3ross Rent:

Total Tenant Payment |0 IN
Selectthe Gross
Tenant Rent: |0

Rent text box, and
Subsidy |0 input the gross

Assistance Type: | Non| _@Mount of rent the

Frogram Linit Desc: O L Tenan’;z ﬁ?;ﬁ;mg for

O Common O Commercial

Tenant Delete Family Members

[Back | | Submit |

ﬂ Internet

Text Captions

Select the Gross Rent text box, and input the gross amount of rent the Tenant is paying for the unit
Notes

Page 45 of 59



MITAS Online Learning Module Creating a Move-In Transaction

Slide 56 - Slide 56

Student ® Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [
MWaove in Date: | 02/01/2005 (MMIDDAYYY)

Move out Date: (MDD
LIMIT IMFORMATICN
Contract Rent |400
Litility Allowsance: (50
Gross Rent: |

Total Tenant Payment:

Tenant Rent: |0 = e R
L elect the Tota

_ Subsidy: |0 Tenant Payment

Assistance Type: Non| test box, and input

Program Unit Desc: Ly thetotaltenant  |O Common © Commercial
payment amount

Tenant Delete Family Members

[Back | | Submit |

ﬂ Internet

Text Captions

Select the Total Tenant Payment text box, and input the total tenant payment amount
Notes
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Student ® Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [

MWaove in Date: | 02/01/2005 (MMIDDAYYY)

Mowe out Date: (MDD
LIMIT IMFORMATICN

Contract Rent: (400
Litility Allowsance: (50
5ross Rent |450

Total Tenant Payment: |
Tenant Rent

Subsidy: |0
Assistance Type: | Mon Select the Tenant
ype. Rent text box, and

Program UnitDesc: OLY jnput the tenant rent |© Common O Commercial

armount
Tenant Delete Family Members
[Back | | Submit |
ﬂ Internet
Text Captions
Select the Tenant Rent text box, and input the tenant rent amount
Notes
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Student ® Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [

MWaove in Date: | 02/01/2005 (MMIDDAYYY)
Mowe out Date: (MDD
LIMIT IMFORMATICN
Contract Rent |400
Litility Allowsance: (50
(5ross Rent: (450
Total Tenant Payment: |0

Tenant Rent 10
Subsicy [ranere oo |

Assistance Type: | Naon v

Program Unit Desc. ©L Selectthe S"".:'Sidy O Common O Commercial
text box, and input

the Tenant's subsidy

Tenant amount Family Members
[Back | | Submit |
ﬂ Internet
Text Captions
Select the Subsidy text box, and input the Tenant's subsidy amount
Notes
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Student ® Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [
MWaove in Date: | 02/01/2005 (MMIDDAYYY)

Mowe out Date: (MDD

LIMIT IMFORMATICN

Contract Rent |400
Litility Allowsance: (50
(5ross Rent: (450
Total Tenant Payment: |0
Tenant Rent |0
Subsidy:
Assistance Type: | MNane
Frogram Lnit Desc. O Low Income

reet CyvCommon Oy ommaercial
Select the Assistance

Tenant Delete Type COmbOchu}{

[Back | | Submit |

ﬂ Internet

Text Captions

Select the Assistance Type combo box
Notes
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Student ® Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [

MWaove in Date: | 02/01/2005 (MMIDDAYYY)
Mowe out Date: (MDD
LIMIT IMFORMATICN

Contract Rent |400
Litility Allowsance: (50
(5ross Rent: (450

Total Tenant Payment: |0

Tenant Rent |0

Subsidy: |0

Assistance Type:

FProgram Unit Desc: Varket © Common © Commercial

I\ lane Highlight Box
Tenant elete Family Members

Select the appropriate
assistance type item
Back | | Submit |

ﬂ Internet

Text Captions

Select the appropriate assistance type item
Notes
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Student ® Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [
MWaove in Date: | 02/01/2005 (MMIDDAYYY)

Mowe out Date: (MDD
LIMIT IMFORMATICN

Contract Rent: (400
Litility Allowsance: (50
5ross Rent |450

Tkl T PR o

Select the appropriate Program
Unit Desc radio button (Low Income,
MWarket, Common, or Commercial)

ASSistance Typ v

Program UnitDesc: ow Income O Market © Common O Commercial
42

Tenant Delete Family Members

[Back | | Submit |

ﬂ Internet

Text Captions

Select the appropriate Program Unit Desc radio button (Low Income, Market, Common, or
Commercial)
Notes
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Student ® Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [

MWaove in Date: | 02/01/2005 (MMIDDAYYY)

Mowe out Date: (MDD
LIMIT IMFORMATICN

Contract Rent |400
Litility Allowsance: (50
(5ross Rent: (450
Total Tenant Payment: |0
Tenant Rent |0

Subsidy: |0

ASSI{ Click the Family Members button to input
Frogra family member information mon O Commercial
Tenant Delete Fa@%@.@@@grs
[Back | | Submit |
ﬂ Internet
Text Captions
Click the Family Members button to input family member information
Notes
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Move-In/Move-Out
O/F HSW194 Run: 02082005

Property: | 87643 Name: |MITAS MANOR

Tenant Delete Family Members

FAMILY MEMBER: 1

Mame: | Highlight Box | Age: |0
Relationship: | w Studert: Ona Oves O ves & Qualify
Select the Name text
bow, and input the

Hame: family member's e
Relationship: | * name Student: Cing O ves O ves & Qualify
FaMILY MEMBER: 3
Matne: Ager |0
Relationzhip: | = Student: Oina O ves () Yes & Qualify
FAMILY MEMBER: 4
Mame: Mame: |0
Relstionship: | w Studert: Oina Oves O ves & Qualify
FAMILY MEMBER: 5
Mlame: Mame: |0
Text Captions
Select the Name text box, and input the family member's name
Notes
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Move-In'Move Cut
QUF HEWa4 Fun: 02082005
Property: | 87643 Name: |MITAS MANOR
Tenant Delete Family Members
FAMILY MEMBER: 1
Mame: (| M-EI
Relationship: | w Student: Cives ((ives & qualify
AT Select the_ Age text
- e d box, and mpult the
amily member's age
Relationzhip: | = h Student: (o Uives Ulves & Qualify
FaMILY MEMBER: 3
Matne: Ager |0
Relationzhip: | = w Student: Oina O ves () Yes & Qualify
FAMILY MEMBER: 4
Marme: Matme: |0
Relstionship: | w Studert: Oina Oves O ves & Qualify
FAMILY MEMBER: 5
Mame: Mame: |0
Text Captions
Select the Age text box, and input the family member's age
Notes
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Move-In'Move Cut
OVF HEWad Run: 02/08/2005(
Property: | 87643 Name: |MITAS MANOR
Tenant Delete Family Members
FAMILY MEMBER: 1
Mame: [JANET CARTER —h
Relationship: | Studert: Ona Oves O ves & Qualify
FAMILY =
Mame: Select the Relationship
Relationship: | * combo box ves (O es & Qualfy
FaMILY MEMBER: 3
Matne: Ager |0
Relationship: | = b Student: Oina O ves () Yes & Qualify
FAMILY MEMBER: 4
Marme: Matme: |0
Relationship: | © bl Student: g Oives Oves & Calify
FAMILY MEMBER: 5
Mame: Mame: |0
Text Captions
Select the Relationship combo box
Notes
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Move-In/Move-Out
O/F HSW194 Run: 02082005

Property: | 87643 Name: |MITAS MANOR

Tenant Delete Family Members

FAMILY MEMBER: 1

Mame: |JAHNET CARTER Age: |32
Relstionship: Studert: Ona Oves O ves & Qualify
ER 2
Mame: Age: |0
Relationship; |F Fester Childiten) Student: Oiun O ves O ves & Qualf
H Head of Hepfehold One © o b
K Co-Head ofHousehold EF 3
L Liwe-in Aidi{COther Hon-Fam)
Mame: |Mone of the Bbove (Discontinue Age: |0
i [0 Other Adult'Count Income-59
Relationship: (5 20 ouse koot Student: Oina O ves () Yes & Qualify
P Highlight Bio
* Other You - ER 4

Selectthe appropriate
relationship item

Marme:;

Relstionship: (:} o (:} Yes {:}' Yes & Cualify

FAMILY MEMEER 5

Marme: Marme: |0

Text Captions

Select the appropriate relationship item
Notes
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Move-In/Move-Cut
O/F HEWH94 Run: 02/082005¢
Property: | 87643 Name: |MITAS MANOR
Tenant Delete Family Members
FAMILY MEMBEF: 1
Mame: |JAHNET CARTER Age: |32
Relstionship: | EREIED Student: “& o Oves O ves & Qualify
FAMILY MEMBER 2 |
— Age: elect the Student radio
Feiationct St button, and choose the
. Z 4 - :
e — YE appropriate option (Mo,
FAMILY MEMBER 3 Yes, or Yes & Qualify)
Matne: s {0
Relation=zhip: w Student: Oina O ves () Yes & Qualify
FAMILY MEMBEF: 4
Marme:; Marme: |0
Relationship: bt Studert: Oina Oves O ves & Qualify
FAMILY MEMBER: 5
Marme: Marme: |0
Text Captions

Select the Student radio button, and choose the appropriate option (No, Yes, or Yes & Qualify)

Notes
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Move-In'Move Cut
OVF HEWad Run: 02/08/2005(
Property: | 87643 Name: |MITAS MANOR
Zomplete the information for as many family members as
needed (do not repeat the Tenant information).
FAMILY MEMBER: 1
Mame: |JAHNET CARTER Age: |32
Relationship: | S Spouse w Student: @no Oves O ves & Qualify
FAMILY MEMBER: 2
Mame; |CHARLES CARTER Age: |4
Relationship: | D Dependent - 50058 v Student: @ng Oves O ves & Qualify
FaMILY MEMBER: 3
Matme: |[CANDICE CARTER Ager |2
Relastionship: | O Dependent - S0059 b4 Student: C- Yes & Qualify
FAMILY MEMBER: 4
Matme: Mame: |0
Relationship: | © bl Student: g Oives Oves & Calify
FAMILY MEMBER: 5
Mame: Mame: |0
Text Captions

Complete the information for as many family members as needed (do not repeat the Tenant

information).
Notes
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Marme:

Relationshigp:

Marme:

Relationship: | ~

Marme:

Relationship:

Marme:

Relationshig:

Marme:

Relation=zhip:

Tenant

FAMILY MEMEER &

Mame: |0
v Student: Ono Oves O ves & Gualify
FamILY MEMBER 7
Mame: |0
b Student: OiMg O ves (O es & Cualify
FAMILY MEMBER 5
Mame: |0
w Student: OiMg O ves O es & Sualify
FAMILY MEMBER 9
Mame: |0
A Studert: Oing O ves O ves & Qualify
FamLy MEMEER 10
Mame: |0
b Student: Oing Oives (O ves & cualify
e
Cele 5

.
k the Submit button

Back || Sulpmit

ﬂ Inkernet

Text Captions

Notes

Click the Submit button
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