MITAS Online Learning Module Input, View, and Finalize Financial Data

Slide 1 - Title
Asset Management
How to Input, View, and Finalize Financial
Data on the MITAS Internet Property
Management site
Text Captions

Asset Management
How to Input, View, and Finalize Financial Data on the MITAS Internet Property Management site

Notes
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Slide 2 - Objectives

In thiz online learning module, you will learm
howy to input (manually) and modify previoushy
input financial data, view financial data that ywou
hawve input, and finalize financial data for the
agency using the MITAS Internet Property
Management site.

Text Captions

Objectives
In this online learning module, you will learn how to input (manually) and modify previously input financial data,
view financial data that you have input, and finalize financial data for the agency using the MITAS Internet
Property Management site.

Notes
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Slide 3 - Objectives: Input and Modify Data

Objectives

In this section, you will learn how to input
(rmanually) and modify previously input
financial data using the MITAS Internet
Froperty Management site. An interactive
simulation will demonstrate how to do this.

Text Captions

Section One

Objectives

In this section, you will learn how to input (manually) and modify previously input financial data using the MITAS
Internet Property Management site. An interactive simulation will demonstrate how to do this.

Notes
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Slide 4 - Scenario: Input and Modify Data

Scenario

Wicky, a property manager calls you. ..
'Hi Becky, 'm tnving to modify the
financial data that | already inout waing
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...

Inputting and Modifying
Financial Data

Yicky at her desk

"Hi Becky, I'm trying to modify the financial data that | already input using the MITAS Internet Property

Management site. How do | do this?"

Let's find out how we can help Vicky.

Notes

Page 4 of 70



MITAS Online Learning Module Input, View, and Finalize Financial Data

Slide 5 - Concept: Input and Modify Data

How to Input or Modify Financial Data

Iti= easy to manually input andior modify T E—
previously input financial data using the
MITAS Internet Property Management site.

Pragainy: 0I8¥ Mg ! BUERA VISTAGLEMIWLE
Fediergl 1D 000000000

In arder to do this, you must be logged in as Fisca vear: 2003
o MO ALKGREET
either a Property Manager or Property N — = -

Manager - Finanecials user.
T N YT S

SRECENABLES

Jnce you have retrieved the property fram LEFLTITEZ

- dl-2. Nel Change in Redakankes B B 600
the Property I_Prcuect =creen, choose the et T
Finaneials option. The Asset [
Management page is displayed. Choose 111 Agvarcas i
your Federal ID, Report, Fiscal Year, [0 ta ey ol
. . . 130+, Commi [} nn
Month, and type of Finaneials to input or e bl —
modify. Mext, chonose the Enter Financials 1554 Iterest Income i
DptiDr'l. 170-. Excess Rental Inc o
1680-m. Cirer U]
. . 100 -Total Oriher o omes
The Asset Management Financials Input 2003, TOTAL PACHNABLES

page is dizplayed. Financial data can be
manualky input on this page or if you have
previously input data (either manually ar Azset Management Financial Input page
using the automatic upload), the data is
al=o modified on this page.

Text Captions

How to Input or Modify Financial Data

It is easy to manually input and/or modify previously input financial data 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 - Financials user.

Once you have retrieved the property from the Property / Project screen, choose the Financials option. The
Asset Management page is displayed. Choose your Federal ID, Report, Fiscal Year, Month, and type of
Financials to input or modify. Next, choose the Enter Financials option.

The Asset Management Financials Input page is displayed. Financial data can be manually input on this page
or if you have previously input data (either manually or using the automatic upload), the data is also modified on
this page.

After you have input the data and/or made the necessary changes, you can save or finalize the data, or choose a
different report and input or modify data for that report.

Notes
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Slide 6 - Simulation: Input and Modify Data

Inputting or Modifying Financial Data
The following simulation takes you through
the steps needed to input or modify
financial data using the MITAS Internet
Froperty Management site. You will be
shomwm the appropriate steps to folloe

Text Captions
Simulation

Inputting or Modifying Financial Data
The following simulation takes you through the steps needed to input or modify financial data 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 pe r'['y | nfqﬂ]‘ m ati OHatiight Box
b \
""" > Reports Selectthe Property
Information menu
item
Dnce you have successfully logged in to the
site, the Main Menu page is displayed.

Text Captions

Select the Property Information menu item

Once you have successfully logged in to the site, the Main Menu page is displayed.
Notes
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Slide 9 - Slide 9
Property Information
/P HEWM22
Financials Financials Upluad Miove-indhWove-out
. tions Upload Error Log WWait List
For security reasons, you must know the
property number for which you are trying — :
to input or modify financial data. [T tignigh g | [Petieve |
Property: 999999999999 Nam Selectthe Retrieve Property text box,
Property Address: and input the Property Number.
I (0007 000-0000 oooo
Fax Mumber:
The Property Information page appears DU

Fizcal Year End. 00500

Project Stage Date

Text Captions
The Property 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 input or modify
financial data.
Notes
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Slide 10 - Slide 10

Property Information
OVP HEWMZ3
Financials Financials Upload Move-inove-out
Transactions Upload Error Log WWait List
| —— B
Property: 999999999999 Name: Click the Retrieve button
Property Address:
, {0007 000-0000 oooo
(0007 000-0000 aono
Fax NMumber:
{0007 000-0000
Fizcal Year End:  00/00
Project Stage Date
Text Captions
Click the Retrieve button
Notes
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Slide 12 - Slide 12

Property Information
VP HEWM23

kAo e-1nshAowe-out

et &Py Financials Upload

Transacti L Error Log WWait List

Zlick the Financials button to manually input

financial data or to modify previously input
financial data

Property: 0280

nzao

Name: BUENA VISTA/GLENDALE
Phone Mumber: Ext:

Property Address:

BILIEMA, * (313) 865-4735 Qoao
2EBUEN The Property Information page appears (000) 000-0000 0ooa
OFF WO with the property address Fax Number:

HIGHL AR {0007y 0o0-0000

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

Stage Date

Project

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 Financials button to manually input financial data or to modify previously input financial data

Notes
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Slide 13 - Slide 13

Asset Management
VP HEWME2

noooooaoo

MIE Finand Saject the Federal ID
combo box
January hd
The Asset Management page appears
Froperty Status Enter Financials Yiemy Financials

Text Captions
The Asset Management page appears

Select the Federal ID combo box
Notes
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Slide 14 - Slide 14

Asset Management

QP HEWMDZ2

Qoooaooan
w
Select the corresponding
federal identification
Jan number item
Budget
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the corresponding federal identification number item
Notes
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Slide 15 - Slide 15

Asset Management
QP HEWMDZ2
000000000 52
MIE Financials
Select the Report
combo box
Jerrerary
Budget
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the Report combo box
Notes
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Slide 16 - Slide 16

Asset Management
QP HEWMDZ2
000000000 s
MIE Payalsiobighermivablesh, |
7
Select the corresponding report item for
willich to input or modify financial data
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the corresponding report item for which to input or modify financial data
Notes
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Slide 17 - Slide 17

Asset Management
VP HEWME2

000000000

MIE Fayvables/Fecerahles

[Fgo—

J

Selectthe Fiscal Year text
Bt box, and input the fiscal year
for which to input or modify

financial data
Froperty Status Enter Fina

Text Captions

Select the Fiscal Year text box, and input the fiscal year for which to input or modify financial data
Notes
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Slide 18 - Slide 18

Asset Management
QP HEWMDZ2
000000000 »
MIE Fayables/Feceivahles +
|
January
Budget ™[ Sglect the Month
combo box
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the Month combo box
Notes
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Slide 19 - Slide 19

Asset Management
VP HEWME2

000000000 =
MIE Fayables/Feceivahles +

2005

Froperty Status Enter Fin Yiemy Financials

Al Box
Septen] %er

N Select the appropriate
Dec month item

Text Captions

Select the appropriate month item
Notes
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Slide 20 - Slide 20

Asset Management
VP HEWME2

000000000

MIE Fayables/Feceivahles +

2005

Budget
A
PSelect the Financials
Froperty Status Enter Financials combo box

J

Text Captions
Select the Financials combo box

Notes
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Slide 21 - Slide 21

Asset Management
QP HEWMDZ2
000000000 s
MIE Fayables/Feceivahles +
2005
Aulgust hd
Budget.
Highlio]~Box
. _ Important Note . . . Audit Yiew Financials
If you are inputting Actual financials, you will be inputting Select the appropriate
monthly figures. Howewer, if you are inputting Budget and/or T e g e
Audited financials, you will be inputting yearly figures. which to inpt or modify
financial data
Text Captions

Select the appropriate financials item for which to input or modify financial data

Important Note
If you are inputting Actual financials, you will be inputting monthly figures. However, if you are
inputting Budget and/or Audited financials, you will be inputting yearly figures.

Notes
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Slide 22 - Slide 22

Asset Management
VP HEWME2

000000000 =
MIE Fayables/Feceivahles +
2005

Aulgust hd

Click the Enter Financials button to input
or modify financial data

[
Froperty Status Ent%ﬁi%@g&aﬁj Yiemy Financials

Text Captions
Click the Enter Financials button to input or modify financial data

Notes
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Slide 24 - Slide 24

Asset Management
QP HEWMDZ2
Property: 0280 Name: BUENA VISTA/GLENDALE
Federal ID; 000000000
Fiscal Year. 2005
Month: August
Froperty Status Change Repart Sawve Finalize
 MiPayablcsMeccivables | Amount |
5-RECEIVABLES i )
= . The Asset Management Financial Input
15-1. Deduction:
pade appears
40-e. Net Chan /w_/liﬁﬂlﬁ]ﬂﬂht Box
50-f. Met Change in UR o
Select the Amount text box,
75- ; .
T - and input or modify the
e Uiher fncome: corresponding financial data
110-f. Advances RN
120-h. Laundry an
130-1. Cammercial Income 0
145-). Subsidies .0
1595-K. Interest Income 0
1701 Feress BPental lhr an
Text Captions
The Asset Management Financial Input page appears
Select the Amount text box, and input or modify the corresponding financial data
Notes
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Slide 25 - Slide 25

Asset Management
QP HEWMDZ2
Property: 0280 Name: BUENA VISTA/GLENDALE
Federal ID; 000000000
Fiscal ¥ear. 2003
Month: August
Property Status Change Report Save Finalize
 MiEPayablesReceivables | Amount
5-RECEIVABLES
15-1. Deductions:
40-e. Net Change in Receivables |5‘I‘Bﬁﬂ-ﬂg\
S0-f_Met Change in UR |-876ifHight Box
75- /1
80-2. Other Income: Select the Amount text box,
110-f. Advances and input or modify the
120-h, Laundry corresponding fmanc:éludata ‘
130-i. Commercial Income |.DIZI
145-). Subsidies .00
123-K. Interest Income |.DIZI
1701 Fvress Dental lnr Lo
Text Captions
Select the Amount text box, and input or modify the corresponding financial data
Notes
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Slide 26 - Slide 26

Asset Management
O/P HEWHMEZ2
Property: 0280 Name: BUENA VISTA/GLENDALE
Federal IO 000000000
Fiscal ¥ear. 2003
Month: August
Droamnoarh: S2tatiic Mhanna Dannrt oo Fina”ze
Continue inputting or modifying the amounts for each line item as
| needed on this page for this report. " Amount |
h-HECEIVABLES
15-1. Deductions:
40-e. Net Change in Receivables Select the Amount text box, 00.00
50-f. Met Change in URI and input or modify the 8.00]
75. corresponding financial data
80-2. Other Income:
110-f. Advances | .DDHighﬁght Birx
120-h. Laundry 00
130-i. Commercial Income .00
145-]. subsidies il
123-K. Interest Income .00
1701 Ewress Bental lnc i
Text Captions

Select the Amount text box, and input or modify the corresponding financial data

Continue inputting or modifying the amounts for each line item as needed on this page for this report.
Notes
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Slide 27 - Slide 27

Asset Management
QP HEWMDZ2
Property: 0280 Name: BUENA VISTA/GLENDALE
Federal ID; 000000000
Fiscal ¥ear. 2003
Month: August
Froperty Status Change Report HigtfighkeBo: Finalize
5 RECEIVABLES Click the Save button to save the data
15-1. Deductions: that you have input or modified.
At-e. Net Change I gy clicking the Save button you have not SN
50-f. Met Change in| committed the data to the agency, but -378.00
75. saved the data so that you can review it
802, Other Income:| @1d modify it. The data is not committed
to the agency until you have finalized it.
110-f. Advances | J il
120-h. Laundry o0
130-i. Commercial Income .00
145-]. Subsidies .00
123-K. Interest Income .00
1701 Ewress Bental lnc i
Text Captions

Click the Save button to save the data that you have input or modified.

By clicking the Save button you have not committed the data to the agency, but saved the data so that
you can review it and modify it. The data is not committed to the agency until you have finalized it.
Notes
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Slide 28 - Slide 28

Asset Management
VP HEWME2

Federal ID; 000000000
Fiscal Year: 2005
Month: August

Froperty Status L friihiight e ot Save

Click the Change Report button
30 to input ar modify financial data
15 on a different report
Af-p ket Channe in Pereivahles

Ee sure you have saved the data you input for this report before
clicking the Change Report button or your wiork will be lost

[
- WFUITL LTINS,

110-f. Advances
120-h. Laundry
130-i. Commercial Income
145-]. subsidies

195-k. Interest Income

1701 Feress BPental lhr

PFroperty: 0280 Name: BUENA VISTA/GLENDALE

Finalize

5,700.00
-878.00

il
00
.00
.00
.00

an

Text Captions

Click the Change Report button to input or modify financial data on a different report

Be sure you have saved the data you input for this report before clicking the Change Report button or

your work will be lost
Notes
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Slide 29 - Slide 29

Asset Management
VP HEWME2

000000000

FMIE Financials v

End of simulation

January hd

To input or modify data on another report, you must choose the
options corresponding to that report. ancials

Text Captions
The Asset Management page appears.
End of simulation

To input or modify data on another report, you must choose the options corresponding to that report.
Notes
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Slide 30 - Objectives: View Data

Objectives

In this section, you will learn howy to wview
financial data that has already been input
(automatically uploaded or manually) using the
MITAS Internet Property Management site. An
interactive simulation will demonstrate ho to
do this.

Text Captions
Section Two

Objectives
In this section, you will learn how to view financial data that has already been input (automatically uploaded or

manually) using the MITAS Internet Property Management site. An interactive simulation will demonstrate how to
do this.

Notes
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Slide 31 - Scenario: View Data

Scenario Viewing Financial Data

Wicky, a property manager calls you. ..
'Hi Becky, 'm tnding to view the financial
data that | aufornatically uploaded LUsing

the MITAS infernef Properfy
Management sife. How do | do fhis 2"

Let's find out how we can help Yicky.

Yicky at her desk

Text Captions

Scenario
Vicky, a property manager calls you...

"Hi Becky, I'm trying to view the financial data that | automatically uploaded 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 32 - Concept: View Data

How to View Financial Data

It i= easy to wiew financial data that has
heen previously input (either using the
automatic upload process or by manual
input) using the MITAS Internet Property
Management site. In arder to do this,
you must be logged in as either a2
Property Manager or Property
Manager - Financials user.

Once you have retrieved the property
fram the Property I Project screen,
chonse the View Finaneials option.
The Asset Management Financials
View page is displayed.

After you have reviewed the financial
data, wou can make any necessary
maodifications, and then finalize the data
for the agency.

Text Captions

How to View Financial Data

Management
umm Fure (FLEA LTS 200
FropaiTy- S280 Maneaz BUEMA VISTAGLEMDALE
Federal D 000000000
Fisal vear 2003
Montt August
Fllng Actusl
Propery Stabs Chanpe Report

L MEFmmiesdccowanies ] Amous
SRECENABLES
151, Dadiictione
A-g. Met Change in Recaraiies SEAB0D
80-1. Het Charge in LRI -STROn
[l
B2, Onbern bncomee;
1101 Advances on
130-h. Laundry oo
130, Comimercil Income oo
146-]. Subediss on
155K, Inberest Incoms oo
1T Excess Rental nc (1]
180-m. Dther on
180-Totsl Cther incanss o
200-3. TOTAL RECEIVASLES L0808
5.
20.PAYBBLES
2254 Admminisnativa:
23%-3. Managament Faes 128500
245-0. Premiun M3nagement Fess 1]
25E-Total Manﬂ-lm-lMF-us AGS 08

Asset Management Financials View page

It is easy to view financial data that has been previously input (either using the automatic upload process or by
manual input) 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 - Financials user.

Once you have retrieved the property from the Property / Project screen, choose the View Financials option.
The Asset Management Financials View page is displayed.

After you have reviewed the financial data, you can make any necessary modifications, and then finalize the data

for the agency.

Notes
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Slide 33 - Simulation: View Data

Viewing Financial Data
The following simulation takes you through
the steps needed to view financial data
using the MITAS Internet Property
Management site. You will be shown the
appropriate steps to fallow.

Text Captions
Simulation

Viewing Financial Data
The following simulation takes you through the steps needed to view financial data using the MITAS Internet
Property Management site. You will be shown the appropriate steps to follow.
Notes
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Slide 34 - Slide 34

Bsset Management
‘P HEWME2
Property: 0280 Name: BUENA VISTA/GLENDALE
Federal ID: 000000000
Fiscal Year: 2005
Pr\ﬂ.ﬁﬁ.ﬁﬁﬁgg@lus Change RE[:JDFII Save Finalize
AN
SREC Click the Property Status button to return to the L Ameunt |
j;'r i 5 Property Information page
J-1.
40-e. Me ] ] ] ] . . aa
-~ Toview financial data, you must click the Financials
SU-T.NE htton on the Property Information page. You can 00
73- access the Property Information page from the Main
80-2. Ol Menu or by clicking the Property Status button.
110-f. Alvarices a0
120-h. Laundry a0
130-1. Cammercial Income A0
145-]. Subsidies oo
195-k. Interest Income A0
170-1. Bxcess Rental Inc. oo
Text Captions

Click the Property Status button to return to the Property Information page

To view financial data, you must click the Financials button on the Property Information page. You
can access the Property Information page from the Main Menu or by clicking the Property Status
button.
Notes
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Slide 35 - Slide 35

Bsset Management
‘P HEWME2
Property: 0280 Name: BUENA VISTA/GLENDALE
Federal ID; 000000000
Fiscal Year. 2005
Prftgerw Status Change Repaort Save Finalize
 MEPayablesMecowables | Amount |
5-RECEIVABLES
15-1. Deductions:
40-e. Net Change in Receivables |.IZIIZI
80-f. Met Change in URI |.IZIIZI
73-
80-2. Other Income:
110-f. Advances .00
120-h. Laundry .00
130-i. Commercial Income |.IZIIZI
145-j. Subsidies .00
155-K. Interest Income |.IZIIZI
170-1. Excess Rental Inc. .00
Text Captions
Notes
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Slide 36 - Slide 36

Property Information
VP HEWM23

Financials Financials Upload kAo e-1nshAowe-out

_ tions Upload Error Log WWait List
For security reasons, you must know the

property number forwhich you are trying _
to input or modify financial data. ,——w——/l’l Highlight Biox | Retrieve

Property: 999999999999 Nam Selectthe Retrieve Property text box,
Property Address: and input the Property Number.

(0007 000-0000 aoao
Fax Mumber:
The Property Information page appears DU

Fizcal Year End. 00500

Project Stage Date

Text Captions
The Property 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 input or modify
financial data.
Notes
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Slide 37 - Slide 37

Property Information
OVP HEWMZ3
Financials Financials Upload Move-inove-out
Transactions Upload Error Log WWait List
| L gl e |
k]
Property: 999999999999 Name: Click the Retrieve button
Property Address:
, {0007 000-0000 oooo
(0007 000-0000 aono
Fax NMumber:
{0007 000-0000
Fiscal Year End. 0000
Project Stage Date
Text Captions
Click the Retrieve button
Notes
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Slide 40 - Slide 40
Property Information

P HESWM 23
i Igls Financials Upload MowE-InM0vE-DUt
Transag ™ n‘s“tﬂp@ad Error Log WWait List
i_lick the Financials button to access
the View Financials option

Property: 0280 Name: BUENA VISTA/GLENDALE
Phone Numher: Ext:

Property Address:
BUEMA WISTAMGLENDALE (313) 865-4795 0aon
(0007 000-0000 0oon

2 E BUEMA %ISTA
OFF WooDwARD NEAR DAWISON Fax Number:
HIGHLAMD PARK, M 45203 Q007 0O0-0000

Fizcal Year End:  12/31

Project Stage Date

Text Captions
Click the Financials button to access the View Financials option

Notes
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Slide 41 - Slide 41

Asset Management
VP HEWME2

noooooaoo

MIE Finand Saject the Federal ID
combo box
January hd
The Asset Management page appears
Froperty Status Enter Financials Yiemy Financials

Text Captions
The Asset Management page appears

Select the Federal ID combo box
Notes
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Slide 42 - Slide 42

Asset Management

QP HEWMDZ2

Qoooaooan
w
Select the corresponding
federal identification
Jan number item
Budget
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the corresponding federal identification number item
Notes
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Slide 43 - Slide 43

Asset Management
QP HEWMDZ2
000000000 52
MIE Financials
Select the Report
combo box
Jerrerary
Budget
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the Report combo box
Notes
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Slide 44 - Slide 44

Asset Management
QP HEWMDZ2
000000000 »
tIE Financial
MIE Payalistiffegeivables
4 7
Selectthe corresponding report item for
which to view financial data
=
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the corresponding report item for which to view financial data
Notes
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Slide 45 - Slide 45

Asset Management
QP HEWMDZ2
000000000 s
MIE Fayvables/Feceivahbles I8
J
Selectthe Fiscal Year text
Bt box, and input the fiscal year
for which to wiew financial data
Froperty Status Enter Financials Yiemy Financials
Text Captions

Select the Fiscal Year text box, and input the fiscal year for which to view financial data
Notes
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Slide 46 - Slide 46

Asset Management
QP HEWMDZ2
000000000 »
MIE Fayables/Feceivahles +
|
January
Budget ™[ Sglect the Month
combo box
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the Month combo box
Notes
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Slide 47 - Slide 47

Asset Management
VP HEWME2

000000000 =
MIE Fayables/Feceivahles +

2005

Froperty Status Enter Fin Yiemy Financials

Al Box
Septen] Yer

N Select the appropriate
Dec month item

Text Captions

Select the appropriate month item
Notes
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Asset Management
VP HEWME2

000000000

MIE Fayables/Feceivahles +

2005

Budget
N*

Selectthe Financials
Enter Financials combo box

Froperty Status

J

Text Captions
Select the Financials combo box

Notes
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Asset Management
VP HEWME2

Froperty Status Enter Fi

‘Bucget

0oooooonn «

MIE Fayables/Feceivahles +
2005

Aulgust hd

Budget.

Fichie

Audit View Financials

Select the appropriate
financials item for which
to view financial data

Text Captions

Notes

Select the appropriate financials item for which to view financial data
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Bsset Management
‘P HEWME2

000000000 »

MIE Fayables/Feceivahles v

2005

W
I -
FProperty Status Enter Financials Viem{gﬁmﬁ%;pls
Click the View Financials option
Text Captions
Click the View Financials option

Notes
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Bsset Management
VP HEWME2
Property: 0280 Name: BUENA VISTA/GLENDALE
Federal ID: 000000000
Fiscal Year: 2005
hMonth:  August
Filing: Actual
F rijoblidht BoziLs L hiiofmighEBee 0t
A1 J\
B The financial data that has been input for this prof] click the Change Report button
‘;;R report is displayed ata anthis nace is for reyis to acress the Asset
U= canna here. -
40- End of simulation _Managen_‘uent pade t[.:' e'ther 88.00
50 . . input, modify, arview financial {750
= Oe Rl e rEvl__ e data for another report
Ui demonstrated in Section One) or finalize it {dem
T—:-[ Section Three) when neaded. -
120-h. Laundry oo
130-1. Cammercial Income Bl
145-]. subsidies Bl
195-k. Interest Income Bl
170-1. Excess Rental Inc. Bl
180-rn. Other oo
190-Total Other Income A0
200-3. TOTAL RECEIVABLES 4.810.00
215.
Text Captions

The Asset Management Financials View page appears
Click the Property Status button to return to the Property Information page

The financial data that has been input for this property and this report is displayed. Data on this page is
for review only, and cannot be input or modified here.

Once you have reviewed the data, you can either modify it (as demonstrated in Section One) or finalize
it (demonstrated in Section Three) when needed.

Click the Change Report button to access the Asset Management page to either input, modify, or
view financial data for another report

End of simulation
Notes
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Objectives

In this section, you will learn howy to finalize
financial data using the MITAS Internet Property
Management site. An interactive simulation will
demonstrate how to do this.

Text Captions
Section Three

Objectives
In this section, you will learn how to finalize financial data using the MITAS Internet Property Management site.
An interactive simulation will demonstrate how to do this.

Notes
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Scenario Finalizing Financial Data

Wicky, a property manager calls you. ..
'Hi Becky, 'm tnding to finalize my
financial data for the agency using the

MITAS Infernef Property Managerment
sife. How do | do this?*

Let's find out how we can help Yicky.

Yicky at her desk

Next w5

Text Captions

Scenario
Vicky, a property manager calls you...

"Hi Becky, I'm trying to finalize my financial data for the agency 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 55 - Concept: Finalize Data

How to Finalize Financial Data

Iti= easy to finalize financial data using Firast Managemint
O B Fan ELGR0E & )
the MITAS Internet Property _ - -
Management site. In order to do this, e T L S S
you must be logoged in as either a Fica vear: 2003
Property Manager or Prope B
p rw . g . p rw L\E‘Pmuam-m Change Report Save Firalize
Manager - Finanecials user.
e N T S
SRECENWARLES
Jnce you have retrieved the property LEFLTITEZ
. dl-2. Nel Change in Redakankes PG
from the Property Information zcreen, et T
choose the Enter Financials option. [
The Asset Management Financial 111 Agvarcas i
Input page is displayed. 200 Laurky L
1304, Commenzial ncoms nn
. . . 145.|. Bubsidies oo
After you have reviewed and finalized 155k Itereet Income in
the financial data for the agency, wou 170, Excess Rental nc L[]
willl no longer be able to modify the 1t e o
o ar nooas
180-Total Trther bn
data. 2003, TOTAL RECHNVABLES

Azset Management Financial Input page

Text Captions
How to Finalize Financial Data

It is easy to finalize financial data 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 - Financials user.

Once you have retrieved the property from the Property Information screen, choose the Enter Financials
option. The Asset Management Financial Input page is displayed.

After you have reviewed and finalized the financial data for the agency, you will no longer be able to modify the
data.

Notes
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Finalizing Financial Data
The follmwing simulation takes you through
the steps needed to finalize financial data
using the MITAS Internet Property
Management site. You will he shown the
appropriate steps to folloe.

Text Captions
Simulation

Finalizing Financial Data
The following simulation takes you through the steps needed to finalize financial data using the MITAS Internet
Property Management site. You will be shown the appropriate steps to follow.
Notes
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Bsset Management
P HSWME2

Federal ID: 000000000
Fiscal Year: 2005
hMonth: January

Property: 0280 Mame: BUENA VISTA/GLENDALE

Filing: Actual
Prgmﬂ{ﬂ%t?gg;us ChEIF'IQE RE[IIDTT
/|
- [ Amount |
i_lick the Property Status button to return to the
Property Information page 51 668,00

15-Dedurtinne:
20-a. %2 Tofinalize financial data, you must click the Financials 1,317.00
23-b.MC pytton on the Property Information page. You can el
30-C. B2 gecess the Property Information page from the Main LI
Stk Menu or by clicking the Property Status button. 00
40-2. ME _ 28.00
&0-f. Met Chng in URI -6E3.00
&60-Total Deductions: 1,148.00
&5-Met Rent Collectad: 50,520.00
T0-{Gross Rent-Total Deduction)
75.
80-2. Other Income:
85-a. Replacement Reserve Bl
80-b OCE Princinal a0

Text Captions

Click the Property Status button to return to the Property Information page

To finalize financial data, you must click the Financials button on the Property Information page. You
can access the Property Information page from the Main Menu or by clicking the Property Status

button.
Notes
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Property Information
VP HEWM23

Financials Financials Upluad Miove-indhWove-out
_ tions Upload Error Log WWait List
For security reasons, you must know the
property number for which you are trying — _
to input or modify financial data. L ighight Box | [ Petrieve |
v
Property: 999999999999 Nam Select the Retrieve Property text box,

Property Address: and input the Property Mumber

(0007 000-0000 aoao
Fax Mumber:
The Property Information page appears DU

Fizcal Year End. 00500

Project Stage Date

Text Captions
The Property 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 input or modify
financial data.
Notes
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Property Information
OVP HEWMZ3
Financials Financials Upload Move-inove-out
Transactions Upload Error Log WWait List
| L gl e |
k]
Property: 999999999999 Name: Click the Retrieve button
Property Address:
, {0007 000-0000 oooo
(0007 000-0000 aono
Fax NMumber:
{0007 000-0000
Fiscal Year End. 0000
Project Stage Date
Text Captions
Click the Retrieve button
Notes
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Slide 62 - Slide 62

Property Information
P HSWM23

i Igls Financials Upload MowE-InM0vE-DUt
Transag ™ n‘s“tﬂp@ad Error Log WWait List

iZlick the Financials button to access
the Finalize Financials option Fietrieve

Property: 0280 Name: BUENA VISTA/GLENDALE
Phone Numher: Ext:

Property Address:
BUEMA WISTAMGLENDALE (313) 865-4795 0aon
(0007 000-0000 0oon

2 E BUEMA %ISTA
OFF WooDwARD NEAR DAWISON Fax Number:
HIGHLAMD PARK, M 45203 Q007 0O0-0000

Fizcal Year End:  12/31

Project Stage Date

Text Captions
Click the Financials button to access the Finalize Financials option

Notes
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Asset Management
VP HEWME2

noooooaoo

MIE Finand Saject the Federal ID
combo box
January hd
The Asset Management page appears
Froperty Status Enter Financials Yiemy Financials

Text Captions
The Asset Management page appears

Select the Federal ID combo box
Notes
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Asset Management

QP HEWMDZ2

Qoooaooan
w
Select the corresponding
federal identification
Jan number item
Budget
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the corresponding federal identification number item
Notes
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Asset Management

QP HEWMDZ2

000000000 52

MIE Financials

Select the Report
combo box
Jerrerary
Budget
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the Report combo box

Notes
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Asset Management
Q/F HEWMBZ
000000000 s
MIE Fi ial
MIE Payalistiffegeivables
7 03
Selectthe corresponding report item for
which to finalize financial data
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the corresponding report item for which to finalize financial data
Notes
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Asset Management
VP HEWME2

000000000

MIE Fayvables/Fecerahles

[T

J

Select the Fiscal Year text box,

Bt andinput the fiscal year for
which to finalize financial data

Froperty Status Enter Financials Yiemy Financials

Text Captions

Select the Fiscal Year text box, and input the fiscal year for which to finalize financial data
Notes
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Asset Management
QP HEWMDZ2
000000000 »
MIE Fayables/Feceivahles +
|
January
Budget ™[ Sglect the Month
combo box
Froperty Status Enter Financials Yiemy Financials
Text Captions
Select the Month combo box
Notes
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Asset Management
VP HEWME2

000000000 =
MIE Fayables/Feceivahles +

2005

Froperty Status Enter Fin Yiemy Financials

Al Box
Septen] Yer

N Select the appropriate
Dec month item

Text Captions

Select the appropriate month item
Notes
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Asset Management
VP HEWME2

000000000

MIE Fayables/Feceivahles +

2005

Budget
N*

Selectthe Financials
Enter Financials combo box

Froperty Status

J

Text Captions
Select the Financials combo box

Notes
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O/P HSwez

Asset Management

000000000

MIE Fayables/Feceivahles +

2005

Aulgust

Budget.

Froperty Status Enter Fi

‘Bucget

Fichie

Audit

Yiew Financials

Select the appropriate
financials item for which
to finalize financial data

Text Captions

Notes

Select the appropriate financials item for which to finalize financial data

Page 63 of 70




MITAS Online Learning Module Input, View, and Finalize Financial Data

Slide 73 - Slide 73

Asset Management

O/F HSWa2
Qoo0oooon
MIE Fayables/Feceivahles +
2005

_ . . Algust v
Click the Enter Financials button to
access the financial data to be finalized Actual R4
[
Froperty Status Ent%ﬁi%@g&aﬁj Yiemy Financials
Text Captions
Click the Enter Financials button to access the financial data to be finalized
Notes
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Bsset Management
‘P HEWME2
Property: 0280 Name: BUENA VISTA/GLENDALE
Federal ID; 000000000
Fiscal ¥ear. 2005
honth; August
Property Status Change Report Save W%x
L/
MIE PayablesMHeceivables . . B
= Click the Finalize button to
5-RECEIVAEBLES i . S
151 Deductions: The Asset Management Financial | submit this report and data
: : age appears to the agenc
40-e. Net Change SEe =il gency aa
-
80-f. Net Change in URI -875.00
75-
80-2. Other Income:
110-f. Advances A0
120-h. Laundry a0
130-1. Cammercial Income A0
145-]. subsidies 0
195-k. Interest Income A0
1701 Fwress BPental be an
Text Captions
The Asset Management Financial Input page appears
Click the Finalize button to submit this report and data to the agency
Notes
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Slide 77 - Slide 77

Bsset Management
P HSWME2

Property: 0280 Mame: BUENA VISTA/GLENDALE
Federal ID: 000000000
Fiscal Year. 2005
hMonth:  August
Filing: Actual

P Jeport A
To accept the finalized data, click the Accept Data el m@;a

button. Depending onyour agencythara mea ha
data audits in place. If the finangClick the Accept Data button to flnallze

pass these audits, your data will| this report's financial data and subrmit it
to your reporting agency
After accepting entered data (finalizing the data),

you will no longer be able to modify it. Youmust s
S.RECEl  contactyour reporting agency and ask them to

ta.

15-1. De enable you to change entered data.

40-2. Me 8,688.00
50-f Me  Fromthis page, you also have options to access S5758.00
75- the Property Information page, modify the data,

80.2. O1l and view/modify data for another report.

110-f. Avdrices an
120-h. Laundry .00
130-1. Cammercial Income Bl
145-]. subsidies Bl
195-k. Interest Income Bl

Text Captions
The Asset Management Finalize Data page appears

To accept the finalized data, click the Accept Data button. Depending on your agency, there may be
data audits in place. If the financial data does not pass these audits, your data will not be accepted.

After accepting entered data (finalizing the data), you will no longer be able to modify it. You must
contact your reporting agency and ask them to enable you to change entered data.

From this page, you also have options to access the Property Information page, modify the data, and
view/modify data for another report.

Click the Accept Data button to finalize this report's financial data and submit it to your reporting
agency
Notes
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Bsset Management
P HSWME2

P rifigbliatt Bext 5 E ciighlighk figrs | 5
g Name: BU i o :
Click the Property Status el I iClick the Edlt Flnanmals
button to refurn to the [0 WIE Payabl buttan to input or madify
Property Information |y...: 2005 financial data
page onth: August
Filing: Actual

05 at 11:24:02:48.

From this page, you can modify financial data, access
the Property Information page, return to the Main

A message will M o st
SULTTIIE W [y nd of simulation

Text Captions
The Asset Management Data Acceptance page appears
A message will indicate if the financial data was successfully submitted to your agency.

From this page, you can modify financial data, access the Property Information page, return to the
Main Menu or Logoff the site.

Click the Edit Financials button to input or modify financial data
Click the Property Status button to return to the Property Information page

End of simulation
Notes
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Accepting Financial Data

Whenyou press the Accept Data
button to finalize and accept the
financial data for the reparting
agency, there are several audits the
data must pass before acceptance.

Text Captions

Accepting Financial Data

MSHDA Special Data Audits

1. User cannot finalize MIE Template 10 until ARAP Termplate 20 is
finalized.

2. Current Month Template 10 Line Mumber 1260 must equal Current
WMonth Template 10 Line Mumber 1300

3. Current Month Termplate 10 Line Mumber 1230 must equal Current
Month Template 20 Line Mumber 1430,

4. Current Month Template 20 Line Mumber 1380 - Previous Month
Temnplate 20 Line Mumber 1390 must equal Current Month Template
10 Line Murmber 40 must equal Template 20 Line Mumber 40.

5. Current Month Template 10 Line Mumber 1285 must equal
FPrevious Month Template 10 Line Mumber 1260

6. Do notfinalize if the Current Month Termplate 20 Line 1220 not
equal to Current Month Template 20 Line Mumber 1430,

When you press the Accept Data button to finalize and accept the financial data for the reporting agency, there
are several audits the data must pass before acceptance.

MSHDA Special Data Audits

1. User cannot finalize MIE Template 10 until AR/AP Template 20 is finalized.

2. Current Month Template 10 Line Number 1260 must equal Current Month Template 10 Line Number 1300.

3. Current Month Template 10 Line Number 1230 must equal Current Month Template 20 Line Number 1430.

4. Current Month Template 20 Line Number 1390 - Previous Month Template 20 Line Number 1390 must equal

Current Month Template 10 Line Number 40 must equal Template 20 Line Number 40.

5. Current Month Template 10 Line Number 1255 must equal Previous Month Template 10 Line Number 1260.

6. Do not finalize if the Current Month Template 20 Line 1220 not equal to Current Month Template 20 Line

Number 1430.
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Slide 81 - End

Congratulations!
You have completed Asset Management
How to Input, View, and Finalize Financial Data
using the MITAS Internet Property Management site

Text Captions

Congratulations!
You have completed Asset Management
How to Input, View, and Finalize Financial Data
using the MITAS Internet Property Management site
Notes
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