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Slide 2 - Objectives

Objectives

In this section, you will learn how to pre-gualify 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 pre-qualify a move-in transaction using the MITAS Internet Property
Management site. An interactive simulation will show you how to complete this task.

Notes

Page 2 of 56



MITAS Online Learning Module Pre-qualifying a Move-In Transaction

Slide 3 - Scenario

Scenario

Pre-Qualifying a Move-In
Daug, a property manager calls you... Transaction

‘Hi Becky, | need to pre-qgualify @ move-
in transaction in Mason Ridge an 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 pre-qualify a move-in 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

After you have created a Move-In transaction, either by manually entering a
transaction on the YWeb site or Uploading a file cantaining move-in transactions,
you can pre-gualify the tenant before making the mave-in final.

The pre-gqualification process gives you a list of errors why this tenant does not
gualify for the program. “You can correct any pertinent data errors before
submitting the transaction as a maove-in.

Pre-gualification transactions in the systerm are not considered move-in
transactions until you submit thern as a move-in. Pre-gualification transactions
can remain in the system indefinitely without altering your compliance status.

If you have previously pre-qualified a mave-in, and did nat submit the move-in
transaction at the time, you should pre-qualify again befare submitting the mowve-
in. Pre-qualification is anly walid at the time the pre-qualification process is run.

‘-—

Text Captions

Pre-Qualifying a Move-In Transaction

After you have created a Move-In transaction, either by manually entering a transaction on the Web site or Uploading a file
containing move-in transactions, you can pre-qualify the tenant before making the move-in final.

The pre-qualification process gives you a list of errors why this tenant does not qualify for the program. You can correct any
pertinent data errors before submitting the transaction as a move-in.

Pre-qualification transactions in the system are not considered move-in transactions until you submit them as a move-in.
Pre-qualification transactions can remain in the system indefinitely without altering your compliance status.

If you have previously pre-qualified a move-in, and did not submit the move-in transaction at the time, you should pre-qualify
again before submitting the move-in. Pre-qualification is only valid at the time the pre-qualification process is run.
Notes
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Slide 5 - Concept

Itis easy to preqgualify 2 move-in transaction using the MITAS Internet
Froperty 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.

Onthe Transaction screen, insert 2 Move-ln transaction. The
system automatically pre-qualifies the transactions, and displays an
error page of reasons why the tenant does not qualify for the program.
'ou can correct any pertinent data issues before finally submitting the
move-in transaction.

Text Captions

How to Create a Pre-Qualification Transaction

It is easy to prequalify 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 Information screen. Choose the Transaction option.

On the Transaction screen, insert a Move-In transaction. The system automatically pre-qualifies the
transactions, and displays an error page of reasons why the tenant does not qualify for the program. You can
correct any pertinent data issues before finally submitting the move-in transaction.

Notes
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Slide 6 - Simulation

Pre-qualifying a Move-In Transaction
The following simulation takes you through the
steps needed to pre-gualify 2 move-in
transaction using the MITAS Internet Property
Management site. You will be shown the
appropriate steps to folloe.

Text Captions

Simulation

Pre-qualifying a Move-In Transaction
The following simulation takes you through the steps needed to pre-qualify a move-in 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 16 - Slide 16
Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS
Internet Property Management Site

MITAS

Please log in:

il Froperty Manager hd

FPassword:

Text Captions
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 18 - Slide 18

Menu
= Property Iiformation
= Reports

Text Captions

Notes
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Slide 19 - Slide 19

Property Information
OVF HEWH23

‘ 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

Fun: 022852005

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 21 - Slide 21

Property Information
OVF HEWH23

Property: 999999999999
Propenty Address:

Fizcal ¥ear End: 00400

Project

7RO70 RetriEve

Name:

Phone Numhber: Ext:

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

Fax Numher:
(0007 000-0000

Stage Date

Fun: 022852005

Text Captions
Notes
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Slide 22 - Slide 22

Property Information
/P HEWMZ2E Fun: 02:22,2005]
Financials Financials Upload Tr !
b
Transactiop=—t=t==s - e - 4 ay vac ADheck
Click the Transactions button to
Late RECE|  (reate and pre-qualify a move-in Forms
transaction
Werify the propery address information s correct. [fthe
information is not correct, contact your agency.
PI"I-}E"_"FI: }'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, T 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 and pre-qualify a move-in transaction

Notes
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Slide 23 - Slide 23

Property Information
O/F HEWM23 Fun: 022852005
Financials Financials Upload Transactiu%
Transactions Upload Frocess Transactions 80-Day wac. Check
Late Fecert Check Error Log Farms
Property: 75070 Mame: MASON RIDGE
Property Address: Phone Number: Ext:
ML SON RIDGE LIVING (972) 547-6404 0000
1500 CEMTRAL (0007 000-0000 0000
MICKIMME™ , T 75070 Fax Number:
(0007 000-0000
Fizcal %ear End: 0000
Project Stage Date
Text Captions
Notes
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Slide 24 - Slide 24

Move-In/Move-Out
O/F HSW194

0S01 2002
0E01 2003
OEMSr2005
0752005

Property: 75070

Effective Date

Presii

select the Building

_ combo box
Insert Transaction SIS TS
Certification Type Tenant Hame SSN
Move In Lori Cooke 3E9ETH05
Recerification Lori Cooke 36987403
Bl T L ewi Tk SE9ET4103
433221

The Transaction detail page appears
it Page

Name: MASON RIDGE

Status

Processzed
Processzed
Processed
Processzed

Run: 101820050

Text Captions

Notes

The Transaction detail page appears

Select the Building combo box
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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

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: 10/20/2005(
Name: MASON RIDGE
a7 |+
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 27 - Slide 27

Mowve-In/Move-Out
OfF HSW194

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

Name: MASON RIDGE

Retrieve

Te btatus

Lo ocessed

Lari i ocessed

Lari i ocessed

Jack T orrected

Jack Thompson 994433221 Mot-Processed
Mext Page

Run: 10/20/2005(

Text Captions

Notes

Select the appropriate unit number item
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Slide 28 - Slide 28

Mowve-In/Move-Out

OVF HEW194
Property: 75070
a7 |+

Insert Transaction

Name: MASON RIDGE

—W@ﬁﬁ%ﬁx

Effective Date

Status
103  Processed

05152002 ; . ;
S C_Ilckthe Retrleve_ buttt_:un_to ohbtain t_he 107 |Procececd
OEM 52005 information for this building and unit lios | processed
0yMS2005 221 Corrected
99443321 Mot-Processed

07 M s2005 hove In Jack Thompson

Previous Page

Mext Page

Run: 10/20/2005(

Text Captions

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

Notes

Page 27 of 56




MITAS Online Learning Module

Pre-qualifying a Move-In Transaction

Slide 29 - Slide 29

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

a7 |+
105 «

Tenant Name
Lori Cooke

Lari Cooke

Lori Cooke

Jack Thompson
Jack Thompson

Run: 10/20/2005(
Name: MASON RIDGE

[j@etrieve

SSN Status

3695374103 Processed

3695374103 Processed

369374103 Processed

994433221 Corrected

994433221 Mot-Processed
Mext Page

Text Captions
Notes
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Slide 30 - Slide 30

Move-In/Move-Out
O/F HSWM94 Run: 1102005
Property: 75070 Name: MASON RIDGE
a7 =
105
Inseqig] TRl Fetriewve
Effective Date ) . SSN Status
0901 2002 Click the Ingert Transaction button to | zsaasa7 Processed
09i01/2003 insert and pre-qua”f\j,r a move-in 369852147 Processzed
10001 72003 transaction JE9552147 Corrected
1100172004 T7EEES432 Proceszed
10001 £2005 Termination Greg Lee TTEEES452 Froceszed
108 552005 fowve Out Greg Lee 7 V7EEES452 Procezzed
Previous Page Mext Page
Text Captions
Click the Insert Transaction button to insert and pre-qualify a move-in transaction
Notes
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Slide 31 - Slide 31

Move-In/Move-Out
/P HSWH9 Run: 11042005
Property: 75070 Name: MASON RIDGE
37 |+
105+
Insert Tr‘[jgsactiun Fetriewve
Effective Date Certification Type Tenant Name SSN Status
090 f2a02 hdove In Donna Thompson 369532147 Procezzed
09,01 12003 Recedification Donna Thompson 369552147 Processzed
10001 2003 e Ot Donna Thompson 369352147 Corrected
11001 £2004 e In Greg Lee TTEEES4352 Processzed
10001 £2005 Termination Greg Lee TTEEES452 Froceszed
108 552005 fowve Out Greg Lee 7 V7EEES452 Procezzed
Previous Page Mext Page
Text Captions
Notes

Page 30 of 56




MITAS Online Learning Module

Pre-qualifying a Move-In Transaction

Slide 32 - Slide 32

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

Property: 75070 Name: MASON RIDGE

Highlight B

b

Select the Effective Date text box
and input the date of the mowe-in

37 | ¥
100

The Transaction page appears

Run: 110472005

Text Captions

Notes

The Transaction page appears

Select the Effective Date text box and input the date of the move-in
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Slide 33 - Slide 33

Mowve-In/Move-Out
OfF HSW194 Run: 11042005

Property: 75070 Name: MASON RIDGE

|
MDVET%@

Saelect the Certification
Type combo box

100 «

Submit

Text Captions

Select the Certification Type combo box
Notes
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Slide 34 - Slide 34

Mowve-In/Move-Out
OfF HSW194

Property: 75070

Building:

Effective Date:

Certification Type:

Transfer Building:

Transfer Unit:

Sk

Unit: -

Please complete the followi|

Name: MASON RIDGE
37

105

120058 | oo

bowe In_, -

hon2 Dt
LInit Trans
Fecerificg Select the Move Initem
Interim Fe

Initial Cedification
Gross Rent Change

Termination

ransfer transaction.

Run: 110472005

Text Captions

Select the Move In item

Notes
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Slide 35 - Slide 35

Mowve-In/Move-Out
/P HSw99 Run: 11042005
Property: 75070 Name: MASCON RIDGE
11,/01/2005
3T W
0 =
Highlige
Click the Submit button
Text Captions
Click the Submit button

Notes

Page 34 of 56




MITAS Online Learning Module

Pre-qualifying a Move-In Transaction

Slide 36 - Slide 36

Mowve-In/Move-Out
OfF HS194 Run: 11/04:2005
Property: 75070 Name: MASON RIDGE
11012005
ke In w
37 |+
100 =
Sut:nmit[%
Text Captions
Notes
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Slide 37 - Slide 37

Mowve-In/Move-Out
OfF HSW194

Property: | 75070

Farmnily b

Name: |MASON RIDGE

The Tenant Move-ln Transaction
Detail page appears

Run: 110472005

Name:| IHighlight B
S5 000000000
Income: o Select the Name text
o, and input the
Income Source: | * tenant's narme
Race: |* Crrmepanic or Lating
Date of Birth: (MDD
Mo Family Members: [0 Mumber of Children: 0
Student ®@MNo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [
Move in Date; (WMIDDAYYYY)
Text Captions -
The Tenant Move-In Transaction Detail page appears
Select the Name text box, and input the tenant's name
Notes
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Slide 38 - Slide 38

Mowve-In/Move-Out
0O/P HSW494 Run: 11042005

Property: |75070 Name: |MASON RIDGE
Farmily Members Submit
TEMAMT IMFORMATICN
MNarme: |
=SM: | 000000000
Income: |0 Ol Ower Income
Zontinue to input the remaining tenant information which is
required for a move-in transaction. ~ar Latino
Date of Birth: (MDD
Mo Family Members: [0 Mumber of Children: 0
Student: @ Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [
Temp ABS HH: [ Homeless: [
Special Needs: [J

Move in Date: (MRDDAYYY)

P N PR

Text Captions

Continue to input the remaining tenant information which is required for a move-in transaction.
Notes
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Slide 39 - Slide 39

Ciate of Birth:|08/24/1971
Mo Family Members: |4

T, [ ST T T T T T T T T v v T

(MMIDDAYYY)

Student @ Mo OYes OYes & Qualify

[ g | ) Wt || UL gy EpaR R

MNumber of Children: |2

Handicapped: [J
Temp ABS HH: [
Special Needs: [

Maove in Date: 11/01/2005

Move out Date:

iContract Rent: 450
Litility Allowancs: (50
>ross Rent: 500
Total Tenant Payment: |[I
Tenant Rent: |0
Subsidy: [0

Click the Submit button to submit and pre-
qualify this move-in transaction

(MMID DY)

(MMIDDAYYY)
UMIT IMFORMATICR

w

Family Members

Live In Aid: [
Haomeless: [

ome Oharket O Common O Commercial

fyeTE

Text Captions

Notes

Click the Submit button to submit and pre-qualify this move-in transaction
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Slide 40 - Slide 40

Family Members

iContract Rent:

Litility Allowance:
Gross Rent:

Total Tenant Fayment:
Tenant Rent:

Subsidy:

Assistance Type:
Frogram Unit Desc:

450
50
500
g

0

0

Mone

LIMIT INFORMATION

R s TP ST TS
Diate of Birth: 08/24/1971 (MMIDDAYYY)
Mo Family Members: |4 Mumber of Children:|2
Student @ Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [
Temp ABS HH: [ Homeless: [
Special Needs: [
Maove in Date: 11/01/2005 (MMIDDAYYY)
Mowve out Date: (MDD

w

® Low Income O Market O Common O Commercial

Text Captions
Notes
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Slide 41 - Slide 41

Pre-Qualification
O/F HSW9a Fun: 11042005

Property: 75070 Name: MASCON RIDGE
Building: 3T
Unit: 105
Effective Date: 11012005
Certification Type: Move In

Program: Tax Creddit
Tenant dnes nitighligedn e this nrogram

Warnings
Tenant Income Exces
Setaside Percentage 1 An error message identifies that this tenant
setaside Countrule v does not q‘;ﬁfﬁi’ﬁgg‘the chosen program

x

A Is)

Errors The Pre-Qualification page appears
Setaside Percent

Setaside Unit Coure

A listing of Warnings and Errors why this tenant
does not qualify for the program are shown

Text Captions

The Pre-Qualification page appears
An error message identifies that this tenant does not qualify for the chosen program

A listing of Warnings and Errors why this tenant does not qualify for the program are shown
Notes
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Slide 42 - Slide 42

Pre-Gualification
O/F HSW1ag

Property: 75070 Name: MASON RID{
Building: 37
Unit: 1035
Effective Date: 11012005
Certification Type: Move In

MITAS

Screens Program: Tax Credlit
Pre-Qualification Tenant does not qualify for this program.
Warnings

Tenant Income Exceeds Program Limits.

Setaside Percentage rule violated.

Setaside Count rule violated.

Options

Click the Back button to return to the  pent
Tenant Transaction Detail page to [ Count
correct pertinent data issues

Main Menu
System Help
Screen Help
Logoff

Text Captions

Click the Back button to return to the Tenant Transaction Detail page to correct pertinent data issues
Notes
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Slide 43 - Slide 43

Pre-Gualification
O/F HSW1ag

MITAS

Screens
Pre-Qualification

Options

Main Menu
System Help
Screen Help
Logoff

Property: 75070 Name: MASON RID{
Building: 37
Unit: 1035
Effective Date: 11012005
Certification Type: Move In

Program: Tax Credlit
Tenant does not qualify for this prograrm.
Warnings
Tenant Income Exceeds Program Limits.
Setaside Percentage rule wiolated.
Setaside Count rule violated.

Errors
Setaside Percent
Setaside Unit Count

Text Captions
Notes
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Slide 44 - Slide 44

Mowve-In/Move -Cut
/P HS84
0

|
=

=]
L=y

Property:

Farmily Members

Subrmit

Ncome Source
Face
Cate of Birth

Student

—

The Tenant

Income:| 48, 08idhlight Box

Mo Family Members:

Handicapped:
Temp AES HH:
Special Needs:

Name: |MASON RIDGE

Update Delete

TERARMT IRFORMATION

nsaction Detail page appears

| CQver Income

‘|FFed

| Blacky Select the appropriate data items
to correct, and make the corrections

or Latino
-|08/24
4 Mumber of Children: |2

" ®No OYes OYes & Qualify

. Live In Aid: [
. Homeless: [
.

Run: 110472005

Text Captions

The Tenant

Transaction Detail page appears

Select the appropriate data items to correct, and make the corrections

Notes
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Move-In/Move-Cut
/P HSWH 9 Fun: 11042005
Property: |75070 Name: |MASON RIDGE
Farmily Members Update Delete
Subrnit
TEMANT INFORMATION
MName: | Timothy J. Walters
S5 | 445098811
Income: |48 ] Over Income
ncome Source: | F Federal Wage v
Race: BlackiAfrican American_White | [JHispanic or Latino
Date of Birth: |08/24/1971 (MDD YY)
Mo Family Members: |4 Mumber of Children: 2
Student @ Mo OYes OYes & Qualify
Handicapped: O Live In Aid: O
Temp ABS HH: [ Homeless: [
Special Needs: [J
Text Captions = -
Notes
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Move-In/Move-Out
O/F HSWH 9 Run: 11042005
Property: | 75070 Name: |MASON RIDGE
Family kembers '_Hh_qjﬁggﬂx Delete
SLbmit
Click the Update button to
TEMANTH | pdate the tenant information
Marme: | Timothy J. ' grers
SEMN: | 44509881
Income: O] Cwer INCome
ncome Source: | F Federal Wage v
Race: BlackiAfrican American_White | [JHispanic or Latino
Date of Birth: |08/24/1971 (MDD YY)
Mo Family Members: |4 Mumber of Children: 2
Student @ Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [
Text Captions - T
Click the Update button to update the tenant information
Notes
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Move-In/Move-Out
O/F HSWH 9 Run: 11042005
Property: | 75070 Name: |MASON RIDGE
Farmily Members ate Delete
Subrmit
TEMAMT INFORMATION
Marme: | Timothy J. Walters
SSM: 445098811
Income: | 20,000 ] Owver Income
ncome Source: | F Federal Wage v
Race: BlackiAfrican American_White | [JHispanic or Latino
Date of Birth: |08/24/1971 (MDD YY)
Mo Family Members: |4 Mumber of Children: 2
Student @ Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: [J
Temp ABS HH: [ Homeless: [
Special Needs: [
Text Captions
Notes
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Move-In/Move-Out
/P HSWH 9 Fun: 11042005
Property: |75070 Name: |MASON RIDGE
Farmily Members Umme—m—wﬁ@%gy
Delete
Zlick the Pre-Qualify button to run the pre-
qualification process again with the updated data
appears with updated information
Income: | 20,000 O] Owver Income
ncome Source: | F Federal Wage v
Race: BlackiAfrican American_White | [JHispanic or Latino
Date of Birth: |08/24/1971 (MDD YY)
Mo Family Members: |4 Mumber of Children: 2
Student @ Mo OYes OYes & Qualify
Handicapped: O Live In Aid: O
Temp ABS HH: [ Homeless: [
Special Needs: [J
Text Captions

The Tenant Transaction Detail page appears with updated information

Click the Pre-Qualify button to run the pre-qualification process again with the updated data

Notes
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Pre-Qualification
O/F HSW9a Fun: 11042005

Property: 75070 Name: MASON RIDGE

Tenant qualifies for this program UAgERGEEPEe0.00% of Median Income setaside.

IH*HItIIIIiII_l_l‘J /

A message indicates whether or not
the tenant qualifies for the program

based on the updated data
page appears

Text Captions

The Pre-Qualification page appears

A message indicates whether or not the tenant qualifies for the program based on the updated data
Notes

Page 48 of 56



MITAS Online Learning Module

Pre-qualifying a Move-In Transaction

Slide 50 - Slide 50

Pre-Gualification
VP HSW1ag

MITAS

Screens
Pre-Qualification

Options

Property: 75070 Name: MASON RID
Building: 37
Unit: 105
Effective Date: 11012005
Certification Type: Move In

Program: Tax Credit
Tenant gualifies for this program under the 50.00% of Median Income sets
Warnings

Errors

Screen Hi

_ Click the Back button to return to the Tenant
LY Transaction Detail page to either submit the
sl move-in transaction or update additional data

Logoff

Text Captions

Click the Back button to return to the Tenant Transaction Detail page to either submit the move-in
transaction or update additional data

Notes
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Mowve-In/Move -Cut
OfF HEw94

Property: | 75070

Farmily Members

Click the

b

Name: |MASON RIDGE

Update Delete

at prevent this tenant from qualifying for the

— the data.

Click the Submit button to submitthis as a | and then
click the| Move-in transaction (this tenant has passed rocess
the pre-qualification process)

If the tenant qualifies for the program, and you would like to submit

the move-in transaction, click the Submit button
.| BlackhAfrican American_White | [JHispanic or Lating
-|08/2411971 (MDD

Race

Date of Birth
Mo Family Members:

4

Mumber of Children: |2

Student @ Mo OYes OYes & Qualify

Handicapped:
Temp AES HH:
Special Meeds:

H o

O
O

FIEET-]

Live In Aid: O
Homeless: [

Fun: 11042005

Text Captions

The Tenant Transaction Detail page appears

If there are still errors that prevent this tenant from qualifying for the program that require updating the
data, continue to update the data. Click the Update button once the data has been updated, and then
click the Pre-Qualify button to run the pre-qualification process again.

If the tenant qualifies for the program, and you would like to submit the move-in transaction, click the

Submit button

Click the Submit button to submit this as a move-in transaction (this tenant has passed the pre-
qualification process)

Notes
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Move-In/Mowve-Cut
P HEWH 94 Fun: 11042005
Property: | 75070 Name: |MASON RIDGE
Farmily Members Update Delete
SLE%mit
TERMAMNT INFORMATICON
MName: | Timothy J. Walters
=SSN 445098811
Income: 20,000 O] Cwver INCome
Income Source: | F Federal Wage v
Race:| Blackisfican American_\White  ~ | [JHispanic or Latino
Date of Birth: |08/24/1971 (MDD YY)
Mo Family Members: |4 Mumber of Children: 2
Student @ Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: O
Temp ABS HH: [ Homeless: [
Special Meeds: [
Text Captions - o T
Notes
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Mowve-In/Move-COut
O/ HEWH94 Run: 11042005
Property: 75070 Name: MASON RIDGE
37w
105
Insert Transaction Fetrieve
Effective Date Certification Type Tenant Name SSHN Status
09,01 £2002 hove In Donna Thompson 369352147 Processed
09,01 12003 Recerification Donna Thompson 369352147 Processed
10001 2003 hdicrve Ot Dionna Thomeson 369352147 | Corrected
1100152004 535437 Proceszed
10001 £2005 . 35432 Processed
10152005 The Transaction page appears 35452 Processzed
11001 £2005 Highlight B 35511 Mot-Processed
Prewviou ] o ext Page
The move-in transaction is displayed
with a Mot-Frocessed status
Text Captions
The Transaction page appears

The move-in transaction is displayed with a Not-Processed status

Notes
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Maove-In/Move-Out

CUF HSW94
. . Froperty: 75070 Name: MASON RID
I\'IIT—AS Building: | 37 |»
Unit: | 105 |»
Screens Insert Transaction | Fetrieve
Mowe-InMowe-Dut
Effective Date Certification Type Tenant Name SSN Statug
Dptinns 0901 2002 Mave In Donna Thompson 369532147 Process
X 09401 22003 Recertification Dionna Thompson 369552147 Process
ack Thampson IE9IS2147 | Correctd
T MNaowy that this transaction is complete, you can either == TTEEE5432  Process
Submit : : : ee TTEERS432  Process
access the Main Menu to input more transactions or g reeEed4n  |Procecd
complete other tasks, or log off the system v ) Walters 445098811 Nat-Pro
Main Menu
System Help Frevious Page Mext Page

Screen Help

Lngﬁff

iZlick the Logoff button to log off the system

Text Captions

Now that this transaction is complete, you can either access the Main Menu to input more transactions
or complete other tasks, or log off the system

Click the Logoff button to log off the system
Notes
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Maove-In/Move-Out
O/F HSW194

MITAS

Screens
Mowe-InMowe-Out

Options

Submit

Main Menu

System Help

Screen Help

Logoif =t

Property: 75070

Name: MASCON RID

Building: |37 |»
Unit: | 105 |»

Insert Transaction | Fetriewve
Effective Date Certification Type Tenant Name SSN Statug
0901 2002 Mave In Donna Thompson 369532147 Process
09401 £2003 Recertification Dionna Thompson 369552147 Process
10001 2003 Miovve Ot Dionna Thompson 369352147 Corrects
11401 i2004 Move In Greg Lee TTEEES432 Process
10001 52005 Termination Greg Lee TTEEES432 Process
10552005 Mawe Ot Gred Lee TVBEES4532  Process
11001 2005 Mave In Timathy J. Walters 445095511 Mot-Pro

FPrewvious Page [ext Page

Text Captions
Notes
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YYou are now logged off the Internet PropertyProject Administration system.

Login Screen

End of simulation

Text Captions

The Logoff page appears

End of simulation
Notes
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Slide 57 - End
Congratulations!
You have completed Pre-Qualifying a Move-In Transaction
Text Captions
Congratulations!
You have completed Pre-Qualifying a Move-In Transaction
Notes
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