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Slide 2 - Objectives

Objectives

In this section, you will learn how to create an
interim recertification transaction using the
MITAS Internet Property Management site. An
interactive simulation will shoa you howy to
complete this task.

Text Captions
Section One

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

Notes

Page 2 of 34



MITAS Online Learning Module Creating an Interim Recertification

Slide 3 - Scenario

Scenario

Creating an Interim
Recertification Transaction

"Hi Bechy, | need fo create an inferim S
recertification for & tenant in Mason \
Ridoe an the MITAS Infernet Properfy
Managerment site for the first Bime. How
dof do this?"

Wicky, a property manager calls you, .

Let's find out hoeiwe can help Vicky

Vicky at her desk

Text Captions

Scenario
Vicky, a property manager calls you...

"Hi Becky, | need to create an interim recertification for a tenant 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 Vicky.

Notes
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Text Captions

An Interim Recertification should be used when there is a change in the tenant's eligibilty for a
program, such as a change in income, rent, or student status. The system will process the tenant

An Interim Recertification should be used when there is a
change in the tenant's eligibilty for a program, such as a change
inincome, rent, ar student status. The system will process the
tenant infarmation through the tenant compliance wverifying tenant

eligibility.

Aninterim recertification is not the same as a recedification
transaction. The annual certification requirement is not met by
using an interim recertification transaction, and the next
recettification date (annual due date) is not reset when using this
transaction type. The annual certification is completed by using
the Recertification transaction.

Creating an Interim Recertification

Definition of an Interim Recertification

information through the tenant compliance verifying tenant eligibility.

An interim recertification is not the same as a recertification transaction. The annual certification
requirement is not met by using an interim recertification transaction, and the next recertification date
(annual due date) is not reset when using this transaction type. The annual certification is completed by

using the Recertification transaction.

Notes
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Slide 5 - Concept

Text Captions

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

Then you retrieve the property from the Property Information screen. Choose the Transaction option.
On the Transaction screen, choose the corresponding Building and Unit, and then Insert Transaction option.

Input an Effective Date and choose the Interim Recertification as the Certification Type. Click Submit to
access the tenant information. Verify and input tenant information, and click Submit to submit the transaction.

Notes

It is easy to create an interim recertification transaction using the
MITAS Internet Property Management site. In arder 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.

n the Transaction screen, choose the corresponding Building
and Unit, and then Insert Transaction option.

Input an Effective Date and choose the Interim Recertification as
the Certification Type. Click Submit to access the tenant
infarmation. Yerify and input tenant information, and click Submit to
submit the transaction.

Creating an Interim Recertification

How to Create an Interim Recertification
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Slide 6 - Simulation

Creating an Interim Recertification
Transaction
The following simulation takes you through
the steps needed to create an interim
recertification transaction using the MITAS
Internet Property Management site. vou will
he shown the appropriate steps to follow.

Text Captions

Simulation

Creating an Interim Recertification Transaction
The following simulation takes you through the steps needed to create an interim recertification 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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Address | g M—D{}—"h

Fress Enter key
Text Captions

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

Welcome to the MITAS
Internet Property Management Site

MITAS

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

Qriginaror: -
Sl Selectthe Web Profile

Eranch: - combo box

Text Captions
The MITAS Internet Property Management Login page appears

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

Welcome to the MITAS
Internet Property Management Site

MITAS

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

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

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

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

hawe established both types of property el Govemment Agency

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

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

Select the appropriate Property [ On

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

Login

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

Depending on the way your agency is set up, there are two valid Property Manager items that you could
choose: Property Manager or Property Manager - Compliance. A Property Manager can view and
input data for both compliance and financials. A Property Manager - Compliance can view and input
data for only compliance. Your agency may have established both types of property manager items or

only one option may be valid.

Notes
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Slide 12 - Slide 12
Address @ hikbp: s, mikas, comymshda/

Welcome to the MITAS

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

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

the appropriate

[ Login number

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

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

Welcome to the MITAS
Internet Property Management Site

MITAS

Please log in:

il Froperty Manager

Highlight Box

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

Text Captions

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

Welcome to the MITAS
Internet Property Management Site

MITAS

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

Pas i i5 Case it

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

Text Captions

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

Welcome to the MITAS

MITAS Internet Property Management Site

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

i

Zlick the Login button

Text Captions

Click the Login button

Notes
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Slide 17 - Slide 17

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

Notes
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Slide 19 - Slide 19

Property Information
OVF HEWH23 Foun: 00202005

‘ 1 Highlight Box_ | Fetriewve
,

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

000 0000
Froperty Mumber  Baon 0o

-ax Number:
1007 0o0-0000

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

The Property Information page appears

Fizcal ¥ear End: 00400

Project Stage Date

Text Captions
The Property Information page appears

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

Select the Retrieve Property text box, and input the Property Number

Notes
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Slide 20 - Slide 20

Property Information
OVF HEWH23

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

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

Fax Numher:
(0007 000-0000

Fizcal ¥ear End: 00400

Project Stage Date

Propenty Address: ne Number: Ext

Fun: 022852005

Text Captions

Click the Retrieve button

Notes
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Slide 22 - Slide 22

Property Information
OVF HEWH23

Financials Financials Upload Tr i
: |, BB
Transactg S = = = = W W ar Ahheck

Click the Transactions button to create
Late RBl  an |nterim Recertification transaction | FOMMS

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

P|1}I}E|'|_l¥l: THOTN KMamaa:  MACOKM DINCE

mason RDGE Living |1 12 Property Information page appears sz ser-sans 0000
1500 CEMTRAL 10073 000-0000 0000
MCKIMMEY, TR 75070 Fax Number:

{0007 000-0000

Fizcal ¥ear End: 0000

Project Stage Date

Property Addres: *hone Number: Ext:

Fun: 022852005

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 an Interim Recertification transaction

Notes

Page 18 of 34




MITAS Online Learning Module Creating an Interim Recertification

Slide 24 - Slide 24
Move-In/Move-Out
Run: D8/20/2005(

QVF HESWa4
Name: MASON RIDGE

Property: 75070

Select the Building

: Combo box
Insert Transaction
Effective Date Certification Type Tenant Name SS5N Status
0501 2002 tove In Lari Cooke 369574103 Processzed
0501 72003 Recertification Lari Cooke 369574103 Processzed
06 22005 AEET403 Corrected
071 52005 . 44332 Corrected
The Transaction page appears
PresioL ext Page

Text Captions

The Transaction page appears

Select the Building combo box

Notes
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Slide 25 - Slide 25
Move-In/Move-Out
Run: D8/20/2005(

VR HEWMad
Property: 75070 Name: MASON RIDGE

Insert Transaction Selact the E
appropriate
Effective Date Certification Type T building number Status
0301 12002 howve In item Proceszed
0301 12003 Recertification La; T T Processed
OEM 52005 hoeee Ot Lari Cooke 369374103 Corrected
07 M Sr2005 howve In Jack Thompson 994433221 Corrected
Hext Page

FPresvious Page

Text Captions
Select the appropriate building number item

Notes
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Slide 26 - Slide 26

Mowve-In/Move -Cut
OfF HEw94

Property: 75070

Insert Transaction

Effective Date Certification Type
0301 r2002 hove In

0501 2003 Recerification

06 552005 howe Ot

0701 552005 o In

Previous Page

Name: MASON RIDGE

37 | ¥

100 't

Select the Unit combo

b
Tenant Name SSN
Lori Cooke 369574103
Lori Conke SE9ET41 03
Loti Cooke IEAETH 03
Jack Thompson 994433221
Mext Page

Status
Proceszed
Proceszzed
Corrected
Carrected

Fun: 09/20/2005(

Text Captions

Notes

Select the Unit combo box
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Slide 27 - Slide 27

Mowve-In/Move -Cut
OfF HEw94

0301 r2002
020172003
06 5r2005
0752005

Effective Date

Property: 75070

Insert Transaction

fvlave In
Recertification
e Ot
e In

Previous Page

Certification Type

Name: MASON RIDGE

Retriewve

Selectthe
Lo appropriate unit item
Lo

Loti Cooke 369874103
Jack Thompson 994433221
Mext Page

Status
Proceszed
Proceszzed
Corrected
Carrected

Fun: 09/20/2005(

Text Captions

Notes

Select the appropriate unit item
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Slide 28 - Slide 28

Move-In/Mowve-Cut
P HEWH 94 Fun: 09520/2005(
Property: 75070 Name: MASON RIDGE
37 |+
v
Insert Transaction ,Eﬁ%x
Effective Date 1:2 ] ] ] Status
08/01/2002 mi  Click the Retrieve button to obtain the Processed
OB 72003 Re transaction data for this building and unit Processed
06 552005 Mmoo oA Corrected
07 M 52005 e In Jack Thompson 994433221 Carrected
Previous Page Mext Page
Text Captions
Click the Retrieve button to obtain the transaction data for this building and unit
Notes
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Slide 30 - Slide 30

Mowve-In/Move -Cut
OfF HEw94 Run: 0Q:20/2008(

Property: 75070 Name: MASCON RIDGE
a7 v

101 »

Inse%}@gwﬂ HEtfewve

Effective Date

) . N Status
o7 200 Click the Insert Transaction button to >eg35  Processed

0812004 create an Interim Recertification 258369 | Procassed

All transactions are shown on this page for this building's unit

Text Captions
The Transaction page appears
All transactions are shown on this page for this building's unit

Click the Insert Transaction button to create an Interim Recertification transaction
Notes
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Slide 32 - Slide 32

Mowve-In/Move -Cut
OfF HEw94 Run: 0Q:20/2008(

Property: 75070 Name: MASCON RIDGE

Highligipt Biox

Ll
An Interim Recertification should be | Select the Effective Date text
in the tenant's eligibility for a program, { box, and input the date of the
rent, or student status. The syste interim recerification
information through the tenant comproreorormpmgroroT

eligibility.

Mote: Aninterim recertification is not the same as a recedification
transaction. The annual certification requirement is not met by
Lsing an interim recertification transaction, and the next
recettification date (annual due date) is not reset when using this
transaction type. The annual certification is completed by using the
Fecerification transaction type.

Text Captions
The Transaction Detail (date and certification type) page appears

An Interim Recertification should be used when there is a change in the tenant's eligibility for a
program, such as a change in income, rent, or student status. The system will process the tenant
information through the tenant compliance verifying tenant eligibility.

Note: An interim recertification is not the same as a recertification transaction. The annual certification
requirement is not met by using an interim recertification transaction, and the next recertification date
(annual due date) is not reset when using this transaction type. The annual certification is completed by
using the Recertification transaction type.

Select the Effective Date text box, and input the date of the interim recertification
Notes
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Slide 33 - Slide 33

Mowve-In/Move -Cut
OfF HEw94 Run: 0Q:20/2008(

Property: 75070 Name: MASCON RIDGE

Mowe I

Saelect the Certification
Type combo box

100 »

Subrmit

Text Captions

Select the Certification Type combo box
Notes

Page 26 of 34



MITAS Online Learning Module

Creating an Interim Recertification

Slide 34 - Slide 34

Mowve-In/Move -Cut
OfF HEw94

Property: 75070
Building: 3T
Unit: 101

Name: MASON RIDGE

Effective Date: |05/01,2005 (MDD YY)

Certification Type: | hMowve In

Please complete the followi

Unit Transfer

Transfer Building: Recetification

Transfer Unit: |[Interim Hghtishbifoation

Initial Cerification

Select the Interim Recertification item

[ransfer transaction.

Fun: 09/20/2005(

Text Captions

Select the Interim Recertification item

Notes
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Mowve-In/Move -Cut

Creating an Interim Recertification

Q/F HEWMM 94

Property: 75070

Effective Date:

Certification Type:

Building: 3T
Unit: 101

05/01/2006 | jlaRDDYYYY)

Run: 09/20/2005(
Name: MASON RIDGE

Interim Recedification Ik

Please complete the following section if inserting Unit Transfer transaction

Transfer Building: |37 |»

Transfer Unit: | 100 &

HEHE%DX

Text Captions

Click the Submit button

Click the Submit button
Notes
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Slide 37 - Slide 37

Mowve-In/Move -Cut
OfF HEw94

0 Name: |MASON RIDGE

|
(—]

=]
L=

Propenrty:

Tenant Family Members

Submit

TERLARIT IBIEMRER L TR

Yerify the tenant information updating the pertinent tenant income,
rent, andfor student sta nges, and inputting any missing
infarmation

|nc0mei|?£19ighligbt Box | [1Cwer Income
Income Source: | W Oth i =
Race:| Bladk _For example, if the tenant
' income changed, select the
Diate of Birth:|08/26/4 Income text box, and input the
tenant's new income amount |-y

anic or Lating

Mo Family Members: 1
Student @ Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: O
Temp ABS HH: [ Homeless: [
Special Meeds: [

b H o PR TR W] Y

Fun: 09/20/2005(

Text Captions

The Transaction Tenant Information page appears

Verify the tenant information updating the pertinent tenant income, rent, and/or student status changes,

and inputting any missing information

For example, if the tenant income changed, select the Income text box, and input the tenant's new

Notes

income amount
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Mowve-In/Move-COut
O/F HSWH 9 Fun: 09520/2005(
Property: | 75070 Name: |MASON RIDGE
Tenant Family Members
OB
TICH
iZlick the Submit butto
once you have updated
the tenant informati
Income: [Y— O] Cwver INCome
[ncome Source; | W OtherMon-Federal Wage v
Race: | BlackiAfrican American ¥ | [IHispanic or Latino
Date of Birth: |08/26/2003 (MDD YY)
Mo Family Members: 1 Mumber of Children: |1
Student @ Mo OYes OYes & Qualify
Handicapped: [ Live In Aid: O
Temp ABS HH: [ Homeless: [
Special Meeds: [
Text Captions
Click the Submit button once you have updated all the tenant information
Notes
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Mowve-In/Move -Cut

OVF HEWH04
Property: 75070 Name: MASON RIDGE

Fun: 09/20/2005(

37w
101 »
Insert Transaction Fetrieve
Effective Date Certification Type Tenant Name SSN Status
070 2003 hove In Berry Miller 147255369 Prnc%ﬁed
08172004 Recertification Betry Miller 1472558369 Procef=zed
05,01 £2005 T8368  Mot-Processed

Previol The Transaction detail page appears Ext Page

Text Captions
The Transaction detail page appears

Notes

Page 31 of 34



MITAS Online Learning Module Creating an Interim Recertification

Slide 41 - Slide 41

Move-In/Mowve-Out

O/F HE0i1a4
MITAS Property: 75070 Name: MASON RID{
LAk Building: |37 |»
Unit: [ 107 |»
Screens Insert Transaction | Fetrieve
Mowve-InMowve-Out

Effective Date Certification Type Tenant Name SSN Status
Options 070102005 ———tove T Berry Millar 147258369 Process
fuanmnm Recertification Berry Miller 147258369 Process

147258369 | Mot-Prodg

Submit Mowe that this transaction is complete, you can either access the J Next Page

main menu to input more transactions, or log off the system

Main Mznu
Systemn Help
Screen Help
Loguff

-

Click 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 log off the system

Click the Logoff button to log off the system
Notes
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Slide 43 - Slide 43

You are now logged off the Internet PropertyFroject Administration system.

Login Screen

The Logoff page appears

Text Captions
End of simulation

The Logoff page appears
Notes
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Slide 44 - End
Congratulations!
You have completed Creating an Interim Reacertification
Text Captions
Congratulations!
You have completed Creating an Interim Recertification
Notes

Page 34 of 34



