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HDS is a division of Housing and Development Services, Inc.
For more information on HDS products, services, or documentation, please contact Housing and
Development Software at sales@hdsoftware.com or call us at (888) 326-7680.

Copyright © Housing and Development Services, Inc. All rights reserved. No part of this publication may
be reproduced or distributed, in whole or in part, in any form or by any means, or stored in a database
retrieval system without the prior written permission of the publisher. This document is intended solely
for use by the original recipient. This information is proprietary, owned wholly by Housing and
Development Services, Inc, and is confidential.
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Overview

This user guide contains all essential information for external users to make full use of this application.
It includes descriptions of system functions and capabilities, contingencies and step-by-step procedures
for system access and use.

Points of Contact

This user guide along with the abovementioned tools are to be used as points of reference or assistance
for specific areas of the system. As is customary, HDS support staff are always prepared and available to
assist. For any questions or additional assistance, please contact your support representative at the
Housing Authority.

Getting Started

Registration
To register for NextGen, go to the Multifamily Web Portal login page and select Click here to create one
on the login screen.

O Remember Me Trouble Signing [n?

ot have & nt?
Click here to create one

APl Version: 1.0.5.0 Version: 1.0.3

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Complete the required on the registration form. Licenses for system access must be purchased prior to
registration in order to proceed. Review the terms expressed in the EULA and select the checkbox to

agree.

Account Type

Compliance User

Registrant Information
FirstName *

Already have an account?

Organization Information
Name *

Jane Top Housing Agency

Last Name * Organizational Role *

Doe Developer v
Emall + Address *

jdoe123@gmails.com 100 Sunny Drive

User Name *
HDS_User

City *
Ft. Lauderdale

Pa

State ™ Zip code*

Florida - 33778
Confirm Password * Phone *
---------- (954)555-5555
Request Site Access
No data
| agree to EULA terms and conditions. Create Account

To request access to a site, click New 0 and enter the site details. Click Add Site to complete your actions.

Add Site

Site Name

ABC Apartment Complex-Sunrise

Site Number

10-004

Add Site

© 1998-2020 All Rights Reserved
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To remove the site access request, select Delete from the Actions menu.

Request Site Access

IC Apartment Complex- Sunrise 10-004

Delete

Once you’ve completed the form, select Create Account. You will receive a message indicating that you
have finished your registration to NextGen.

Create Account

Thank you for registering for the HDS Multifamily Portal!

Users who have been added to the Mail Recipient(s) list in MFMS > Multifamily > Web Configuration
will be able to view and accept your request. After you’ve been approved, you will receive an email
notification instructing you to log into the system with the username and password you provided at
registration. All users must be approved before logging into the system.

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Access to MF NextGen Portal

Once your registration has been approved, return to the login page to enter your user credentials. You
must review and agree to the End-User License Agreement (EULA) before accessing the system for the
first time, and each time the EULA is updated. The sign-in will become enabled after you select, | agree
to EULA Terms and Conditions. Once selected, access to the HDS NextGen Multifamily Web Portal will
be granted. The Remember Me checkbox is then visible, providing the option to log in without typing in
user credentials.

HDS_User01 HDS_User01

O Remember e Trouble Signing
LEmember Me T ing In? g I il rouble Signing In?
Ry ber M Trouble Signing In? O Remember Me Trouble Signing In?
Dot Fiave &n sccount? Donit have &n account?
Click hereto create one Click heresn crezte nne
B | agre=to EULA tarms and conditions [0 1 agre2 1o EULA tarms and conditions

AP Version: 1.0.5.0 Version: 1.0.5 APl Version: 1.0.3.0 Version: 1.0.5

Note: If you do not use the application for an hour, you must log inagain.

If you have forgotten your username or password, click Trouble Signing In? and follow the prompts to
retrieve your credentials. An email with your user ID or instructions for creating a new password will be
sent to the email address you registered with. Click Back to Sign In to return to the previous page. If an
option is not selected, you will receive an error message that states, “Select anoption”.

Trouble Signing In

O | fargot my User ID O I fargot ar need ta reset my passwaord

Back to Sign In “

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Once you've logged into the system, you will see the NextGen multiproduct entry page. Select the
Multifamily to access the correct system.

Welcome back Jane Doe!
Your last sign on was on Feb 26, 2020, 2:55:01 PM

>

Dashboard

The Dashboard displays a view of the Vacant Units by Site. The site dropdown list is populated
based on the sites associated with a user’s login. The system will display the number of
Occupied and Vacant Units when a site has been selected.

@ HosMultifamity &

ABC Apartment Complex- Sunrise Il

Vacant Units by Site

1212000100000 22100000 =Loms20008 FLOTISZI00

[ ] |
Occupied  Vacant

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Navigation Tools
Navigation tools help you maneuver the system with minimal effort. The toolbar is used for quick access
to different areas and to help personalize your work area.

Toolbar Icons

To manage the size of your workspace, use the Pin on the left side of the Toolbar. Hide the Areas
menu by clicking the pin and moving the mouse away from the icon. The names of the work areas will
no longer be visible, but their icons will still be displayed. To see the full menu, click the pinagain.

(> HDs Mutitamily | J

To return to the NextGen multi-product page, click E On this page, you can select a different NextGen
program or view the date/time of your last sign on.

You can create shortcuts to frequently visited work areas by clicking Favorites ksl and selecting the
desired area(s) from the drop-down. The star indicates that your option(s) has been saved.

\1/ \2/ Q searcn \EJ

(> Hos Muttifamily F

[HE Propeny Group

[ i

xas Tenant

Reporting

Remove shortcuts by clicking on the selected option(s) in the Favorites menu.

\1/ \g/ | Q. search

@ HDS Multifamily X

Hilf Property Group

[} uni

-
faa Tenant

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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To access the units and tenants from the toolbar, click .

Q Search
View a Unit

> AMIAMIVILLAGE or Tenant

Vv ABC Apartment Complex- Sunrise

v FL01152009

1/28/2000 - Mi -
Johnson, G

1/28/2010- AR~

Johnson, G

1/28/2011 - AR-

To view What’s New —a summary of system updates — and the HDS NextGen User Guide, click Guide
B 24 select an option.

Your profile page is in the user account menu on the toolbar. The Profile Details shows the information
used to create your NextGen account. In this area, you can view and modify your personal information
and details of your company. Usernames are not editable and will remain grayed out. To view your
information, click IElM and select Profile from the drop-down.

. Jane Doe

*

< 1 Profile Details

Organization Information

Registrant Information

st Name Name*

Jane Top Housing Agency

Lasth Organizational Rle *
Doe Developer -

Address®

1122 Sunny Drive

cny

Ft. Lauderdale

ZipCode

Florida ~ 33007

Phone*

(555)555-5555

A listing of sites you’ve requested access to is in Site Access. This area is read-only. When you’ve completed your
changes to the Profile Details, click Save.

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Site Access

Site Name = | siter =

ABC Apartment Complex- Sunrise 10004

Alerts and Notifications
Alerts are generated when certain actions —described in this guide— take place the Property Group

work areas. Notifications are connected to the email functionality for Property Group work areas.

You will receive notifications to inform you of email messages that have been sent to your
NextGen account, as emails are connected to individual user profiles. You can respond to email
messages directly from within the notification.

1. Click the notification to open the email message.

Reply Message x

Ta

RE: Evacuation RE: Site Name { ABG Apartment Complex- Sunrise 11)

B I UGS = ==

Message - 021872020 09:51:33
Evaustion will take place in 9 wezks
Site Name: AEC Apariment Complax- Sunrise i

=

2. Enter reply message and click Send.

To clear alerts and notifications individually, click Dismiss from within the alert. To clear all alerts and
notifications, click Dismiss All located at the top of the list. Alerts and notifications are visible for sites you have
been granted access to. To view alerts, click EX iocated on the right side of the toolbar.

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Reference Guide

Related Data Tree View

You can navigate to a site’s related building, units and certifications by using the Related Data Tree. To view the BINs,
units, and certifications associated with the site, click the ? icon next to Details. Continue to click the > icon to move
down the hierarchy and view the BINS, units and tenant for a given site. Select a level and you will be redirected to that
work area. At the tenant-level, cert details (when applicable) will be displayed using the following format:

Last Name, First letter of First Name - Effective Date - Cert Type - Program Type - UT Description when applicable -
Status

Related Data Tree <

~ 2 PARKSIDE PLACE
|
~ 2300
MILLER, HELEN P - 4/1/201 |
MILLER, HELEN P - 4/1/201
MILLER, HELEN P-12/1/20

MILLER, HELEN P-6/8/201

Note: The Related Data Tree can be accessed from all the submodules within the Property Group.

Navigation Tabs
Navigational tabs, located on the right-hand side of each record’s screen, allow for easy navigation to

various areas of the system without using the search functionality.

Navigation Tabs Description

m Displays the list of units associated to the buildings.
The units tab displays General, LIHTC and TRACS unit
numbers. Selecting an option in the table will redirect

you to the Unit > General Information area.

Displays a list of Tenant Certifications for all tenant

@ members which resided in the unit. To view
certification details, click on a Tenant Certification.

Displays a list of all previous certifications.

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Property Group

Unit
Unit represents the living space which can be occupied by a tenant. This work area is used to manage
records that contain unique unit information and characteristics.

To add a unit:

1.
2.
3.

Click the Add Unit located in the top-right corner of the Search area.
Select the site and Building Number and enter the Unit Number and Bedroom Size.
Select how many units you want to create:
a. If you wish to create one unit, select Single.
b. To create more than one unit, select Multiple. Enter the unit numbers separated by commas.
Enter the Bedroom Size.
Enter Square Footage, Unit Type (MF). You must enter LIHTC Unit Number in the Multifamily Unit section if
you are creating one single unit. If the site you have selected has units with Section 8, you must select Contract
Number and Unit Type and enter the TRACS Unit Number.

_ Add okt

A5 AparmemC. - X [ comyinn | View of Add Bareery Park Apart. = % [ coor e |

Builing Mumber ¢

; -x Unit for DT L
— Multifamily S
(® Creae Single Unit e only @ Create Single Unit a0

() Create Multiple Units () Create Multiple Units

View of Add
s wo Unit with
e . Section 8

125

955 2 bedrooms 955 2 he;jrooms - X

100

FL547852220 ~ 1Bedroom &

TRACS Uit e
107

When creating new unit records, you can copy them directly into another building. To copy unit records and use
them in another building:

N

Click Copy Unit

Select the Building Number, Unit Number, Bedroom Size, Unit Type, and the Square Footage.

Click Copy to complete your actions. To copy multiple units, you must enter a unit number range or manually
enter the numbers in the Unit Number field in the Add Unit pop-up box. If the units to be copied are not in
consecutive order, enter the unit numbers and separate them by commas.

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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2 badrooms - X

Squate Foatsge *

e
1100

4. Click Save to complete your actions.

455 255

Wuttifamity Uni
920 1 bedroom - %
LIHTC Unit Numbes *
101
(=]

Upon access to the unit work area, you will see the Search section. To begin your task, use the search to
locate the unit record.

To search for a unit:

1. Enter the search criteria for Site Name and Unit Number.

2. Click Search@ to retrieve search results. To view additional search options, such as BINand
LIHTC Unit Number, click Advanced Search.

3. Click Clear to delete results and begin a new search.

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Search

Reports

Unit Number SheName
o=y -

am LIHTC Unit Hurmber TRALS Urit Humber

uding bame She Burmkar Sitm Prozess Type

Select -

Display Archived Display Inactive Display Out-of-

ST Sites Units Service Units

Accessing a record can be done by clicking anywhere on the row or clicking Edit in the Actions column.
The Inactive and Out-of-Service checkboxes on the far right of the grid reflect the current status of the
record’s unit. The Archived checkbox reflects the current status of the record at the site-level. Statuses
displayed in the grid are read-only.

I B e L e L e
Q Q Q Q Q Q Q Q
- 5 5 = FL 011520008 Building 1 10-004 ABC Apartmen.. | HOME O O O
- 7 7 (] FL 011520009 Building 1 10-004 ABC Apartmen. | HOME O (] (]
- B B ] FL 011520008 Building 1 10-004 ABC Apartmen.. | HOME O O O
- 2 9 () FL 011520008 Building 1 10-004 ABC Apartmen_ | HOME O O O
- 1A 1A (] FL 011520008 Building 1 10-004 AEC Apartmen.. | HOME O O O
= 10 = FL 011520003 Building 1 10-004 ABC Apartmen_ | HOME O O O
- 100 123 ] FL 011520009 Building 1 10-002 ABC Apartmsn.. | HOME O O O
= 1100 = FL 011520008 Building 1 10-004 ABC Apartmen_ | HOME O O O
EIE 1 of5 >

O Wrap Text [ Show all Rows

Note: You must enter a value in the quick search to retrieveinformation.

Certification Actions

The Certification Actions box displays information about the cert and the programs applied at the site,
unit and tenant-level (when applicable). There are two options that can be displayed for the
Certification Format; TIC and HUD MF. TIC is displayed for all programs except HUD MF (Section 8). If
HUD MF (Section 8) is displayed, it will be disabled. Likewise, if the unit has a Section 8 cert, you will see
Section 8 data displayed but all related actions will be disabled.

The Site Process Types displays the process type description. The Site Programs displays the programs
applied at the site-level. The Unit Programs displays the programs applied at the unit-level.

1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary


Angelica Newton
To reviewer: Should I say “in this release”?


NextGen Multifamily User Guide |15

Each cert that is currently applied to the unit will be displayed in the Current Certification section. More
than one cert can be present at a time. The unit’s status, occupied or vacant, is shown above Cert Info.
Cert options that are available are displayed when you click Create Certification. The certification
options for a unit are based on the tenant’s last certification. Certifications must be “Submitted” to
enable the certification options; Income Certification (IC), Unit Transfer (UT), Annual Recertification
(AR), and Move-Out (MO).

To make corrections to a certification:
1. Select Cert Actions in the Actions column of the record.

£

I T L T I

FL 011520009 Buiding1 10002 ABC Aparment Compls
FL 011520009 Building 1 10002
FL 011520009 Bulding1 10002
FL 011520009 Building1 10002
FL 011520009 Buidng 1 10008
122100000 Bulding 11-0lg Ein 10002
122100000 Building 11 -0ld Bin 10004
2 Tast 10008

Eat

B e«
ooooo

P

-

T
T E

2 2
Tessss LITC 555

Oooooooo
Oooooooo
Oooooooo

2. Click Modify Current Certification
3. Click one of the following actions:
a. Correct — An unsubmitted copy of the tenant certification will open.
b. Unsubmit or Submit — If you select Unsubmit, the certification will be unsubmitted. If
you click Submit, the certification will be submitted.
c. Delete —The certification will be removed.
4. Click Save to complete your actions.

To create a new certification:
1. Select Cert Actions in the Actions list of the record.

RS L s = N i) V=2 R 555 = L5 == N[ == L == 5 = == ==

AllProcazs hem
a1 m

s s FLOTI 520009 Budng 1 10006
" 7 FLOM 520009 Buidng 1 1000
FLOTI 520009 Buiding 1 1002
FLOTI 520009 Buie 10004
FLOTI 520009 Buing 1 10004
1 1 122100000 Buidng 11 0dBin 1002
2 2 122100000 Euidng 11 0d8in 1000¢
Testss33 UHTG 555 m Test 10004

e ls N
2 9

Certicions |1, -

(=l -]
(oo o o

oooooodo
oooododo

a. Click Create Certification. Select the Certification Type and Effective Date. If you select
a UT, you must select the unit the certification will be transferred to.

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Certification Actions
Certification Format ® Tic
Site Program Bond Site Process Type  Eond
Unit Fragram MA

Current Centification

Site Name - £ ABC Apartment Complex- Sunrise Il - 10-004

Building FL 011520000

Units 7 LIHTC Unit2 7 Gecupied
Cert Program LIHTC Certinfo  01/01/2010 AR (Submittsd)
Househald Bingum, Mary

Selecta Certification Action

(@) Crezte Cnificztion () Modify Currenz Certification

Create Certification

Centification Type O O OuT @ ue
Effective Dats *
12/17/2020 a]

=

2. Click Save to complete your actions. You will be immediately redirected to the new certification.

Details

The Details page displays the record’s information which is organized by the tabs in the banners.

> Detats Emait Fies

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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To add a cert:

1. Click the Add Cert located in the top-right corner of the record

2. The Site, Building Number and Unit Number will be inherited from the record. Select an
option in the Actions menu.

3. Click Save to complete your actions.

ABC Apartment Complex- Sunrise Il - 10-004

Actions *

Qccupy Unit

General Information

General Information

This section includes fields that impact Compliance Testing. To learn which fields are
mandatory for Compliance Testing, please refer to the Required Compliance Data Fields
section under Tenant Compliance. See Unit Table 1 to view Unit>Details>General
Information/General Information field descriptions.

General Infarmation

Unit1 22

Unit Characteristics
This section displays important data about the unit. See Unit Table 1 to view

Unit>Details>General Information/Unit Characteristics field descriptions.

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Unit Characteristics

Status

St [ | rzvived
EEE

Uit

2

2 bedrooms -

Note: Fields with asterisks acquire data from Windows Unit>Unit Information & Unit>Multifamily screens.

Email

Email is used to communicate information to internal and external users. This feature is offered at the
unit and tenant levels. The contacts list is linked to the email feature so you can select an email
address for outgoing messages. You can only access your email messages in the site, building,

unit or tenant record in which the message originated. Use the quick search to find a specific

email or view each page by using the navigation buttons on the right-side of the thread.

To create an email:
1. Click Add Email
2. Begin typing the recipient’s name and select the correct contact when it is displayed.

jdoe1234@gmails.com

To

Dora Perez (di kenduru@hdsoftware.com) &

New Unit Added

B IUS 2w HH = xxx &= & o Hmal : HNormal 3 A &
s

= 5L 828

Sans S

Hew Unit Added this past Monday]

=13

3. Click Send when you’ve completed your actions.

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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> Densitz Emai Files

Eracutaa tha Unit Unit 3 Builing BIN: FL 011520009 Ste Namw ABC Apartmint Camplex. Sunriss

After a(n) email or note is sent, a notification will appear in under Notifications on the homepage.

Alerts Notifications

! Dora Dee

Dec 10,2019, 9:28:56 AM
Test All Users RE: BIN 2
Test All Users.Building BIN: 2Site Nar @ Normal

Dismiss

! Dora Dee

Dec 10,2019, 9:28:04 AM
RE: TestRE:BIN2RE:BIN 2
TestBuilding BIN: 2Site Name: Testtti  ® Normal

Dismiss

Files

Documents and images related to a unit or tenant record are found in the Files area. You can upload,
open and delete your files using the grid. The system accepts all file formats. Each line item
displays the filename, format and a timestamp of the upload date.

© 1998-2020 All Rights Reserved
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Unit

ARROWHEADWEST.INC. | 1 | 2A1

Detzils

Ui
ABC construction st png 11/12/2020 2:09 pm
e B2 png 11/12/2020 2:06 pm
Style Charter docx 11/12/2020 2:06 pm

s o 15 Fagelof 1 (3 ftems) o

To upload a file:

1. Click Upload

2. Choose the file you wish to upload from your directory and click Open.

€ Open ®
<« v 4 [ » ThisPC > Documents > MF » Drafts > ABC Site Uploads v | B O Search ABC Site Uploads
Organize v Mew folder B~ M @
~
- ) Name Date modified Type Size
- EJ\, ABC Site Uploads 1/20/2020 2:11 PM File folder
Fﬁ ABC Site 1/20/2020 2:02 PM Microsoft Word D... 19KB
c
L
[
L
- —— v
File name: | ABC Site v‘ |Customﬁ[a¢ V|

To view the file, select Open File in the Actions list of the record. The file will download.

> Details Email Files -
+ Upload
- ABC construction site. eng 11/12/2020 2:00 pm
2 png 11/12/2020 2:06 pm
{le Chartar docx 11/12/2020 2:06 pm

Open File

Fage1of 1 (3 items) °

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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To view the file, select Open File and the file will be downloaded.

c @ * 0

Unit Table 1
‘ Field/Option ‘ Description/Usage

Details>General Information - General Information

*Unit Number Unique number assigned to identify a unit within a building.

Details>General Information - Unit Characteristics

Status The current operating state of a site, building, or unit or the
state of the record.

Bedroom Size Represents the number of bedrooms in a unit

Unit Type Represents the type of unit; for example, efficiency
Square Footage Represents the total square footage of the unit.
Unit Added Date Represents the date the unit was added

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Tenant
The Tenant work area has information about the individual(s) who are authorized to occupy a unit and
the certification the tenant has attained. This work area is used to manage Tenant Certification records
and view/print reports.

To add a Tenant Certification:

1. Click the New Certification located in the top-right corner.

2. Select the Site Name, Building Number, and Unit Number from the dropdown menu. Selectan
option in the Actions menu.

3. Click Save to complete your actions.

ABC Apartment Complex- Sunrise Il - 10-004

100 v

Unit Numbe
1 -

Actions *
Qccupy Unit

Search
Upon access to the Tenant work area, you will see the Search section.

To search for a tenant:

1. Enter the search criteria for the tenant.

a. Select All to retrieve all tenant records. Select Current MF Tenants to retrieve records for tenants who
currently reside in a multifamily unit. Select Current S8 to retrieve records of tenants who currently
reside in a Section 8 unit.

b. Enter the timeframe that your tenant(s) occupied the unit.

2. Click Search to retrieve search results. To view additional search options, such as Program, BIN, Building
Name and Site Number, click Advanced Search. Use the Certs Filter to view all Tenant Certifications or to view
current tenant only.

3. Click Clear to begin a new search.

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary
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Fier from © e Name

Certs Filte
(0) a1 (@) Curent MF Tenants 11/12/2018 - 11/12/2020 - ABC Apartment Complex- Sunrise Il - 10-004 ® -
() Current 33 Tenants

Festame Lozt Hame Uit Huriser
(o]

Fregram n Building liame e tumker S Process Trpe

() BUDMF (0) LKTC Select.. -

StePregrams

select [0 Display Archived Sites

Note: You must enter a value into one of the search fields before clicking the Search@.

Certification Actions

The Certification Actions box displays information about the cert and the programs applied at the site, unit and tenant
level (when applicable). There are two options that can be displayed for the Certification Format; TIC and HUD MF. TIC
represents all programs except HUD MF (Section 8). If HUD MF (Section 8) is displayed, it will be disabled. Likewise, if
the unit has a Section 8 cert, you will see Section 8 data displayed but all related actions will be disabled.

The Site Process Types displays the process type description. The Site Programs displays the programs applied at the
site-level. The Unit Programs displays the programs applied at the unit level.

Each cert that is currently applied to the unit will be displayed in the Current Certification section. More than one cert
can be present at a time. The unit’s status, occupied or vacant, is shown above Cert Info. Cert options that are
available are displayed when you click Create Certification. The certification options for a unit are based on the
tenant’s last certification. Certifications must be “Submitted” to enable the certification options; Income Certification
(1C), Unit Transfer (UT), Annual Recertification (AR), and Move-Out (MO).

To make corrections to a certification:
1. Select Cert Actions

I T T R T Lz Ton | naearcnn T T et i onseseve |

10004

(m]) FLOT1520009 [m]
FLOTI 520009 1000 m]

10004 O
10004 O
1000 0O
[m]

o

]

FLO1152000%

5
: H
o

1 1 10004
10004

10004

o o

o o o

(] (] (]

o o o o
ertcions |1, . o a] a]
] o o

o o o

= ] ]

2
LIHTE 355
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2. Click Modify Current Certification
3. Click one of the following actions:
a. Correct — An unsubmitted copy of the tenant certification will open.
b. Unsubmit or Submit — If you select Unsubmit, the certification will be unsubmitted. If you click Submit,
the certification will be submitted.
c. Delete —The certification will be removed.
4. Click Save to complete your actions.

To create a new certification:
1. Select Cert Actions

T T T B = T L T B I B

EY ) Y a Y Q Y a

- s s O FLovis2o009 Buiding 1 0024 m] m] m]

7 7 0O | sonsoue Buiding 1 1000 0O 0O 0O

Edit ) 8 (5] FL 011520009 Building 1 10004 [m] [m] [m]

&) 9 0O | sonsoue Buiding 1 1000 m] m] m]

Certdctions |5 14 5] FLO1520009 Buiding 1 10004 [m] [m] [m]

1 1 B ez Buiding 11- OB 10004 O O O

2 2 0O | 12z Buiding 11-04En 1000 0O 0O 0O

Tests5s3 LBTE 35S B 2 Test 10004 O O O

2. Click Create Certification. Select the Certification Type and Effective Date. If you select a UT, you must select
the unit the certification will be transferred to.

Certification Actions
Certification Format ® Tic
Site Program Other Site Process Type  Compliance
Unit Program M
Current Certification
Sita Name - # Aba-1-Abz-111
Building 1
Unit2 1 LIHTC Unitg 1 Qccupied
Cart Program LIHTC CertInfo 12/10/2020 AR (Submittsd)
Household Doe, Jonn

Select a Certification Action

(® Craate Cenification () Modify Current Cemification

Create Certification

Certification Type Cie O Our @M

(]

3. Click Save to complete your actions. You will be immediately redirected to the new certification.
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Details
The Details page displays the record’s information which is organized by the tabs in the banners.

Program FUDType
Tex Crecit Tax Credit

Program HUDType
HOME HOME

Program HUDType

2 Housenold Type

©  SocilSenices

[ITo———— MostRestice Rent Desgnation
0% AMI £0% Ml

$3235000 s91000

53882000 $1,09200

Totat -
52615600 s2615654

The options in the certification banner affect the certification that is currently open. The Cert Actions
options will be different depending on the state of the cert.

Certification LIHTC-12/23/2020 AR Doe John F=Cert Actions I TIC Report i Delete Hisave

(] ABC Apartment Complex- Survrise Il | FLO11520009 | 1.LUHTC#1

Use Cert Actions to perform various actions for a certification. The program that the certification is for and the cert’s
status will determine what cert actions are available.

To view the Tenant Income Certification report, click TIC Report. A printable version of the report will
open in a new browser.
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TENANT INCOME CERTIFICATION Certification Date: 10/7/2015
Move-in Date:
Cerlification Type: Recertfication 8232010
PART | - DEVELOPMENT DATA
Site Name: Birchmount Housing Building: Tax Credit
Address: 33 NE 24th Street Daytona Beach, FL 85201 BIN#: FL-03-03234
County:  Pinellas Unit Number: 101 # Bedrooms:
PART Il - HOUSEHOLD COMPOSITION
Wilson Serena Head of Household 30 Female Al No 2555 v
James peters Unborn -2
Child/Anticipated Nor e M
Adoption or Foster
PART lll - GROSS ANNUAL INCOME (USE ANNUAL AMOUNTS)
Full Name Income Source Amount
Serena Wilson Federal Wage $35,000
Total Income: $35,000

PART IV - INCOME FROM ASSETS

Type of Asset Iember Name Cll Cash Value of Asset Annual Income from Asset
Other Serena Wilson Current $5,000 $2,500
Totals: $5,000 $2,500

Cash Value Total (If over $5,000) Passboak Rate Imputed Income
$0 X 0.06 % = $0

Enter the greater of the Annual Income from Asset
Total or the Imputed Income Total:

TOTAL INCOME FROM ASSETS $2,500

Note: All certifications within the unit must be submitted, otherwise, the Actions menu will not be available.
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Summary

The Summary displays information about the certification that has been uploaded to the system. This
tab is read-only and shows details about the Programs, Household, Income, Rent and Designations, and
Assets. See Tenant Table 2 for Tenant>Details>Summary field descriptions.

Cent Actions [ TC Report i Delete.
> s
Programs
Torcredt Tox et Sauieres
Howe Hove <= 50% AMGI
Tox Exempt Bonds Tox Bxempt s0% AMel
Household
2 2
912007
. O —
1 T
o Ne
0 1
Income, Rent and Designations
con am %A 60% M1
Incor
$31260.00 $24360.00 $781.50 $570.00
$31,260.00 $24360.00 $1,005.00 $570.00
$9,590.00 $930573 $679.80
i >
$ 539.55 579.75 $10.50

“Created” and “Edited” timestamps are located at the bottom of each certification. The timestamps
include the date and time of when the certification was edited/created, and the name of the user who
manually created the certification or upload via XML.

Created 03/04/2019 9:19 AM XML Upload [administrator] Edited 03/04/2019 9:19 AM XML Upload [administrator]

T ——

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary



NextGen Multifamily User Guide |28

Cert Information
Use this section to view and/or enter certification information. Most details on this page have been

uploaded to the system and are read-only. See Tenant Table 2 for Tenant>Details>Cert Info/Certification
Information field descriptions.

Note: If you try to make updates to the Move-In Date on a Move-In or Initial Cert, a warning stating, "Modifying the Move-In Date field will
update all related certifications, do you wish to continue?". If you choose to continue, the system will update the Move-In Date for all related
certs in that household.

Member Financials
Member Financials allows you to view personal details about the head of the household and financial
information for the entire household. To view details of an existing Tenant Member, select the name

from the Members List dropdown.

To add a new Member:

1. Click Add Member @
2. Enter the Tenant Member information in the New Member’s Details box. The mandatory fields

contain an asterisk and must be completed to enable Add to Member List.
3. Once the information has been entered, click Add to Member List.
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New member’s Details

nddtomambertist | cancal |

Last Name ™

First Name >
Jane «  Middle Name Doe x
Relationship * Last 4 SSN*

Child/Dependent v 1234 x  Alien Reg. Number

Races* Birth Date *

African American / Black Ty 371991 o Marital Status -

Gender *

Ethnicity ~ Female ¥ x  Special Status b
Disabled ~  LIHTC Student v

To remove a member, click Delete Member @.

Note: You cannot delete the Head of Household.

Members Summary
The Members Summary categorizes the household members by is an overview of type of members who

reside in the Unit.

Members Summary

Family Members 7
Adults with Income 7
Dependents Under 18 0
Occupants 62 and Over 7
Student Head of Household No
Full-Time Students 0
Disabled Household No
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Income
To add an Income:
1. Click Add Income &

2. Select an option from the Member and Income Type box and enter the Amount.

Add Income

Member *

Jane Dpe -

Income Type *

Child Support -

Amount *
$ 500.00|

=3 E0

3. Click Save to complete your actions.

o L e

Jane Dee Child Support $500.00 l

To edit a record:
1. Select Edit in the Actions column of the desired record.
2. Update the record.

Member *
Jane Doe -

Income Type *
Child Support -

Amount *
$60p.00
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3. Click Save to save the changes.

I T S I S

Jane Doe Child Support $500.00 I

To remove a record, select Delete in the Actions column of the desired record.

Delete Income

Are you sure you want to delete the Income ?

Income Summary
This section summarizes the income of all members who reside in the unit. The system is now displaying income
rounding to the nearest cents.

Income Summary

Total Income $9,.389.7.
Total Asset Income 516,766.81
Total Income from all Sources 526,156.5.

Assets
To add new Assets:
1. Click Add New Assets @
2. Select a Member, Asset Type, and Status and enter the Cash Value and Annual Income amounts.
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Add Asset

Member*
Jane Doe v

Asset Type ™

Checking -

Status *
Current -

Cash Value *
$50.0p

Annual Income *

4 27,000.00

3. Click Save to complete your actions.

John S Doe Other Current $1.87 $5,654.81

e Jane Doe Other Current $1.87 $11,112.00

To edit an Asset:
1. Select Edit in the Actions column of the desired record.
2. Update the records in the Edit Asset box.

Member *
Jane Doe -

Asset Type *
Checking -

Status *
Current -

Cash Value ”
$50.00

Annual Income *
$29]000.00
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3. Click Save to complete your actions.

e T I I S T

Jane Doe Other Current $1.87 $11,112.00
D Jane Doe Checking Current $50.00 £$29,000.00 '

To remove a record, select Delete in the Actions column of the desired record.

Delete Asset

Are you sure you want to delste the Asset ?

Asset Summary
This section summarizes the assets of the members who reside in the unit. The system displays the income rounded to
the nearest cent.

Asset Summary

Total Asset 840451.65
Total Asset Income 840451.65

Deductions
To add a new Deduction:

1. Click Add New Deduction 6
2. Select a Member and Deduction Type and enter the Amount.

Add Deduction

Member *

Jane Doe -
Deduction Type *

Limits -
Amount *

$120.00|

[ B | oo

3. Click Save to complete your actions. Note that deductions do not apply to the Tax Credit program.
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I o e 1. .. |
i Jane Doe Limits

$120.00

—

To edit a Deduction:

1. Click Edit in the Actions column of the desired record.
2. Update the record the Edit Deduction box.

Edit Deduction

Member *
Jane Doe

Deduction Type *
Limits

Amount *
$ 20p.00

3. Click Save to save the changes.

e e ]
Jane Doe

Limits $200.00

To remove a record, select Delete in the Actions column of the desired record.

Delete Deduction

Are you sure you want to delete the Deduction 7

Note: If a field value is in standard text, it is a reported value. If it is italicized, it is an HDS calculated or stored value. If a field consists of 2 values,
the one on the left is in standard text (the reported value) and the one on the right is in italics and is the HDS value.
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Other Programs

ca :.. Certification LIHTC-3/2/2019 MI Correction Jones Samuel E=Cert Actions [ATIC Report i Delene RS
@8 50 sparment Complex-Sunrise | | 2 | 111, LHTC#111

Details Files

= & s =
= a =
Summar, Cert Information Member Financizls Other Programs

B Qsercn.
I S S
Q Q Q

Tax Exempt Tax Exempt Unknawn

= Create Filter

To view a Other Program record, select View in the Actions menu.

View Other Programs

HUDType Income Status

Tax Cradit - Tax Credit Calculated Credit Type

To add Other Program:
1. Click Add Other Program ©
2. Select an option from the Program menu.
3. Click Save to save details.

Add Other Programs

Frogram *

HUDType
Tax Credit = % Tax Credit

Income Status

Calculatsd Credit Type

To edit a Other Program record:
1. Select Edit in the Actions menu.
2. Update the record and click Save to confirm your actions.

Edit Other Programs

Program * HUDType

Tax Exempt ~ ¥ Tax Exempt Income Status
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To remove a record:
1. Select Delete
2. Click Yes to confirm your actions.

0 Do you want 1o delete this record?

=

To view program details for “Submitted” certifications, click the *®= icon. The Other Program box will open and display
program details of the selected row. After reviewing, click Cancel to close the popup screen. Be sure to save your
changes before leaving the Tenant work area.

Progiams

Program HUD Type Income Status

HOME HOME <= 50% AMGI
Household

Hausehald Members z Househald Type v
Movedn Date Social Services

1/20/2009 B Medicare

singlzParent Hausehold

Number of Bedroams z No

Dependents Under 18 Disabled Household

4 No

Full-Time Students Cccupants 62 and Over

4 o

Income, Rent and Designations

Federal Set-Aside host Restrictive Inoome Designation Most Restrictive Rent Designation
fncome Averaging 90% AMI 90% AMI

Income Averaging Designation

20.00

Federal Incame Limit o Federal Max Rent o
$10.00 $0.00 $0.00 s0.00
Most Restrictive Incame Limit Most Restrictive Max Rent
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Tax Credit Program

Other Programs

Program HUDType Income Status

- Tax Credit

Note: Income Status percentages are displayed in the last column for each program.

Reports
This area allows you to generate HDS Tenant Reports and Agency Site Reports.

TIC Report

To view the Tenant Income Certification report, click TIC Report and enter the search criteria. Once the search criteria
are entered, click Search.

HDS Tenant Reports

A "C Report

uﬂnt:upancy and Demographics Report

Once the search criteria are entered, click Search.

TIC Report

LT Unie bumber
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Click on the record desired and click Create Report. The search results can be organized using the features described in
Working with Grids.

To search for a Tenant Member:
1. Enter the name in the search field.
2. Select a row and click the Create Report to view TIC Report. Click Clear to begin a new search.

TENANT INCOME CERTIFICATION Cerlification Date: 10/7/2015
Move-in Date: 9/23/2010

Certification Type: Recertification

PART | - DEVELOPMENT DATA

Site Name: Birchmount Housing Building: Tax Credit
Address: 33 NE 24th Street Daytona Beach, FL 85201 BIN#: FL-03-03234
County: Pinellas Unit Number: 101 # Bedrooms:

PART Il - HOUSEHOLD COMPOSITION

Wilson Serena Head of Household 30  Female Al No 2555 Y
James peters Unborn -2 No 9989 N

Child/Anticipated
Adoption or Foster

PART lll - GROSS ANNUAL INCOME (USE ANNUAL AMOUNTS)

FEull Name Income Source Amount
Serena Wilson Federal Wage $35,000
Total Income: $35,000
PART IV - INCOME FROM ASSETS
Type of Assel Member Name Cll Cash Value of Assel Annual Income from Asset
Other Serena Wilson Current $5,000 $2,500
Totals: $5,000 $2,500
Cash Value Total (If over $5,000) Passbook Rate Imputed Income
50 X 0.06 % = 50
Enter the greater of the Annual Income from Asset TOTAL INCOME FROM ASSETS $2,500

Total or the Imputed Income Total

To remove a certification:
1. Click Delete

0 Do you want to delete this certification ?

2. Click Yes to complete your actions.
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Seareh Fepans XL Tenant Upioag

e

frec——

O Wrep Text [ Show 4ll Rows

Agency Tenant Reports

Agency Tenant Reports display the reports that were created in the Report Designer and have been assigned to the
tenant-level.

To view an Agency Tenant Report:
Select a report and click View Report.

Agency Tenant Reports

Custom Reports

HDS MF Tenant List

:

© 1998-2020 All Rights Reserved Housing and Development Software Confidential and Proprietary



Email

NextGen Multifamily User Guide |40

See Property Group > Unit > Email for details on functionality.

Files
See Property Group >Unit > Files for deta

Tenant Table 2
\ Field/Option

ils on functionality.

Description/Usage

Certification>Details>Summary - Programs

Program

The type of program or programs for which this event is qualified

HUD Type

This complex type holds the information about which program or
programs for which an event is qualified

Income Status

AMGI Percentage for Program Income

Certification>Details>Summary - Ho

usehold

Household Members

Number of members as reported and calculated by HDS

Household Type

Identifies the reported household category.

“NA" - Not Applicable, "EL"- Elderly, "FA" — Family, HO" — Homeless, "RC"
- RCAC,"DS" — Displaced, "SN" - Special Needs NA, Elderly, Family,
Homeless, RCAC, DS and Special Need

Move-In Date

Date the household occupied the unit

Social Services

Blank or a value selected manual from the HDS Social Services reference
table

Number of Bedrooms

As reported and as entered in HDS

Single-Parent Household

Yes or No as calculated by HDS

Dependents Under 18

Calculated by HDS

Disabled Household

Yes or No as calculated by HDS

Full-Time Students

Calculated by HDS

Occupants 62 and Over

Calculated by HDS

Certification>Details>Summary - /ncome, Rent, and Desjgnations

Federal Set-Aside

As reported in the certification

Most Restrictive Income Designation

The most restrictive income designation as reported by the owner

Most Restrictive Rent Designation

The most restrictive rent designation reported by the owner

Income Averaging Designation

If the set-aside is Income Averaging, then this field displays the Income
Designation submitted on the certification. Legal values are 20%, 30%, 40%,
50%, 60%, 70%, and 80%

Federal Income Limit

The LIHTC income limit associated with the Federal Set-Aside. The HDS
value is calculated based on the high-watermark income limits for the
building and certification date

Federal Max Rent

The maximum permitted tenant rent based on the Federal Income Limit

Most Restrictive Income Limit

The LIHTC income limit associated with the Most Restrictive Income
Designation. The HDS value is calculated based on the high-watermark
income limits for the building and certification date

Most Restrictive Max Rent

The maximum permitted tenant rent based on the Most Restrictive
Income Limit

Total Income from All Sources

Total of all income and asset income

Gross Rent

The sum of Tenant Paid Rent, Utility Allowance, and Non-Optional
Charges

Tenant Paid Rent

As reported in the certification

© 1998-2020 All Rights Reserved
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Utility Allowance

As reported in the certification

Non-Optional Charges

As reported in the certification

Wages Total

The sum of income types B = Business, F = Federal Wage, M = Military
Wage, and W = Non-Federal Wage

Social Sec Total

The sum of income types PE = Pensions, S| = Supplemental Security
Income, and SS = Social Security

Public Assist Total

The sum of income types T = TANF (Formerly AFDC) and G = General
Assistance

Other Total

The sum of income types CS = Child Support, | = Indian Trust, N = Other
Non-Wage Source, and U = Unemployment

Total Income

As calculated by HDS. Does not include Asset Income

Certification>Details>Cert Info - Source of Federal Rent Assistance-As reported in the certification

Federal Rent assistance Amount

‘ As reported in the certification

Certification>Details>Cert Info -Source of Other Non-Federal Rent Assistance-As reported in the

certification

Other Non-Federal Rent
Assistance Amount

As reported in the certification

Total Monthly Rent Assistance

The total amount of both federal and non-federal rental assistance

Certification>Details>Cert Info - Assets

Cash Value

As reported and as calculated by HDS

Asset Income

As reported and as calculated by HDS

Certification Type

Displays the certification type for the certification. "MI" - Move In, "MQO" -
Move Out, "TI" - Transfer In, "TO" - Transfer Out, "R"- Recertification, "A"
— Adjustment, "IC" — Initial

Effective Date

This is the original date that this compliance event occurred

Self-Certification

Verifies that tenant has self-certified their income

Correction

Verifies if updates have been made to the previous record

Original Event Date

Represents the date the XML file was uploaded, or data entered
manually

Correction Effective Date

Date of the certification update

Event Created

Date of the compliance event

Old Move-In Date

The original move in date for the household for which this event is
reporting

Move-In Date

Date the tenant moved into the unit

Household Type

Identifies the household category. NA" - Not Applicable, "EL" — Elderly, "FA"
— Family, "HO" — Homeless, "RC" — RCAC,"DS" — Displaced, "SN" - Special
Needs NA, Elderly, Family, Homeless, RCAC, DS and Special Needs

Employment Type

Identifies the field of employment for members in a household. “NA" - Not
Applicable, "A" — Agriculture, "B" - Business/Office, "FTS" - FT Student, No
Special Conditions, "GS" - Government/Public Service, "HM" —

Homemaker ,"IM" - Industrial/Manufacturing, "NE" - Not Employed, "NS"

- Not Skilled/Unskilled, "R" — Retired, "SE" - Self Employed "SS”-
Skilled/Specialized, "TP" - Technical/Professional

Unit Type

This is identifying how the unit is being utilized in conjunction to the
event that is being transmitted

Number of Occupants

Number of tenants which reside in the unit

Utility Type

Identifies the type of utilities in the unit

Social Services

Identifies what services are provided for the household or tenant. The
descriptions are populated from the Social Services Reference Table in
the Windows application

Single Parent Household

Identifies the marital status of the Head of Household member
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All Student Household

If all household members are full-time students, select Yes. If at least one
household member is not a full- time student, select No

Utility Allowance

The amount of monies allocated towards a unit’s utility costs which is set by a
utility allowance schedule which is published either by HUD, Rural
Development or the Public Housing Authority

Student Use Code

If all household members are full-time students, identify the qualifying
exception. Enter NA for a household which is not comprised of all full-
time students

Certification>Details>Cert Info - Rent Income Certification Details

Effective Date of Most Recent
Income Certification

The Effective Date of the most recent certification of LIHTC income. This is
populated when income is not certified, For example, a self- certification

Household Income at
Most Recent Income Certification

Household income at the time of the most recent LIHTC qualification
date

Household Size at Most Recent
Income Certification

The size of the household on the Effective Date of the most recent
certification of LIHTC income. This is populated when income is not
certified, For example, a self-certification

Certification>Details>Cert Info - Qualification Details

LIHTC Qualification Date

The most recent qualification date for this event

Household Income at Most Recent
Qualification Date

Household income at the time of the most recent LIHTC qualification
date

Household Size at Most
Recent Qualification Date

Household size at the time of the most recent LIHTC qualification date

Certification>Details>Cert Info - /ncome, Rent, and Designations

Federal Set-Aside

The set-aside value from the building LIHTC screen

*Most Restrictive Income

The most restrictive income set-aside percentage currently applied to the
household. This value may be the same as or less than the Federal Income
Designation amount. The values are populated from the unit Type reference
table in the Windows application

*Most Restrictive Rent

The most restrictive rental set-aside percentage currently applied to the
household. This value may be the same as or less than the Federal Income
Designation amount. The values are populated from the unit

Type reference table in the Windows application

Income Averaging Designation

If the building set-aside is Income Averaging, this field is mandatory for a Tax
Credit certification and identifies which unit designation applies: 20%, 30%,
40%, 50%, 60%, 70%, or 80%

Federal Income Limit

Total amount of income allowed based on the number of individuals in the
unit and the income limit assigned to the site and building. Click the
® icon next to the Federal Income Limit to view the high-water mark.

The system automatically calculates LIHTC income and rent limits based on
the high-water mark. The fields which contain an asterisk must be
populated for the save button to become enabled.

Federal Rent Limit

The maximum amount of rent which can be allowed based on the number of

individuals in the unit and income limit assigned to the property. Click the
icon next to the Federal Rent Limit to view the high-

water mark. The system automatically calculates LIHTC income and rent limits

based on the high-water mark. The fields which contain an asterisk

must be populated for the save button to become enabled.

Most Restrictive LIHTC Income Limit

The LIHTC maximum allowable income for the unit based on an Income
Designation percentage that is lower than the Federal Income
Designation
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Most Restrictive LIHTC Rent

The LIHTC maximum allowable income for the unit based on an Income
Designation percentage that is lower than the Federal Income Designation

Annual Income

The total of amount reported for the household.

Gross Rent

Monthly rent including an estimated utility cost and non-optional charges

Tenant Rent

The rent that the tenant is paying

Utility Allowance

The amount of monies allocated towards a unit’s utility costs which is set by a
utility allowance schedule which is published either by HUD, Rural
Development or the Public Housing Authority

Non-Optional Charges

The amount of non-optional charges, such as mandatory garage rent,
storage lockers, charges for services provided by the development

Certification>Details>Cert Info -Assistance

Sources of Federal Rent Assistance

The program under which the federal subsidy portion of rent is being
paid. If applicable, select a description

Federal Rent Assistance Amount

The Federal rental subsidy amount

Source of Other Non-Federal
Rent Assistance

The program under which the non-federal subsidy portion of rent is being
paid

Other Non-Federal Rent Assistance

The non-federal portion of the rent paid by a third party such as a
housing authority

Total Monthly Rent Assistance

The total amount of both federal and non-federal rental assistance

Certification>Details>Cert Info - Certification Totals

Wages Total

The sum of income types B = Business, F = Federal Wage, M = Military
Wage, and W = Non-Federal Wage

Social Sec Total

The sum of income types PE = Pensions, Sl = Supplemental Security
Income, and SS = Social Security

Public Assist Total

The sum of income types T = TANF (Formerly AFDC) and G = General
Assistance

Other Total

The sum of income types CS = Child Support, | = Indian Trust, N = Other
Non-Wage Source, and U = Unemployment

Asset Cash Value Total

The total of the asset values

Annual Asset Income Total

Total amount of other assistance received by the household

Certification>Details>Cert Info - Project Details

Project ID

Site Number

Site Name

The name of the site which the XML has been uploaded to

XML Upload Vendor Name

Displays the name of the software the management company used to
create the file such as Real Page, Boston Post etc.

XML Upload Created Date

The date the file was created

XML Upload Reporting Start Date

The beginning date of the date range for the transmission file

XML Upload Reporting End Date

The ending date of the date range for the transmission file

XML Upload NAHMA Version

The system only accepts versions 5.0 and 6.0.

If a field value is in standard text, it is a reported value. If it is italicized, it is an HDS calculated or stored value. If a field
consists of 2 values, the one on the left is in standard text (the reported value) and the one on the right is in italics and

is the HDS value.
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