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Thank you for
joining us
today!

In this presentation, you will
learn how to navigate the
IHCDA online system.

You will also learn how to:

* Create units

« Create utility allowances

« Create tenant events

« Complete/Submit an AOC
 How to resolve AOC issues

* Average Income Test * new *

ihcdaO0®

Indiana Housing & Community Development Authority



Topics and Order of Discussion

+

IHCDA Online
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WEBSITE

HTTPS://ONLINE.IHCDA.IN.GOV/

TO GET TO THE SIGN IN PAGE, CLICK THE

AUTHORITY ONLINEjRSISAREGINS

Welcome to Indiana Housing and Comm
services.

This =ite allows our pariners to access resources for managing their aw

Authority Online

The Autherity Online site is W
management, and reporting.

The DMS Online site is for th
8/31/2017.

ClientTrack is used for mang

DMS Online
ClientTrack

Compatible Browsers blesse note that the Ik has changed.
*Internet Explorer 10.0 ntos jonine ncga  gov.
Internet Explorer 9.0
*Firefox 17

*Firefox 18

The Weatherization Assistan

ihcdaO0®
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HOW TO LOG IN

Owners must grant access to their authorized users. Once the property owner has
granted access to you:

- Log in using your username and password.

OR

If you are a new user, click on

NSl RGO Il g ElfE to get started

AND email Meagan Simpson at MSimpsonl@ihcda.IN.gov to let her know you
registered as a new user.

Welcome to the Authority DMS Online Management System

This site will allow organizations working with the Indiana Housing and Community Development Authority to manage information about
their awards. Some of the features of this site are claims management, Gwner Certifications, IDA Awards, NAP Reporting, and the Single
Family software download. This site continues to be expanded to allow our partners to work more closely with us and to streamline our
processes. If you are having problems logging in or creating a prefile please email claims@incda.in.gov.

Usemame: | ] New User? Register Here.

Password | |

Forgot Your Password?

are using a supporied browser. The current supported browsers are

Explorer 10.0
Explorer 8.0

= Firefox 16

Online Resources and Training Videos

Click Here to visit the IHCDA website

ihcdaO0®
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IN THIS SECTION

«  We will Walk-through an Annual Owner Certification from start to
finish

 Remember, you must have all your tenant events in for the year before
starting this process

ihcdaO0O®

Indiana Housing & Community Development Authority



GETTING STARTED

Before you can complete your Annual Owner Certification you must set up your
units and utility allowances and have all your tenant events in for the year.

Tenant events should be updated EVERY 30 DAYS throughout the year.

Normally, creating a new unit is done when you sit down to do your AOC, but we are
going to cover this topics now, as it is a common sources of questions and concerns
at AOC time.

READY TO GO?

ihcdaO0O®
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GETTING STARTED
Once you have signed in, click

This will take you to your properties listing page:

Programs

Qwner Certification This will allow a property manager to complete their Owner Certifications for the RHTC, CDBG,
HOME, and Development Fund programs.

Progress Beport This will allow the owner or developer to enter the Semi-Annual 3609 progress report.

My Profile Manage your profile including your password, contact information, yvour organization information,

and other information about your organization.

Many features of the Authority Online system are based your arganization. In some cases, you may need to share your 'Organization Code'
with another organization or with someone in your organization who is registering as a new user. This organization code can be found from
your prafile screen on the 'MWy Organization® page.

ihcdaO0®
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YOUR LISTING PAGE

This is a partial Properties Listing page
« Column 1 is a list of your properties

 Column 2 is Annual Certification
Clicking on this will take you straight into submitting the AOC

« Column 3 is the effective year
* Column 4 is the status of your tenant events

* Column 5 is the status of your Annual Owner Certification
Click the name of the project you need. Be sure to select the correct year

Properties Listing

IHCDA INT-232-7777

30 5. Meridian Sirest
Indianapolis IN 46204-3565

! Show All Owner Cerificates

Click on the Correct Year’'s Annual Cert

Properties Assigned to you:

For A&nnusl Tenant Certfications, click on the property name, for Annual Owner Cenification, click on the "Annual Cert’ button
Training Project Annual Cert 2019 Active Active =
Training_Project Annual Cert 2020 Active Active
S
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CREATING A NEW UNIT E/
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1) CLICK ON THE BUILDING YOU WOULD LIKE TO ADD A UNIT TO.
* This will bring up the screen shown in the picture to the left.

2) CLICK ON LD EYSVIVIYE).

* This will bring up the screen shown in the picture to the right.

ihcda 00©

Return fo Property Listing
Manage Users
View Documents

El Ryan Test
[SBuilding 1]

[ 002
[ 003
[ 004
[ 005
[ 006
[H oor
[H ooz
[ 009

Welcome Ganee Natschke

IHCDA

Ryan Test

Building Details

Building 1

1234 Main Street

Indianapolis
County

Placed In Service

Owner Pays Utiiies

Notes:

Unit Name:

=
=

=
=
=

)
=
(=]

o
=
=

=
=
&

=
=
=3

=
=
=

=
=]
=3

o
=
(=]

Add New Unit

Indiana Housing Online Management System

BIN 3175913888
Unit Count 9

IN v 46204 Actual Unit Count 8
MARION A Applicable Fraction 0.00
Date |
i
Num Bedrooms Sq Footage AMI Percent Unit Status
1 Bedroom 900 60% Occupied
2 Bedroom 1200 80% Occupied
1 Bedroom 1000 60% Occupied
2 Bedroom 1200 40% Occupied
1 Bedroom 900 60% Occupied
2 Bedroom 1200 50% Occupied
1 Bedroom 900 40% Occupied
3 Bedroom 1300 60% Qccupied
3 Bedroom 1300 60% Occupied

Copyright & 2020, Autharity DMS. All rights reserved

Unit Information

Unit Mame
Number Of Bedrooms | Studio ¥

Square Footage

AMI Percentage 20% v
Unit Identity Program Unit v
Status Date A
Status

Add Funding

ihcdaO0®
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3) Complete the required information (End Date is not required).
« Once filled in, select [SJeJeE1{=}

Feturn to Property Listing
Manage Users
View Documents

El Ryan Test
E

001
[ poz
[ no3
& oo4
[+ 005
& nos
[ no7
[+ nos
& oog

Unit Information

Unit Mame |U1EI

Number Of Bedrooms | 2 Bedroom ¥ |

Sguare Footage |9'I]IEI |

AMI Percentage | 60% v

Unit Identity | Program Unit ¥ |

Status Date 04/09/2020 |

Status

Add Funding

Funding Program Start Date End Date

'RHTC v |

ihcdaO0®
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CONGRATULATIONS

You created a new unit!*
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CREATING UTILITY ALLOWANCES &
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BEFORE WE START

If owner pays all utilities, DO NOT
enter a Utility Allowance!

Follow the instructions on this
slide, then skip to slide 19.

: a ooe IHCDA N Indiana Housing Online Management System
43 B yan Test . o
e[ Qi[O wWNner Pays Utilities
iy Building Details
box.
Building 1 BIN 3178918888
1234 Main Street Unit Count e ) eall
Indianapolis IN_v) 46208 | ActaluntCount 8 Do this for each building.
County MARION v Applicable Fraction 000

Placed In Service Date 3
Owner Pays Utiities U « CI'Ck U date

ihcda 00©
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CREATING A UTILITY ALLOWANCE

* Click on the project name
» This will bring up the screen pictured below

NGl elsBUtility Allowances

* You now have 2 options

Add New
Copy

ih:cda‘ooe

Return to Property Listing
Manage Users
View Documents

ElRyan Test
%I Building 1
[H 001
ooz
Hoos
Hoos4
EHoos
[ o006
Hoo7
Hoos
EHoo9
Ho1o

Welcome Ganee Natschke

IHCDA Indiana Housing Online Management System
Ryan Test

Property Details

Ryan Test

IN,

Restriction Type: N/A
Rental Assistance:
Owner Certification Year: 2020

IHCDA Utility Allowances

Export Events
Scattered Site: No Remove Property
Floating Units: False

Extended Use Dates: 9/19/2018

Owner Entity Information
Name
Address

Tax ID Number

|—Pr\mary Owner Comact—[

PLEASE NOTE: Utility allowances expire yearly and
MUST be updated every calendar year. Even if the UA
amounts are the same, a new UA must be entered into the
Utility Allowances section. If the information is the same,
you can COPY the information but you will need to change
the year and/or identifying information for the new UA.

ihcdaO0®
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ADD NEW:

Return to il
ou— Utility Allowance Entry
Allowance
Listing
Property Name Ryan Test Bin
Description
= 3178918888 P S
Effective Date j L -
Bedrooms Studio
Allowance Type Utility Company Estimate
Utility Type Source Amount Paid By Allowance Type T h 5 7 th
Unit Heat v v v IS IS e
e ’ ; ’ ONLY way to
Gooking v
. create UAs
Water Service v
. for new
Trash Removal v . t
RD or Section 8 Approved Allowance v p rOJ eC S
Air Conditioning v
Other (Requires Description) v
Tenant-Paid Total: $0.00

Enter a description: We suggest using the effective date of the UA and the type (i.e.
01/01/23 PHA)

The description is the only thing that tells you what UA you are choosing when
entering tenant events. Make sure you will be able to differentiate between UAs in the

future! There is no need to label the UA with the bedroom size in the descriptions box; that
is later in a drop down.

If using different types of UAs like HUD and PHA,
labeling them with the date and UA type will be useful

| |
in selecting the correct UA for each unit. I tha 00®

Indiana Housing & Community Development Authority



COMPLETED ADD NEW

This must be
checked!

Return to HH
Utility Utility Allowance Entry
Allowance
Listing
Property Name Ryan Test .
Description 01/01/23 PHA Com p I ete th IS
- 3178918060
Effective Date 1/1/2020 = .
top part first
Bedrooms 1 Bedroom ¥
E nter Allowance Type HUD Schedule Approval v
yo u r Utility Type Source Amount Paid By Allowance Type
Unit Heat Gas v 30.00 | Tenant Paid v || HUD Schedule Approval v
Utility Water Heating Gas v 5.00 | Tenant Paid v || HUD Schedule Approval v
Type Cooking Gas v 8.00| | Tenant Paid v || HUD Schedule Approval v
. Unit Electric Electric v 20.00 | Tenant Paid v || HUD Schedule Approval v
info next
Water Service v v v
Sewer v v v
Trash Removal v v v
RD or Section 8 Approved Allowance v v v
Air Conditioning Electric v 10.00 | Tenant Paid v || HUD Schedule Approval v
Other (Requires Description) v v v
Tenant-Paid [EE: $73.00

Before you click BYA\4=! You will need to click
on the BIN/Award Numbers the UA pertains to.
If you click save before assigning the UAto a

BIN, your UA will not save! itha 00®

Indiana Housing & Community Development Authority




THE COPY OPTION

Choose and update the entry if needed. If the UA
amounts have not changed, all you do is change the
description and the effective date and select SYAY=S

Utility Allowances
Description Alowance Type Unit Type Effective Date Cert Year
ST PHA 12/01/22 PHA 1 Bedroom 1211/2022 2022 2N
JUEE PHA 12/01/2022 PHA 2 Bedroom 12102022 2022 Me=al
BEETETEE HUSW 09/01/2022 HUD Schedule Approval 1 Bedroom 9112022 2022 N
IEETEE HUSW 09/01/2022 HUD Schedule Approval 2 Bedroom 912022 2022 EEN

Add New

ihcdaO0®

Indiana Housing & Community Development Authority



Remember!\/

If using different types of
UASs, like HUD and PHA,
labeling them with the
date and UA type will be
useful in selecting the
correct UA for each unit.

This will prevent many
common UA issues during
compliance checks!

Utility Allowances

Show BINs
Show BINs

Show BINs
Show BINs

Add New

Description Allowance Type

1/01/2020 HUD HUD Schedule Approval 3 Eedroom
1/01/2020 PHA HUD Schedule Approval 1 Bedroom
1/01/2020 HUD HUD Schedule Approval 2 Bedroom

1/01/2020 PHA PHA 2 Bedroom
1/01/2020 PHA PHA 3 Bedroom
1/01/2020 PHA PHA 1 Bedroom

1/01/2019 HUD HUD Schedule Approval 3 Bedroom
1/01/2019 HUD HUD Schedule Approval 1 Bedroom
1/01/2019 HUD HUD Schedule Approval 2 Bedroom

1/01/2019 PHA PHA 3 Bedroom
1/01/2019 PHA PHA 2 Bedroom
1/01/2019 PHA PHA 1 Bedroom

1172020
17142020
1/1/2020
1/1/2020
1172020
1172020
1/1/2019
1/1/2019
1/1/2019
1172019
17142019
1/1/2019

Unit Type  Effectrve Date Cert Year

2020 IEZTR
2020
2020
2020
2020 IEZTR
2020 IEZTR

THIS IS WHAT YOU WILL SEE

ihcda 00O




CREATING TENANT EVENTS ‘I‘
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TENANT
EVENT TYPES

We will start with
Move-In.

*

Move-In

Recertify

|hcda 000

Indiana Hot nity Development Authority




There are 4 sections in each
tenant event

<] Event Details
<] Add Member

The last 2 only need to be - Add Non-Asset Income

completed IF you plan to 21 Add Asset Income
utilize IHCDA online for your

TIC

The first 2 are REQUIRED

ihcdaO0O®



IN THIS SECTION

*  We will cover Move-In, Recertify and Transfer In/Out events in detail.

« We will briefly cover Non-Asset Income and Asset Income entries.

ihcdaO0O®

Indiana Housing & Community Development Authority




SELECT PROGRAM AND PROPERTY

Programs

Owner Cerification This will allow a property manager to complete their Owner Cerifications for the RHTC,
CDBG, HOME, and Development Fund programs.

Progress Report This will allow the owner or developer to enter the Semi-Annual 8609 progress report.

My Profile Manage your profile including your password, contact information, your organization

infarmation, and other infarmation about your organization.

You will see only the properties in your portfolio. Be sure to select the correct year to enter the
AOC which is 2023. 2022 AOC should she the status Completed

Property Mame ™7

1010 Central Apartments

1010 Central Apartments
102 M. Sth St.

18 Park

15 Park

1733 Meridian Apartments

1733 Meridian Apartments

Annual Cerification  Bf Date

Annual Cert 2022
Annual Cert 2023
Annual Cert 2023
Annual Cert 2022
Annual Cert 2023
Annual Cert 202

Annual Cert 2023

Status W
Completed
Active
Active
Completed
Active
Completed

Active

Annual Cert Sta

Submitted

Submitted
Active

Submitted

T INcUua veo

Indiana Housing & Community Development Authority



MOVE IN

First, click on the Second, click on

to open the unit Add New Eventl 4

Return to Property Listing Event Details
Manage Users

View Documents Unit # 010
El Ryan Test Number of Bedrooms 2 Bedroom Square footage 900
B Bﬁ'g?ﬁ ! Event Date 412112020 i Initial Move-in |:|ﬁ
[H 002 . y .
o0z Event Type [ v | Unit Identity Program Unit v
[ 004 Utility Allowance I:l Allowance Amount |0 0 |
[ 005
EODG Total Household Income | | Household Income at Move-in |0 00 |
o7
H oo Rent Level % Income Level % 30% v
[H 009 n
Boto Tenant Rent Portion | | Federal Rental AssistAmount | |
[Add New Event] ) Non-Federal Rental Assist
Special Neads Code None v P | |
Rental Assist Type N/A v
HH Member Count |0 | Rental Assist Source NiA v
All Student House [+ Student Count ] |
Funding Program O RHTC Student Explanation | NiA v |
Notes
P
HOUSEHOLD MEMBERS
First Name | Last Name S5N Birth Date | Cument Income

Student Status| Relstionship Race and Ethnicity Special Needs Gender

INCOME OTHER THAN ASSETS
Employment or \Wages

ihcdaO0O®
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Enter the move-in date.
To the right of the Event Date field is the Initial
Move-ln Section 1 Move-in field which SHOULD autofill.

EVENT DETAILS If it does not autofill enter that date!

For Move-In Events, the Event Date and the
Initial Move-In date should always be the same.

Return to Property Listing EVEﬂt Details RZ‘"'” foFropery Lsing  Fyent Details
Manage Users uni e
) Number of Bedrooms 2 Bedroom Square footage 900
View Documents Unit# 010 Event Date B it Moven b &
ElRyen Tt Number of Bedrooms 2Bedroom Square footage 900 Event Typs Unt dentty
El Buiding 1 - . Utity Allowance o mount
H Wg Event Date 32712020 @ Iniial Move-in 32712020 ﬁ Total Household Income Vove n ousehold Income at Move-in
Rent Level % nc
E %g Event Type E Unit Identity Program Unit v Tenant Rent Porton Move Out Feteral Renta AssstAmount ||
i i Non-Federal Rental Assist
e Uity Allowance Allowance Amount e Out Rt st Tpe
B Total Househald Income I:I Househald Incame at Movein Hemeer Court Composiion Update | 12 S5 Souee
E 007 All Student House Student Count l:l
oo Rent Level % 0% v Income Level % 0% v Funding Program FentUpize Student Explanation NA v
Hon Student Update Notes
Bt Tenant Rent Poriion : Federal Rental Assist Amount :
Add New Event . Non-Federal Rental Assist “
Amount HOUSEH 1
Rertal Ass Tye NA v St S R Rce g Ebicty S ot |

Next, select the Event Type. For this -
part of our course, we are going to Itha 00@

Select Move- | n... Indiana Housing & Community Development Authority



Unit Identity should have

been chosen when the unit

was created.

You do not need to select

anything from the dropdown
box unless what’s currently

in there is incorrect.

The next field is Utility
Allowance.

Once you have selected
the current UA, the
allowance amount field
will self fill.

For Owner Paid Utilities
or Market Rate units you
will click on the blank
space (highlighted in
yellow). The allowance
amount will then autofill
with 0.

Event Details

Unit #
Number of Eedrooms

Event Date

Event Type

Uility Allowance

Total Household Income
Rent Level %

Tenant Rent Poriion

Special Needs Code

HH Member Count
All Student House

Funding Program

Event Details

Unit #
MNumber of Bedrooms

Event Date

Event Type

Utility Allowance

Total Household Income
Rent Level %

Tenant Rent Portion

Special Needs Code

HH Member Count
All Student House

Funding Program

010

2 Bedroom

Square footage

312712020 B initial Move-in

[Move In v | Unit identity
\:\ Allowance Amount
| | Household Income at Move-in
30% v Income Level %
| | Federal Rental Assist Amount
MNon-Federal Rental Assist
Amount
Rental Assist Type
|ﬂ | Rental Assist Source
\:I Student Count
[ RHTC Student Explanation
010
2 Bedroom
13127/2020
[Mowve In

01/01/2020 HUD v

|

Y]
01/01/2019 HUD
01/01/2019 PHA
01/01/2020 HUD

01/01/2020 PHA
[ 7]

O rHTC «

ihcdaO0O®

900

312712020 i

Program Unit
Manager
Maintenance
Model

Security

Market

o

[Mia

Remember when we told
you it was important how

you name your UAs? This
is where it matters (see
slides 16 & 19)
Current and previous
UA’s may show up in this
dropdown box.

Indiana Housing & Community Development Authority



TOTAL HOUSEHOLD INCOME &
HOUSEHOLD INCOME AT MOVE-IN

First, enter the Total
Household Income.

Next, enter the Household
Income at Move-In

Household Income at Move-
In does NOT auto populate
in a Move In event! It must
be entered manually

PLEASE REMEMBER!

If you forget to enter the
Household Income at Move-In
before saving...

YOU WILL NOT BE ABLE TO
FIX IT YOURSELF.

You also will not be able to add

Household Income at Move-In
to any event that comes after.

Event Details

Unit#
Number of Bedrooms

Event Date
Event Type
Utility Allowance

Toial Household Income

010
2 Bedroom

32712020

Move In
(10122020 HUD v

Square footage 400
B intial Moven 37020 i
v | Unit Identity Program Unit ¥
Allowance Amount 92.00

Household Income at Move-in

Rent Level % 30% \ Income Level % 30% \

~vent Details

Unit# )]

Number of Bedrooms 2 Bedroom Square footage 800

Eyent Dite Y7 3 i Moven Y 3

Event Type MoveIn v | Unitdenty Program Uit~ v

Uility Allowance (1/01/2020HUD + Allowance Amount 9200

Total Household Income 14400.00 Household Income at Move-in “ | \
Enm SUD [V 'JW ¥ ¥ I

ihcdaO0O®

Indiana Housing & Community Development Authority



RENT AND INCOME LEVELS

——
Event Details

Unit # 010

Mumber of Bedrooms 2 Bedroom Square footage 400

Event Date B inma Move-n =

Event Type Unit Identity

Utility Allowance Allowance Amount |92,UD ‘

Total Household Income |144UD ‘ Household Income at Move-in |144UD ‘

Rent Level % Income Level %
T h t d = Tenant Rent Porfion » - Federal Rental Assist Amount | ‘

e re n a.n I n CO m e Special Needs Coge ﬁr;lljr?tderal Rental Assist | ‘

levels that appear in - .

HH Member Count :l Rental Assist Source NIA v
the d ro pd Own bOX are All Student House Student Count |l] ‘

Funding Program [ RHTC Student Explanation NIA v

the levels that pertain - ——
to the project. Event Details —

Unit# 010
Number of Bedrooms 2 Bedroom Square footage 200

Event Date B inwal Move-n BRizeze  |E
S e I e Ct th e Event Type Unit Identity

. Utility Allowance Allowance Amount 2.00
ap p ro p r I ate I eve I fo r Total Household Income Household Income at Move-in 4400

Rent Level % 40% v Income Level %

e aC h . Tenant Rent Porfion [ | Federal Rental Assist hmount
5 Non-Federal Rental Assist
Spacii oot Coe NonFe

Rental Assist Type

HH Member Count | RentalAssist Source

All Student House R Student Count
Funding Program CIRHTC Student Explanation
Notes

ihcdaOQ®©
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TENANT RENT PORTION

The Tenant Rent Portion and
rental assistance should be
kept separated on the TIC,

too Tenant Rent Portion =

The portion of rent the

tenant pays

It DOES NOT include the
UA or any rental assistance
the tenant may be receiving

I I

1100 ¢ el MLUCRRNRIL, . (]

WTTTTITRNRNT (24l TR

W CCAARMNIITT b TR e

; 17 (I ) T "
: paree

T

ihcdaO0O®
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Federal Rental Assistance

If the tenant receives ANY Federal
Rental Assistance like Section 8,
Project Based Section 8 or Public
Housing, the amount received on
behalf of the tenant goes in the
Federal Rental Assist Amount. If
there is no Federal Rental Assistance
for the household, please enter 0.

Non-Federal Rental Assistance

If the tenant receives ANY Non-
Federal Rental Assistance (i.e. funds
from a state homeless prevention
program, a program administered by
the Division of Mental Health, a post
foster care program, etc.) the amount
received on behalf of the tenant goes
in the Non-Federal Rental Assist
Amount. If there is no Non-Federal
Rental Assistance for the household,
please enter 0.

Event Details

Unit # 010

Number of Bedrooms 2 Bedroom Square footage 800

Event Date 312772020 Initial Move-in 312712020 £z
Event Type Maove In Unit Identity Program Unit v
Utility Allowance 01/01/2020 HUD ~ Allowance Amount 92.00

Total Household Income 14400.00 Housenold Income at Move-in -~ |14400.00

Rent Level % 40% A\ Income Level % 50% M
Tenant Rent Portion 119.00 Federal Rental Assist Amount {500
Special Needs Code None v E%r;—ﬁ;deral Rental Assist 0

Rental Assist Type Tenant Based v
HH Member Count 0 Rental Assist Source Section & Tenant | ¥
Event Details

Unit # 010

Number of Bedrooms 2 Bedroom Square footage 900

Event Date 312772020 Initial Move-in 302772020 i
Event Type Move In Unit Identity Program Unit ¥
Utility Allowance 010172020 HUD » Allowance Amount 92.00

Total Household Income 14400.00 Household Income at Move-in ~ 14400.00

Rent Level % 40% A\ Income Level % 60% v
Tenant Rent Portion 119.00 Federal Rental Assist Amount [0

Special Needs Code Homeless v Elznu-gricleral Rental Assist 500

Rental Assist Type Owner Proviced ¥

HH Member Count i Rental Assist Source Operating Subsidy ¥

ihcda 00O




SPECIAL NEEDS CODE

You will enter this
twice, once in the
Event Details and
again when you are
entering the Member
Details (see slide 38).

- All Special Needs Codes must be
captured here for each member

If there are no special
needs for the
household, select
none.

Event Details

Unit # 010

Sguare footage

‘m Initial Move-in

v | Unit Identity

Allowance Amount

| Household Income at Mowve-in

Income Level %

Number of Bedrooms 2 Bedroom

Event Date 312712020

Event Type | Move In

Utility Allowance [01/01/2020 HUD |
Total Household Income |144Uﬂ

Rent Level % |40% |
Tenant Rent Porfion |11 9

| Federal Rental Assist Amount

Special Needs Code

HH Member Count Elderly
All Student House
Homeless
Funding Program
Disabled
Men
Sing
Add Member Victi
HOUSEH ap..
‘MIMI_
Student Status| Relationship Race | o

Mon-Federal Rental Assist
Amount

Rental Assist Type
Rental Assist Source
Student Count

Student Explanation

Notes

ncome
fer ||

Add Non-Asset Income

LCONE CTHER TAN SSETS

Inputting this information is OPTIONAL. Information must be input if you warnt fo generate a T

Q00

60%
500
o
NIA
NIA
o

NI~

ihcdaOQ®©
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RENTAL ASSIST TYPE
AND RENTAL ASSIST SOURCE

. _ Rental Assist Type MR r
If the tenant receives rental assistance Rental Assist Source
yOU MUST select: Student Count

Property Based
Student Explanation

Property Based - Tenant Based - Owner
Provided

Notes Tenant Based

Owner Provided

Student Count

Then select the source of the assistance: Rental Assist Source H

RD - Section 8 Project - Section 8 Tenant - Student Expianation Rural
HOME - Operating Subsidy - Other o Section 8 Project Based

HOME

Other

MEMBERS Operating Subsidy

Birth Date
Special Needs

Section 3 Tenant Based

If you are going left to right, HH o
Member Count is between these two
items, but we will cover that in the next

sice IhcdaO0O®
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HH Member Count - Enter the number of people in the household. This number would
include an unborn child (if disclosed)...

All Student House - If every person in the Household is in school, select Yes. If at least

one person in the Household is not in school, select No.

Student Count - Enter the number of people in the Household that are students. If there
are no students in the household, enter 0.

HH Member Count 1 Rental Assist Source Section 8 Tenant t ¥

All Student House \ Student Count 0

Funding Program .r[g Student Explanation A, v
No Notes
Yes

ihcda 00©



These are the last entries in
the Event Details part of the
Tenant Event

Funding Program — Select the
type of Funding Program(s). In
our sample, the only option is
RHTC. You may have others!
Make sure you are selecting all
that apply.

Student explanation applies if
you have an all-student
household. If the household
consists of one person not
attending school, select N/A.
Otherwise, you will need to
select the exception for the
household from the dropdown
box.

All Student House No ¥
Funding Program ¢| RHTC
Student Explanation M/A ¥
TANF assistance
Job Training Program
Single Parent/dependent child
[ MEMEERS
Birth Date Married/joint return
City Special Needs
7/10/1955 Former Foster Child
¥ || Homeless T ¥ [[Female ¥ | LPEIEIE |

ihcda00©



Clickon Add Member

Move-In Section 2

Fill in the required fields: First Name, Last
ADD MEMBER Name, Birth Date, Current Income, Student

Status, Relationship, Special Needs and

Gender.

[ Add Member

HOUSEHOLD MEMBERS
Firzt Name Last Name SSN Birth Date Current Income
Student Status Relationship Race and Ethnicity Special Needs (Gender
[ 42212020 0.00
NiA v | Moneoftheabove ¥ | |D- Nof disclosed v | None vNA Y
[ Hispanic Or Latino

ROLIND LR Gl (nputfing this information is OPTIONAL. Infarmation must be input if you want fo generate a TIC.

Race and
Ethnicity is not
a required
field

If they

choose to
disclose fill in,
including the
Hispanic or
Latino box

o
Social Security number is no longer a I hcda OO®
required field and should NOT be filled in!

Indiana Housing & Community Development Authority



CURRENT INCOME

After filling in First Name, Last Name and Birth Date, fill in Current Income.

*  Current Income should be filled in for each individual that has income. When all HH members’ Current
Income are added together, it should equal the Total Household Income that was entered in the Event
Details Section.

HOUSEHOLD MEMEBERS
First Name Last Mame S5 Birth Date Current Income
Student Status Relationship Race and Ethnicity Special Meeds (Gender
Adam Smith 10/28/1980 2514000
Mon-Student ¥ | | Head of Household ¥ || D - Not disclosed v | None v mae v

L Hispanic Or Latino

Annlgisen Smith 121121981 29050.00
Mon-Student ¥ | Adult co-tenant T | D - Mot disclosed v | Mone ¥ ||Female ¥ | w

L) Hispanic Or Latino

Total Household Income 56190.00 Household Income at Move-in ~ |55177.00
Rent Level % |60% v Income Level % |60% v

ihcdaO0O®
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RELATIONSHIP, STUDENT STATUS, AND

GENDER

« Student Status
» This field is required
* The options are Student, Non-Student or N/A

« Gender
» This field is required
» At this time there are only 3 options in our
system
- N/A, Female or Male

« Relationship
» This field is required
» Pictured right are the selections
- Notice that there is a selection for unborn
child.
- An unborn child is considered a Household
Member and must be included (if disclosed)

e

Head of Household T

Mone of the above

Adult co-tenant
Dependent Child

Live-in caretaker

| Spouse

Other family member

| Foster child(ren)/adult(s)

Meon-Dependent Child

Unborn Child
|

Head of Household
|

T,

0

thcdaO0©
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SPECIAL NEEDS, RACE AND ETHNICITY

Special Needs
» This field is required
 If there are no special needs, please select
“none”
 This MUST match the Special Needs Code
selected in the Event Details Section!
(see slide 31)

Special Needs Code |Hnme|&55 Y

Race and Ethnicity
» This field is NOT required
* If HH member CHOOSES to disclose complete
this field
» Check the Hispanic or Latino box (if applicable)

I'—' Hispanic Or Latino i th a OG®

ﬁ Indiana Housing & Community Development Authority




A COMPLETED HOUSEHOLD ENTRY

Here is an example of a completed Household entry.
- Complete one entry for EACH household member, including Unborn Child (if

disclosed).
Add Member
HOUSEHOLD MEMBERS
First Name Last Name 55N Birth Date Current Income
Student Status Relationzhip Race and Ethnicity Special Meeds Gender
Petunia Dursley | 7/10/1958 14400.00
Mon-Siudent ¥ | | Head of Household ¥ || D - Mot dizsclosed ¥ || Homeless ¥ ||Female ¥ |
Hispanic Or Latino

Those were the required parts of your Add Member tenant event. If you don’t
plan to use IHCDA online for the TIC, you are now DONE!

Select Update at the bottom of

the page to the left to finish! ihcda 00®

Indiana Housing & Community Development Authority



NON-ASSET INCOME

Add Non-Asset Income
« This is only filled out if you want to use IHCDA Online to generate a TIC

e[ ge]glAdd Non-Asset Income

- Add Employment, Social Security, Pension, Etc.

* Click on the dropdown box to choose the HH member’s income to be entered.
- Choose the appropriate income source and enter the income

* To add income for multiple people, click on Add Non-Asset Income for all applicable HH members

Add Non-Asset Income Inputting this information s OFPTIONAL. infarmation must be input if you want to generate a TIC.

INCOME OTHER THAN ASSETS
Employment or Wages
Social Security / SS1
Pensions
Public Assistance
Member Other Income Gross Annual Income other than Assets
[taa0000

Petunia Dursley hd |l}. [+]s]

Petunia Dursley ID' 00
o.00
5000 $14400.00
£14400.00
Totals: F0.00
50.00
F0.00

ihcdaO0®

Indiana Housing & Community Development Authority



ASSET INCOME Add Asset Income

* This is one of the two sections we told you we would not be
covering in detail, but we will touch on this just briefly now
* Again, this is only filled out if you want to use DMS to
generatea TIC
DIRECTIONS:
1. Click on Add Asset Income
2. Click on the dropdown box to select the Household members with assets to enter
3. Enter in the Type of Assets: checking, savings, retirement, life insurance, CD, etc.
In the case below, we are entering a checking account as the asset source
4. Choose if the asset is current or imputed
5. Enter the Cash Value of Assets and Annual Income from Assets
6. Once everything is entered click on Calculate Total Household Income & Member Income
This completes the optional Asset Section of the tenant event.

PO ALY (nputting this information is OPTIONAL. Information must be input if you want to generate a TIC.
INCOME FROM ASSETS (USE ANNUAL AMOUNTS)
Member Type of Assets Current / Imputed  Cash Value of Assets Annual Income from Assets Total Imputed Income from Assets if Cash Value of Assets is over 35,000 Income from Assets
Petunia Dursley v | [checing Imputed ¥ | [10000 poo w
Passbook Rate is 0.0600%

Totals: $100.00 5000 50.00 $0.00
Calculate Total Household Income & Member Income
Update Delete This Event

ihcdaO0®
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FINISH YOUR MOVE-IN EVENT

Heturm to Froperty Listing
Manage Ussrs

Event Details

‘s Documents oig . .
B Fyam Temt of Bedrooms 2 Becroom Square foatage 200
Buiiding 1 Event Dste 22712020 B il Move-in 3272020 =)
007
Event Type Unit Identity Program nit ¥

01/01/2020 HU W
440000

Utity Allowance Aliowance Amount

Total Household Income Househoid Income at Move-in 4400.00

Rent Leval % Income Level %

ftion 12.00 Federal Rental Assist Amount 500.00

Mon-Federal Rensal Assist
Amount
Rentsl Assist Type

Tenant Rent

Special Needs Code Homeless

Add New Event

HH Mamber Count Rental Assist Source Section & Tenar ¥

T EE
IR G E
v

B

< <

All Student House ‘Swdent Count

Funding Program ¥ RHTC Student Explanation NA Ad
Motes
HOUSEHOLD MEMESRS
First Name Last Hame =0 Birth Dae Current Income
Studen: Statur. Retstionship Race and Sthnicity Spacial Neecs Gender
[Petunin [riorasa [14a00.00

[Dursiey
[MaonStudent W || Head of Household W | [0~ Not dsdased

& Hispanic Or Latino

¥ | [Hamsless ¥ |[Femaz ¥ |

Inpuiting this information is OPTIONAL. Infarmation must be input if you wan! fo generate 2 TIC.

INCOME OTHER THAN ASSETS
Emplaymen: or Wages
Social Securiy { S81
Pensions:
Publc Assistence
Member Other Incame:
[ —
340,00
Pelunia Dur=ley hd p-od
poo
poe 7]
50.00 $14400.00
$1440000
Totals: 50.00

Grozs Annuzl Income other than Assets

Inputting this information is CFTIONAL Information must be input if you want to generate a TIC.

INCOME FROM ASSETS (USE ANNUAL AMOLINTS)

Mamber Type of Aszets Current / Imputed Cash Value of Aszets Aszers
Frechirs  (mpis W fooca [—

Passbook Rate is 0.0800%
Totals: §100.00 $0.00 $0.00

Member Income

late Total Ho

Axmers if Cash Valus of Amsets i= over $5,000 Income from Assers

@ 22 - Tenant Incom....pdf ~

$0.00

If the TIC box is missing, the UA
needs updated (slide 14)

ihcdaO0O®
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THE TENANT INCOME PDF

The pdf is fillable, so non-optional charges
can be entered as needed.

Select the Yes or No square for Household
Income Exceeds 140% at recertification.

- It should always be NO for a move in
certification.

On to the next event!

w

$0. 00

[4 22 - Tenant Incom....pdf A

ihcdaO0®

Indiana Housing & Community Development Authority



REMEMBER
THE TENANT
EVENT TYPES?

Time to Learn About

the Recertification
of Events

*

= Move In =
- NEXT UP!
8 Recertify

|hcda 000

Indiana Hot nity Development Authority



RECERTIFY

First, click on the Second, click on

to open the unit Add New Eventl 4

Return to Property Listing Event Details
Manage Users

View Documents Unit # 010
El Ryan Test Number of Bedrooms 2 Bedroom Square footage 900
B Blglgg? ! Event Date 4/21/2020 B initial Move-in l:lm
[H 002 . y .
o0z Event Type [ v | Unit Identity Program Unit v
[ 004 Utility Allowance I:l Allowance Amount |0 0 |
[ 005
EODG Total Household Income | | Household Income at Move-in |0 00 |
o7
H oo Rent Level % Income Level % 30% v
[H 009
Boto Tenant Rent Portion | | Federal Rental AssistAmount | |
[Add New Event ) Non-Federal Rental Assist
Special Neads Code None v P | |
Rental Assist Type N/A v
HH Member Count lo | Rental Assist Source N/A v
All Student House [+ Student Count ] |
Funding Program O RHTC Student Explanation | NiA v |
Notes
4
HOUSEHOLD MEMBERS
First Name | Last Name S5N Birth Date | Cument Income

Student Status| Relstionship Race and Ethnicity Special Needs Gender

INCOME OTHER THAN ASSETS
Employment or \Wages

ihcdaO0®

Indiana Housing & Community Development Authority




Recertify Section 1.

EVENT DETAILS

Enter the Recertification date into the Event
Date field.

For Tax Credit projects, this should be the
anniversary of the move in date.

Select the Event Type. In this part of our
course, we are going to select Recertify.

IEvent Details

Unit #
Number of Bedrooms

Event Date

Event Type

Utility Allowance

Total Household Income
Rent Level %

Tenant Rent Portion

Special Needs Code

HH Member Count
All Student House

Funding Program

009
3 Bedroom

1/8/2020 EH

Square footage

Initial Move-in

4 January, 2020 »

Su Mo Tu WeTh Fr Sa
29 30 31 1 2 3 4
5 6 7 & 910mn
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 25 30 31 1
2 3 4 5 6 7 8

Today: June 18, 2020
TETE Ao

ty
Amount

ncome at Move-in
vel %
ental Assist Amount

ral Rental Assist

ist Type

sist Source

No ~ Student Count

RHTC Student Explanation

MNotes

1300
1/8/2018
Program Unit
155.00
55177.00

Event Details

Unit # 009

Mumber of Bedrooms 3 Bedroom b

Event Date 1/812020 #Hoon

Event Type | v| U

Lility Allowance A

Total Household Income H
Maove In

Rent Level % Iny
Maove Out

Tenant Rent Porfion

F

- N

a
fa!

Special Needs Code

ihcda00©



Event Details

Unit # 009
Number of Bedrooms 3 Bedroom Square footage 1300
Event Date 1/8/2020 ] Initial Move-in 1/8/2018 e
Event Type Recertify w | Unit Identity Program Unit v
Once you Select Utility Allowance A Allowance Amount 155.00
. . Total Household Income Household Income at Move-in ~ |55177.00
Recertlfys the SyStem WI” Rent Level % v Income Level % v
open up the flelds that Tenant Rent Portion Fe-deradRenta Assistﬁfnoum
Special Needs Code v :;r_;f:t"era Rental Assist
need to be completed. o
ental Assist Type v
HH Member Count Rental Assist Source v
All Student House v Student Count
The next fleld |S Utlllty Funding Program ¥ RHTC Student Explanation v
Motes
Allowance. Select the
current UA, the allowance 2
amount field will autofill. ,
Event Details
Uimit # 010
For Owner Pa|d Ut|||t|es or Mumber of Bedrooms 2 Bedroom
Market Rate units click on Fent bt 312712020 -
he blank Sren e Move In . Remember when we told
t e a-n Space Utility Allowance [01/01/2020 HUD v | yoeu it was important how
(h|ghl|ghted N ye”OW) . ;Dtatl II:ch,lsle:DI-d Income yOu name your UriE? e
The allowance amount will Tee:amel;zm";mm 01/01/2019 HUD is where it matters ((see
autofill with O. _ 01/01/2019 PHA slides 16 & 19) .
Special Needs Code Current and previous
UA's may show up in this
HH Member Count 01/01/2020 PHA dropdown box.
All Student House [ L )
Funding Program RHTC

ihcda00©




TOTAL HOUSEHOLD INCOME, RENT
LEVEL % AND INCOME LEVEL %

Enter the Total Household Income.

Select the correct Rent and Income Levels from the drop-down box.

Event Details
Unit # 009
Mumber of Bedrooms 3 Bedroom Square footage 1300
Event Date 11812020 B initial Movein /812018 =
Event Type |Recertify v | Unit Identity |Program Unit v |
Utility Allowance |D1FU1J2U2U HUD | Allowance Amount |11I].I]U |
Total Household Income |3??4El.52 «] Household Income at Move-in |551??.l]0
Rent Level % | 60% A | Income Level % 60% v
Tenant Rent Portion | | Federal Rental Assist Amount
) MNon-Federal Rental Assist
Special Needs Code | v | Amount 0%
Rental Assist Type
40%
HH Member Count | | Rental Assist Source
All Student House 2 Student Count 50%
Funding Program ¥ RHTC Student Explanation 60% v
Llnhr-

ihcda00®
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Tenant Rent Portion =
The portion of rent the
tenant pays

It DOES NOT include the
UA or any rental assistance
the tenant may be receiving

ihcda 00O



Federal Rental Assistance

If the tenant receives ANY Federal Rental
Assistance like Section 8, Project Based
Section 8 or Public Housing, the amount
received on behalf of the tenant goes in the
Federal Rental Assist Amount. If there is no
Federal Rental Assistance for the
household, please enter 0.

Non-Federal Rental Assistance

If the tenant receives ANY Non-Federal
Rental Assistance (i.e. funds from a state
homeless prevention program, a program
administered by the Division of Mental
Health, a post foster care program, etc.) the
amount received on behalf of the tenant
goes in the Non-Federal Rental Assist
Amount. If there is no Non-Federal Rental
Assistance for the household, please enter
0.

Event Detalls

Unt#
Number of Bedrooms

Event Date

Event Type

Uity Allowiance

Total Household Income
Rent Level%

Tenant Rent Forion

Special Needs Coda

009
3 Bedroom

162020

Recartiy
01012020 HUD v
3174052

60% '
175

Sauare fooiage
Inifial Move-in
Unit dentity

Allowance Amount

1300
162018

Pragram Unit
110.00

Household Income at Movedn - B5177.00

Income Level %

Federal Rental Assist Amount

Non-Federal Rental Assist
Amaunt

6%
0

0

ihcda 00O




SPECIAL NEEDS CODE

Special Needs Code \ I You will enter this
e : twice, once in the
Vember Count .
e e Event Details and
All Student House 3 .
Elderl
Funding Program = ; agaln_ When yOU are
Homeless , entering the Member
Disabled Details (see slide 38).
If there are no special
8 needs for the
Stzl:;itnrtqu;teus F!-:Izttigr i househ0|d1 SeleCt
Mdam Smith none
Mon-Student ¥ Head of Houss

indgiana nousing & Lommunity vevelopment Autnority

.......




If the tenant receives rental assistance
you must select:

Property Based - Tenant Based - Owner
Provided
Then select the source of the assistance:

RD - Section 8 Project - Section 8 Tenant -
HOME - Operating Subsidy - Other

Do many of these slides look familiar?

Good eye! Many of these steps are the

same ones we went through to enter a
Move-In event.

Rental Assist Type A r

Student Count

Student Explanation

Motes

Property Based
Tenant Based

Owner Provided

Rental Assist Source Section 8 Tenant | ¥

Student Explanation Rural

Notes
Section & Project Based

HOME
Other

) MEMBERS Operating Subsidy

Birth Date

ity Special Nesds | Section & Tenant Based

ihcda 00O



HH Member Count - Enter the number of people in the household. This number would
include an unborn child (if disclosed)...

All Student House - If every person in the Household is in school, select Yes. If at least

one person in the Household is not in school, select No.

Student Count - Enter the number of people in the Household that are students. If there
are no students in the household, enter 0.

HH Member Count 1 Rental Assist Source Section & Tenant b ¥

All Student House Y Student Count 0

Funding Program Student Explanation N/A A\
Notes

Yes

P

ihcda00®©




These are the last entries in the
Event Details part of the Tenant
Event

Funding Program — Select the type
of Funding Program(s). In our
sample, the only option is RHTC.
You may have others! Make sure
you are selecting all that apply.

Student explanation applies if you
have an all-student household. If
the household consists of one
person not attending school, select
N/A. Otherwise, you will need to
select the exception for the
household from the dropdown box.

All Student House No ¥
Funding Program ¢| RHTC
Student Explanation M/A ¥
TANF assistance
Job Training Program
Single Parent/dependent child
[ MEMEERS
Birth Date Married/joint return
City Special Needs
7/10/1955 Former Foster Child
¥ || Homeless ¥ [[Female ¥ | LPEIEIE |

thcda 000



During a Recertification, update
anything that has changed including

Recertify Section 2: the Current Income for each
household member.

HH MEMBER P
en eac members’ Income is
DETAILS added up, it should equal the Total

Household Income that was entered
in the Event Details section.

Add Member U pd ate the
HOUSEHOLD MEMBERS Current
First Name Last Name 55N Birth Date Cument Income Income for
Student Status Relationship Race and Ethnicity Special Needs (Gender each HH
42212020 0.00 b
A v| [Noneofthe above ¥ || D- Not disclosed v | Nore via member

Hispanic Or Latino

LD Rt a0 Gl [riputting this information is OPTIONAL. Information must be input if you want fo generate & TIC

INCOME ATHED THAK ASCETS

Total Househeld Income 56190.00 Household Income at Move-in ~ |55177.00

o
Rent Level % 60% v ncome Level % 60% v I c a O 0 @




SUCCESS

You have completed the required parts of the Recertify Tenant Event. If
you don’t plan to use IHCDA online for the TIC, you are now DONE!

Select Update at the bottom left of

the page to finish! i tha 00®

Indiana Housing & Community Development Authority




DONE

Let’s Finish Up Our

Course Today with

Transfer Events - Recertify DONE

’k NEXT UP

ihcdaO0®

Indiana Housing & Community Development Authority

OUR FINAL
EVENT TYPE! Move In




TRANSFER IN/OUT

First, click on the Second, click on

to open the unit Add New Eventl 4

Return to Property Listing Event Details
Manage Users

View Documents Unit # 010
El Ryan Test Number of Bedrooms 2 Bedroom Square footage 900
B Bﬁ'g?ﬁ ! Event Date 412112020 i Initial Move-in l:lm
[H 002 . y .
o0z Event Type [ v | Unit Identity Program Unit v
[ 004 Utility Allowance I:l Allowance Amount |D 0 |
[ 005
EODG Total Household Income | | Household Income at Move-in |D 00 |
o7
H oo Rent Level % Income Level % 30% v
[H 009 n
Boto Tenant Rent Portion | | Federal Rental AssistAmount | |
[Add New Event] ) Non-Federal Rental Assist
Special Neads Code None v P | |
Rental Assist Type N/A v
HH Member Count |l] | Rental Assist Source NiA v
All Student House [+ Student Count ] |
Funding Program O RHTC Student Explanation | NiA v |
Notes
P
HOUSEHOLD MEMBERS
First Name | Last Name S5N Birth Date | Cument Income

Student Status| Relstionship Race and Ethnicity Special Needs Gender

INCOME OTHER THAN ASSETS
Employment or \Wages

ihcdaO0O®
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Event Details

Unit # 007

Number of Bedrooms 1 Bedroom Sguare footage 800

Event Date 5172020 iz Initial Move-in |B.|’2012i]1 a8 | ez

Event Type ‘ v ’ Unit Identity |F‘rogram Unit v |

Utility Allowance Allowance Amount |12I].l]ﬂ |
Move In

Total Household Income Move Out ] Household Income at Move-in |93I]{]_{}[Il |

Rent Level % » Recertify Income Level % |30% v

Transfer Out
Tenant Rent Portion Composition Update ] Federal Rental Assist Amount | |

) Rent Update Non-Federal Rental Assist
5 | Needs Cod
peCEl Heets Loge Student Update Amount | |
Rental Assist Type | v |

There is not a Transfer In event type in the
dropdown box. That is because a Transfer

Out Event auto creates a Transfer In itha OO®

Event.

Indiana Housing & Community Development Authority




TRANSFER TO BUILDING / UNIT

Once you have selected Transfer Out, two new fields will populate
« Transfer to Building

* Unit
Event Details
LInit & 0a7
Mumber of Bedrooms 1 Bedroom Square footage G040
Event Date 5/1/2020 B Inifial Move-in 6/20/2018 e
Event Type | Transfer Out ¥ | Unit Identity [Program Unit v |
Transfer to Building | v | Unit | v

The unit the HH is transferring to must not be currently
occupied in the online system. If the unit has been
occupied, a move out event will have to have been entered

before the transfer event can be started.
ihcdaO0®

Indiana Housing & Community Development Authority

Transfers



THE FINAL STEPS

Event Type | Transfer Out v U

Transfer to Building "

Utility Allowance — A
Building 1

Total Household Income RILY) H

Rent Level % 30% v iy

Unit Identity Program Unit
Linit L

Allowance Amount
002

Household Income at Move-in g

ang . S

Select at the bottom left of
the page to finish.

ihcdaO0O®

Indiana Housing & Community Development Authority




TRANSFER IN EVENT

Here is what it looks like when you complete a Transfer Out Event
* Highlighted is the Transfer In Event that has been auto-created
by the Transfer Out Event

Return to Property Listing
Manage Users
View Documents Unit # o7

Event Details

'El Training Project Number of Bedrooms 1 Bedroom Square footage 900
El Buiding 1 Event Date 51112020 B inital Move-in /202018 &
Bl 002 Add New Event Event Type | Transfer Qut ¥ | Unit Identity Program Unit v
Transfer In - 05/01/2020 Transfer to Building Building 1 v Unit 002 r
Move Out - 04/28/2020
= 003 Utility Allowance 6/1/2018 1 bdrm ¥ Allowance Amount |12U.UD |
[# 004
& 005 Total Household fncome |9890.00 | Household Income at Move-in |9800.00 |
i 005 Rent Level % income Level %
Add New Event Tenant Rent Portion |1 00 | Federal Rental Assist Amount |U.00
Transfer Out - 05/01/2020 Non-Federal Rental Assist
Special Needs Code Elderly v ori-rederal Rental Assis |U.00
& 00 Amount
o010 Rental Assist Type
HH Memizer Count |1 | Rental Assist Source NIA v
All Student House Mo ¥ Student Count |[]

Click on the event. You will then
need to go in and complete the remaining

fields. This is the last step!

ihcdaO0®

Indiana Housing & Community Development Authority
Transfers



TRANSFER IN EVENT DETAILS

Once you click on your newly
created Transfer In Event...

* Be sure to update the
information that transferred

over.

» The transferred information
comes from the unit the HH
transferred out of

= The Rent and Income levels may
be different as well as any of the
other fields

7

YOU ARE DONE!

Transfers

Event Details

= ‘Warning: Tenant rent portion is zero.

Unit #
Number of Bedrooms

Event Date

Event Type

Utility Allowance

Total Household Income
Rent Level %

Tenant Rent Portion

Special Needs Code

HH Member Count
All Student House

Funding Frogram

002
2 Bedroom Square footage
| Initial Move-in
| Transfer In v | Unit Identity
I:I Allowance Amount
|989[].00 | Household Income at Move-in
Income Level %
|0.0[] | Federal Rental Assist Amount
:;r:}-j;deral Rental Assist
Rental Assist Type
|1 | Rental Assist Source
No ¥ Student Count
¥ RHTC Student Explanation

Notes

1200
/2002018

II

Program Unit v

=

o

19800.00

30% v

o.00

o.00

NIA
NIA M

I

lo

[NrA

Once all fields are updated, click on the
button to save your event.

ihcdaO0®
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OTHER EVENT TYPES

Composition Update, Rent Update or Student Status Update are similar to
Recertify. Once you select the event type, certain fields will open. Once
you have completed the necessary fields, select the update button to save
your event.

For the Move Out Event - you will only be able to select first the event
date, then the event type. Once you have entered these 2, select update
to save your Move Out event.

ihcdaO0®

Indiana Housing & Community Development Authority



ANNUAL OWNER CERTIFICATION
REPORT e

iIhcdaO0O®

Indiana Housing & Community Development Authority



CONTINUE WITH ANNUAL CERTIFICATION

Clicking on the correct year’s will pull up this page.

Bl TestDevelopment

You are now beginning your annual owner certification questions. Please make sure you finalize
all tenant events online and mail in annual monitoring fees for a complete annual submission
requirement.

Continue with Annual Certification | Return to Property Page

Click to move forward.

Copyright ® 2023, Authority DMS. All rights reserved.

ihcdaO0®
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COMPLETE THE QUESTIONS AND UPLOAD

DOCUMENTS

» First year certs must upload
completed 8609 Part Il

* For PSH projects, the MOU must
be uploaded

* Any additional documents must
also be uploaded here

— Questions

|5 this the first Annual Owner Certification submission for this property?

Please upload the following documents along with any other required forms.
Copy ofthe completed and signed IRS form 8609 for each building (if applicable)
Authorized signatory form

— Documents

There are no documents to display

No file selected.

Submit Document

ihcdaO0O®
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PROPERTY GENERAL INFORMATION

Projectinformation is up to date
Building's Gross Rent Floor Date

Building Name  Gross Rent Hoor Date:
()]
Building One
Building Three
Building Twao
Mew Building 13

——
Project Name Test Development
Address 100 N Shadow Creek Rd.
city Indianapolis
Zip 46240

--Please Select-- v

— Management

Utilty Information
Ooes the property pay for all utliies (Heat Water, Sewer and Trash)?

ffno, please selectthe source of tlity allowances used forthe propery and upload documentafion.

Project Manager - Entity
Address

City

Zip

Phone Mumber

Email Address

Management information is up to date:

Has the Management Entity changed?

30 S. Meridian Street Suite
Indianapolis

46204

(317) 233-9564
MRayburmn@ihcda.in.gov

—-Please Select—- v

Manager Con

State
County

On-site Ma
Name
Fhone
Email

Extended Use

Prajectis in post 15 year compliance and approved for extended use palicy? ~Please Selag- v

— Owner

Project Owner - Entity

Address

City

Zip

Phone Mumber
Federal ID Number

Owner information is up to date:

Has the Project Owner Entity changed?

Manwell Professional Hou:

--Please Select-- v

Oocuments

— Signatory

Signatories
Signatory Information is up to date?

Has the Signatory Information changed?

Mo Signatories found!
--Please Select-- v
--Please Select-—- v

Back Next

IhcdaO0O®
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SELECTING CERTIFICATION TYPE

» After confirming the property
details are up to date, select the
appropriate Annual Certification ockana Housing Oniine Management Systam
type that is being completed.

Test Development

Annual Certification

ISelect the applicable cerification using the drop down below.

1 "RHTC' must be submitted for projects financed with anly tax cradits
° Property management Companles b Combined RHTC and Federal Programs’ must be submitted for projects financed with RHTC and HOME/CDBGINSP

Federal Programs Only’ must be submitted for projects financed with HOME, CDBG, NSP, or DF only.

may need to consult with the

OWner Or reVieW the LURA and/or [\IfaadE_Ie_;IzTrc;lsi;usrilnt;pqeuisslii?ns;e;igs‘dd, glécpkezravefuranswered questions, then click on Reset and select the required certification(s). Select
award documentation to ensure

the proper Certification Type is e Pagrams ol :

ertification Type rmnbinad BT 0 Fadaesl o
selected.

o

i) The undersigned has received an annual income certification form from each tenant occupying a RHTC, HOME-assisted, andior
OME-eligible, CDBG, CDBG-D, NSP, or Development Fund unit in the development and sufficient documentation to support that
ertification; andior

il) Each RHTC, HOME-assisted andior HOME-eligible, CDBG, CDBG-D, NSP, or development fund unit in the development was restricted

Bs provided under the Code and/or Act.

iii} The development is in continuing compliance with all promises, covenants, set-asides and agreed upon restrictions as set forth in
he application for credits, HOME, CDBG, CDBG-D, NSF, or Development Fund funds for the development

iv) All units in the development are for use by the general public and are used on a non-transient basis (except for units located in a

building whose primary purpose is transitional housing for homeless as allowed for in the code or applicable program regulations

land requirements.)

(v} The owner has not refused to lease a unit in the development to a Section 8 solely the holds a

Section 8 voucher or certification. The Owner has complied with the non-discrimination requirements of the Fair Housing Act, The
qual Access to Housing in HUD Programs regardless of Sexual Orientation of Gender Identity rule, and the Violence Against Women

Reauthorization Act of 2013.

ihcdaO0®
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AOC STEPS

“Property Details

There are 11 errors for this property. Click to display.
Test Development IHCDA

100 N Shadow Creek Rd.

Utility Allowances

Export Events

Finalize Year

Indianapolis IN, 46240 Scattered Site Mo
Restriction Type: Rent Floating Units False
Rental Assistance: M/A Extended Use Dates: 10/15/2014
Owner Certification Year: 2022
— Owner Entity Information
MName Manwell Professional Hou: Tax ID Number
Address £303 N South Street. [~ Primary Owner Contact
Mame Irwin Underhill
City Indiznapolis Email invin.underhill@mpha.org
State 1M Phone
Zip 46219 Fax
— Management Company
Mame — Primary Management Contact
Address Mame Matt Rayburn
City Email MRayburn@ihcda.in.gov
State Phone (317) 233-9564
Zip Fax
On-Site Property Manager: On-Site Phone:

Please note, IHCDA is not responsible for the accuracy of the
information shown above. It is the Owner and the Management's
responsibility to check the Unit Rent and Income AMI level
information here against the Final Application and the Recorded
Lien. Ifthere are any discrepancies, Owner andfor the Management
should contact IHCDACompliance Department to correct such

information
Program Award Mumber  Award Date Buildings Units
CHDO HOME CH-008-101 Ti25/2008 2 [

AMI Level Units Percentage Rent Level | Units Percentage

20% 1] 0 |20% 1] a
20% o 0 |30% o o
40% o 0 40% o o
50% v] 0 |50% 1] a
60% Q 0 |60% Q a
T0% o 0 |70% o o
80% v] 0 |80% 1] a
M a o m a a

=TS o o =TT o o

Select Property

Review information on
landing page

Select Annual Certification

ihcdaO0®
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FAQ’S OC QUESTIONS

Certification year will be the
last calendar year

If findings of discrimination
were noted, documentation
must be submitted in question
2.

Reasonable accommodations
must be noted if requested in
the past 12 months with
guestions 3.1-3.3 answered

If Federally funded with 5 or
more HOME, CDBG, CDGB-D
or NSP, Affirmative Fair
marketing question needs
answered.

Question 7 with supporting
documentation needs to be
answered if there were vacant
units for more than 90 days.
Ensure that question 13
matches 8609 Il and select
the appropriate election.
Unless the project is CDBG,
Exhibit D must be included
with AOC- Asset Management
form.

Questions 19-27 must be
answered for all properties.
These are reviewed by
another department within
IHCDA.

|hcda OO@
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UPLOADING DOCUMENTATION

Please upload all requirad documantation required from your answers to your Owner Certification questions here. Once all forms are
uploaded you may submit your annual certfication. If your development has RHTC but has not submitted the complated and signed RS
form 8609 for each building, please upload the 8809 below.

There are no documents to display

(Exsling Certification Documents

There are no missing documents.

Fvlissing Certification Documents

Uploada documem:[ Browse... | No file selected.

Back

If you need to upload supporting
documentation, select Browse
and the document source. This
will place the document in the
appropriate boxes if required.

DO NOT upload blank papers to
avoid this step.

ihcdaO0®

Indiana Housing & Community Development Authority



SUBMITTING THE AOC

Submit Annual Certification

The current answer to question 13 does NOT match the Federal Set Aside:

| certify that this development is in compliance with section 42 ofthe IRS code, including any Treasury Regulations, the U.S. Department of
Housing and Urban Development regulations, as applicable and all other applicable laws, rules, and regulations. The undersigned
hereby represents, certifies and warrants to IHCDA that the undersigned is an authorized agent of the Owner of the development andlor
the company listed below, and the company is active and in good standing under the laws of the state of Indiana, and any and all
information provided herein is true and accurate and complete as of the date hereof. | understand that any information, documentation,
etc., submitted by me is related to the programs that are funded with deferral and state funding sources, and any false claims, statements,
information, documents, falsifications, or concealment of material fact(s) may subject me to prosecution under applicable federal and
state laws for perjury or fraud, or may resultin criminal andfor civil penalties or subject me to repayment of assistance or recapture of tax
credits as applicable

Name |Caro\ Farzetta |
Tite [ |
Company |]HCDA |
Email Address |cfarzetta@|hcda.m.gov |

|

Direct Telephone Mumber |(317) 232-7777

Completing the Name, Title, Company, Email Address, and Direct Telephone Number fields serves as an electronic signature confirming
the Certification is being submitted by a person with authority to act on behalf of the owner.

Any questions or concerns regarding uploading documents or answering any OC questions should be directed to the Real Estate
Department Systems and Data Specialist

* The Certification cannot be modified once submitted. If 3 Certification is submitted in error, contact the Real Estate Dept. Systems and
Data Specialist for assistance

* To return to a previous screen click *Return to Property Details™ link, click on Annual Certification, and navigate to the correct page and
follow the steps above. Provided answers were saved, re-entering information should not be necessary

LIHTC properties must pay their AOC fees via
the Online Payment Portal. Link found on the
IHCDA RED Compliance website-How to Make

an Online Payment to IHCDA
-Federal programs do not owe an AOC fee

& online.ihcda.ingov

Thank you for submitting your Annual Owner Certification Forms, You
are required to finalize tenant events enline and mail in your annual
monitoring fees to cormplete the Annual Owner Certification
submission, A check made payable to IHCDA must be mailed to
[HCDA, Attn:Systemn and Data Specialist, 30 5, Meridian Street, Suite
00, Indianapelis, IN 46204, Payrment not received and/or tenant events
not finalized by 1/31 of that year will be subject to late fees and
corresponding penalties

Your certification was submitted on 1/17/2023 12:43:49 PM

ihcdaO0®
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ERRORS

Red errors, like the one pictured

Event Details

= The selected event is invalid, it may not be immediately preceded by the Move In event. (Failing Event: Move In , Failing Event Date: 4/1/2022 ) I eft S h O u I d O u aS 0 u
, y

Unit # 001

Number of f Bedrooms 2 Bedroom Square footage 858 d
Event Date ﬁ nitial Move-in ﬁ « enter errant ata-
Evan Type Uit ity
Utility Allowance Allowance Amount 0
Total Household Income Household Income at Move-in . .
] st If the error color is RED, it must
Tenant Rent Portion Federal Rental Assist Amount 1
be corrected before the system
Rental Assist Type y
HH Member Count Rental Assist Source :
All Student House Student Count l:l WI I I al | OW yo u tO p roceed ]
Orute
Funding Program O HoMmE Student Status Exemption NIA hd
Ocos

and other errors will

. show up on an error list after
you click Submit. Left is an
Orange error that can be
resolved by adding clarification

in the Notes section in the
event details.

ihcdaO0®

Indiana Housing & Community Development Authority

Add Member

Student Status Exemption NfA v

Notes

HOUSEHOLD MEMBERS
S5N Bith Date Currertt Income
Race and Ethnicity Special Needs Gender




FINALIZED ERRORS

elopment
Finalize Certification Year

This will complete the finalization process for this annual owner certification. When you click the ‘Finalize’ button, you will have the ability to
print a receipt and you will no longer be able to edit this certification.

Finalize

Return to Property Detail

* Once all RED and Orange
Errors are addressed for each
item on the error list, proceed
to finalize

Finalize Errors

Error List
Building Unit | Description Severty | Event
Building One 001 | Allowable Rent Exceeded Move In - 04/01/2022
Building One 001 | Total Household Income |s Zero Move In - 04/01/2022
Building One 001 | Rent Level Is Mot Valid for the Funding Program Move In - 04/01/2022
Building One 001 |Income Level Is Mot Valid for the Funding Program Move In - 04/01/2022
Building One 002 |Income Exceeds County AMI Income Schedule Recerify - 10/04/2022
Building One 002 |Income Exceeds 140% Rule Recerify - 10/04/2022
Building One 003 | Tenant Rent Portion |s Zero and Rental Assist Portion |s Zero Transfer In - 03/18/2022
Building Two 003 | Allowable Rent Exceeded Rent Update - 04/01/2022
Building Two 004 |Income Exceeds County AMI Income Schedule Recerify - 031 7/2022
Building Two 004 | Wtility Allowance |s Required. Recerify - 031 7/2022
Building Two 004 |Income Exceeds 140% Rule Recerify - 031712022

Proceed to Finalize

ihcdaO0®
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AOC ISSUES LETTER RESPONSE

How do | resolve AOC issues?
1. Log on to IHCDA Online
2. Once you find the property,
« Ensure you select the correct year
« Ensure the year shows Active
« If property doesn’t show Active, email the auditor that sent you the issues
letter requesting to change the status to Active so you can make the

necessary updates
* Once you have resolved the issues, Submit updates (slide 76)

3. Review the issue letter and the recommendations on how to resolve the

issue

4. If the issue is not fixable, i.e. vacancies, please provide a response as to
why the unit(s) is vacant and the marketing efforts

5. The issue letter response is emailed to the auditor that sent the issue
letter. The response can be on your company letterhead or in the body of

the email.

|hcda 00®
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COMMON AOC ERRORS

©~NOOGR WD

Utility allowances not entered for the reporting year

Utility allowances not entered correctly

If the tenant has no income, enter 0.00 not $1.00

Tenant events not entered= 90 day vacancies/365 day vacancies
Set asides do not match the final application

Type of Funds not selected (RHTC, HOME, CDBG)

Annual Owner Certification report not completed

LIHTC AOC fee not paid by EOD January 31

|hcda 00®
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AVERAGE INCOME TEST
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AVERAGE INCOME TEST- UPCOMING

|hcda 000

Irdiana o

Return to Propery Listing
Manage Users
\iew Documents

B Test Development
[ Building One
(4 Building Three
[ Building Twa
[ New Building 13

il Aty

Welcome Jocelyn Pieckocki

IHCDA

Indiana Housing Online Management System

Test Development Ste p l .
Property Details
There are 6 emors for this property Click to display. O n Ce yO u ,Ve Se I eCted th e
Test Development IHCDA 3 pro perty, Selected the
TN Shadow ek Annual Certification button
Indiznapalis IN, 45240 Scattered Site:
Resfriction Type: Rent Floating Units: Fake
Rental Assistance: N/A Extended Use Dates:

Owner Certification Year.

un
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MINIMUM SET-ASIDE UNITS

Only properties that selected AIT on the 8609 will see this screen

Properties using the Income Averaging set-aside must specify which program units are included in the group for the minimum set-aside
After selecting the units, you can perform the check and the sytem will inform you whether the group meets the Income Averaging
requirements, If you configured this group in the prior certification year, you can begin by loading those units as your starting point

Select the units for your group from the list below.

Building Unit| Income Limit | Rent Limit Include in Group
Building 1 101 30% 30%
Building 1 102 40% 40%
Building 1 103 50% 50%
Building 1 104 60% 60%
Building 1 105 60 60% R
Building 1 106 40% 40% [}
Building 2 P01 30% 30%
Building 2 03 50% 50%
Building 2 204 60% 60% O
Building 2 P08 70% 70% I
Building 2 0a 80% 80% O

The qualified group of units has passed the validation tests

Step 2:

Under Include in Group column,
Select the building(s) that are
designated on 8609 as AIT

Step 3:

Click Perform Check

If the selection is correct, the
statement in yellow will populate:
The qualified group of units has
passed the validation tests.

ihcdaO0®
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APPLICABLE FRACTION UNITS

Applicable Fraction Qualified Group of Units

Properties using the Income Averaging set-aside must specify which program units are included in the group for the minimum set-aside. After
selecting the units, you can perform the check and the sytem will inform you whether the group meets the Income Averaging requirements. If

you configured this group in the prior certification year, you can begin by loading those units as your starting point.

Select the units for your group from the list below.

Building Unit| Income Limit | Rent Limit Include in Group
Building B 50% 50%
Building B e 60% 60%
Building B 70% 70%
Building A R 20% 20%
Building A b 30% 30%
Building A 40% 40%
Building C 80% 80%
Building C h 20% 20%
Building C i 30% 30%

The qualified group of units has passed the validation tests.

Step 4:

This step calculates the applicable
fraction. The units from the previous
step will already be selected. Select
additional units as appropriate.

Step 5:

Click Perform Check

If the selection is correct, the
statement in yellow will populate:
The qualified group of units has
passed the validation tests.

Step 6: Click Next to move to
Finalize screen

ihcdaO0®
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AIT NEW GRID VIEW

= -‘ _—
EWalkihrough Commons _ ——
BlBuiding 1 Number Of Bedrooms |1 Bedroom v |
3101 & =
Add New Event SR F ‘ 0 = ‘
Move In- 01/07/2022 AMI Percentage ‘ 30% v ‘
®102 4
B103 Unitidentiy  Program Unit v |
104 ‘
B105 Status Date |01/07/2022
(@106 Status Occupied
@107
(& Building 2
g
Funding Program Stat Date End Date
RATC v/ _ 01/01/2022,
Cedfication Year Minimum Set-Aside Unt Aoplicable Fraction Lint
2023 Not Yet Dsignated Not Yet Designated
2022 Not Yet Designated Not Yet Designated
2021 Not Yet Designated Not Yet Designated

In the tenant event, this grid
will show only when it's an
AlT unit.

The grid provides the history
and current minimum set-
aside and the selected
applicable fraction.
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OUR RESOURCES PAGE
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INSTRUCTIONS AND RESOURCES

What If | forget everything |
just learned?

Don’t fear!
You can visit our website:

https://www.in.gov/ihcda/d

evelopers/red-compliance/

Our RED Compliance page
has a wealth of resources
and instruction materials
including this presentation!

thcdaO0®©

Indiana Housing & Community Development Authority

RED COMPLIANCE

ONLINE COMPLIANCE REPORTING - INSTRUCTIONS AND RESOURCES

* Online Reporting Training

* Online Reporting FAQ

¢ Changing your IHCDAOnNIine Password

¢ How to Make an Online Payment to IHCDA

Instructions for Submitting the AOC & Finalizing Tenant Events

ihcdaO0®

Indiana Housing & Community Development Authority


https://www.in.gov/ihcda/developers/red-compliance/
https://www.in.gov/ihcda/developers/red-compliance/

This concludes the How To Guide for:
Creating Units, Utility Allowances and
Tenant Events

THANK YOU FOR JOINING US!

—

= Next Time!

iIhcdaO0O®
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