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Forward

The lowa Finance Authority (IFA) was established in 1975 to undertake programs to assist in the production of housing
for low- and moderate-income residents in the state of lowa. This manual addresses the reporting requirements for two
of those programs, the Low Income Housing Tax Credit (LIHTC) and the HOME programs.

IFA uses a product called CERTIFICATION ONLINE (COL) from software developer Emphasys which has been in use here
in lowa for many years. As part of the annual reporting requirements, IFA requires each project to enter their
tenant/household level data into COL. But what do we do with this data? There are several things which this data does:

e It provides information that allows us to run compliance tests on the data to ensure continuing compliance with
IRS Section 42 and with the project’s LURA which ensures compliance with state requirements at the unit level.
Examples would be testing minimum set-aside compliance, unit transfer rules and adherence to income and rent
limits.

e It provides a continuous history of the occupancy (or vacancy) of the units. All move-in and move-outs are
recorded. This allows us to ensure that unit transfers are done correctly and that the proper applicable fraction
is being applied by BIN.

e Asrequired by the Housing and Economic Recovery Act of 2008 (HERA) we provide tenant/household level
information obtained from this data to HUD annually. HUD uses this data, in part, to ensure the integrity of the
LIHTC program by looking at the populations served in projects developed with tax credits across the country.

We have produced this manual on the use of the COL program to assist you with this important part of your job. LIHTC
projects have two deadlines to meet:

e New projects which take credits in the current tax year must submit their data for testing by April 1°** during the
first year of the initial credit period.

e Existing projects (those in year 2 and on) of the project’s extended use period (at least 30 years) are required to
submit their data using COL by March 1°.

Upon submission, IFA tests the data and works with each project to ensure the accuracy and integrity of the data. Any
data which is not corrected or projects who fail to report will be issued an owner’s report and an 8823 will be submitted
to the IRS for their consideration.

As the political jurisdiction (PJ) for the lowa HOME funds allocated by HUD we are required to collect annual rent and
occupancy data from project owners. The vast majority of lowa HOME funds were allocated to projects containing tax
credits so the COL process should be a familiar one. For owners with HOME only projects the use of COL may be
daunting. Beginning with reporting for the year 2015, IFA will enforce the use of COL for those projects who are not
currently reporting to us annually. The deadlines for data will be the same as those of the tax credit projects. New
HOME projects will submit data by April 1* and existing HOME projects by March 1*. A State Notice of Noncompliance
will be issued to projects to fail to submit their data.

We are hopeful this guide will be of assistance and aid you with training new staff that will have the responsibility of
managing the data for your project.

lowa Finance Authority Contact Information
Phone: (515) 725-4900
Toll-Free: 1-(800)-432-7230
Fax: (515) 725-4901
IFA Main Website: www.iowafinanceauthority.gov

LIHTC and HOME Compliance webpage: http://www.iowafinanceauthority.gov/Home/DocumentSubCategory/7
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SECTION 1: GETTING STARTED

You must have Internet Explorer 8 or higher or Google Chrome to use this program.
To begin working in Certification Online (COL), the user will go to the following site:
https://iowafinanceauthority.iowa.gov/secure/COL//COL001.acu. Once there, the user will need to enter their

Temporary User ID and Password assigned by IFA. Please take note that the username and password fields are
case sensitive.

fhunte: The wser namse sl password Belils sre case senwilbnee.

Once the step above is complete, COL will prompt the user to create a new username and password. The
current username and password fields are the Temporary user ID and password that was assigned by IFA.
Please again take note that the username and password fields are case sensitive and that each must be at
least 6 characters long. Once this is complete, you will gain access into the COL system.

Please setup a new Usemame and Password

User Name/Password

e Thi bt Aams afd padsersnl ekl ars cide sehilliye and
revusl b g lrand & haragiers oy,

Special item to note before proceeding to enter any data into the system: DO NOT USE INTERNET MENU BAR
TO GO BACK/FORWARD OR CLOSE. ALWAYS USE THE FLAGS/BUTTONS WITHIN THE COL PROGRAM TO

-I:I-:-EE
- WINDOWS THAT ARE OPEN.
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SECTION 2: PROGRAM MANAGEMENT OPTIONS

Once logged in you will see the main screen that lists your project(s). Always use the icons in the COL system
to complete actions. Do not use the Explorer icons at the top of the screen to avoid being logged off and/or
locking projects.

e@‘g https://www.google.com/gws_rd=ssl OD~-ac ” Google | | m * {§}

File Edit View Favorites Tools Help

Certifjcation =
n Lines lowa Finance Authority

020000

HOME — Takes the user(s) to the project list;

UPLOAD DOCS (UNAVAILABLE);

USER MANAGEMENT — Allows “Super User” to set up sub users, reset locked projects, et cetera;

CONTACT US — Allows the user to send an email to the Compliance Staff at IFA;

LOG OUT — Closes users out of the COL system (must use this to protect private tenant information);

Ceeec e

HELP — Opens up a searchable tool from which users can find answers to commonly encountered
problems in the COL System.

The “Super User” will need to click on the User Management Icon in order to create, edit, and/or remove on-
other users, assign projects, reset user passwords, and to reset locked projects.

User Management

<] CREATE, EDIT AND REMOVE ON-SITE MANAGERS B>

4 ASSIGN PROJECTS =3

<] RESET ON-SITE MANAGER'S PASSWORD

4 RESET LOCKED PROJECTS B

Page 7



The following are the steps to create, edit, and remove other users. Step 1.) Select the Create, Edit, and
Remove On-Site Managers icon. Step 2.) Click “New.” Step 3.) Enter in the on-site manager’s information
including their full name, and email. Create a user name and password for the user you created. To delete an
user, the same steps will be followed, but instead of selecting “New,” the user will select “Delete.” Once
complete click “Update.”

<] CREATE, EDIT AND REMOVE ON-SITE MANAGERS B
OR

First name

3
Middle: |
|
: |

Last name

E-mail

Financial Manager Only: |:|

User Name: *Note: The user name and password fields must be at least 6 characters long.

Password:

If you choose to delete a user, the system will prompt you to select whether or not you actually want to delete
them.

Message from webpage .

e Are you sure you want to delete this Manager ?

0K ‘ ‘ Cancel

Select “Close” when finished.

NOTE: ****When a user leaves employment you must delete them immediately from the system. If the
Super User leaves employment you must notify IFA immediately. Super User/Users will continue to have
access to the system if this process is not followed.****

This tab allows you to assign projects to a user(s) who can input data and run tests. Under User Management,
click “Assign Projects”, select the user then the project they are being assigned to and “Update”. NOTE: Only
one user can be assigned to a project.

=] ASSIGN PROJECTS =

Mame: IF"EEIEE Select a User| v
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Project Assignment

Project ID Name of the Development Assigned To

Diana Smith

This tab allows the Super User to reset on-site manager’s passwords. The Super User will select the reset
password icon and select which user’s password needs reset. Finally, the Super User will click reset password
to take the user back to the original assigned password then Close.

=] RESET OM-SITE MANAGER'S PASSWORD =

MName: IF'Iease Select a Llser

This tab allows the Super User to reset locked projects when a user gets an error “Record locked by another
user”. Click on “Reset Locked Projects” and then select the user, finishing by clicking “Reset Locked Projects”

and Close.

RESET LOCKED PROJECTS

MName: IF'IeaEe Select a Llser

Feset Locked Projects
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SECTION 3: ANNUAL OWNER CERTIFICATION

The main screen lists all of the projects that have been assigned to your management company. To complete
the Annual Owner Certification, the user will select the project and then proceed by clicking the “Annual
Owner Certs” tab at the top.

Projects Hd [Pagenof?] 2 Imgort Al Buiing lata

Project Project ID Development Development Annual Owner Last Annual
Select Number Name Address Certs Status Submission Date

Annual Owner Carts

You will enter the new certification period. You must enter the date for the calendar year: MMDDYY.

\Hew Certification Period: to

When proceeding, please DO NOT ANSWER ANY OF THE QUESTIONS — IFA SENDS OUR OWN OWNER
CERTIFICATION OF CONTINUING PROGRAM COMPLIANCE FORM OUT ANNUALLY WHICH INCLUDES
ADDITIONAL QUESTIONS.

If the Super User is not ready to submit the Annual Owner Certification, click:

If the Super User is ready to submit the Annual Owner Certification to IFA (Owner Cert must be completed and
submitted prior to submitting buildings), click:

Message from webpage - Message from webpage -

Your report has been received - Thank you!

A t to submit this form to A ? Gl : vl
e 1€ yousufe yo want fo submit fis form fo Agency ~ % Wewill review the information in the near future.

0K ‘ | Cancel

Once “Submit” is clicked you will be prompted with a message asking if you are sure you wish to submit the
certification form to IFA. Once you press OK you will receive a message stating that the form has been
received. IFA will post the form internally.
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SECTION 4: MANUAL ENTRY: NEW TENANT CERTIFICATIONS

If you do not have a 3" party software that uploads into the system, you will manually enter data for
tenant certifications at move-in and for re-certifications to verify that the tenant qualifies to live in the
unit under Low Income Housing Tax Credit (LIHTC) and HOME program rules.

To begin, from the Projects Screen, select the project you will be working in by clicking the radial button
on the left as demonstrated below:
Projects

Development Annual Owner Last Annual
Address Certs Status Submission Date

NOT SUBMITTED 08/18/15

Project
Select

O
O

Then continue by selecting “Proceed to Buildings” at the top right of the screen.

Proceed to Building=

Next, you must select the building you want to work in by using the radial button at the left and selecting
“Proceed to Units” at the top right of the screen.
Buildings bimgort Buiding Data B View Details [ Change Report Feriod | bProeed to Units JbRepons [ Close |

Building ID Placed in Service Last Report IRS Compliance HOME Compliance Agency Compliance Tenant Recert Last Submission
Number Date Date Status Status Status Status Date

1A-87-00020 01/01/10 12/31/0% Qut of compliance Not tested Not tested READY 10/15/12

Proceed to Units

Lastly, you must select the unit which you wish to work in by using the radial button on the left. Once
this is complete, you will select “New Tenant Cert / Recert” at the top of the screen as shown below.

Ready to

Head of Household Submit

(O] ADL F VACANT ** 000-00-0000 00/00/00 NO
t 1

Mew Tenant Cert ! Be-Cert

Once these steps are complete, you are ready to begin the new tenant certification process. SPECIAL
NOTE: THE FIRST UNIT YOU WORK IN WILL REQUIRE YOU TO ENTER A REPORT PERIOD. ENTER
CALENDAR YEAR MMDDYY. THIS MUST BE DONE IN EACH BUILDING.

Mew Reporting Period: I to I
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NEW TENANT CERTIFICATION STEPS

During the new tenant certification, there will be a significant amount of crucial data that will need to be
entered for each new tenant in any given unit. This information is certifying whether or not the tenant is
eligible to live in the unit.

You will notice again that this section of the COL System has a selection of tabs. Each tab requires tenant
data to be entered to certify they are eligible to live in the unit.

Tenant Certification
5 Ready to
Tenant Name: |TEST Submit

=2

| IA-B7-00020 Unit ID: | 2434 Last Report Ending: | 12/21/02
New Reporting Period: | 01/01/10 to |;: 31/10 Current Unit Status: | Income

L

4 3
GENERAL INFORMATION >
HOUSEHOLD B
INCOME B

ASSETS B
UNIT RENT B
LN A

For the “General Information” tab, all information will need to be entered for the Head of Household
including, but not limited to the following: tenant’s name, Social Security number, age, marital status,
move-in date, etc. Please note the grayed-out boxes in this screen will populate based on entries made
in other screens. Use the Tab key on your keyboard to move through the fields or use your mouse. All
information in the following screens comes from the Tenant Income Certification (TIC) signed by the
tenant, or the system will generate a TIC (for the tenant to sign) based on your entries in the following
screens.

[ GENERAL INFORMATION =3 ]

Step 1). Enter data for all fields in the Head of Household Basic Data Section. (USE FIRST AND LAST NAME
(First Last or Last, First), LAST 4 of SSN).

Head of Household Basic Data

Name SSN Birth Date Age
I I 000 I 00 I 0000 I 00/00/0000
Sex Empleyment Type/Occupation Marital Status
--- Select Type --- V[ l ---------- Select Type ---==----- v I---- Select Type -——-| Vv I
L A
-
Type of Certification: I ertificat Family Size: I [] Men Qualified Students
Move-In Date: | Household Annual Income: |
Last Eff Date: | Unit Assistance Type: ] ------ Select Type ----- v
Initial/New Eff Date: | Owner's Designation: Il-larl-cet Rate hd [
HOH Special Population: I ------ Select Type -———- v
HOH Disabled: [ |
\ v,

[ | Men Qualified Student

Only check the box above if all members of the unit are full-time students without exemptions.
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Move-In Date: I

The move-in date must be entered as MMDDYY.

Unit Assistance Typa: |------ Select Type ----- v

A unit assistance type will need to be selected if the tenant receives Section 8 or other governmental
assistance to help cover a portion of their rent. For example, the new tenant could live in a Project Based
Sec. 8 property or the tenant could possess a Tenant Based — Housing Choice Voucher from a Public
Housing Authority (PHA). If the tenant has any other type of unit assistance, the user should select
“Other” — which would signify the tenant is receiving some other form of federal or state governmental
rental assistance. Please select “No Assitance” if the tenant is not receiving any form of rental assistance.
See below.

====== Select Type =----
Other

Project-Based
Tenant-Based

Enter an Initial/New Effective Date for this certification. It must be entered as MMDDYY and should
match the client’s move-in date.

Initial/New Eff Date: |

NOTE: For USDA/RD or Sec. 8 where effective dates could fall after move in date, you will complete a
certification showing the effective date the same as the move in date (if all verifications are received by
the move in date) then complete a recertification entry showing the USDA/RD or Sec. 8 effective date.

Select what type of unit the tenant is going to be residing in as noted in the screenshot examples below:

Owner's Designation: |Market Rate v |
IF THE PROJECT IS TAX CREDIT ONLY

Market Rate

FEA

Other

Employee Occupied
Owner Occupied

IF THE PROJECT IS HOME ONLY OR HOME/TAX CREDIT

LIHTC
Market Rate

PBA

Other

Employee Occupied
Ohwuner Occupied

30/65 (HOME - LI)

L L L
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Select what special population the head of household may be categorized as.

HOH Special Population: [-==-= Select Type ====- [w]

------ Select Type -----
Disabled

Family

Handicapped

Homeless

Undesignated

Battered Women
Developmental Disabled
Other

Brain Injury

Drug Dependency
Aids/HIV Related Iliness
Mental Iliness

Teen Pregnancy/Parenting
Victims of Domestic Violence
Single Room Occupancy
Hollman

Elderly Set Aside

Elderly Amenitites
Assisted Living

Elderly 62 and Over
Elderly 55 and Over

Displaced Individual(s)

This box should be checked only if the tenant claims to be disabled. This must be a question on the
application, but the tenant is not required to respond.

HOH Disabled: [ |

Some additional household data is also needed including the following: home phone, work phone, and
email are (optional). The head of household’s race and ethnicity are required to be asked on the
application, but the tenant is not required to respond.

Additional Household Data

Home Phone: I 000

| oooo

Waork Phone: I 000

Email: |

HOH Ethnicity

---—- Select Type --—-- | ¥ |

Transferred From Building
.

|
HOH Race: I“—"—"--- Select Type ———---—--
:

Old Unit ID: I Old Unit Move-In:

Jooo | oooo

HOH Ethnicity: |----- Select Type ---—-- v

HOH Race: |----------- Select Type ----------

HOH ETHNICITY

""" Select Type -----
Hispanic or Latino
Non Hispanic or Latino

Not Available

Page 16



HOH RACE

White
Asian

American Indian/Alaskan Native

Native Hawaiian/Other Pacific Islander
American Indian/Alaskan Native & White
Asian & White

Black/African American & White

A. Indian/Alaskan Native & B./African A.
Other Multi-Racial

Asian/Pacific Islander

Hispanic

Chooses not to Disclose

ADDING ADDITIONAL HOUSEHOLD MEMBERS

Step 2) Select the “Household” tab on the left side of the screen to add in data regarding additional
household members (if any).

‘ HOUSEHOLD =

Household Composition

Member Name

Family Size _

b Hew [-iew J Update

Relation

ODocupation Type

Full-Time Students —

Select “New” and begin entering information for the additional member(s) of the household. Please note
the drop down menus are the same as the “General Information Screen” — the same rules apply
regarding race, ethnicity, and disability.

Household Member (Basic Data)

Member Name

Birth Date

e

55N

| I

Age
I_

Employment Type/Occupation

I —————————— Select Type -————---—

L%

Household Member (Demographics)

Sex

I—- Select Type ---

Special Population

Disabled

I —————— Select Type -——

Marital Status

I—-—- Select Type -—-—
Ethnicity

I ————— Select Type ———-

L
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Select what relationship the additional household member is to the head of household.

Relation

Child/Stepchild
Foster Child
Parent/Parent-In-Law

Roommate

Sibling/Sibling-In-Law

Live-In Attendant

Significant Other
Grandparent/Grandparent-In-Law
Grandchild

Unborn Child

Co-Head of Household

Other Family Related

Other

Once you have completed the necessary data entry for the individual household member, select the
“Update” flag/button within the Household Member (Basic Data) box.

Household Member (Basic Data) Update.

} Update

Continue the process until ALL household members have been added (including unborn children).

Step 3)
Select the “Income” tab on the left side of the screen to add in data regarding tenant income.

| INCOME =

Select “New”

Household Income b Hew |

Member Name Relation Source of Income Annual Income

Annual Income: 0.00
Annual Asset Income: 0.00
Total Annual Household Income: 0.00

Under “Income Data,” select the Member Name. The “Relation” field will automatically populate. Enter
the tenant’s annual income in dollars and cents (i.e. 35000.00). Select the Source of Income and Income
Verification Source from the drop-down menus. Please disregard the calculate button found on the
screen. All of this may be seen in the screenshots below.

Income Data
Member Mame Relation
I—-—— Select House Mambear -——- I
Annual Income Source of Income
I CALCULATE |- Select Income —-----------
Verification Date Income Verification Source
I I-— Select Income Verification Source -—
. A
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Member Name

I---- Select House Member ---- |V |

Annual Income

---- Select House Member ----

| 0.00 CALCULATE

Gross Income. (Disregard calculate button)

Verification Date

.

Date Manager RECEIVED verification. Enter as MMDDYY.

Source of Income

| ............. Select Income

Income Verification Source

===eee-a—e-=- Salact Income -——=——---

Wages

Business Income

Social Security/Pensions
Public Assistance
Interest/Dividends/Trusts
Alimony/Child Support
Annuities/Periodic Payments
Student Subsistence Allowance
Unemployment

Overtime

Commision/Bonus

Child Support

Tip Income

Other

I-- Select Income Verification Source --| e |

-- Saelect Income Verification Source --
Employer Verification

Check Stubs/Earning Statement
Tax Returns - Individuals

Tax Returns - Business
Accountant/CPA Statement
Benefits Provider Verification
Separation/Divorce Settlement
Payer/Benefactor Affidavit
Bank/Trustee Verification
Attorney's Statement

Copy of Benefits/Payment Check
Not Verified

Other
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When all the income information has been input, select “Update” in the Income Data box.

Income Data b Update [ Cancel |

Continue this process until all applicable tenant’s income data has been entered.

Step 4)
Select the “Assets” tab on the left side of the screen to add in data regarding tenant assets.

‘ ASSETS =

At the top of the screen, select “New.”

Household Assets b Hew |

Member Name Type of Asset Asset Income

Annual Income: 0.00
Annual Asset Income: 0.00
Total Annual Household Income: 0.00

Under “Assets Data,” select the Member Name. The “Relation” field will automatically populate. You will
enter in the cash value of the tenant’s asset in dollars and cents (i.e. 35000.00). The verification date will
be entered MMDDYY. All of this may be seen in the screenshots below.

Assets Data b Update Jib Cancel |
Member Name Relation

I———— Select Member ———— |

Type of Asset Cash Value

|——————————— Select a Type -———-———-| ¥ I

Asset Verification Source Annual Asset Income

|----------- Select a Type ---—----—----| v | I

Verification Date

e

L A

Member Name
I"-- Select Member ---- v |
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Type of Asset
— Select a Type -=--=--==-~ v

Cash/Checking Account
CDs/Savings Accounts
Marketable Securities
IRA/Keogh Account
Retirement/Pension Fund
Real Estate, Equity
Gems/lewelry
Coins/Stamp Collections
Art/Antiques
Automobiles - Antique
Lump Sum Receipts (Not Income)
Trust/Available Principal
Other

Asset Verification Source

Account/Earnings Etatament
Bank/Tax Assessment
Qualified Appraisal
Accountant's Affidavit
Owners Affidavit

Published Market Standards
Mot Verified

Bank's Affidavit

Other

Once the asset information has been input, select “Update” within the Assets Data header.

Assets Data ) Update [P Cancel |

Continue this process until all data regarding tenant(s) assets has been entered. Please note that the
system only allows entries of up to 5 assets. If the tenant(s) have more than 5, you will need to combine
similar types of assets and income from assets.

Step 5)
Select the “Unit Rent” tab on the left side of the screen to add in data regarding the tenants rent.

UNIT RENT = J
L

Unit Rent

Rent Change Date: I—
Tenant Paid Rent: IOD{)—
Mandatory Charges: IOD{)—
Rental Subsidy: IOD{)—
Utility Allowance: I (Mote: Please enter this amount only if paid by Tenant)

Gross Rent: 0.00 {Tenant Rent + Mandatory Charges + Utility Allowance)

r
9
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Rent Change Date: |

Do not enter a rent change date for a new move-in or recertification. Only use a date when there is a
change in the tenant(s) rent outside of the certification (i.e. utility allowance change, across the board
rent change, subsidy approved or removed, etc.)

Tenant Paid Rent: I0.00

This the actual amount the tenant pays for rent. Enter in dollars only.

Mandatory Charges: |0.00

These are non-optional charges that are a condition of occupancy the tenant must pay (i.e. garage rental,
cable, etc)

Rental Subsidy: |0.00

This is the amount of subsidy the tenant is receiving for rental assistance (i.e. Section 8 Voucher or other
government rental assistance).

Utility Allowance: I

This amount reflects what has been provided by the local PHA or an IFA approved allowance.

Gross Rent: |

The Gross Rent is the total amount the tenant pays. NOTE: If Tax Credit only it will include Tenant Paid,
Madatory Charges, and Utility Allowance. If Home/TC or HOME only it will include all fields

Once you are certain all fields have been entered for all members of the unit, you will check the box
“Ready to Submit” and “Update” the record. }

Tenant Certification b Update |

) Ready to
Tenant Name: | O Submit @
Project ID: | |
Building ID: | Unit ID: Last Report Ending:
New Reporting Period: | to Current Unit Status: |

Ready to
Submit gj

Note: At this point, the COL system will create a TIC for the tenant to sign after you have entered all the
data in the appropriate screens. If you choose to use this feature you must click on the “Tenant Income
Cert Form” prior to clicking on “Update”. If you click “Update” before printing the TIC, see Chapter 11
for printing instructions after clicking “Update”.
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SECTION 5: MANUAL ENTRY: RE-CERTIFICATION

The following section will guide the user on how to complete recertifications for LIHTC only, HOME only,
LIHTC/HOME, and Market Rate Units. The steps for re-certification are virtually the same as if the user
completed a new move-in certification. Since it is a re-certification, some information from the system
will populate the fields while others you will need to review and update where applicable (i.e. maybe
their income has increased or decreased, or possibly there is a new household member — just to name a
few examples.)

Projects

Development Annual Owner Last Annual
Address Certs Status Submission Date

NOT SUBMITTED 08/18/15

Projeckt
Sealect

&
O

Click on the radial button for the project you wish to work in.

Proceed to Buildings
Select “Proceed to Buildings” at the top of the screen.

Buildings bimoor Buiding Oata JVieu Detals [ Change Report Period | Submi Tenant Certs b Proc sed to Urits [ Reponts [Bb Ciose |

Building ID Placed in Service Last Report IRS Compliance HOME Compliance Agency Compliance Tenant Recert Last Submission
Number Date Date Status Status Status Status Date

1A-87-00020 01/01/10 12/31/09 Qut of compliance Not tested 10/15/12

Eldg
Select
®
Click on the radial button for the building you want to work in.

Procesd to Units
Select “Proceed to Units” at the top of the screen.

Income & Rent Test (8 New Tenant Cert / Re-Cert [%iaw [ Modify Cument Tenant Cert B Delete Tenant Certz [Sbboveout | Feady Al Units

Ri i
Select Unit Number Head of Household 55N Last Cert Date eallv_ °
Submit
@ AD1 ** YACANT ** 000-00-0000 00/00/00 NO
I T T T T T 1
Select
®

Click on the radial button for the unit you want to work in.

Mew Tenant Cert / Re-Ceart

Select “New Tenant Cert/Re-Cert” at the top of the screen.

REMINDER: For the first unit you work on in the building you will enter the New Reporting Period and
must be calendar year MMDDYY. All other units in the building will automatically populate this date.

Mew Reporting Period: I to I
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You will complete the various fields from the tabs on the left side of the screen (i.e. General Information,
Income, etc.) The steps in completing the fields are exactly the same as if you were completing a new

move-in certification, with a few caveats noted below.
Tenant Certification

Income & Rent Test |WpTenant Income Cen Form

Tenant Name: | TEST

Ready to
Submit

Unit ID: I 2434

Current Unit Status: I_: Income

Last Report Ending: | 12/21/02

e

GENERAL INFORMATION b=
HOUSEHOLD

=
=

INCOME

ASSETS

v

UNIT RENT

v

\,

[

1) LIHTC/HOME and HOME only must update all tabs.

2) The HOME Program requires full re-certifications every 6" year of the affordability period and self-
certifications done in the in-between years.

3) 100% LIHTC projects with no HOME will only update the “General Information” and “Unit Rent” tabs.
4) If the project has state agency covenants in the Land Use Restrictive Agreement (LURA) re-
certifications are required and you must review and update all tabs where applicable.

5) If LIHTC/Market — Re-certifications are required and you must review and update all tabs where

applicable.

[ GEMERAL INFORMATION = ]

NOTE: When completing a re-certification, the gray boxes in the “General Information” tab will show the
data history as of the last posted report. When Income and Assets are from the same source as the prior

year you will not use the NEW flag you will use the VIEW/UPDATE flag to update the information then

click on “Update”

Income Data b Update |

Member Name
fesT |

Annual Income

I 100,000.00 CALCULATE

Verification Date

[0o/00/00

Relation
] Head of Household

Source of Income
|Social Security/Pensions v

Income Verification Source
IBeneﬁts Provider Verification v

i
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When all fields have been updated for the unit, you will check the box “Ready to Submit” and “Update”

the record. o
b Update lb Income & Rent Test b Tenant Income Cert Form |

Tenant Name: | TRAINING tl Rﬁsﬂ‘ﬁnt'.i —-ﬂ-"
| —=

Project ID: | 13-13-1 | River West Apartments

Tenant Certification

Last Report Ending:

Building ID: [ 1A-05-00043 Unit ID: | A01

New Reporting Period: [01/01/14 to |12/31/14 Current Unit Status: | Market Rate

Ready to
Submit g

 Update |
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SECTION 6

UNIT TRANSFER & MOVE-OUT
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SECTION 6: UNIT TRANSFER & MOVE-OUT

Whenever a household transfers to another unit within the project or if they move-out of the project,
this information will need to be entered into the system.

In the case of a unit transfer, you will select the project in which the transfer is occuring by clicking the
radial button next to it.

P!’Oj@CIS pimpit Al Biing Cata M Arnual Ounr Carts [ Frooeed to Buldings |
Project ID Development Development Annual Owner Last Annual

Number Name Address Certs Status Submission Date

NOT SUBMITTED 08/18/15

Project
Select

O
O

You will then click on “Proceed to Buildings” in which you will select the building you will work in by
selecting the radial button to the left of it.

Proceed to Buildings

Buildings

10/15/12

You will then click on “Proceed to Units” in which you select the unit that is transferring out by selecting
the radial button on the left next to the unit.

Proceed to Units

Unﬂs Inzome & Rent Test (8 New Tenant Cert £ Re-Cert [ %iew [ bodify Curent Tenant Cert |8 Delete Tenant Certs Ready All Units
R t
Select Unit Number Head of Household SSN Last Cert Date eaﬂv_ °
Submit
@ AD1 * VACANT ** 000-00-0000 oofoofon NO
I T T T T T 1
Select
®

You will then select “Unit Transfer” at the top right of the screen.

This will bring up the Unit Transfer Data screen pictured below.
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This screen is where you will enter information regarding the transfer out.

Unit Transfer Data

Current Unit: [20.
Building 1D: [lA-s&-000az [~ ]
Mews Unit: | -—- Selact Vacant Unit — |~ |
Transfer Effective Date: |
Tenant Paid Rent: | 400.00
Mandstory Charges: |o.00
Rental Subsidy: | zo0.00
Utility Allowance: |75 (Note: Please enter this smount only if paid by the Tenant]
Gross Rent: {Tenant Paid Rent = Mandatory Charges + Utility Allowance)

Current Unit: I

The “Current Unit” field is prepopulated with the unit number.
Building ID: |IA-87-00020 v |

If the owner elected to have a multiple building project on the 8609 Form, a drop down menu will be
present which will list all buildings in the project. If other buildings do not show up in the drop down,
then transfers are not allowed between buildings in the project.

MNew Unit: I --= Select Vacant Unit --- | Vv |

This is where the user will select which unit the tenant wishes to transfer to. Note that only vacant units
will show up in this drop down menu.

Transfer Effective Date: |

The user will enter the effective date of the unit transfer, MMDDYY.
Tenant Paid Rent: I 535.00

This field is prepopulated with information that has already been entered into the COL system from the
most recent certification. Please update the field if the tenant paid rent amount will change with this
transfer.

Mandatory Charges: | 0.00

This field is prepopulated with information that has already been entered into the COL system from most
recent certification. Please update the system if the mandatory charges amount will change with this
transfer.

Rental Subsidy: Iﬂ.ﬂl’.‘r

This field is prepopulated with information that has already been entered into the COL system from most
recent certification. Please update the system if the rental subsidy amount will change with this transfer.

Utility Allowance: | 91

This field is prepopulated with information that has already been entered into the COL system from most
recent certification. Please update the system if the utility allowance amount will change with this
transfer.

Gross Rent: |

This field will automatically update based on any new entries for this transfer.

Once the information above is reviewed and updated where applicable, then select “Update” at the top

of the screen.
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MOVE OUT

The same steps will be followed as in previous sections to arrive at the unit you wish to work in. Select
the Project > Proceed to Buildings > Select the Building > Proceed to Units > Select Unit, and click on

“Move-out”.

The following screen will appear:

Move-out Data

Building ID: |;_;.- 5-00043

Head of Housshold: | TratninG

Unit ID: I ADL
Move-out Date: I

Move-out Date: |

Enter the move out date MMDDYY. Once you have entered the move-out date, select update in the
Move-Out Data box and the unit will now show Vacant.
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SECTION 7: CORRECTING ERRORS MANUALLY

As a user, you may encounter situations where you find that an error has occurred with the data you have
entered into the COL System. Below are some commonly encountered issues and how to correct them.

If you should find an error in any dates entered in the current year data entry, you must delete entry(ies) to fix
it. In order to do that, proceed with the following steps:

Projects pimot Al Biing Cata Wb Arnual wner Carts [ Frooeed to Buldings |
Development Development Annual Owner Last Annual

Name Address Certs Status Submission Date

NOT SUBMITTED 08/18/15

Projeckt
Select

o
o

Click on the radial button next to the project for which there is an error(s).

Procead to Buildings=
Click “Proceed to Buildings” at the top of the screen.

Buildings

Building ID Placed in Service Last Report IRS Compliance HOME Compllinr.e Agency Compliance Tenant Recert Last Submission
Number Date Date Status Status Date

14-87-00020 01/01/10 12/31/09 Out of compliance Not tested 10/15/12

Click on the radial button next to the building for which there is an error(s).

Procead to Units
Click “Proceed to Units” at the top of the screen.

Income & Fent Test Wb New Tenant Cert / Re-Cert [b'iew [ Wiodity Cument Tenant Cert M Delete Tenant Certs [Mbhdoveout | Fready Al Unitz

Unit Number Head of Household Last Cert Date

@ AD1 #* YACANT ** 000-00-0000 00/00/00 NO

Click on the radial button next to the unit that needs an error corrected.

Delete Tenant Certs
You may then click “Delete Tenant Certs.” Note that you can only delete

from the top entry down (see below) —if it is an error from a prior reporting year that has been posted,
please contact your assigned compliance specialist.

(Re)Certifications

e e

12/01/05
12/01/0%
12/01/05

TEST
TEST
TEST

12/03/10
12/02/10
12/02/09

00/00/00
00/00/00
00/00/00

00/00/00
00/00/00

01/01/11 ** VACANT ** 00/00/00 00/00/00 00/00/00
00/00/00

12/01/09 12/04/10 00/00/00 12/31/10
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Message from webpage -

0 Are you sure you want to delete this Certification?

QK Cancel

Once you click the “Delete” button, the system will provide this message asking if you are sure you want
to delete the certification. If you are sure, press ok. Then click “Close” at the top of the screen to return

to the units list.

IMPORTANT THINGS TO REMEMBER

1) The user will need to re-enter all data for the entries that were deleted.
2) Ifitis an error with a transfer, the user will need to delete these very carefully:

i.) Delete any new entries that were completed after the transfer into the transfer unit.

ii.) Delete any new entries that were completed after the transfer out in the transfer out unit.

iii.) When the transfer out unit shows “Vacant,” delete the vacant unit and that will pull the

tenant back into the transfer out unit and show the other unit as “Vacant.”
3) If the error was with a transfer issue that was part of the 3" party upload process, please notify
your assigned compliance specialist detaling the following:

i.) The transfer out unit;

ii.) The transfer in unit;

iii.) The tenant(s) name(s);

iv.) The date of transfer;

V.) Provide copies of the TICS for the transfer out and any new move ins or re-certifications

that occurred for the units involved.
These transfers must be corrected by IFA’s programmer.
4) If you find an error from prior year’s submissions (previous 3 years), please notify your assigned
compliance specialist detailing the following:
i.) Unit(s) involved;

ii.) Clearly identify what is incorrect and how it should be corrected;

iii.) Provide copies of the TICS;

iv.) Give approval for IFA to take the project offline to correct it.*

Please note that some issues may be too old or cannot be corrected without extensive work. In those
cases, IFA will post a memo in the system explaining the issue(s).

* If IFA needs to take the project offline, please be aware that any data you have entered without

submitting it will be erased. If you have data entered that you do not want to lose, you can submit the
building(s) prior to IFA taking it offline. Notify IFA when it is clear to take the project offline.
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SECTION 8: 3" PARTY SOFTWARE UPLOADS

There are known sofware companies using the Emphasys Software schema for the COL System including
the following: Real Page, Yardi, Simply Compute Software, Inc., Multi Site Systems, LLC, Boston Post, and
IPM Software, Inc. Please note that COL system does not use the National Schema. Please check with
your provider to verify they use the Emphasys schema. The schema is available for companies who have
not implemented COL schema. Call your assigned Compliance Specialist for further information.

To upload XML files from 3" Party Software Companies, start by selecting the project you wish to work in
by clicking on the radial button next to it.

Projects v Dur are

Development Annual Owner Last Annual
Address Certs Status Submission Date

NOT SUBMITTED 08/18/15

Proceed by clicking “Import All Building Data” at the top of the screen. A box will then pop-up allowing
you to Browse.... for the file that you will be uploading. Please note to check with the 3" Party Software
vendor to ensure they create an XML file upload of all buildings. See below.

port Al Building [ata

Import All Building Data

XML Files | Browsa...

[[] overwrite existing Unit Activity

UPLOAD

Special notes about 3™ Party XML file uploads:

1) Files can be repeatedly uploaded.

2) The overwrite existing unit activity must be checked when re-uploading files.
3) Double click the file you created from the 3™ Party Software

=3 Choose File to Upload -
= - T L. » ThisPC » Desktop » TEST XML ~ & | [ Search TEST xmaL 2 |
Organize - Mew folder == -~ [Imm| =1
B This PO Name - Date modified Type

= Desktop | a7-101 2/26/2015 8:48 PM HML File
| Decumen ts 36| a7-102 A XML File
# Downloads ) e7-ALL 2/26/2015 10:20 PR XML File
W Music

=1 Pictures

B videos

i Lecal Disk (C:)
w Home (H:)
% Shares (5:)

€ MNetwork

File name: | v| [2n Fites ==y ~ ]|

| Open | | Cancel |
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Once the file shows up in COL, you will click Upload to begin the process.
Import Building Data

Close
Building ID: IA-87-00020
XML File: I C:\Users\lisa.strait\Desktop\2210.xml Browse...
["] owverwrite existing Unit Activity
\ J
UPLOAD
While the file is uploading into the system, the user should see this message.
Import Buiiding Data Cise

ase Wall ,

System Is Working

If the system pops-up this message Errors found in your File. “Click here” to see Error Log.

Upload Status

Errors found in your File. Click here to see Error Log.

The error log will appear that you can print. Please reference Section 9: Correcting an XML File.

Error Log

Project ID Building I m (Re)Certification Date

Error Description

87-01 1A-87-00020 201 08/01/2014 Project ID Mot Found in HFA Database
87-01 1A-87-00020 201 08/01/2014 Unit 1D Mot Found in HFA Database
87-01 1A-87-00020 201 09/15/2014 Project ID Not Found in HFA Database
87-01 1A-87-00020 201 09/15/2014 Unit ID Net Found in HFA Database
87-01 1A-87-00020 202 11/01/2014 Project ID Not Found in HFA Database
87-01 1A-87-00020 202 11/01/2014 Unit 10 Not Found in HFA Database

When the message appears “All transactions for this project have been completed” the upload was successful
and you will return to the Units screen and click “Ready All Units”.
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SECTION 9: CORRECTING XML FILES

It is recommended that you download the free XML Notepad to edit files. You may do that by following
this link: http://www.microsoft.com/en-us/download/details.aspx?id=7973

Note that each “+” is an individual unit entry.

File Edit Wiew Insert

Window

|C:\U3«3r3'l.l isa.strait\Dresktop' WL »

@ COLBZ-—FILE

‘I =milns txsi
COLE82 DETATIL
COL82 DETATIL
COL82Z DETATIL
COL82 DETATL
COL82Z DETATL
COL82 DETATIL
COL82Z DETATIL
COLBZ DETATL
COL82Z DETATL
COLE82 DETAIL
COL82 DETATIL
COL8Z DETAIL
COL82 DETATL
COLE82 DETAIL
COL82 DETATIL
COL82Z DETATIL
COL82 DETATL
COL82 DETATL

o0 g o o o e o o B A o

wversion="1.0"__ o~

http: ./ W . w3 corng, 20001 7

Error List | Chynamic Help

Drescription

File Line Column

Loaded in 00:00:00.25000549

When you click on a “+”

File  Edit
T ODEEH 9 ™o X E52 @

Tree View | XSL Output

Wiewr Insert

Window

, it will show that specific units certification specifics.

|C:1USer31Iisa.strE|it1DeslctGp1}(ML ot

E---E3 COL8Z-FILE -~
. o mins:==i http: /v w3 [
= E =

[ o COLE8EZ PROJECT TID 10—-10-13
=] - o COLEZ BUILDING TID IAS9300099
Bl COL82_ UNIT ID 101
[+ o COLE82 REPORT_ START DT 20140101
=] o CCoLEB82 REE'ORT E'.ND DT 20141231
[ oo ‘J COLE2 BEDROOM STZE 2
Bl COLEZ UNIT_ SOFT TaT
M COLEZ UNIT TYPE
£ & COLEzZ LIHTC UNIT W
[= o COLE8Z HOME UNIT )2}
[= o COLEZ HOME FIXED UNIT )2}
[= o COLE2 HOME FLOATING UNIT N
[= o COLE8Z TAX EXEE!PT THIT )2}
[= ‘J COLEZ AHDEP THIT M
[= o COLE82 OTHER UNIT )2}
- o CCoLEB82 OT]IER PFROGEM HNAME
B COLE2 MOVE IN DATE 20131115
[= o COLEZ MOVE OUT DATE 20140630
---------- o COLEZ TRANSFERRED FROM EBUILDING
---------- o COLEZ TRANSFERRED FROM UNIT
o COLEZ OLD TUNIT MOWVE TH DATE
---------- o COLEZ TRANSFERRED TO EBUILDING
---------- o COLE82 TRANSFERRED TO UNIT
o COL8Z_ | CERTIE'ICB_TION DP‘_TE 20140630
& coLs2 INITIAL CERT FLAG 10}
-—
< | m [>112 -
Error List | Dynamic Help
Drescription File Line Column
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When the upload fails, according to what the error log shows:
Example: Cannot find Project ID: The project number must match COL exactly with the dashes.

CLICK EDIT > REPLACE

Eile | Edit | View Inset Window Hi

_] Rl Undo Ctrl+Z
| Tros Redo Ctrl+Y
=g ¥ cut
{53 Copy
J‘_t, Paste
X Delete Del
Insert Ins
Rename Enter
Duplicate Ctrl+D
Change To »
Goto Definition... F12

Expand Xincludes

Nudge b/
Eind... Ctrl+F
Replace... Ctrl+H

Find What?: Enter project number from the XML File.
Replace With?: Enter the project number listed in COL.
Click on “Replace All.”

Replace E
Find what:
| v| [ Find Ne
Replace with:

v

| | Replace Al
[] Match case Search Fiter DiI:BCﬁDn
[] Match whole word Evenything v| ) Up
[ Use regular expressions ® Down
[] Use XPath )

COMMONLY ENCOUNTERED ERRORS WITH XML FILES
1.) Cannot find BIN: The building must match COL exactly with no dashes. Follow the same process
as Project ID, but only find and replace the BIN.

2.) Cannot find unit: Unit numbers must match COL exactly. These will need to be corrected
individually by opening the “+”. Click twice on the unit number (the field will turn light blue),
correct the number and hit Enter (the field will turn dark blue). Other options: contact your
compliance specialist to correct numbers in COL to match your system or you can correct them in
your software. For sorting purposes, a zero can be entered in front of single number units, This
can only be done by IFA.
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3.) Move-in date cannot be earlier than the last move-in. Move-in dates in the XML file must match
COL exactly. An error would indicate that the move-in date in the XML file does not match what
was last reported and posted with IFA. Double click the move-in date and correct to match COL. If
the date in COL is incorrect, please notify your compliance specialist.

4.) The last certification date cannot be earlier than the last certification proccessed by the agency.
The last certification date must match COL exactly. An error with this would indicate that the last
certification date in the XML file does not match COL. Double click the date and correct to match
COL. If the date is incorrect in COL, please contact your compliance specialist.

5.) Transfer-in record not found. This indicates that the transfer-out record processed, but not the
transfer-in. Check both records in the XML file to ensure each has the same date (out/in). Contact
your compliance specialist for futher assistance and include the error report and the XML file.

6.) Transfer-out record not found. This indicates the transfer-in record processed, but not the
transfer-out. Contact your compliance specialist for futher assistance and include the error

report and the XML file.

7.) If there is a transfer error that includes a different BIN, contact your compliance specialist and
include a copy of the error report and XML file.

8.) If you receive any error messages other than the ones listed above, notify your compliance
specialist for assistance.
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TENANT CERTIFICATIONS
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SECTION 10: SUBMITTING OWNER CERTIFICATIONS & TENANT CERTIFICATIONS

ANNUAL OWNER CERTIFICATIONS
NOTE: Only the SUPER USER can complete this process.
“Annual Owner Certs” are required to be submitted annually. To begin, select the project they are ready
to submit.

Projects

Praject Project ID Development Development Annual Dwner Last Annual

Selact Numb-ar Hame Address Cerls Status Suhbemission Date
Project
Select

il
[
L

™
[ ]
L

Next, click on the radial button for the project you want to submit for.

The user will then click “Annual Owner Certs” then “Submit”.

Annual Owner Certs

Message from webpage - Message from webpage -

Your report has been received - Thank you!

A t to submit this form to A ? i : e Ly
e 1 you sure yot want to submit this form fo Agency % Wewill review the information in the near future.

0K ‘ | Cancel

Once “Submit” is clicked you will be prompted with a message asking if you are sure you wish to submit the
certification form to IFA. Once you press OK you will receive a message stating that the form has been
received. IFA will post the form internally.

SUBMIT TENANT CERTS
NOTE: Only the SUPER USER can complete this process.

Select the project you are working in and click “Proceed to Buildings” at the top of the screen.

Proceed to Buildings=s

If the units still say “No” under Ready to Submit, click on Ready all Units.

aat-r [

Note: All units must show “Ready” for the system to allow submission to IFA. If you have a vacant unit
that says “No,” click on “New Tenant Cert/Recert,” and check the “Ready to Submit” box and “Update”.
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When all units say “Yes,” the building screen “Tenant Recert Status” will say “Ready.”

Buildings pimpart Buiding Data JibView Details Wb Change Report Period M Submit Tenant Carts Jib Procsed to Units [l Reports b Close |

Building ID Placed in Service Last Report IRS Compliance HOME Compliance Agency Compliance T — Last Submission
Number Date Date Status Status Status Status Date
READY

1A-87-00020 01/01/10 12/31/09 Out of compliance Not tested 10/15/12

Tenant Recert
Status

| READY |

Select the building you are ready to submit and click “Submit Tenant Certs”. This must be done for each
building in the project.
Buildings bimgon Buiding Data [ View Details [ Changs Repont Feriod B Submit Tenant Carts JibProceed to Units b Reports [ Ciose |

Building ID Placed in Service Last Report IRS Compliance HOME Compliance Agency Compliance Tenant Recert Last Submission
Number Date Date Status Status Status Status Date
READY

1A-87-00020 01/01/10 12/31/09 Out of compliance Not tested 10/15/12

 Submit Tenant Certs

The screenshot below shows the example project failed at least one of the tests and has been sent to the
agency. Although it states to contact the agency, please do not contact the agency as the assigned
compliance specialist will test the building internally as soon as possible and initiate a 90 day notice to
the owner and “Cc” the manager, listing the out of compliance issues where applicable. There may be
cases where it can be clearly determined to be a typo in which case the assigned compliance specialist
will work with the manager to verify and correct those issues as needed.

Report Submission Status
COMPLIANCE TEST RESULTS
m RAL COMPLIANCE INFORMATION "
IRS Compliance Status: | OUT OF COMPLIANCE
Ci fance Status: | OUT OF COMPLIANCE

Agency Compliance Status: | NOT TESTED
HOME Compliance Status: | NOT TESTED

Building Number: | IA-87-00020
Report Period: | 01/01/14 to 12/31/14

Other:
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SELF-MONITORING THE STATUS OF YOUR PROJECT(S)

Shows the Annual Owner Certs’ status has been submitted but has not been posted by IFA and the date
in which it was submitted.

Projects

Annual Owner Last Annual
Certs Status Submission Date

Last Annual
Submission Date

08/25/15

Certs Status

SUBMITTED

Shows the units have been checked “Ready to Submit,” but the building has not been submitted

Buildings pimgort Buddig Data [l View Details [l Change Report Period [l Submit Tenant Caric b Proceed to Units b Reporis i Closa |

Building ID Placed in Service [ —— IRS Compliance HOME Compliance Agency Compliance [P —
Number Date Date Status Status Status Date

1A-87-00020 01/01/10 12/31/09 Out of compliance Not tested 10/15/12

Tenant Recert Last Submission
Status Date

| READY I 10/15/12 |

Shows the building has been submitted and the date it was submitted. Because it shows as “Submitted,”
means the building failed testing and did not auto-post.

Buildings pimpo Buiding Data [l View Details [l Change Report P b Submit Tenant Co b Proceed to L b Reports |

Units |
Building ID Placed in Service Last Report IRS Compliance HOME Compliance Agency Compliance [y re——
Number Date Date Status Status Status Date

1A-87-00020 Q1/01/10 12/31/10 In compliance Mot tested Mot tasted 08/25/15

SUBMITTED

Tenant Recert Last Submission
Status Date

SUBMITTED I 0B/25/15 |

This identifies the last builiding report that has been posted.

Last Report
Date

12/31/0%

{

These boxes identify the status of the project as of the last posted date.

IRS Compliance HOME Compliance Agency Compliance
Status Status Status

Out of compliance Nok bested Not tested

NOTE: It is the owner/manager’s responsibility to identify if all projects/buildings have been submitted
by looking at the Projects Screen which shows the Annual Owner Cert Submission and Posted Date and
the Buildings Screen which shows the building submissions and posted date.

The Annual Cert will show “Not Submitted” after it has been posted internally by IFA. Buildings will show
“Not Ready” after submission if they auto-post with no compliance issues. If the buildings show “Ready”
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then they have not been submitted. If the buildings show “Not Ready” and the last report date does not
show the correct year, check the units to be sure they all show “Ready to Submit”.

SECTION 11

OTHER PROGRAM FEATURES
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SECTION 11: OTHER PROGRAM FEATURES

Buildings

To view building detail information, complete the foIIowing'

Click on the radial button next to the building.

Click View details and the screen below will appear.

Building Detail Information

10/15/12

I1A-87-00020

BUILDING ADDRESS

Building ID:

Address 1:

2434 Fourth Ave.

Address 2:

City:

Des Maines

State:

1A

Zip Code:

31501-0000

County:

Polk

BUILDING COMPLIANCE STATUS

TOTALS
Number of Units: 2
5q Footage!: 2,000

Last Tested on Last Report Ending Date Status
IRS 08/25/15 12/31/12 Out of compliance
Agency 00/00/00 12/31/12 Not tested
Home 00/00/00 12/31/12 Mot tested
.
Change Report Period

To change the report period, click Change Report Period at the top of the screen
and enter in the new reporting period for the calendar year using MMDDYY and click “Update.”

(***only use this feature if directed by your compliance specialist***)

Change Report Period

Building ID: I IA-ET-00020

Maw Reporting Period: I 01/01/14

to |12/31/14

Proceed to Units

Click “Proceed to Units” at the top of the screen.

Income & Fent Test Wb New Tenant Cert / Re-Cert [b'iew [ Wiodity Cument Tenant Cert M Delete Tenant Certs [Mbhdoveout | Fready Al Unitz

Unit Number Head of Household Last Cert Date Rseadv_tn
ubmit
@ AD1 ** YACANT ** 000-00-0000 00/00/00 NO
I T T T 1
Select
®

Click on the radial button next to unit you want to view.

To view/update the unit definition, click “Unit Definition” at the top of the screen and then
“View/Update. Only update this when directed by your compliance specialist.
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Unit Definition b Heu |
T L I TS T I T

(O] 2434 2 1,000 Occupied TEST

@) 2436 2 1,000 Occupied Timothy McGinnis

@] 777 2 750 Vacant

Unit Description

Unit Number: | 2434
Number of Bedrooms: I__
Unit Square Fest: IT
Utility Unit Type: IZ and 3 Story Walkup {Note: For Uiility Allowance purposes)
Unit Type: IEemi-detached,.l’TwinfDuplm(

.,

o

Unit Designation
LIHTC Unit
HOME Unit [] Fixed Floating
Tax Exempt Unit [
AHDP Unit [ |

Other D

-
L

B Unit Number Correction ?

Mew Unit Number: I

The COL System can create a “Tenant Income Certification Form” by following these steps.
1) From the Home Screen, select the project and click “Proceed to Buildings.”

2) Click “Proceed to Units.”

3) Click “View/Modify Tenant Cert.”

4) Click “Tenant Income Cert Form” at the top of the screen.

5) The Tenant Income Cert Form will pop-up in a new window.

Tenant Income Cert Form

The Form may be seen on the following page:
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LIHTC Tenant Data Collection Form

LIHTC Tenant Data Collection Form if{fﬁﬂi‘_'ﬁ gﬂ‘ﬁi 2010/12/03
.- . ] . . ove-n Date: 1008/12/01
[ Initial Certification [ Recertification [] Other FTTYTALDD)
PART I - DEVELOPMENT DATA
Property Name: test County: Folk BIN #: IA-3T-00020
Address: ]':‘,":Mum: LA 50309-0000 Unit Number: ,,,, # Bedrooms: ,
] Vacant Unit PART II - HOUSEHOLD COMPOSITION
HH First Name Middle Feelationship to N 5| Date of Birth |F/T Student | Last 4 Digits

Mbr# | Initial & LastName | Head of Household | ~oc¢ | Bthmicity) Disabled?) rrynpipp) | vordy | Social Sec #

1 |[TEST H 2 1930/01/11 1 0000

2 | TaneDoe 8 1 1 1 1980/12/31 1 6789

3 |jehn 8 2 1960/01/01 2 0001

4

3

G

T

PART III - GROSS ANNUAL INCOME (USE ANNUAL AMOUNTS)
HH (A) (B) () D
Wb # Employment or Wages Soc. Security/Pensions Public Assistance Other Inceme
1 32,000.00
3 1.00
TOTALS |§ 1005 0.00 |5 000§ 32,000.00
Add totals from (A) through (D), above TOTAL INCOME (E):  [(|$ 32,001.00 |
PART IV - INCOME FROM ASSETS

Hshld (F) (G (H) @
Mbr # Type of Asset G Cash Value of Aszet Anrual Income from Asset

2 CDz/Savings Accounts 100.00

The COL System can run Income & Rent tests. From the Home screen, select the project and then click
“Proceed to Buildings” then “Proceed to Units” followed by clicking “Income & Rent Test.” This will pop-
up the following window to show if the unit passes the income & rent testing.

Income & Rent Test

If either the Income Limits or Rent Limits are in red, the unit is out of compliance:
= https:/fiowafinanceauthority.iowa.gov/?hcol020-userid-in=F111111111&hcol020-project-id-in.... — [ & -

[ Project ID: | | Building ID: | J

Household Income & Rent Limit Status

HOUSEHOLD INFORMATION

Unit ID: | 2434

Effective Masdinunm
Head of Household: | TEST P Arnomnt Status
Family Size: | 1 Income Limits | 05/14,/2010 30,780 Initial Owver Income Limit
Mo. of Bedrooms: | 2 Rent Limits 05/14/2010 =88 Below Rent Limit
Household Income: | 100,000.00

Gross Rent: | 0.00

& 100% -
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( Project ID: |87-10 | test Building ID: | 1A-87-00020

A

Household Income & Rent Limit Status
Unit ID: | 2234
Head of Household: | TEST Effective (el LT Status
as of Amount
el b2 Income Limits | 05/14/2010 | 29,540 | Below Income Limit
No. of Bedrooms: | 2 Rent Limits 05/14/2010 388 Over Rent Limit
Household Income: | 32,001.00
Gross Rent: | 1,000.00
\ y,
If the Income Limits and Rent Limits are in green, the unit is in compliance.
( Project ID: |27-10 | test Building ID: | 14-87-00020 J

Household Income & Rent Limit Status

Unit ID: | 2434
Head of Household: | TEST HlzEine Ll Status
as of Amount
Family Size: | 3 Income Limits | 05/14/2010 | 39,540 |Below 140% Income Limit
e e Rent Limits 05/14/2010 oag Below Rent Limit
Household Income: | 45,313.00
Gross Rent: | 713.00

’”
.

The COL System can also run Occupancy and Limits reports. Please review these reports thoroughly prior
to submission to catch any potential errors.

Select Report

LIHTC/HOME ANNUAIL OCCUPANCY
[[] Include units without recent activity

HOUSEHOLD TNCOME & RENT LTMITS STATUS

[[] Show only last 4 digits of S5N in reports

The LIHTC/HOME Annual Occupancy report will show only current year data entry. If you want it to
show all units regardless of no data entered you will check the box “Include units without recent

activity”.

The Household Income & Rent Limits Status will show current and previous year data. This report
contains the same data as the unit level Income and Rent test.

See both example reports on the following page:
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LIHTC/HOME ANNUAL OCCUPANCY REPORT

Report Covering Perbod:

01700 0L

to

L2317 20014

=2 https://iowafinanceauthority.iowa.gov/?hcol078-userid-in=F111111111&hcol078-username-in=NO MANA - Internet Explorer o -
Certification=_ LIHTC/HOME ANNUAL OCCUPANCY REPORT Page 1
y" Lines Report Covering Period: 01/01/2014 to 12/31/2014
%
Project 87-10 Student Explanation
Project Name test 1 - TANF assistance.
. 2 - Job Training Program.
Project Address 2434 Fourth Ave. 3 - Single parent/dependent child.
Building Id Number 1A-87-00020 Total Number of Units 3 4 - Married/joint return.
5 - Previous Foster Care.
6 - Extended-Use Period.
HHeadI Ofld Initial Age Gross  |Monthly Amount # in | Non- | Qual Mrkt
Unit | Unit # Move-In ouSeno Date of Last mtiall yead  Annual | Tenant Mandatory  of util |Hshid| qual |Stdnt &
Out Social Head of Household Full Name B .~ _|Change| Cert 5 Unit
No |SqFt Bdrms| Date Date | Security Certification Date | Y/N of Incomeat| Paid Charges | Rental Allow| at |Stdnt Expln Y/N
Number Hshid Recert Rent Subsidy Recrt| Y/N | Code
2434 | 1,000 2|12/05/2010 000-00-1234| TEST 08/01/2014 N 54| 100,000.00 0.00 0.00 0.00f 0 1 N N
2434 | 1,000 2|12/05/2010 000-00-1234| TEST 12/05/2010 ¥ 54| 100,000.00 0.00 0.00 0.00f 0 1 N N
2436 | 1,000 2|02/01/2001 486-74-4573| Timothy McGinnis 02/02/2010 N 54 0.00| 535.00 0.00 0.00) 91 1 N N
* Denotes a Transfer from/to another unit in the same building.
HOUSEHOLD INCOME & RENT LIMIT STATUS REPORT
= https://iowafinanceauthority.iowa.gov/?hcol081-userid-in=F1111111118&hcol081-username-in=NO MANA - Internet Explorer = |3
Certflcation=.. HOUSEHOLD INCOME & RENT LIMIT STATUS REPORT Page 1
Project b 87-10
Project Name test
Project Address 2434 Fourth Ave.
Building Id b IA-87-00020 County Polk
Unit |Bed| . o ousehold Full N Household Move-In |Date of Last| Date of Last A-I::::;I Income| Effective | o L tus "(';’r':g';" Rent | Effective | Rent Limit
ID |Size Size Date Certification | Rent Change|Household Limit As Of Rent Limit As Of Status
Income
2434 | 2 [TEST 1 12/05/2010 | 05/01/2014 100,000.00 | 31,740 | 12/01/2011 | Over 140% Income Limit 0.00 | 1,020 | 12/01/2011 | Below Rent Limit
2434 | 2 [TEST 1 12/05/2010 | 12/05/2010 100,000.00 | 30,780 | 05/14/2010 | Initial Over Income Limit 0.00 988 | 05/14/2010 | Below Rent Limit
2436 2 | Timothy McGinnis 1 02/01/2001 | 02/02/2010 0.00 [ 30,120 | 03/19/2009 | Below Income Limit 626.00 753 | 03/15/2009 | Below Rent Limit

https://iowafinanceauthority.iowa.gov/secure/COL//HTML/PRINT %:20REPORT
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