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HDS WEB COMPLIANCE MANAGEMENT SYSTEM USER’S GUIDE

Introduction

Overview The Web Compliance Management System (WCMS) allows property
managers to enter tenant information directly into a web-based compliance
reporting system. The information is immediately uploaded to VHDA'’s
Housing and Development Software (HDS) database.

About WCMS  WCMS users log in via a web browser where they can access the properties
that VHDA has approved for their use. WCMS provides access to all
properties, buildings, and units. This enables users to view or edit units and
enter tenant certification information. WCMS also enables users to view and
print tenant certifications and occupancy and demographic reports.

About this This document details the procedures that Property Management staff will

Document follow for entering tenant information required for compliance.

Related For additional information, refer to the Web Compliance Management System

Documentation  User’s Guide, authored by HDS, available through the Help option on the
menu bar.
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Getting Started

Overview To begin using WCMS, you must first submit an electronic request to VHDA
for a user account, which will enable you to work with the properties assigned
to you. When VHDA approves your account request, you will be able to log
in to WCMS with your user name and password. This section contains the
following topics to help you get started.

Topic See Page
Accessing WCMS 3
Requesting a WCMS Account 5
Logging In 9
Logging Out 11
Navigating 12
Getting Help 15
HDS WCMS User’s Guide, Version 6 page 2
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Accessing WCMS

Overview WCMS is accessible through any PC web browser. In order to access your
assigned projects and begin working with WCMS, you must complete an
online registration form and submit it to VHDA for approval. You will
receive an email notification when your request has been approved. After you
are approved, you will be able to log in to the secured area of the system and
work with projects to which you have been granted access.

Procedure Complete these steps to access WCMS.

Step Action

1 Connect to the internet and open your browser. (This procedure
will depend on the type of Internet connection you use and your
browser software.)
2 Use your browser to navigate to www.vhda.com

a ¥HDA.COM - Microsoft Internet Explorer provided by

File Edit Wiew Favorites Tools Help

Gﬁack - -J - |ﬂ @ _h ‘ /'__j Search ‘iﬂ

F\ddressl hikkp: v, vhida, com|

3 The VHDA home page appears. Click the Business Partners link
and it will take you to the screen below. Click on Property
Owners & Managers link.

About Us OurPrograms Homebuyers Homeowners Renters Business Partners

HOMEBUYER LOAN RATES

ﬂﬂ\ Fixed Rate AB25% 4796% APR

vH DA FHA Flus 4875% 5.048% AFR

Homebuyer Tax Credit Plus First 4.875% 5.048% AFR

VHDA = Business Partners

Business Partners

Lenders Real Estate Agents Mult
Readly to lock rates, reserve loan funds or Have questions sbout sales price and Develc
check loan status? Find out how. income lmits? e have answers, plus ¥ Wirgini

helpful taols and resources other f
Property Owners & Managers Housing Choice Voucher Gow:
\ant informtion <R, Multifarmity Pregram (HCVP) Agents Searct
Compliance? Lesrn ahout income limits, Fl Laoking for policy of procedurs d commL

rents and tenant efigibiity. information? We have the guidance and that tre
forims you nesd

Continued on next page
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Accessing WCMS, continued

Procedure (continued)

Step Action
4

Click the Access Web Compliance Management System
(WCMS) link on this screen.

We can help.

Learn More
(][>
Search Income Access Web Mortgagor/
and Rent Limits ! Compliance c Grantee Audit
Management L Guide
Managing a wHDA-
financed and serviced SVStem (WCMS) Koy how to report
rental property? Use this information to Looking for the ease of online? changes in fixed asset {cc
ensure compliance with income and Here you can electronically manage owner's equity? Use this o
rent limits for your property builcling, unit and tenant data for your ensure you'tre in compliance

assigned properies

5 The Log in window for WCMS will appear. Messages from
VHDA will appear at the bottom of the screen.

Web Compliance Management System {(WCMS)
Wisit us at: http A VHDA corm

VHDA

User Name
Password

Login | Reset

Meedto reqister? Forgotwour pasamerd?

Wersion: 8.0.7.0

If you are experiencing system-related problems with YWCMS, please call the
WHDA Helpdesk at 804- 343-5758. If you have a program-related question or
need additional assistance, please call your assigned WHDA Program
Compliance Officer. WHDA's Helpdesk Hours of Operation: 7:30 a.m. - 5:30
pm

HDS WCMS User’s Guide, Version 6 page 4
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Requesting a WCMS Account

Overview In order to access WCMS, you must first request and be approved for a user
account. Each person in your organization will need his or her own account in
order to work with his or her assigned projects. You must select your own
unique user name and password that is at least 6 characters long.

Procedure Follow the registration process below to request a user account.

Step

Action

1

Open WCMS as detailed in “Accessing WCMS” on page 3.

2

Click Need to Register? to access the Registration link on the Log
in window.

Web Compliance Management System {(WCMS)
Wisit us at: http A VHDA corm

VHDA.

User Name
Password

Login | Reset

Hesd to reqister? Forgot vour password? Wersion: 8.0.7.0

If you are experiencing system-related problems with YWCMS, please call the
WHDA Helpdesk at 804- 343-5758. If you have a program-related question or
need additional assistance, please call your assigned WHDA Program
Compliance Officer. WHDA's Helpdesk Hours of Operation: 7:30 a.m. - 5:30
pm

The Registration window displays instructions and fields for
entering your account information.

Registration Form

Registration Instructions: Please complete the fallowing information.

=Those elements with (%) are required.

=Lser Narme must be at least 6 characters in length.

=Fassword must be at least B characters in length.

=To request project assignments, perform the following for each project:

Enter the Project Mumber in project number field
Then press the arrow button (= ) to add the project to the list of requested projects

Mote: You must be Approved by agency staff before you can Log in to this Secured Web Site.

Continued on next page
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Requesting a WCMS Account, Continued

Procedure (continued)

Step Action
4 Use the guidelines in the registration instructions at the top of the
screen to enter the following information about yourself:
e name
organization
address and telephone number
fax number (optional)
email address
user name (this is the name you will use to log in to
WCMS) If someone already has that user name, you will
be prompted to choose another.
e password (this is the password assigned to the user name
you created)

Note: Make a note of the upper case/lower case combination that
you enter in the User Name and Password fields on the
registration form; you will need to enter them the same way when
you log in to WCMS later.

5 Type your password a second time in the Confirm Password
field.

6 From the dropdown, select a role that most closely resembles your
role with the property.

7 Now you may add the property(s) for which you are responsible
by entering the VHDA property number. If you do not have this
number, we will contact you after registration to obtain your
property assignments.

Note: You only have to register once, even if you are assigned to
other properties later. If you need to add other properties in the
future and you have already registered, notify your VHDA
Program Compliance Officer and the new property(s) will be
added for you.

Continued on next page
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Requesting a WCMS Account, Continued

Procedure (continued)

Step

Action

8

If you know the Project Number(s) of the project(s) assigned to
you, enter it in the Project Number field and then click the right-
arrow to add it to the Projects List on the right. You do not need
to add a project in order to submit your request.

Projects: (Enter as many as  Project Number{Optional):

needed.)
=]
=]

If you need to remove a project, highlight it in the list and click the
left-arrow to remove it from the list and display it in the Projects
field. Then use the Delete key on the keyboard to remove it from

the list.

10

When you finish entering your information, click Submit at the
bottom of the screen to submit the request to VHDA.

subrmit

(Note: Clicking Reset will remove all of the information you
entered on the screen.)

HDS WCMS User’s Guide, Version 6

Revised: June 18, 2010
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Requesting a WCMS Account, Continued

Procedure (continued)

Step Action
11 | Your registration request is submitted to VHDA for approval. A
confirmation window shows the information you entered.

Pending Approval

Thank you for submitting your registration. Once your registration has
been approved you will be able to login.

First Mame:  Mary
Last Mame:  Sample
User Mame:  SampleGirl

Ermail: Sample@sampleprapery.com

Back To Login

12 | Make a note of the user name and password that you have
selected. You will need them to log in after you receive approval
from VHDA.

13 | Our VHDA staff will set-up your account and email you when it
has been completed. Once you receive this email message
indicating that your registration has been approved, you will be
able to log in to WCMS and begin working with your assigned
properties.

HDS WCMS User’s Guide, Version 6 page 8
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Logging In
Overview Registered users can access WCMS by logging in with their WCMS user
name and password. If you have not registered, refer to *
Requesting a WCMS Account
on page 5.
Procedure Complete these steps to log in to WCMS.
Step Action

1 Open Internet Explorer and navigate to the WCMS application
(refer to “Accessing WCMS” on page 3.)

2 The Log in window will display. Enter your user name and
password and then click Login.

Wweb Compliance Management System (WCMS)
“Yisit us at: hitpc s VYHOM com

VHDA.

User Name
Password

Login | Reset

Heed to register? Fargotwour pasamord?

Yersion: 9070

If you are experiencing systerm-related problems with WCMS, please call the
WHDA Helpdesk at 804- 343-5758. If you have a prograrm-related guestion or
need additional assistance, please call your assigned “HDA Program
Compliance Officer. WYHDA's Helpdesk Hours of QOperation: 7:30 a.m. - 5:30
pm

Note: These fields are case-sensitive, so make sure that you enter
the user name and password using the same upper case/ lower case
combination that you entered on the registration form.

Continued on next page

HDS WCMS User’s Guide, Version 6 page 9

Revised: June 18, 2010



HDS WEB COMPLIANCE MANAGEMENT SYSTEM USER’S GUIDE

Logging In, Continued

Procedure (continued)

Step Action
3 If you forget your password, click Forgot your Password? and
Password Assistance will open.

!
h ‘ Password Assistance

Please enter your WWCMS I
username:

Flease enter your email address: I

Submit |

Back To Login

Enter your user name and email address. This email address must
be the same as in your profile. A temporary password will be

mailed to the email address listed on your profile. Once you have
logged in to WCMS, go to My Profile and change your password.

If you forget your user name, Do not re-register. Contact your
Program Compliance Officer for assistance.

4 The Assigned Properties screen displays the name and number of
each property to which you have been granted access.

%Iargr Sample's Menu  Property Financials Tenant Reports Help Sample Property 8868

U Please select a propery fram the assigned list below.

Prupeny Humber

aa A 8 J Manor
= ] Abby |
Be6a Sarnple Property
4307 Wellington Place
HDS WCMS User’s Guide, Version 6 page 10
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Logging Out

Procedure Complete these steps to log out of WCMS.

Step Action
1 Click on the user’s menu and then click Log Out.

Web Compliance Management System (WCMS)
Wisit ugs at: hitp:Awven VHDA corm

Michas! Baskerille's Menu Prapery Tenant Reports Help Help Dask Sample Propery 298
Wy Frojects
My Frofile

Submit Notise To Agency

ceo e submit data for the selected property

2 The Log Out screen will appear. Click Log Out to end your
session. Clicking Cancel will return you to your Assigned—>
Property Screen.

End Your Secured Session
Log Out | Cancel |

3 The Login window will display. Click the “X” in the upper right
corner of the window to close Internet Explorer.

HDS WCMS User’s Guide, Version 6 page 11
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Navigating

Overview WCMS provides menus and links for easy navigation through the system. The
menu bar at the top of the screen provides options for performing the
following tasks:

e viewing and working with your user account
e managing building, unit and tenant data for your assigned properties
e working with reports

Menu Bar . P . . - -1F tted: Bullets and Numberi
When you log in, the system will display your assigned property list. You — * ( Formatted: Bullets and Numbering |
must click on a property name to access the property specific menu features.
G801 A& J Manor
a2 Abby |
fatalatel Sample Property
4307 YWellington Place
The menu bar also displays the user’s menu, which displays your Profile
Name. Options on the user’s menu allow you to return to or refresh the list of
your assigned projects, view and modify your profile and log out.
Web Compliance Management System (WCMS)
Wigit us at: http: e WVHDA, com
hichael Baskerille's benu Froperty Tenant Reports Help Help Desk Sample Properhy 999
My Projects
My Profile
Submit Motice To Agency
Log Out .
submit data for the selected property
«- [ Formatted: Bullets and Numbering ]
Continued on next page
HDS WCMS User’s Guide, Version 6 page 12
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Navigating, Continued

Menu Bar (continued)

After selecting a property, other options will be available.

The Property menu provides options for working with properties such
as reviewing buildings, unit setup and access to VHDA forms
(NOTE: There are no VHDA forms available from this menu option
at this time). The name of the currently selected project displays on
the far right side of the menu bar.

i
Mary Sampla's Manu Praperty 1 Tenant Reports Help
Y Please saleci a proper) Unit W acancy t balow.

Forms

The Tenant menu provides access to Tenant Compliance information
and allows you to upload tenant data from a compatible system if you
have been given this security right. If you have been given security
rights to upload tenant data via an xml file upload, the Tenant Upload
feature will be available; otherwise that feature will be grayed out.
NOTE: The property’s project number, BIN and unit numbers must
be identical to what is in VHDA’s database in order for the xml file to
upload successfully.

The Reports menu allows you to generate occupancy and
demographic reports.

Tenant Reports Help Pro

Tenant Compliance Reports Help Property: |
Tenant Upload L% Occupancy Report

Continued on next page

HDS WCMS User’s Guide, Version 6 page 13

Revised: June 18, 2010



HDS WEB COMPLIANCE MANAGEMENT SYSTEM USER’S GUIDE

Navigating, Continued

Navigating The Tenant Compliance screen (accessed by clicking Tenant Compliance
Tenant on the Tenant menu) lists building, unit, and tenant information in a tree
Compliance structure, which can be expanded to view more information.

Mary Sample's Menu Property Financials Tenant Reports Help Sample Property 88638

Tenant Compliance

fat Building VASE00012 2002
E 4¥3uilding v¥A3200201 2001
T4 Unit1
[ unit2
[ Unit 3
L4 Unit4
L1 UnitS{vacant)
[ Units
[ unit7
[ unita
Click the plus sign [#] next to a El #3} Building wA3800201 2001
building to view the units belonging L1 BHE
ildi + il
to the building. 3 unit3
L Unit 4
L1 Unit 5{Vacant)
[ Unite
L4 Unit7
L1 Unita

Click the plus sign next to a unit to B % Bﬁ"ﬂ‘;ﬂ””““””m”?

view the tenant certifications for the & Margaret Binion (Move-In - 3/8/2005)

Unit &b Claraesa Fauber (Move-Out- 8/31/2005)

' &b Claraesa Fauber (Recertification - 11/6/2003)
R R ) &b Claraesa Fauber (Move-In - 11820013
Click the minus sign [E] to collapse O unit2

the tree.

HDS WCMS User’s Guide, Version 6 page 14
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Getting Help

WCMS User’s  Additional help is available in the WCMS User’s Guide, authored by Housing

Guide and Development Software. The Help menu contains a link to a .PDF version
of this document. You must have Adobe® Acrobat® Reader installed on your
computer in order to view or print a .PDF file. Visit http://www.adobe.com to
download Adobe Acrobat Reader or see your system administrator for more
information.

Help
WCMS Manual I

HDS WCMS User’s Guide, Version 6 page 15
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Viewing Property Information

Assigned When you log into WCMS, the Assigned Properties screen appears. It lists

Properties the name and VHDA number of all properties assigned to you. Click on a
property name and then select Property Info from the Property menu to view
building information for the property.

Tip: You can always return to this screen by clicking the My Projects option
on the user’s menu.

Procedure Complete these steps to view your assigned properties.

Step Action
1 Log in to WCMS with your user name and password. The
Assigned Properties screen appears.

ga01 A & J Manor
anzz2 Abby |

faraatat Sample Property
4307 Wellington Place

2 Click on a property link. The name displays on the menu bar.

Mary Sample's Menu  Property Financials Tenant Reports Help Sample Property 8368

Continued on next page
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Viewing Property Information, Continued

Procedure (continued)

Step Action

3 Click the property name in the menu bar or click Property Info on
the Property menu.
4 The Property Information screen displays, for the selected
property, a summary indicating the total number of buildings and
units on file and whether the buildings are located in scattered
sites. Following the summary is a listing of each building,
including the name, building ID (or BIN number for TC), address,
and number of units. The building name is a link to unit detail
information.

All of the information on this screen originates in VHDA systems.
If you would like to request any changes, contact your VHDA
Program Compliance Officer.

Mary Sample's Menu  Property Financials Tenant Reports Help Sample Property 8868

Property Information

Murnber of Buildings on File 1

Mumber of Units on File 18

Is Scattered Site: M

Building Mame Building ID Address Mumber of Units
2001 WAASE002010 2001 Lafayette Bhvd. g

2002 WAZA0001 2001 LAFAYETTE BLWD 1

5 To switch to another project, click My Projects on the user’s
menu and then choose from the Assigned Projects list.

HDS WCMS User’s Guide, Version 6 page 17
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Working with Units

Overview This section contains the following topics.
Topic See Page

Viewing Building Information 19
Adding a Unit 21
Changing Unit Information 22
Deleting a Unit 23
Optional Procedure - Recording Unit VVacancies 24

HDS WCMS User’s Guide, Version 6 page 18
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Viewing Building Information

Procedure Complete these steps to view building information.
Step Action
1

Select a project and then click the Property Info link on the
Property menu. The Property Information screen appears.

Click on the building in the Building Name or Building ID column
to view building’s unit information.

2

Mary Sample's Menu  Property Financials Tenant Reports Help Sample Property 8368

Property Information
Murnber of Buildings on File: 1

Mumber of Units on File: 18

Is Scattered Site il

Building Name Euilding 1D Address Murnber of Units
2001 WAASE002010 2001 Lafayette Bhvd. g

2002 WAZB00012 2001 LAFAYETTE BLYD 1

Continued on next page
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Viewing Building Information, Continued

Procedure (continued)

Step Action

3 The Building Information screen displays the building name and
total number of units on file at the top of the screen. This
information originates in VHDA systems. If you would like to
request any changes, contact your VHDA Program Compliance
Officer.

Once all of your unit details have been verified, the building will
be locked (the Building Locked box will be checked) to prevent
any accidental changes. If this box is checked and you would like
to request any changes, contact your VHDA Program Compliance
Officer.

The Units in Building area shows a listing of the building’s units.
Select a unit to view details including the number of bedrooms,
square footage, accessibility, whether the unit is occupied and
whether it is a Section 8 unit — based upon system information.

Mary Sample's Menu Property Financials Tenant Reports Help Sample Property 88658

Building Information

Building Mame 2001 ™ Building Locked
Building I WAZE00201
Murnber of Units an File: 8
Units In Building
5
7
gl
Unit Mumber 5
Nurnber Of Bedrooms 2
Square Footage: 500
Unit Is Occupied = Unit Is Section8: [
Accessibility
|]7 tobility Impaired [~ isually Impaired [~ Hearing Impaired |
Apply Updates | Add Mew | Reset | Delete Umll

4 See the following sections for procedures on working with units.

HDS WCMS User’s Guide, Version 6 page 20
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Adding a Unit

Procedure Complete these steps to add a unit. The property or building must not already
contain the full number of units as indicated in VHDA systems.

Step Action

1 Navigate to the Property Information screen. (See “Viewing
Property Information” on page 16 for instructions.)
2 Click on the building in the Building Name or Building Number
column to which you want to add a unit. The Building
Information screen displays. The Units in Building field lists all
units already entered into the system. Click Add New.

F‘l&rv Sample's Menu  Property Financials Tenant Reports Help Sample Property 8868

Building Information

Building Marme 2001 I Building Locked
Building 1D: WASB00201
Mumber of Units an File 8
Units In Building
3 -
7
[=]
Unit Nurmber
Murmnber Of Bedrooms:
Syuare Footage:
Unit s Occupied - Unit Is Section8: [T
Accessibility
"'_ Mobility Impaired [ visually Impaired [~ Hearing Impaired |
Apply Updalesl Add ey | Reset | Delete Umtl

w

Enter the Unit Number in the text entry field.

4 Enter the number of bedrooms and square footage in the
appropriate fields.

5 The Unit Occupied and Section 8 fields are determined by system
data.

6 Check any applicable Accessibility boxes.

7 When you finish entering the unit information, click Apply
Updates. The unit will now display in the Tenant Compliance
tree.

8 Repeat this process to add more units. You are limited to the total
number of units on file for that building.

HDS WCMS User’s Guide, Version 6 page 21
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Changing Unit Information

Procedure Complete these steps to change the information for a unit. Once all of your
unit details have been verified, the building will be locked (the Building
Locked box will be checked) to prevent accidental changes. If this box is
checked and you would like to request any changes, contact your VHDA
Program Compliance Officer.

Step Action

1 Navigate to the Property Information screen. (See “Viewing
Property Information” on page 16 for instructions.)
2 Click on the building in the Building Name or Building Number

column to which the unit belongs. The Building Information
screen displays.

Building Information

Building Mame 25295 [T Building Locked
Building 1D 25295
Murnber of Units on File: 12

Units In Building

101
102

103 x|
Unit Murmber 100
MNumber Of Bedrooms 1]
Syuare Footage: 1]
Unit |s Cccupied = Unit Is Sectiond: T

Accessibility
™ Mability Impaired [~ Visually Impaired ™ Hearing Impaired |

Anply Updates | Add Mew ‘ Reset | Delete Umt|

3 Select the unit you want to modify in the Units in Building list
box.

4 Edit the information and then click Apply Updates to save your
changes.

HDS WCMS User’s Guide, Version 6
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Deleting a Unit

Procedure Complete these steps to delete a unit.

Important: You do not have rights to delete a unit that has had any previous
tenant history. If you need to delete this type of unit, contact your VHDA
Program Compliance Officer for assistance.

Step Action

1 Navigate to the Property Information screen. (See “Viewing
Property Information” on page 16 for instructions.)
2 Click on the building in the Building Name or Building Number
column to which the unit belongs. The Building Information
screen displays.

Building Information

Building Mame 25295 [T Building Locked
Building 1D 25295
Murnber of Units on File: 12

Units In Building

101
102

103 x|
Unit Murmber 100
MNumber Of Bedrooms 1]
Syuare Footage: 1]
Unit |s Cccupied = Unit Is Sectiond: T

Accessibility
™ Mability Impaired [~ Visually Impaired ™ Hearing Impaired |

Anply Updates | Add Mew ‘ Reset | Delete Umt|

3 Select the unit you want to modify in the Units in Building list
box.

4 Click Delete Unit.
5 The unit is deleted from the system.

Note: The system will not allow you to delete a unit that has any
tenant history. If that occurs you will receive the following error
message even if this unit is currently vacant.

The unit 100 has tenants in it, could not delete unit
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Optional Procedure - Recording Unit Vacancies

Overview WCMS can allow you to view, record, or change the number of low-income
and vacant units reported for a specific month in any of your projects. This
feature is good for owners and regional managers to get a quick snap shot of
vacancies in a given month.

Procedure Complete these steps to enter vacant units.

Step Action

1 Navigate to the Property Information screen. (See “Viewing
Property Information” on page 16 for instructions.)
2 Click on the building name for which you want to view unit
vacancies.
3 Click Unit VVacancy on the Property menu. The Unit Vacancy
screen appears.

cwechsler's Menu Property Tenant Reports Help Project: Sample A123

Unit Vacancy

Save |

Year

Month Vacant Units Low Income Units

January

February

arch

Avpril

Ilay

| |
| |
| |
I I
| |
June I I
| |
| |
| |
| |

July

August

Septernber

October

4 Select the Year from the dropdown menu (new years are added
into VHDA systems by your Program Compliance Officer).

5 Enter the number of Vacant and or Low Income Units for the
property in the appropriate month.

6 Click Save to save your changes.
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Working with Tenants

Overview This section contains the following topics.
Topic See Page

Viewing Tenant Information 26
Moving In a Tenant 33
Moving Out a Tenant 42
Certifying a Tenant 44
Modifying a Tenant Certification 47
Modifying the Effective Date 49
Correcting a Tenant Certification 51
Printing a Tenant Certification 53
Transferring a Tenant Between Units 57
Uploading Tenant Data from a File 59
Notifying VHDA About New Tenant Data 61
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Viewing Tenant Information

Overview The complete tenant certification record consists of the following four
screens:

« Household Data

o Certification information

« Household Members

o Household Income and Assets

Viewing Tenant Complete these steps to view tenant information.

Information
Step Action
1 Navigate to the Assigned Projects screen and select the project
from the list. The Project Information screen displays.
2 . .
Click Tenant Compliance under Tenant on the menu bar.
3 . . -
The Tenant Compliance screen displays buildings for the selected
project in a tree structure. Click the plus sign next to a building to
find the unit, and then click the plus sign next to the unit to see the
tenant certifications belonging to the unit.
Mary Sample's Menu  Property Financials Tenant Reports Help Sample Property 88635
Bl 73} Building vA%800012 2002
E]
B
E
[ unitz
[ unitz
B[4 unit4
[ units¢vacanty
[ unite
[ unit7
[ unita
Continued on next page
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Viewing Tenant Information, Continued

Viewing Tenant Information (continued)

Step Action

4 Click on the tenant certification you want to view. General
certification information will display on the right side of the screen
as illustrated below.

gary Sample's Menu  Property Fnancials Tenant Reports Help Sample Property 8868

Tenant Compliance

E £33 Building v£980001 2 2002
[3 unit 20 vacanty Buildirg ASEOI201 &
=] %J\ISI’:“QWVABEDDQDW 2001 Unit Murnber: 4
[ unitz Report Year, 2003
[ unit3 Tenant Mame: Sandra Snedegar
B [3 units Move In Date:  121/2003
& CENNIEE]
[3 unit 5(vacant) Cert Type i
[ units Certification Date: 12/1/2003
ES”';; Wiew | ReCertify | Curre:nonl Interirn |
ni
Ilodify Datel Transfer | Initial | Maove-Out |

5 Click the View button to view details of the tenant certification.
6 The Household Data Entry screen displays basic household data.
Use the menu bar at the top of the screen to view additional
certification information.

”Huusehu\d Data Entry

Certification Information Household Members Household Income & Assets |

7 The following sections describe each of the screens that contain a
tenant record.

Continued on next page

HDS WCMS User’s Guide, Version 6
Revised: June 18, 2010

page 27



HDS WEB COMPLIANCE MANAGEMENT SYSTEM USER’S GUIDE

Viewing Tenant Information, Continued

Viewing Tenant Information (continued)

Household Data The Household Data Entry screen provides a tenant’s basic household data

Entry information as follows:
e Report Year (based on the effective date)
e Building BIN
e Unit Number
e Bedroom Size
e Certification Type
e Action Type (this indicates if this is a corrected record)
e Effective Date of the transaction
e Move-In Date
e Head of Household Name
e Contract Rent
e Utility Allowance & Utility Type
e Calculated Number of Family Members (as indicated on the
Household Members screen)
e Calculated Household Income (as indicated on the Household
Income screen)
Continued on next page
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Viewing Tenant Information, Continued

Household Data  Following is a sample Household Data Entry screen.

Entry
(Continued) Household Data Entry |CErt|f|cat|Ur| Information "Huusehuld Members I‘Huusehuld Income & Assets
*% vou Must Save Before Navigating to Another Screen
Household Data Entry
Report Year: 2006 Building BIMN ASE00201
Unit: 3 Eedroom Size 2
Certification Type: Recertification Action Type: iA
Effective Date 8172008 b4 Move-In Date 8172005 “
First Mame IE\va Ml I—
Last Mame: ISm\lh
Contract Rent: § I 1,000 Utility Allowance: § I 45
Utility Type: IEIectnc 'l
Calculated # of Family Members: 1 Calculated Household Income: F12792.00
Edited Date 44552007 12:33:.02 PM Edited By: Alena Henderzon
Created Date: 452007 Created By: Alena Henderson
Cedification Report
Continued on next page
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Certification
Information

The Certification Information screen provides a tenant’s demographic
information as follows:

e Basic Household Information
e Owner Income Designation (this is the percentage of the area median
income (AMI) the owner has elected and must qualify the household
for). For mixed properties, indicate Market if there is no designation
applicable.
e Owner Rent Designation (this is the rent percentage an owner has
elected to charge a qualified household.)
e Subsidy Type and Amount (if applicable)
¢ Informational field that indicates if household has any full-time
students, and if so, the number of students — as indicated on the
Household Member screen
e Household Race and Type (i.e. elderly, disabled)
e Head of Household’s Gender
e Social Services — not currently used by VHDA
e Number of dependents under age 18 as indicated on the Household
Member screen
e Head of Household’s Age at Certification (as indicated on the
Household Member screen)
e Whether the Head of Household is Handicapped or was previously
homeless
e Income and Occupation information
e Number of Elderly Occupants as listed on the Household Member
screen
e Number of Adults with Income as indicated on the Household Income
screen
e Ignore Program Types at the bottom of the page. VHDA does not
utilize that field.
[Fauzeheid Data Eniry [Housshola members [[Househeid insama & Asasts
[y T— S
Repart Year: 2006 Building BIN: ASE00201
Unit 3 Bedroom Size: 2
Head of Househald: Elva Smith
Owner Income Designation [E0%ami  F] OwnerRent Designation | EE - |
Subsidy Type: i =] Subsidy: § |
Student HH r Murnber of Full-Tirme Students: 0
Househald Type [Famiy =] Housshold Race | |
Head Of Housshold Gender. [Femaie 5] Social Sewices [ |
Number of Dependents Under 18 a Homeless Prior? [
HH Age At Cert 46 Handicapped =2
Demographic Information
Provary Gomte ofneeme [ Fl e e [orer H
Number of Occupants 62 and Ower: 0 Mumber of Adults with Income: 1
Is this a Single Parent Household? [T
Program Type Tenant Prograr Type
—]
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Viewing Tenant Information, Continued

Household The Household Members screen captures details of individuals living in a

Members selected unit. The blue fields on this screen show Head of Household
information captured previously on the Household Data Entry Screen and
Certification Information screen. Any required changes to this information
must be made on the originating screen.

In addition to Social Security Number, Name, and Relationship, you should
record the following information for each household member:

Gender

Birth Date

Special Status (per legend at the bottom of the screen) — This affects
the Full Time Student Status listed on the Income Certification.
Alien Registration Number (if applicable)

Race and Ethnicity

Tenant’s Age at Certification (calculated by the system)

Household Following is a sample Household Members screen.
Members
(continued)
Report Year 2005 Euilding BIN WATED
Lnit: al Eedroom Size 2
Head of Household: Sample Data
Members

Social Security|Last Name
123456759

First Name

Middle Initial| Relationship Gender Birth Date
H - Head Of Household | Fernale |01/05/1958

4

569356231

05/01/1954

Special Status Legend

E Elderly

H Handicapped

= Full-Time Student

D Dependent

JJoint Custody Of Dependent

Continued on next page
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Viewing Tenant Information, Continued

Household The Household Income & Assets screen displays household assets, income,
Income and and deductions for tenants in a selected unit as follows:
Assets

e Household Assets (the combined assets for the entire household)

e Household Income (income information for each household member)

e Household Deductions (tracks deductions that have been taken for
informational purposes)

Household Following is a sample Household Income and Assets screen.
Income and
Assets
(continued)

Report Year 2004 Building BIM: 200

Unit E Eedroom Size: 1

Head of Househald: Sample Family

Household Assets

Asset Type Asset Status Cash Value Annual Income
$0 0

|Asset Surnmary

[Imputed Asset Income $0.00
|&sset Income $0.00
Household Income
Member Name Income Type Amount
0

|Income Surmmary

|NUn-Asset Income 50.00
|Annua| Income 50.00
Household Deductions (Informational Only)
Member Hame Deduction Type Amount
§0
Save (| Close
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Moving In a Tenant

Overview To move in a tenant, enter tenant information using the following screens,
which are accessible through the menu bar on the Tenant Compliance
window:

e Household Data Entry

e Certification Information

e Household Members

e Household Income & Assets

Complete the following steps to move in a tenant.

Entering Complete these steps to enter household information.
Household Data

Step Action

1 Navigate to the unit. See “Viewing Tenant Information” on page
26 for instructions.
2 Click on the plus sign next to the unit, and then select the tenant
record at the top of the list. (This will be Move-In record for a
first-time move-in, or the former tenant’s Move-Out record.)

Building ¥a123 va123
[ unit a1
&b Mary Brown (Move-In - 511/2008)
Bl [ Unit a2 vacant)

*.5 flove - In|
[ unit 3¢ vacant
#3 Auilding VA5E VA45E
#3 Quilding VAT S0 VAT Y

Continued on next page
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Moving In a Tenant, Continued

Entering Household Data (continued)

“Household Data Entry” on page 28 for more information about

this screen.)
hosshodoma | gm——

Step Action
3 The area to the right displays the Building and Unit Number. Click
the Move-In button.
Building: 152 &
Building: walzs @ L| Unit Mumber: 2
Unit N”mbef: A3 Report Year: 2005
?e’mn Vear Tenant Marne: Jeremny Foltz
enant Mame:
Wave In Date Wave In Date: 11672001
Cert Type Cert Type: MO
Certification Date Certification Date:  10/27/2005
M{"J ey | hlawve-In |
Note: If the Move In button does not appear, you are not viewing
a vacant unit; you must first move out the previous tenant. See
“Moving Out a Tenant” on page 42 for instructions.
4 The Household Data Entry screen will display. (Refer to

| Housaheid Members

| Househald Income & Assets |

Household Data Entry

Ropart Year WAZEO0ZD!
Lnit
Cardestion Typs Mova In T (8
Effectirs Dale 157007 - doveen Dt 452007 -
Frst Mirne. [Samgle ML I
Larst Name Hausehald
Canlract Reet § [ 5 45
Eloctnic -
Calculated # of Family Member af Househald Income: 0.0
CortAcation Repert
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Moving In a Tenant, Continued

Entering Household Data (continued)

Step Action

5 Select an Effective Date from the calendar for this transaction. For
a move-in, it should be the same date.
6 You may enter in the move-in date or use the dropdown calendar
in the Move In field to select the date the tenant moved in to the
unit. For a move-in, it should be the same as effective date.
7 Enter the first, middle initial and last name of the head of
household.
8 Enter the monthly rent and amount and type of utility allowance, if
applicable.
9 Click Save. The system will automatically fill in the Entered Date
and Entered By fields when you save the record.
10 Now add Certification Information. (See below for instructions.)

Entering Complete these steps to enter Certification Information.
Certification
Information

Step Action

1 Click Certification Information on the menu bar.

2 The Certification Information screen will display. (Refer to
“Certification Information” on page 30 for more information about
this screen.)

Report Year: 2008 Building EIM 200

Unit: E Bedroam Size: 1

Head of Household: Mew Farnily

Swn_er \nFUme -Select- | Owner Rent Designation: -Select- -2
esignation:

Subsidy Type: -Select- x| Subsidy: §

Student HH Il gfﬂzi{sﬂ Full-Time 0

Household Race: -Select- ~| Household Type: -Select- x

gziiiﬂ‘ hold IN/A j Social Services: -Select- 2

HOME Tenant |l Homeless Priar? r

HH Age At Cert: Handicapped: r

Demographic Information

Head of Househald Head of

::r"lllgﬂ;g Sources of  |-Select- E Occupation IO(her j

Murmber of Murnber of Adults with

Occupants Over B2: Incormne:

Iz thiz a Single r Murnber of Dependents 0

Parent Household? Under 18

Save || Close

Continued on next page
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Moving In a Tenant, Continued

Entering Certification Information (continued)

Step Action
3 Select the Owner Income Designation from the dropdown list.

(This is the percentage of Area Median Income the owner must

qualify the household for and is important to indicate this is a Tax

Credit Low Income unit. For mixed properties, use Market for the

market rate units.)

4 Select the Owner Rent Designation from the dropdown list. (This

is the rent limit the owner has selected to charge qualified

households and is important to indicate this is a Tax Credit Low

Income Unit.) If no rent designation applies, indicate Market.

5 If the tenant is receiving any subsidy, select the type from the

dropdown list in the Subsidy Type field and enter the amount in

the Subsidy Amount field.

6 Select the household type from the dropdown list in the

Household Type Field if it is applicable.

7 Select the racial designation of the household from the dropdown

list in the Household Race field.

8 Select the Head of Household’s Gender from the dropdown list.

9 If the tenant was homeless directly prior to moving into the unit,

check the Homeless Prior? checkbox.

10 If any member of the household is designated as handicapped,

check the Handicapped checkbox.

11 Now you can add demographic information;

e Select the Head of Household’s primary sources of income.

e Select the head of household’s occupation from the
dropdown list.

o If applicable, check the Single Parent Household?
checkbox.

12 Ignore Program Types at the bottom of the page. VHDA does not

utilize that field.

13 | Click Save.

14 Now add the Household Member information. (See the next

section for instructions.)

Continued on next page
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Moving In a Tenant, Continued

Entering Complete these steps to enter Household Member information.
Household
Member
Information
Step Action
1 Click Household Members on the menu bar at the top of the
screen.

2 The Household Members screen will display. (Refer to
“Household Members” on page 31 for more information about this

screen.)

Household Members

Report Year: 2005 Building BIN: WALEE
Unit: 237 Eedroom Size: 1

Head of Household: twain rark

Members

Social Security | Last Name First Name Middle Initial| Relationship Gender |Birth Date

Special Status Legend
E Elderly

H Handicapped

S Full-Time Student

D Dependent

J - Joint Custody Of Dependent

Save ‘ Close

3 The head of household’s name appears in the Members area.
Click in the Social Security field and type the tenant’s Social
Security number.

4 Use the Tab key on the keyboard to navigate to the other columns
and enter any information you have for this household member.

Note: The Gender, Race, and Ethnicity columns contain
dropdown lists from which to choose. Click in the field to display

the down-arrow; click the down-arrow to display the list, and then
choose an option.

Head of Household information captured previously on the
Household Data Entry Screen and Certification Information screen
is listed here in the blue fields. Any information with blue shading

cannot be changed on this screen; changes must be made on the
originating screen.

Continued on next page
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Moving In a Tenant, Continued

Entering Household Member Information (continued)

Step Action

5 To add additional household members, click Add. A blank row
appears. Enter any information you have for each member (Social
Security number and Date of Birth are required fields). Indicate
the household member’s relationship to the head of household by
selecting from the Relationship dropdown list.
For Special Status, add the letters separated by commas selected
from the legend at the bottom.

Note: It is important if you have a Full-Time Student to add
Status of S.

Note: If you are also a VHDA Project Based Section 8 property
with Tax Credits, there is a field at the end of the grid LIHTC
Student Status. Change this to Y to indicate Full Time Student.

Note: Only one household member may be designated as the Head
of Household.

6 To delete a household member, select the row (it will become
highlighted in orange) and then press the Delete key on your
keyboard. The system will delete the row.

7 Click Save.

8 Now add Household Income and Assets information. (See the next
section for instructions.)

Continued on next page
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Moving In a Tenant, Continued

Entering Household assets are any bank accounts and real estate properties owned, or
Household annuities received, by members of the household. Complete these steps to
Income & enter Household Income and Assets information.
Assets
Step Action
1 Click Household Income &Assets on the menu bar at the top of
the screen.
2 The Household Income & Assets screen will display. (Refer to
“Household Income and Assets” on page 32 for more information
about this screen.)
Report Year: 2005 Building BIN: WALSE
Unit 237 Bedroom Size: 1
Head of Househald: twain mark
Household Assets
Asset Type Asset Status Cash Value Annual Income
$0 40
| Add |
|Asse1 Summary
|\mputed Agset Incarme $0.00
|[2set Income $0.00
IHnusehuld Income
Member Name Income Type Amount
0
| Add |
Income Summary
Ion-Asset Income "$D 0o
[Annual Income ||$D.EIU
Household Deductions
Member Name Deduction Type Amount
$0
| Add |
Save || Close
3 Click Add in the Household Assets area to enter any assets. A
new blank row appears.
4 Select the Asset Type and Asset Status from the dropdown lists.
The status will either be “Average”, “Current”, or “Imputed”
(meaning that it was disposed of within the last two years).

Continued on next page
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Moving In a Tenant, Continued

Entering Household Income & Assets (continued)

Step Action

5 Enter the Cash Value and Annual Income.
Note: DO NOT INCLUDE ANY DECIMALS in your entry
(i.e. 10.00 or 2.54). Round up to the nearest dollar.
6 Click Add for each asset you enter.
7 Now add the household income information for each member.
Click Add. A new blank row appears.
8 Click in the Member Name field and select a household member
from the dropdown list.
9 Select the member’s Income Type from the dropdown list.
10 Enter the amount of annual income this household member
receives or expects from this income type.
Note: DO NOT INCLUDE ANY DECIMALS in your entry
(i.e. 10.00 or 2.54)
11 Enter any deductions for any household members in the
Household Deductions area. Select the household member’s
name and the deduction type from the dropdown list, and then
enter the amount of the deduction.

Note: Household Deductions are informational only to assist to
determine a household’s eligibility for participation in VHDA’s
conventional loan programs. Utilize Worksheet A or B located on
VHDA.com to make the determination if a deduction is necessary.
12 | To delete an item from Household Assets, Income, or Deductions,
select the row (it will become highlighted in orange) and then
press the Delete key on your keyboard. The system will delete the
row and may display a security message. Click Yes to close the

message.
ﬂ
r.‘r"l Thig page containg both secure and nonsecure
?. items.
Do you want to display the nonsecure items?
No More Info
Continued on next page
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Moving In a Tenant, Continued

Entering Household Income & Assets (continued)

Step Action
13 | Click Save. The system calculates the total for each category and
displays a summary in each grid.

Ilncnme Summary |
[Mon-Asset Income |[515,000.00 |
[4nnual Income |{515,000.00 |

14 Click Close to close the tenant record and refresh our data. The
Move-In Certification will now display in the Tenant Compliance
tree.

ot Building Va123
ST Uilding VA4SE
El [ unitz37
&b Twain Mark (Mave-In - B/2752005)
o} Building VAT

15 | WCMS is adirect link to VHDA’s Database. Entering
information here automatically updates our system.
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Moving Out a Tenant

Procedure Complete these steps to move out a tenant.

Step Action

1 Navigate to the unit. See “Viewing Tenant Information” on page
26 for instructions.
2 Click the plus sign next to the unit, and then select the tenant
record at the top of the list.

#3 Building VAIS00012 2002
= E Building YA2200201 2001
E

[ unit1
E

B 2ollier (Mave-In - 103i2008)
&b Steven Chan iMave-Out- 11/3002005)
&b Steven Chan (Mave-In - 6/1512005)
&b Cynthizawilliams (Move-Qut - 6/12/2005)
&b Cynthiz Williams (Move-Ir - 2072004)
[ unit 3
[ unit 4
[ unit 5¢vacant)

3 The area to the right displays a summary of the Certification
information. Ensure you are on the correct tenant record. Click the
Move-Out button.

Building: WASEN0Z01
LInit Murnber: 2

Report Year: 2006

Tenant Marme: Lewis Callier
Move In Date: 1/372006
Cert Type: M

Certification Date:  1/3/2006
e | ReCertify | Cnrrectionl Interim |

Flodify Datel Transfer | Initial | ane-Dutl

Continued on next page
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Moving Out a Tenant, Continued

Procedure (continued)

Step Action

4 The Household Data Entry screen displays. It displays all of the
information contained in the record you selected, but the
Certification Type is now listed as “Move-Out”.

T o TR T YT

Househaold Data Entry

Unilay Type Electnc =

Calculabed # of Family Mambars: 1 Calculated Househald income $3.37600

Edaed Date: 20720006 112020 AW Edned By Molty
Created Date AS2007 Crastad

Certification Repert |

5 Ensure that this is the correct Household. Enter the move-out date
in the Effective Date field and make any other necessary changes.
6 Click Save.

When you finish entering and saving all changes, click Close.

8 The Move-Out Certification will now display in the Tenant
Compliance tree and the unit will indicate (Vacant).

~

El #3% Building vA3800201 2001

[ Unit

B [ unit2¢vacant)
b Lewis Collier (Move-Out - 4/5/2007)
o Lewis Collier (Move-In - 1/3/2006)
&b Steven Chan (Move-Out- 11/3002005)
&b Bteven Chan (Move-In - BM 82005)
b Cynthia wWilliams (Move-Out - 6/12/2008)
&b Cynthia Williams (Move-In - 201720043
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Certifying a Tenant

Procedure Complete these steps to certify a tenant.

Step Action

1 Navigate to the unit. See “Viewing Tenant Information” on page
26 for instructions.
2 Click on the plus sign next to the unit, and then select the tenant
record at the top of the list. This is the most recent tenant record.

o} Building vA9800012 2002
E 3% Building v43800201 2001
B [ unit
PRNIE ugene Yialker (Move-In - )
&b Marcela Jimenez (Maove-0ut - 12/172004)
&b Marcelo Jimenez (Move-In - 11120033

[ unit 2( vacant)
[ unit 3
[ unit 4
[ unit5¢ vacant)
Continued on next page
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Certifying a Tenant, Continued

Procedure (continued)

Step Action

3 The area to the right displays a summary of the Certification
information. Click the appropriate button to select the certification
type: Initial, Interim, or ReCertify.

Building: & ASE00201
Unit Murnber: 1
Report Vear: 2005

Tenant Mame: Eugene YWalker
Wlove In Date: 3M2005
Cert Type: Ml

Certification Date: 31,2004
Wiew | ReCertify | Cnrrectiunl Interim |

hodify Datel Transfer | Initial | ane-Outl

o Initial creates an initial certification that will replace the
move-in income information for all compliance testing.

e Interim is used to track events outside of the recertification
process such as changes in household.

e Recertify is used to process annual or 3 year certifications on
the household. You will be able to update the household at that
time.

Note: Tax Exempt properties should use Initials for any changes
in household composition to re-qualify the household. Tax Credit
properties with existing residents should use Initials to initially
qualify the household for tax credit purposes.

4 The Household Data Entry screen will appear. It displays all of
the information contained in the record you selected, but the
Certification Type is now listed as the type you selected.

Continued on next page
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Certifying a Tenant, Continued

Procedure (continued)

Step Action

5 Change the effective date to the new effective date of your
certification. Make any other necessary changes to the household
data information and then click Save. (Refer to “Entering
Household Data” on page 33 for detailed instructions on entering
information on this screen.)
6 Use the menu bar at the top of the screen to navigate to the
Certification Information, Household Members, and
Household Income & Assets screens and make any necessary
changes. (Refer to “Entering Certification Information, “Entering
Household Member Information”, and “Entering Household
Income & Assets” beginning on page 35 for detailed instructions
about entering information on these screens.)

Note: Click Save before leaving each screen.

Tax Exempt Properties should process an initial with any changes
to the household composition.

Note: If you need to change the Head of Household, open the
Household Data screen and edit the Name fields to add the new
head of household. Once you save and close this screen, the Head
of Household name will be replaced by the new name. If the new
Head of Household had been listed as a household member and is
not a new member, open the Household Members screen and
delete the member row. Then, edit the values related to the new
Head of Household on the Certification Information screen.

7 When you finish entering and saving all changes, click Close.

8 The new certification will display in the Tenant Compliance tree.
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Modifying a Tenant Certification

Overview You may modify a Tenant Certification when you need to change information
on the same day as the original entry. After the first day, if you need to make
changes to the information, you will need to make a Correction to the
certification (The procedure is on page 51.) If you wish to modify the
effective date, you can use the Modify Date feature only on the most current
certification. If you need to modify an effective date in an earlier
certification, you should contact your VHDA Program Compliance Officer to
make that change for you.

Procedure Complete these steps to modify a tenant certification.
Step Action
1 Navigate to the unit. See “Viewing Tenant Information” on page

26 for instructions.

2

Click the plus sign

record at the top of the list. This is the most recent tenant record.

Bl 3% Building va123va123
[ B [ unitan

Bl [] unita2(vacant)

[ Unit &3¢ vacant)

ot Buil
ot Buil

next to the unit, and then select the tenant

hdary Browen (Move-1n - 55152005)

&b Monica Tester (Move-Cut- 11/2/2005)
&b Monica Tester (Recertification - 3/142004)
&b Monica Tester (Mave-In - 9/152004)

ding ¥A456 VA45E
ding YAT39 VATEY
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Modifying a Tenant Certification, Continued

Procedure (continued)

Step Action
3 The area to the right displays a summary of the Certification
information. Click the Modify button.

Building: WA123 &
Lnit Mumber: A1
Feport Year 2005
Tenant Mame: Mary Brown
Maove In Date: 84172005
Cert Type: Ml
Cedification Date: 5172005
e ‘ ReCertify |Currectiun| Interim ‘
hodify ‘ Transfer | Initial | Wl ove-Clut ‘

4 The Household Data Entry screen will appear. It displays all of
the information contained in the record you selected.

5 Make any necessary changes to the household data information
and then click Save. (Refer to “Entering Household Data” on page
33 for detailed instructions on entering information on this screen.)
6 Use the menu bar at the top of the screen to navigate to
Certification Information, Household Members, and
Household Income & Assets screens and make any necessary
changes. (Refer to “Entering Certification Information, “Entering
Household Member Information”, and “Entering Household
Income & Assets” beginning on page 35 for detailed instructions
about entering information on these screens.)

Note: Please be sure to click Save only on the screen that you
modified the data.

7 When you finish entering and saving all changes, click Close.
Your previous record will now contain the updated information
without creating a new certification.
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Modifying the Effective Date

Overview If you wish to modify the effective date on a certification that was entered at
an earlier time, you can use the Modify Date feature. If you wish to update
any other information, a correction must be used.

Procedure Complete these steps to modify an effective date.

Step Action

1 Navigate to the unit. See “Viewing Tenant Information” on page
26 for instructions.
2 Click the plus sign next to the unit, and then select the tenant
record at the top of the list. This is the most recent tenant record.

oy Building VAIE00012 2002
E #£3 Building vA3500201 2001
B [ unit1
PRMIE UG ene Yialker (Move-In - 3/1/2005)
&b Marcelo Jimenez (Move-0ut - 120/2004)
&b Marcelo Jimenez (Move-In - 11/1/2003)
[ Unit 2¢vacant)
[d unit3
[ unit4
[ unit 5¢vacant)

B EEHE

3 The area to the right displays a summary of the Certification
information. Click the Modify Date button.

Building: 4 ASE00201
Unit Mumber: 1
Repart Year: 2005

Tenant Marme: Eugene VWalker
Mave In Date: 31,2005
Cert Type: Ml

Certification Date: 312004
e | ReCertify | Cnrrectiunl Interim |

hodify Datel Transfer | Initial | Muve—Outl

4 The Household Data Entry screen will appear. It displays all of
the information contained in the record you selected.

Continued on next page
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Modifying the Effective Date, Continued

Procedure (continued)

Step Action

5 Change the effective date and then click Save. If you modify a
move-in record, the move-in date will also change once you hit
Save.
6 When you finish updating the dates, click Close. Our original
record will now display the new date without creating a new
certification.
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Correcting a Tenant Certification

Overview If you discover there was an error in the original certification after the first
day of entry (other than effective date), you would process a Correction to a
Tenant Certification.

Procedure Complete these steps to correct a Tenant Certification.

Step Action

1 Navigate to the unit. See “Viewing Tenant Information” on page
26 for instructions.
2 Click the plus sign next to the unit, and then select the tenant
record you wish to correct. It does not have to be the most current
record.

El #3 puilding Wa123va123
[x B [ unital
.¢_J) fMary Brown (Move-1n - 55112
B [ unitazivacant)
&b Maonica Tester (Move-Out- 11/22005)
&b Monica Tester (Recertification - S41/2005)
&b Monica Tester (Move-In - 8/1/2004)
[ Unit &3¢ vacant)
723 Duilding YA45E VA4EE
723 Building ¥ATEG wATAD

3 The area to the right displays a summary of the Certification
information. Click the Correction button.

4 The Household Data Entry screen will appear. It displays all of
the information contained in the record you selected.

5 Make any necessary changes to the household data information
and then click Save. (Refer to “Entering Household Data” on page
33 for detailed instructions on entering information on this screen.)

Note: You must be sure to save on this screen as it establishes the
corrected certification in the household. Please note to select Save
only on those screens with changes.

6 Use the menu bar at the top of the screen to navigate to
Certification Information, Household Members, and
Household Income & Assets screens and make any necessary
changes. (Refer to “Entering Certification Information, “Entering
Household Member Information”, and “Entering Household
Income & Assets” beginning on page 35 for detailed instructions
about entering information on these screens.)

Continued on next page
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Correcting a Tenant Certification, Continued

Procedure (continued)

Step Action
7 When you finish entering and saving all changes, click Close.

NOTE: In order to see your correction, refresh WCMS by
selecting project again.
8 The corrected certification will display in the Tenant Compliance
tree above the original certification. This information will be used
in place of the original for all compliance testing at VHDA.
[@ fat Building VA123 a1 23
El [ Unitat
PR 5y 1 Browening (Move-1n Correction - 5/1/2005)
&b Mary Brown (Mawe-In - 5/1/2005)
[ unitaz(vacant)
[ unit A3¢vacant)
fat Building VA456 WA45E
fat Building VA7EY WATBO

If you do not see your correction right away, do not re-enter
information, or select correction again. Go to the “blue menu”
item and click on Tenant and Tenant Compliance, then the
applicable Building and Unit. You should now see the corrected
certification.
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Printing a Tenant Certification

Overview Tenant certification information is available on the WCMS screens or can be
viewed in report format and printed.

Procedure Complete these steps to view or print a tenant certification.

Step Action

1 Navigate to the unit. See “Viewing Tenant Information” on page
26 for instructions.
2 Click the plus sign next to the unit, and then select the tenant
record and then click View to view the certification. You can also
request this report after entering data and saving any certification.

cwechsler's Menu Froperty  Tenant Reports  Help Project: Sample A123 ‘

|| Tenant Compliance

fa} Building 100 100
E ¥ Building 200 200 Building 200 &F
[3 unita .
[ unitp Unit Number: E
O unitc Report Vear 2004
[ unito Tenant Mame: Sample Family
B[ Move In Date:  10/12/2004
o Cen.Typ? Mi
Cetification Date: 10/12/2004
R | ReCertify ‘ Cnrremmm‘ Interim |
Tranafem Initizl ‘ Move-Out ‘

3 Click Certification Report on the Household Data Entry screen.

Household Data Entry Certification Information Household Members Household Income & Assets
* ou Must Save Before Navigating to Ansther Sereen

Household Data Entry

Report Year 2004 Building BIN: 200

Unit E Bedroom Size 1

Certification Type Move.ln Action Type NI

hove-In Date 101222004 v Effective Date: 1041272004 v

First Marne Sarnple Ml l_

Last Mame Farily

Contract Rent: § 500 Lhility: § 100

Calculated # of Family Members 2 Calculated Household Income: §25,000.00

Edited Date BF22/2005 12:00:00 Ak Edited By Alena Desaulniers

Created Date: B/22/2005 Created By Alena Desaulniers
Certification Report

kW]

Continued on next page
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Printing a Tenant Certification, Continued

Procedure (continued)

Step Action
4 The system will display a file download message asking if you
want to open or save the file. Select Open.

File Download |

Do you want to open or save this file?

= Mame: Report.pdf

] Type: Adobe Acrobat Document

From: v, vhda,org

Open Save

harm your computer. If you do nat trust the source, do not open or

@ ‘while files from the Internet can be useful, some files can potentially
zave this file. What's the risk?

Continued on next page
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Printing a Tenant Certification, Continued

Procedure (continued)

Step Action

5 Adobe Acrobat will open and the certification displays as
illustrated below. This is a two- page form. Use the Acrobat print
function to print the certification. (See “Working with Reports” on
page 63 for more information.)
Page 1

l? TENANT INGCOME CERTIFICATION Cerlfication Dala: 03N 82006
el Tuge, Mave-in Ligegdn Dote, DIB2006
PART | - DEVELOPMENT DATA
Progesty Hame:  Samgle Fropary Buiding: 2001
Haddress: 2001 LAFAYETTE BLUD Fredoricksburg, WA 224012267 BHA  VASE0I201
County: Frecericksourg City Unit Humber: 1 #Bodrmoms: 2

PART Il - HOUSEHOLD COMPOSITION

haal b Lotk il Ll Sl Boow =SS = VINTHTE - (UM Ky
Walkze Eugene H- Head Of Housshold a7 u M 220.78.6827
Dueper dahn K- Co-Head a7 M M 00000000
PART Il - GROSS ANNUAL INCOME [USE ANNUAL
Full Hame eome Souge Hengunt
Eugene Walkes Saclal Securty 3517
dahn Cvayer Saclal Securty $782
Total Income: 51,368
PART IV - INCOME FROM ASSETS
TR =l PSRRI BHE TR BTSSR R0
TOTALE
Cash Vakss Total Pasmsbcok
0 crer 35,0005 00X Faw = imputed Income £

Enter the grealer of the Annual Income ram

Masel Totad of the Impuled Income Totat TOTAL INCOME FROM ASSETS i

Total Annual Household income from ol Sowrces

{Part Il Total Income + Past I Total Income From Assets] b

HOUSEHOLD CERTIFICATION & SIGNATURES

The infarmation o this form will be weed to determine maximum income eligiblity. lwe have provided for each personis) et
feeth in Past 1l lion of current annual income. Liwe agree to notify the landiord immeadiately upon
arty member of the hausshald meving aut of the urit ar any new member meving in. L ageee b potify the landlord immediately
upan any member becoming 2 ful-fime student.

Upon penalties of perjury, Vwe cerlify that the information pressnted in this Cedification is true and accurate o the best of mylow
knowdedge and belisf. The undersigned futher undarstands that providing Ealse representations herein constibules an act of fraud
False., misleading ar incomplete information may resul in the termination of the lease agreement

Sig nature Duate} Sigrature Duate}

Sigrature (Date} Sigrature (Dt}

Continued on next page
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Printing a Tenant Certification, Continued

Procedure (continued)

Step Action
E;age 2

PART V' - CETERMINATION OF INCOME ELISIBILITY

Total Annual Incame

ey Fiscertification Only
Fram al Saurces: Cumen Incame Limit x 140%
&
N
Current Gwner Inoame Designation: 0% ANl
Curtent Income Limi per Eamiy See: 536,700 Curent Hon AFS lecome Limit: 544650
Hoesehold Mzels Current Income Restriction Hauzshold Mests Curment Mon-AFS Incomes Restriclion
Hoesehold Inome al Move-in: 51208 Housshold Size ot Mave-In: z
Move In Income Limk per Family See: 536,700 Maoue In Man AFS Inoome Limi= 544,650
Hoesehold Miets Move In Income Resticicn Househokd Mests Move In Man-AFS Income Restriclion

PART VI - RENT

Tenant Paid Renl: 50 Rent Assistance:
Utiity Sllowsanoe: 30

GROSE RENT FOR UNIT: Chner Renl Designation: Mol Speciid
(Tenant Faid Rent plus Utiity Allovance)
Owmer Rent Limis: - 50

Unit Meets Rent Resiriotion:  HiA

PART VIl - STUDENT STATUS

ARE ALL DOCUPANTS FULL TIME STUDENTS? [E=3

SIGNATURE OF OWNERREPRESENTATIVE

Based on the represariafions herein and upen the prools and documentation reguired to be submilted, the individualis) namsed
in Part |l of this Tenant Income Cedification isiare eligible under the provisions of Section 42 of the Internal Revenue Code, as
amended, and the Land Use Resticlion Agreement (if applicable), to live in 2 un in this Praject.

SIGNATURE OF OWNER/REPRESENTATIVE DATE

6 If you choose the Save option, the system will prompt you for a
location in which to save the report. Enter the required
information; you can view or print the report at any time.
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Transferring a Tenant Between Units

Procedure Complete these steps to transfer a tenant from one unit to another.

Step Action

1 Navigate to the unit. See “Viewing Tenant Information” on page
26 for instructions.
2 Click the plus sign next to the unit, and then select the tenant
record at the top of the list. This is the most recent tenant record.

El £3 Building 152 YAD0001 01
Lnit 1
init 2 Yacant)
B [ unit3
&b Jerry Runion (Recertification - 11/30/2004)
&b Jerry Runion (Recertification - 11/26/2003)
o &b Jerry Runion (Move-In - 1 1/26/2001)

3 The area to the right displays a summary of the Certification
information. Click the Transfer button.

4 The Unit Transfer screen displays. If necessary, change the
Effective Date.

Effective Date Vacant Units
6/28/2005 [A123 4409-488 d|

Transfer| Close |

5 The system will provide a list of vacant units within the property.
Select the unit to which the tenant is moving from the VVacant
Units dropdown list.

6 Click Transfer and then click Close to save your changes.

Continued on next page
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Transferring a Tenant Between Units, Continued

Procedure (continued)

Step Action
7 The certification will display under the now vacant unit in the
Tenant Compliance tree as a “Transfer-Out” certification.

=R RE Uil ding Va123
|4 Unit 4409-488( vacant)
Bl [ Unitai(vacant?
&b Fred Flintstane (Transfer-Out- BI27/2005)
«b Fred Flintstane (Annual - 5i152005)
&b Fred Flintstane (Move-In - 5/1/2005)
[J unitaz(vacant)
[ unitaz;vacant
ot Building YA458
oy Building YATS3

8 The tenant certification “Transfer-In” will appear under the new
unit.

SRR Lilding vaT23

|4 Unit 4409-488( Vacant)

[ unitat{vacant)

[ Unitaz{vacant)

B [ unitas
&b Fred Flintstane (Transfar-In- B/2752005)

23 Building VA456

o} Building VATSE

B E
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Uploading Tenant Data from a File

Overview WCMS is able to accept XML files to upload tenant information directly from
your management software such as OneSite, Yardi or Boston Post. You must
contact your vendor for details on creating these files.

Procedure Complete these steps to upload tenant data to WCMS.

Step Action
1 After selecting a property, from the top menu select Tenant,
Tenant Upload.

Tenant  Reports Help
Tenant Compliance
T
Note: This feature will be grayed out if you don’t have access to
it. 1f you are trying this for the first time, contact VHDA for
authorization at 804-343-5758.

2 The following Tenant Upload screen will open. You must have
entered this screen under the property you wish to upload to.

%Aary Sample's Menu Property  Financisls  Tenant Reports  Help  Sample Property 8868

WCMS Tenant Upload

Upload Instructions:

Befare Uploading ensure Buildings and units have been created.
Building and unit numbers in WCMS must match those in the file

Click Browse to locate the XML or Excel file you are uploading.

Upload Data File

& ¥ML (Expored From Praperty Vendar Software)
" Excel (Manual Data Entry) Sample Excel File

| Browse...
Upload |

Continued on next page
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Uploading Tenant Data from a File, continued

Procedure (continued)

Step Action
3 Click on Browse to find your file on your computer. Once you

select the correct file, click Open.
2%

Lookiin [ 55 %ML = « @ et E-

Test Samples IndustryStandard. xsd
(] 7714 error bxt

Centruy Flaza 010106-043006, Xl
%] Century Plaza test 2.xml

2] Century Plaza test 3.xml [#] sampledatat xml

Century Plaza test 4.xml mpledatas

B Classic Ervorst,doc [ sampledata.xml

%) Classic Errorsz.doc (57 Sharteut b CTMZKML

%) Colonial Ridge Errors32907 . doc TaxCredit TransmissianCLR-1.xml
(<] CTMD at aFile 7973, xml [#] TaxCreditTransmissionCLR i
CTMDataFile?373A, =l B test 32107.doc
CTMDakaFi?37 36174, =1l B smischemaException. doc
CTMDatsFil&797 36175, 2ml B)4misichemaE xception-test 3.doc
[ CTMD at aFile 79736, xml

2] CTMD at aFile79736-orig. xml

File niame; | | Open
Fiesof e [AlFiles () =l Cancel

4 The file path will appear in the open field below. Click Upload to
process file. Depending on the size of your file it may take some
time.

Mary Sample's Menu Property Financials Tenant Reports Help  Sample Property 8868

WCMS Tenant Upload

Upload Instructions:

Before Uploading ensure Buildings and units have been created
Building and unit numbers in WCMS must match those in the file.

Click Browse to locate the XML or Excel file you are uploading.

Upload Data File

& %ML (Exported From Propetty Wendor Software)
" Excel (Manual Data Entry) Sample Excel File

IC.\DU:uments and Settings\desaulaniDesktop!  Browse...

Upload |

5 Once completed, an error report will appear at the bottom of the
screen. This report will let you know any issues with the file and
which records were successfully processed.

6 Return to My Projects to refresh the data within WCMS and view
as needed to ensure successful upload.
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Notifying VHDA About New Tenant Data

Overview Optional — Not required by VHDA.

When you update tenant data for the first time, use the Submit Notice to
Agency feature to notify VHDA that compliance information for the specified
property has been entered. This is not required for WCMS to automatically
update VHDA'’s database.

Procedure Complete these steps to notify VHDA that you are submitting data for review.

Step Action

1 Ensure that the property you have updated is selected. (The
currently selected property is displayed on the right side of the
menu bar.)

Property: Abbey at South Riding 4587

To select a different property, click on the user’s menu and then
select My Projects. Select the property from the list.

Prupew .

45587 Abbey at South Ridin

4194 Tall Pines

2 Click user’s Menu
3 Click Submit Notice to Agency on the user’s menu.

userl’s Manu Property Tenant

My Projects
My Profile
Submit Notice To Agency
Lag St
Continued on next page
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Notifying VHDA About New Tenant Data, Continued

Procedure (continued)

Step Action

4 The Submit Notice to Agency screen appears. The For field lists
the currently selected Property; the On field lists the current date
and time; and the By field lists your user name. Information about
any of your previous submissions is listed in the lower left-hand
portion of the screen.

Submit Notice To Agency

Please notify agency that | am submitting data for their review.

For: |Sample
On; [3414/2005 4:02:01 P
By |cwechsler

Previous Submissions:

Submitted On: Submitted By:
91442005 3:35:45 FM cwechsler

5 Click Submit to notify VHDA that you have added tenant
information.
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Working with Reports

Overview This section contains the following topics.
Topic See Page
WCMS Reports 64
Creating 65
Viewing and Printing 67
Forms 68
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WCMS Reports

Overview WCMS enables you to generate the following reports for a selected year or
specified time period:

e Occupancy
o Demographics
e Occupancy and Demography

Note: You must have Adobe Acrobat Reader installed on your computer in
order to create reports. Visit http://www.adobe.com to download Adobe
Acrobat Reader or see your system administrator.

Occupancy The Occupancy Report, lists the following information for each unit in the
Report project for the selected time period:

o head of household

e move-in date

e bedroom & household size

e owner income designation

« rentand utility allowance

e household income

e income limit area

Demographic The Demographic Report lists the following information for each unit in the

Report project for the selected time period:
« household’s age category
o ethnicity
e occupation
« disability category

Occupancy and  The Occupancy and Demography Report lists the following information for
Demographic each unit in the project for the selected time period:

Report
head of household
move-in date
bedroom and household size
rent and utility allowance amount
household income
household’s age, ethnicity, occupation, and disability category
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Creating

Procedure Complete these steps to create a report. Remember, you must have Adobe
Acrobat Reader installed on your computer in order to create reports.

Step Action
1 Click on a project in the Assigned Projects page. The Project
Information screen appears.
2 Click Occupancy Report on the Reports menu.
3 The Occupancy and Demographic Report screen appears.

‘ Occupancy and Demographic Report

Select Report Type

" Occupancy and Demographics
@& Occupancy Only
 Demographics COnly

Select Report Criteria
Report Year:

" By Report Year SRS

& By Date Range
From Date Tao Date

 Current Tenants A/5/2006 w || 452007 v

¥ Page Break an Each Building

Wigw

4 Select the report type: Occupancy, Demographics, or Both.
5 Select a time period.

« To view the information by year, select the By Report
Year option and then choose the year from the dropdown
list. This will include any tenants that have a certification
during that year.

e To view the information for a specific period of time,
select the By Date Range and then select the date range
from the dropdown lists.

e Checking Current Tenants will give you the last activity
for all Current Households.

e Checking Page Break on Each Building will create a new
page for each building in your property.

Continued on next page
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Creating, Continued

Procedure (continued)

Step Action

6 Click the View button. Your computer may display the following
message. Click Open to view the report or Save to save a copy of
the report in a specified folder on your computer.

File Download x|

Do you want to open or save this file?

= Mame: Report.pdf
< Type: Adobe Acrobat Document
From: waww, vhda.org

Open Save

harm your computer. |f you do not trust the source, do not open or

@ ‘while files from the Internet can be uzeful, some files can patentially
save this file. What's the risk?

7 Adobe Acrobat Reader will open and display the report. Following
is a sample Occupancy Report:

ez -8 |OAOLER-lna-H-EE-7-L-Ba
= ==
| Virginia Housing Development Authority
Crocupancy Report
For Cumant Tenanis
Sampls Prapany 8568 asom?
[l Bt varsesze
=== —
it s ooy D
L 0 o

8 Use the toolbar to change the view options, navigate through the
pages, or print the report. See the following sections for
instructions.
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Viewing and Printing

Overview WCMS reports display in PDF format in Adobe Acrobat Reader. The toolbar
at the top of the screen allows you to change the view and navigate through
multiple pages. This section provides basic information for viewing and
printing; refer to Acrobat Reader documentation for more detailed

information.
Procedure Complete these steps to change the view option for a report.
Step Action

1 To increase or decrease the text size, click the plus or minus sign
on the toolbar. To specify a percentage of the actual size, click the
down arrow next to the percent field and then select from the list.

“ & oo v @ ‘
2 Click the navigation arrows to navigate through multiple report
pages:
[14 4 » »

The inner arrows navigate to the next and previous page; the outer
arrows take you to the first and last pages.

3 Click the Print icon to display the Print dialog box where you can
select print options and print the report.

&
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Forms

Overview WCMS has an area within the system for VHDA to post forms and
documents; however, this feature is not utilized by VHDA and therefore not
available to users through WCMS. All forms and documents can be obtained
from our Website www.VHDA.com.

Step Action

1 Under the Property tab you will see a drop down list of items to
choose from and Forms is one of them. VHDA forms can only be
obtained from our website www.vhda.com. You should call your
assigned Compliance Officer if you need assistance locating a
particular form.
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