MITAS USER FAQ

Frequently Asked Questions






This FAQ last updated: 8.3.11
Q: How do I get notified about changes to the MITAS FAQ?

A: Send an email to compliance@dca.ga.gov .  You will then be registered for the Compliance Broadcast email and you will receive our regular updates.

Q: Who do I contact if a user id/password is disabled or I need technical support? 

A: The Mitas User at your company.  They will filter all questions or problems before being sent to DCA.  For fastest response, the registered Mitas User may contact us at our new email for Mitas questions/problems: mitas@dca.ga.gov.  Other contacts include Brandon Bruce, brandon.bruce@dca.ga.gov or Colin Ferguson; colin.ferguson@dca.ga.gov.  
RFAQ
Really Frequently Asked Questions 

Q: When I first log in as my companies Mitas User, what profile do I use?  Admin, Property Manager, Compliance?

A: Property Manager

Q: What internet browser should I use? A: Firefox or Internet Explorer.  Do not use Chrome

Q: When I contact mitas@dca.ga.gov what info do I need to include?

A:
 In the subject line of the email please put the following:
a. Date: (e.g.7.1.11)

b. Property Name

c. Mitas ID

d. Brief reason for email: upload error, or question, unit issue

It should look like this: 7.1.11 Cherokee Village 100912, upload problem
                           e. This will allow us to track and save files for reference.
Note – when we get emails in not in this format, we know you haven’t read the FAQ (
Q:  Help I am locked out!

A: Emails us and put “LOCK OUT”  as the reason for the email in subject line.  If you do this you will get priority service from us.  E.G. 8.3.11 Bill Sirrah LOCK OUT 

Q: I am getting errors!  HELP!  What do I do?
A:

2. Before sending us an email , please review the FAQ and list of common mistakes 

3. If you still need to send an email, 

4. Make a list of the steps you take up to getting the error
5. Take screen shots of the error message and include them in your email to us

· To get a screen shot, press the “Print Screen” button.  (this takes a snap shot of the screen)

· Open an email or word doc and  right click and select paste the screen shot
6. Send to DCA

7. Be sure to include the property name and  the Mitas ID number (and the GA ID # if you wish)
8. In the subject line of the email please put the following:
a. Date: (e.g.7.1.11)
b. Property Name

c. Mitas ID

d. Brief reason for email: upload error, or question, unit issue

E.G.  “7.1.11 Cherokee Village 100912, upload problem”

                           e. This will allow us to track and save files for reference.

9. Email to mitas@dca.ga.gov
Q:  Are my Mitas ID and my DCA GAID the same?

A: No.  Each site will have a special Mitas ID.  That ID will be the ID used to pull up your site in the system.  When uploading transactions - manual or by file – the Mitas ID must be used

Q: How do I notify DCA that I no longer manage a site OR that I have taken over a new site?

A: When you lose or gain sites you must submit a revised Mitas User Mgmt Co. List.  Form Revised 7.14.11
For new management, in the column where it says Management Change Expected, list “yes”.  We have added additional columns for effective date and to clarify if you are adding to or deleting from your managed portfolio. 
The new and old management company must both submit updated forms.
Q: Can I use a .cvs (or excel) file for updates to the initial entry?

A: No.

Q: Where do I Enter the ID in Yardi?

A: See the screen shot below
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Q: How often should I upload my data?

A: We suggest at least monthly.  Larger sites may wish to do so weekly. 
Q: What is the monthly deadline for updating the previous month’s data?

A: The 10th of the month

Q: Once I have uploaded my data, can I begin process the compliance period?

A: After you have reviewed your data, yes

Q: Where can I find out more about the NAHMA Standard and what it is?

A: The NAMHA XLM file is a national standard created by the National Affordable Housing Management Association.  You can find out more about the file specifics by visiting: www.nahma.org or http://www.mitsproject.org/Content/ServeContent.cfm?menuID=471&ContentItemID=2763
## End of RFAQ
List of Common Error and Problems

Q:  How do I open a NAHMA XML report?

A: 

a) Right click the NAHMA XML file

b) Choose Open With – Notepad

c) Go to Edit in the Menu

d) Choose Find

e) Type in the unit number or Resident name to find the record

f) The “Event” should pick up where the tenant data left off 12/31/11. The Events should follow the activity in the unit starting with the most recent move-in or recertification for the current household. An example of an error includes other Residents assigned to the unit in the XML file, but the Resident history is separate in the Yardi tenant record. Of course this person was not included on the original report, so the report is rejected. I am working with my Yardi Administrator to find resolution to this issue.

Pop-Up Blockers

If you are uploading data via a NAHMA file, you should disable your pop up-blockers on your web browser.

Frequent issues for NAHMA Standard file:

Missing MITAS ID (e.g. 100000)

Incorrectly formatted BIN numbers must be: GA0101001 format

Software vendor must tell site where to enter the MITAS ID


Trying to use a .csv file

-You can only use  NAHMA file, not a csv file.  The csv is for initial build only


Other common errors

· Leaving dashes in the BIN number
· Project ID/BIN or unit numbers were listed one way in the Mitas Data sheet turned in to DCA and another in the software at the site.  This will cause upload problems.

· e.g.: on your initial upload file units were listed as 1-101 but in your software the unit is 101 or your initial upload file listed units as 909  but in the software it is 0909.  Mitas can’t recognize that these are the same units 
· e.g.  your BIN was missing a 0; BIN 9909801 was listed as 990981  Mitas reads the last two digits as your building number- 81  but it is really 01 – the zero was accidentally omitted
Common Error Messages:

Transaction Sequence Error: The means that the system is saying that something odd has happened out of the normal order of things.  E.g. Mary Jones moves in to unit 101 on 10/23/2010 Mary Jones moves out of unit 103 on 9/15/2011.  Mary Jones recertifies in unit 103 on 10/1/2011.    Someone where have an issue.  (This is an actual example). Did the tenant really move out?  Maybe they never certified but it was entered in error.
Unit Data Not Found:  There is a number problem somewhere.  Maybe the unit got skipped when the original excel sheet was submitted.  Maybe the unit numbers read differently in your software .  E.g.  Unit 0801 Unit Data not found.  In this case (actual example) the ulit list provided to DCA showed the unit listed as 801, but in the software, it is listed as 0801.  Mitas has no way to understand they are the same unit.

Transient Housing Restriction: The minimum lease for a LIHC unit is 6 months. If your tenant moves out before that, you will get a error.  You do not need to do anything except be aware we may ask you questions about it.

Handicapped Count Restriction: The number of Accessible units that have been identified by management does not match what DCA has entered into the system based on your governing documents here in our offices.


When creating a new user: forgetting to put the effective date in when creating a new user.
## End of Common Errors and Problems
See Following pages for more questions
FAQ
Q: I have a user locked out, how do I get assistance?  See RFAQ 
Q: What site do I go to for uploading or entering data?
A: https://www.mitas.com/gadca/
Q: What site do I go to for uploading or training videos and documents?
A: start with our user manual here: http://www.dca.ga.gov/housing/HousingDevelopment/programs/complianceNews.asp
Then you can check here:

http://www.mitas.com/propertymanagementtraining/
Here are comments from the Mitas team: 

“The first one (video-pdf) is a simple one for logging in.

Then managers will need to learn how to go into their master account and add more users.

How to begin: How to Log In to the Mitas Internet Property Management Site Adding a new user to the Mitas Internet Property Management Site

Then in order to upload a NAHMA file with their transactions; they will need this one:

How to automatically upload tenant data

For property managers who do not have software, they will need a series of them to manually enter transactions:

· Creating a Move In Transaction

· Creating a Move Out Transaction

· Creating a Recertification Transaction

· Creating an Interim Recertification Transaction 
· Creating an Initial Certification Transaction 
· Creating a Unit Transfer Transaction 
· Creating a Gross Rent Change Transaction 
· Creating a Correction Transaction

Once the transactions are loaded or they were manually keyed in; they can run either or both of these features:

How to Prequalify a Tenant

How to Perform Compliance Check Processing

They will NOT need others in the list. The others could be very confusing to them as well as those items will not be on your web site.

The PDF versions of the documents seem to work best as the executable forms are hard to download and sometimes will not pass through firewalls.”
Q: When completing the old compliance report, we always rounded income up.     Do you want us to round income in MITAS system or enter exact amounts from Tenant Income Certification?

A: We prefer exact amount going forward

Q: Relationship Status: Can we use * for relationship for each household member that is not head of household?  The relationships available for selection are not clear.      Do the other options in some way affect income?      For example, there is a relationship “Full Time Student”.   We have never used this relationship before on TIC and not sure when this would be used.     Is this to be used for someone we are only counting 480 or earned income?      If we cannot use * for relationship (this is the default), then we would need an explanation for when each of the available selections would be used.    Some of the relationship reference 50058 and 50059 which are specific to HUD communities.     

A: Management may categorize as they think is applicable.  At this time this is a NAHMA standard, not HUD

Q:  Will we be required to update rents mid lease if utility allowances increase which causes rents to be decreased?    It was easy to update the Excel spreadsheet; however, I am not sure how we make this update in MITAS.     Once a transaction is processed it appears the transaction cannot be edited.      Would we be required to complete an Interim Certification?    We do not doing Interim Recertification for the LIHTC program     

A: Yes mark as an interim cert for these changes.  This is Mitas specific

Q:  There is a field "Compliance Data Entered Through" on the main screen once you enter a property.     Is this date just informational so DCA and management will know as of what date the system has been updated or does this date have a greater purpose?

A:  It is an information field so we know through what date transactions are current.

Q: If the MITAS report we sent in had a number other than 0 for FT students, then the head of household was identified as being a full time student even if they are not.  Do we need to fix this?  

A:  When we are doing the data entry, make sure to change this status if the head is not a full time student.     

Q:  Should we go through and update all sections under the Address Maintenance menu option? The On-Site information, Mailing Contact, and Management Co. information is incomplete or left blank for most communities tested.

A: Yes.

Q:  Since I can add users, what is the difference in the User Roles and which ones should I use for Corporate access and Site Access? Is it all The same?

A: Use Property Compliance or Manager 

For Yardi Users, you may need to disable Pop up blockers

1. Disable your pop-up blocker. 

2. Once you upload the report, the error report will generate in a new window. The tabs have different colors, purple, green, blue & yellow, however I do not know the reason I think it just cycles through for each report

3. Save the report under the community name so you can access and review the report to address the discrepancies noted
Using an IC instead of MI for a new move in may create an error in your Error Log Reports

UT – Unit transfers may cause a Invalid Transaction Sequence Error. You should confirm by reviewing the unit history that everything is correct, and note the reason in case DCA inquires.

For OnSite – Realpage users

1. Disable your pop-up blocker. 
2. Note that Onsite will not let you create a report with errors.  It will make you correct the errors before downloading it we are told
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