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SYSTEM LOGIN

e Qualified Programs - Windows Internet Explorer

O~ [ BEEE |[2]-

File Edit Wiew Favorites Tools  Help

e Faverkes | @ Qualfied Programs % - B - [ dm - Page~ Sefety~ Tools- @-

e Enter the web address to the MITAS portal as instructed by the Agency
e https://www.mitas.com/gadca/

e www.mitas.com/propertymanagementtraining/

{2 MITAS Internet Loan Reservation Login - Windows Internet Explorer EEX

B - 8010w JE3E

File Edt Wiew Favorkes Tooks Help

- - —
5.p Favorites & MITAS Internst Loan Reservation Login | @ v Page~ Safety - Tooks- @~

Monday, July 11, 2011
Welcome to the MITAS

MITAS Internet Loan Reservation Site

Web profil
RN | <ncler =
Originator Lender - Inquiry Only
Issuer
Issuer - Inquiry Only
Username: [
Banker
[ g Wl Government Agency
Real Estate Agent
ervicer
Servicer - Inquiry Only
L
& Administrator
Administrator - Inquiry Only

Branch

olle gen
Property Manager
Property Manager - Compliance

MITAS

e C(Click the Down Arrow E in the “Web Profile” field to get to the list of log in options
e C(Click on one of the following options
- Property Manager — This login has credentials for both the Financial and the Compliance
sections Note: this credential can create additional users
- Property Manager — Financials — This log in is for Property Manager Financials only
- Property Manager — Compliance — This log in is for Property Manager Compliance only
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System Login Con’t.
@@v ‘g mikas.com V| B |4 % |S |P

File Edt ‘Yew Favorites Tools Help

S Favorkes | (@ MITAS Internet Loan Reservation Lagin fi - B - ) @ - Page- Safety- Took - @-

Tuesday, June 28, 2011
Welcome to the MITAS

MITAS Internet Loan Reservation Site

Please log in
Web Profile:
Property Manager Number:
Username:
Password: m

Pass’

Login

MITAS

After selecting you choice of Property Manager Options your screen will change to the view displayed
above. Fill in the remaining fields
e Property Manager Number —This number is assigned by the Agency or the Property Manager.
- This is not the site id this is the company ID assigned with your credentials by DCA
e Username — This is your unique username assigned by the Agency or the Property Manager.
e Password — This is your unique password, assigned by the Agency or the Property Manager and
then depending on your security setting you may or may not have to create/rename your
password.

e Click on the Login Button [ Loun |

You will get the following screen
e Property Information - Windows Internet Explorer ‘:‘E‘
O~ [Eroiomweom d(8[%kd B 38

Fle Edt View Favarites  Tools  Help

N = o
i Favorites | (@ Property Information [ ] | g v Page v Safety » Tooks - @@hv

Menu

> Property Information
> Reporting
> My Account

MITAS

Main Menu
System Help
Logoff

MITAS
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Main Menu Screen

{= Property Information - Windows Internet Explorer

Main Menu
System Help
Logoff

5\::.' - |g, hikkp ] (et mitas,com/Eutor fwb 00z, chi V| @ *p|| % |S Google | 2
File Edit Wiew Favorites Tools  Help

w — - »
5.r Favorites | @pmpgrty InFormation | | ﬁ - E{ [ pm ~ Page -~ Safety - Tools - @v

Menu

~» Property Information
> Reporting
=» My Account

MITAS

MITAS

On the menu bar on the left you will have the following

“Messages” block EEEEET . if there are any messages from the Agency, they will
appear here as a marquis. This will only appear while you are at the Main Menu level. Once you
select an entry from the menu, this block will change to a “Screens” block
and the screen that you are on will appear underneath.

Main Menu — Click this at anytime and you will return to this screen,

System Help — Click this to get System Help

Logoff — Click here when you are ready to logoff

The Main Menu in the Center of the page has three options

Property Information — This is where you access the properties so that you can enter or edit
information

Reporting — This is where you run the reports from

My Account — This is where your user information is maintained (or if you are a manager and
are responsible for maintaining other employees information) including login password
information.
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Property Information Screen

File Edit View Favorites Tools Help

e Favarites | (@ property Information [ |

i - B - =) deh - Page~ Safety- Took- @~

Menu

| > Property Information|
=» Reporting
=» My Account

MITAS

Main Menu
System Help
Logoff

MITAS

e Click on Property Information

This will bring you to the property login/retrieval screen

MITAS

IREtr\E-:EFrD\:Ehp: [ooo1

| | Retiieve JI

Screens
Property Status Property: 999999939999

Property Address:
Main Menu perty

System Help

Logoff

Fiscal Year Eng: 00/00

Project

e Enter the property number

e Click on the Retrieve Button

Compliance Data Entered Through:

Name:

Phone Number: | Ext:

(000} 000-0000 0000
(000} 000-0000 0000
Fax Number:

(000} 000-0000

L] omwoomenn

Stage Date

Run: 07/12/2011(15:08)

Updated 7.21.11
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Property Status

OvF HEW122 Run: 07/12/2011(15:08)
MITAS Financials Transactions Transactions Upload
Process Transactions Error Log Wait List
Forms User Access Address Mair =
Sei
Teens TIC.
Property Status
Main Menu Retrieve Propery; 0001 | [(Retieve
System Help
podaty Property: 0001 Name: PROPERTY 0001
Property Address: Phone Number: | Ext:
QAK PARK PROPERTES (000) 000-0000 0000
1578 WIRGINIA PARKINVAY (000) 000-0000 0000
ALLEN, TX 78555 Fax Number:

(000) 000-0000

Fiscal Year End. 0731

Compliance Data Entered Through: 01/05/2010 (MMIDDIYYYY)

Project Stage Date
00021 the Project No under Property 0001
MITAS Commitment 01/01/2009
\ / Drawdown 02/01/2011
1 Phase |
Application 02/15/2002
Drawdown 03/25/2002
Internal Loan
Committee 04/15/2002
20 Threshold and
Inventory 04/15/2002

30 Scoring Review 04/26/2002
Award Recomendation 05/30/2002

Closing 06/12/2002
TC Regulatory Agrmt
Executed 06/15/2002
80% Construction
Complete 04/01/2003
100% Construction
Complete 06/01/2003
Compliance/Monitoring 07/01/2003
Final Cost Cert 08/15/2003
8609 09/01/2003
TC Affordability Term
Expired 01/01/2004
Underwriting 01/01/2011
100 Phase Il
2 Phase ll
Drawdown 05/15/2002
Internal Loan
Committee 03/30/2002
TC Affordability Term
Expired 12/31/2003

3 Refinace Phase 1 & Il
TC Affordability Term

Expired 12/31/2003
4 Phase Il

gfpﬁggmahmty Term 12/31/2002
41 Phase II
5 Refinace Phase | & Il

Application 01/01/2010

All of the Property information will be displayed

Updated 7.21.11 )
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Transactions

Property Status
O/F HSW123 Run: 07/13/2011(15:08)
MITAS Financials Transactions Transactions Upload
Process Transactions Error Log Wait List
Forms User Access Address Mail e
Screens
Property Status e
Main Menu Retrieve Property: |0001 | [Retrieve |
System Help
ez Property: 0001 Name: PROPERTY 0001
Property Address: Phone Number: Ext:
DAK PARK PROPERTES ({000) 000-0000 oooo
1575 VIRGINIA PARKIVAY (000) 000-0000 0000
ALLEN, TX 75555 Fax Number:
(000) 000-0000
Fiscal Year End: 07/31
Compliance Data Entered Through: 01/05/2010 | pamioomvvy)
; ” i Transactions |
e Click on the "Transaction” Box
Tenant Transaction
O/F HSW205 Tenant Transactions Run: 07/12/2011(15:20)

MITAS Property: 0001

Building:

eens New Transaction Property |I Retrieve List I

Tenant Transaction

Effective Date Certification Type Tenant Name SSN Status
1200172011 Transfer In Doe, John X 122456789 | Not-Processed
1200172011 Transfer Out Doe, John 000000000 | Not-Processed
110172011 Move In Doe, John 000000000 | Not-Processed
100172011 Wove Out Chen, Smith | 232324444 Not-Processed
0910172011 Wove In Chen, Smith | 233224444 Not-Processed
05/01/2010 Transfer Qut Doe, John X 122456789 | Not-Processed

Main Menu 040012010 Recertification Doe, John X 122456789 | Not-Processed

System Help 020012010 Recertification Doe, John X 122456789 | Not-Processed
020012010 Recertification Doe, John X 122456789 | Not-Processed

Logoff 010172010 Move In Dee, John X 123456788 | Not-Processed

Previous Page Next Page

Chose the appropriate building and unit number
e C(Click the Down Arrow E to drop down and select a building

e C(Click the Down Arrow E to drop down and select a unit
e Click on Retrieve List - | Refieve list

Tenant Transaction
D/F HBW208 Tenant Trensactions Run: 07/13/2011(15:43)

. Property: 0001 Name: PROPERTY 0001
MITAS e ra—

eens I New Transaction I Property | Retrieve List ‘

Tenant Transaction

ate Certification Type Tenant Name SSN Status
ein david 000000000 |Hot-Processed

Options

01/01/2008 Move Out michael 000000000 Mot-Processed
01/01/2008 Move Out michael 000000000 Mot-Processed

Previous Page Next Page
Main Menu

System Help
Logoff

You can at this point

e Edit a exiting record if the status is still a status of “Not-Processed” by clicking on the “Effiective
Date”

e Enter a new transaction for this unit by selecting “New Transaction” | ewTransacion |

Updated 7.21.11 6
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New Transaction
Tenant Transaction
D/F HEW208 Tenant Transactions Run: 0713/2011(15:50)
Property: 0001 Name:| PROPERTY 0001
MITAS Building: 12
Effective Date: (07/01/2011 (MRDDIYYYY)
Certification Type: | Move In -
Screens B . Move In
e e Please enter the Effective Date and Type of Tenant Transacti{pove Out n
Unit Transfer
P pit Swan
- I oo
Back nienm Recenmcaton
Initial Certification
Self Certification
Main Menu Gross Rent Change
Termination
System Help
Logoff

To enter a new transaction for a tenant/unit
e Enter the effective date of the transaction

e C(Click the Down Arrow E to drop down and select a certification type
- Inthis example we will use “Recertification”
e This Screen is also where you will enter terminations (I.E. Evictions)

e Click on the Submit Button st

You will get the following screen

Tenant Transaction
/P HEW208 Tenant Transactions Run: 07/1/2011(18:04)
Property: 0001 Name: PROPERTY 0001
Building: 12
Unit: 1

MITAS

Effective Date: 07/01/2011
Certification Type: Recertification

Screens

Household Family Members Income Assets
Tenant Transaction
Update Delete
Options
Back
HOUSEHOLD INFORMATION
Household S\ze‘El Number of Chl\dreni
Main Menu .
5 Handicapped: [J Live In Aid: O
ystem Help
Logoit Temp ABS HH: O Homeless: [J
Special Needs' [ Model O
Manager: [J ADA Unit: O
Mental lliness: [J HIVIAIDS: O
Domestic Violence: [J Farm Worker: [J
Move in Date: (02022007 | (MM/DDIYYYY) Move OutDate)| | (MM/DDIYYYY)
Disaster:| NotApplicable Student Use Code:| NA v
Comment:| |
UNIT INFORMATION
Contract Rent:|275
MITAS Uri\ityAHowancei
iy Gross Rem;
Total Tenant Paymem:
Tenant Rent:
Non Optional ChargestD
Special Subsidyil:l
Total Subsidyi

Assistance Type:| Project Based Assistance ¥

Program Unit Desc: O Low Income @ Market © Common O Commercial

The “Household Information” and “Unit Information” will be displayed
You will have 6 options “buttons” to choose from (this would also be the same view (screen) that you
would get had you chose to edit an existing record that had not been processed).

HIEEE - Select Household to edit or update the Household Information
| FamiyMembers | _ Gelect Family Member to edit or update the Family Information
[ meeme |- Select to insert a new or edit an existing Income Record
[ Ases | _select to insert a new or edit an existing Asset Record
[ lpsste |- Select Update after you have entered the new information into the appropriate fields
[ beee | - Select Delete to delete and entire record

Updated 7.21.11 7



MITAS Training Guide LIHTC Property Manager Guide

Household Screen

Tenant Transaction
O/ HEW208 Tensnt Transaciions Run: 07/122011(17:02)

) Property] 0001 Name: PROPERTY 0001
MITAS Building: 12

Unit: 1

Effective Date: 07/01/2011
Certification Type: Recertification

Screens

Household Family Members Income Assets
Tenant Transaction
Update Delete
Options
Back
HOUSEHOLD INFORMATION
Household S\zeiEl Number of Ch\ldreni
Main Menu
Handicapped: O Live In Aid: O
System Help
Logoff Temp ABS HH: [0 Homeless® [1
Special Needs: [J Model: [
Manager: [J ADA Unit: O
Mental liness: [J HIV/AIDS: O
Domestic Violence: [J Farm Worker: [
Move in Date’ 02022007 | (MMIDDIYYYY) Move OutDate|  |(MM/DDAYYYY)
Disaster:| NotApplicable Student Use Code:| NA ~
Comment: |
UNIT INFORMATION
Contract Renri
MITAS Utility A\Iuwance:
Gross Remi
Tatal Tenant Payrﬂenti
Tenant Rent:
Non Optional ChargestD
Special Subswdy:
Total Subswdyi

Assistance Type: | Project Based Assistance ¥

Program Unit Desc: © Low Income @ Market © Common O Commercial

Editable fields are

e Household Size
Handicapped
Temp ABS HH
Special Needs
Manager
Mental lliness
Domestic Violence
Disaster
Number of Children
Live in Aid
Homeless
Model
ADA Unit
HIV/AIDS
Farm Worker
Move Out Date
Student Use Code
Comments
e  Utility Allowance
e Tenant Rent
e Non Optional Charges
e Total Subsidy
e Assistance Type
e  Program Unit Description

Updated 7.21.11 8
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Family Members

Tenant Transaction

O/P HSW205 Tensnt Transactions

~ Property: 0001
MITAS Building: 12
Unit: 1

Date: 07/01i2011

pe: Recertification

Rum: 0F12/2011(17:07)
Name:| PROPERTY 0001

ST Household Family Members Income Assets
Tenant Transaction
Update Delete
Options
Back FAMILY COMPOSTION
FAMILY MEMBER 1
First Name: [David Migdle Initiat[ |

Main Menu
System Help
Logoff

LastNamelws

Date of Birth (MM/DDIYYYY)

Social Security Number: |555-55-5555

Relationship to Head of Household:| H Head of Household v\
Race:| Whits v

Marital Status'| [N -

Alien Registration Number:l:|

Sex|Please Sslect v

Disabled: O
Hispanic or Latino: [J
Fulltime Student: (1

FAMILY MEMBER 2

First Name|Donna
B —
Date of Birth[06/01/1367 | (MM/DD/YYYY)
Social Security Number: 666-66-6666 |

MITAS
Relationship to Head of Household'| S Spouse v
Race: | White v
Marital Status: [Married v

Alien Registration Nurﬂberi|:|

Middle nitial| |
Sec[femse 9]

Disabled: (I
Hispanic or Latino: (]
Fulltime Student: O

Editable fields are
e First Name
Middle Initial
Last Name
Date of Birth
Sex
Social Security Number
Alien Registration Number
Relationship to Head of Household
Disabled
Race
Hispanic or Latino
Marital Status
Fulltime Student

Updated 7.21.11
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Income

Tenant Transaction
D/F HEWZ0E

MITAS

Screens
Tenant Transaction

Tensnt Transsctions

Property: 0001

Building: 12
Unit: 1
Effective Date: 07/01/2011
Certification Type: Recertification

Name: PROPERTY 0001

Options

Back

Main Menu
System Help
Logoff

MITAS

Household Family Members Income: Assets
Update Delete
Household Member Source of Income Amount

Mills. David |+ B Own Business I~]] [7.00000
Please Select Please Select v
Please Select ¥ Please Select b
Please Select v Please Select 3
Please Select ¥ Please Select v
Please Select ¥ Please Select b
Please Select « Please Select &
Please Select ¥ Please Select v
Please Select ¥ Please Select N
Please Select « Please Select &
Please Select ¥ Please Select b
Please Select ¥ Please Select N
Please Select v Please Select b
Please Select ¥ Please Select b
Please Select ¥ Please Select 3
Dlazca Salart Dlazea Galart -

Run: 07122011(17:12)

On the Income screen two of the three fields that are editable are accessed by clicking on the Down

Arrow EI to drop down.

e Household Member
e Source of Income — This is a prebuilt table

e Amount

Tenant Transaction
O/F HEWZ0E

MITAS

Screens

Tenant Transaction

Property: 0001

Tenent Transsctions

Building: 12
unit: 1

te: 07/012011

e: Recertification

Effective
Certification

Name:| PROPERTY 0001

Options

Back

Family Member

Main Menu

Housenold |  FamiyMempers Income \ Assets
Update | Delete \ \
A (G) Annual Interest
(F) QOwnership (H) -
Type of Asset Percentage I, Cash Value et
o Percentage

Annual Income

Run: 07A122011(17:47}

n

Please Selec v

System Help

Logoff Please Select ¥

Please Select v

Please Select ¥

Please Select ¥

ooooooz

Please Select v

Editable fields are
e  Family Member

o Type of Asset

e Ownership Percentage
e Imputed

e Cash Value

[ )

e Annual Income

Annual Interest or Dividend Percentage

Updated 7.21.11
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NAHMA FILE Upload

Property Status
O/F HSW123 Run: 07/13/2011(15:08)
MITAS Financials Transactions Transactions Upload
Process Transactions Error Log Wait List
Forms User Access. Address Mail e
Screens
TIC
Property Status
Main Menu Retrieve Property: (0001 ‘ [Retrieve |
System Help
ez Property: 0001 Name: PROPERTY 0001
Property Address: Phone Number: Ext:
OAK PARK PROPERTEES (000) 000-0000 0000
1578 VIRGINIS PARKWAY (000} 000-0000 0000
ALLEN, TX 75555 Fax Number:

(000) 000-0000

Fiscal Year End: 07/31

Compliance Data Entered Through: 01/05/2010 | umoorver)

To upload a NAHMA file

e Click on the "Transaction Upload” Box ' | /@fsactions Upload

The following screen will appear.

Data Upload
O/F HSW198 Run: 07/13/2011{15:21)
MITAS
Please follow these steps: 1. Create 3 data file (Example: 'Cluploadsidatafile bd™).
2. Selectthe data type of the created data file
Screens 3. Eﬂterlhefalh aﬂdﬂlhe name of the created data file . )
Data Uplozd 4. Click the "Upload!” button. The file will be copied to our server, of which you will receive
confirmation
D 5. Click the "Process Now” button to load the information and you will be presented with a3

link to a processing errors report. You still need to verify the data as some fields may not

be contained in the datafile

Enter the path and file name to upload: | Browse.. |

Main Menu
System Help
Logoff

e C(Click on the Browse Button
o Navigate to where you have the file saved
o Select the file

e Click on the Upload Button

Updated 7.21.11 11
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Completing Your Session

When you have entered your data and are ready to log off, please update the screen showing
the date through which all transactions have been entered

Property Status
SUF HBW1Z2 Run: 07/13/2011(15:08)

MITAS

Retrieve Property: |0001 | [ Retrieve

Screens

Property Status Property: 99934a0aaaaa Name:

. Property Address: rnone Number: | Ext:
Main Menu (000) 000-0000 0000
System Help (000} 000-0000 0000

Fax Number:
Logoff (000} 000-0000

Fizcal Year End: 00/00

Compliance Data Entered Through: l:l (MM/DDIYYYY)

Project Stage Date

Important Notes:

Do not use the back button or arrow on the browser. Use the back button on the Mitas
screen.

Turn off your Pop-up blocker(s) especially if you are doing a NAHMA Upload
Check out FAQ regularly by going to our website:

http://www.dca.ga.gov/housing/HousingDevelopment/programs/complianceNews.asp

Questions or problems should go through your Mitas User for your company.

Updated 7.21.11 12
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