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I. How do I log-in?

Monday, March 2, 3003

Certification—_

n Lines

Powered by @od

To chamge your moer mame password Chck Here >3

© ADD. All Rights Resarvad

Enter into the address box of your internet browser, the address that the
Agency provides and click on the ‘GO’ button.

This is the first screen that you will see.

PLEASE NOTE: The first time you log-in the system, you will be
taken to a second log-in screen. If this is your first time to log-in,
please see the next page, 1A, for further information.

Revised 2-16-06

After entering the name and password, click on the red ‘Enter’ button or
press ‘Enter’ on your PC keyboard.

You are now logged into the Certification On-Line reporting system and
will be taken to the Project List assigned to you.

Help Contact
Home \Log out / Us
o, o

Certification
-n Line Application Oriented Designs, Inc.

This menu bar appears above all of the screens within COL. Whenever

you wish to exit the system, please use the ‘Log Out’ icon @ on this
menu bar.
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I-A. First Log-In Is Different

Certification—

ﬁn Lines
I Powered by 300

User Name/Password

Confirm Password

© ADD. All Rights Resarued

<+ The first time you log in to the Certification On-Line reporting system,
your User Name and Password will be one that your management
company assigns to you.

< On this screen you will enter a new ‘User Name’ and a new ‘Password’.

4+ PLEASE NOTE: You will be taken to this screen on the first time
only to allow you to establish codes known only to you.

<+ When you have entered the required information, click on the red ‘Enter’
key or press ‘Enter’ on you PC keyboard.
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Il. List of Projects Assigned to You

Home User Help Contact

Set-up \ Log Out / Us
\ . .

Powered by 80d
Welcome, Test Manager! Tuwesday, August 16, 2005

Certification  pppiication Oriented
~n Line

Upload Annual Owner
Annual Owner — ceptification
Certification Proceed

to Bldgs

All of the properties that are assigned to your User Name will be
displayed here by the LIHTC Project ID number. Next to the ID number
is displayed the name and address of the property.

In the boxes next to the address is listed the status of the Annual Owner
Certification for the current reporting period. Now it displays ‘Not
Submitted’ and the date field shows 00/00/00. This will be updated
when the Annual Owner Certification is processed.

To choose the property to work with, place the cursor of your mouse on
the circle next to the Project ID of the property and click.

At the top right hand corner of the Projects box are two buttons:
A. Annual Owner Certs; and
B. Proceed to Buildings

To access the Annual Owner Certification process, place the mouse
cursor on the ‘Annual Owner Certs’ button and click.

On-Line certification Instructions - Detail Format



I11. Annual Owner Certification

A. Completing the form

Revised 2-16-06

. Annual
Enter R rt
n erP e: o Update o, bmit Owner Cert Form
Certifivation

gp Line Application Oriented Designs, Inc.

b Lodate [ Sutenn Wb Annual Owner Cen Form

1 The project meets the minimum requirements of;: (check ane) Enter dates of reportin g pe riod
" 20-30 test under Section 42{g)(1){A) of the Code and answer questions as

& 40-60 test under Section 42 ) of the Code appropnate.

(" 15-40 test for "deep rent-skewed” projects under Section 42{g}(4) and 142 (d)(4)(E) of the Code

2 There has been no change in the applicable fraction (as defined in Section 42(c)(1)(B) of the Code) for any building in the project:
& WOCHANGE ( CHANGE

3 The owner has received am annual Tenant Income Certification from each low-i resident and documentation to support that

|

& vEs T nNo

The Annual Owner Certification form is ready for completion. The
property information is automatically entered into the fields on the first
three lines.

The first entry you will make on this screen is to enter the beginning
and ending dates of the reporting period you want to submit. You need
enter only the numbers without any separating marks. For example,
010102. The numbers will then be converted to 01/01/2002.

There are 14 questions the owner is required to answer. Each question
has a default marking. To change the answer, place your mouse cursor
on the circle that indicates the correct answer, and click.

To move through the page, you can use the ‘Tab’ key on your PC
keyboard or place your mouse cursor on the blue vertical bar on the right
side of the screen and click.

Question number 14 addresses whether or not there has been a change
in Ownership, or in the contact person for either the Ownership entity or
Management of the property. If no change, answer the question with a
‘Yes”.
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< If a change has occurred, answer question 14 with a ‘No'.

‘Certification

‘g‘n Line Application Oriented Designs, Inc,

Powsred by 300
We#:nr:‘l-n. fadeinredaiecia m owner for 37-00707 1 Monday, August 4, 2003
= v

44, 1fthe incame af tenants of & low-incame unit in & building increased shave the Section 43{gHZ)D)E) limit, the next svaitable wnit
* smalar sire in that building was or will ba rented to residents having a qualifying incomea:

= ves C wo

12, A= ded | hewsing as described in Saction 22(h){c) was in effect, including the req: d
* thatan owner cannot refuse bo lease a unit in the project to an applicant halds a voucher or certificate of eligibility under Section £
Act of 1937, 42 1.5.C. 14375, Owner has not refused to lease a unit to an applicant based solely on their status as a holder of 2 Sec

& wocwangE T CHANGE =

13. The owner received its credit allocation from the portion of the state ceiling set-aside for a project involving “quakified non-profit «
a Py 3

sm':n:::h]ts] of the Code and its non-profit entity materially participated in the af in the mean
o [« 2
i = vEs C wo T na
Tha o ni hianga i th Gwesrship o e it of tha praject:
14, nga i Gamis praj

© ves & o

=+ When ‘No’ is chosen, three options appear. Place the cursor of your
mouse on the appropriate choice and click.

1. The ‘Ownership Transfer’ button will take you to this screen.

Update Clealr Entry

Certification S :
y Line Application Oriented Designs, Inc.

Welcome, jadeinefatecka m owner for 3700101 | 0
Transfer of Ownership
Date of Change: [|
T |
Legal Owner First: [ |
widdle: [

Last: |

General Partnership: |

Status of Partnership: |

=+ To enter the information, place the cursor of your mouse on the first
white box and click. You can use the ‘Tab’ key in addition to your mouse
to move through the page.

<+ When complete, place the cursor of your mouse on the ‘Update’ button
and click. You will return to the Annual Owner Certification screen.

Revised 2-16-06 On-Line certification Instructions - Detail Format
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2. The ‘Owner Contact Change’ button will take you to this screen.

Update Clear Entry

Certification o .
Line Application Oriented Designs, Inc.

Weilcome, jadeinelaiecia m owney for 87-00101 1
Change Owner Contact

<+ To enter the information, place the cursor of your mouse on the
first white box and click. You can use the ‘Tab’ key in addition to
your mouse to move through the page.

< When complete, place the cursor of your mouse on the ‘Update’
button and click. You will return to the Annual Owner Certification
screen.

3. The ‘Management Contact Change’ button will take you to this
screen.

Certification i ) Cancel
‘gﬂ Line Application Oriented Designs, Inc.

Welcome, fadeinelarecia m owner for 37-00701 !

Date of Change: ,_ Contact First: ]—
[ maddle: [ |
I s [
| i O
Cityr | fm [ [
Statw: [_- E-mail: |
zocode: [ |

Management Co. Name:

Management Addressi;:

Address2:

—

4+ To enter the information, place the cursor of your mouse on the
first white box and click. You can use the ‘Tab’ key in addition to
your mouse to move through the page.
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<+ When complete, place the cursor of your mouse on the ‘Update’

button and click. You will return to the Annual Owner Certification
screen.

< If you wish to stop at this point and not print or submit the form;

a. To save the information, place the cursor of your mouse on
the ‘Update’ button and click; and then

Update

Certification TR ’
ﬁvﬂ Line Application Oriented Designs, Inc.

Powered by 200 Close
Weicome, jadeinelatecia m owner for 97-00701 ! Monday, August 4, 200

Annual Owner Certification biiczie [ bt B Annesl Duner Cert Form M Cine |

Ownar Tax ID1 [ [1aduinaiats

Last Cert Ending: I 12/31/2001 Type of Certification:

New Certification Pesiod: [01/01/2002  to |12/31/2002

Project ID: [849-00

g
1 The project meets the minimum requirements of: (check one)
" 20-50 test under Sediion 42{(g){1}{4) of the Code

¥ 40-60 test under Section 42(g)(1)(8) of the Code
" 15-40 test for "deep rent-skewad' projects under Sectian 42{g)}(4) and 142 (d)(4)(8) of the Code

2 There has bean no change in the applicable fraction (as defined in Section 42(c)(1)(B) of tha Code) for any building in the project:
@ wocHawee CHANGE

3 The owner has received an annual Tenant Income Certification from each low-income resident and documentation to suppart that
& ¥Es  no

|
al 1 .

b. Place the cursor of your mouse on the ‘Close’ button and
click. You will return to the ‘Projects’ screen, where you began.

Home User Help Contact
Set-up \ Log Out / Us

N,

Application Oriented
Designs

Powered by @80d
Tuwesday, August 16, 2005

Upload Annual Owner
Annual Owner Certification
Certification Proceed

to Bldgs
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B. Printing the Form

= The completed Annual Owner Certification form can now be printed. To
print the form, place the cursor of your mouse on the ‘Annual Owner
Cert Form’ button and click.

Annual Owner Cert Form

Certification A e 2
Line Application Oriented Designs, Inc.

FOSinMatecia m owner oy O7-00101 !
Annual Owner Certification

Ownar Tase 101 | 7000000001 [isdeinelstesis e foe 97-00101
Last Cert Endling: | 12/31/2001 Type of Certification:

New Certification Period: | 01/01/2002 to

4, The project meets the minimum requirements of: (check one)
" 20-50 test under Saction 42(g)(1}(A] of the Cade

1% 40-50 tast under Saction 42(g)(1){B] of the Code
" 15-40 test for "deep rent-skewed” projects under Section 42{g)(4] and 142 (d){4}{B) of the Code

9, There has been na change in the applicable fraction (as defined in Section 42{c)(1)(8) of the Code) for amy building in the project
*  NO CHANGE T CHawGE

3, The owner has received an annsal Tenant Income Certification from each low-income resident and documentation to suppart that
* ves © no

sl 1 ;l:l

=+ The completed form will display in a view window for review. If
everything is correct, place the cursor of your mouse on the print icon in
the top left hand corner of the page and click. This will send the form to
your printer

Certification 5
‘gln Line
OWNER'S CERTIFICATE OF CONTINUING PROGRAM COMPLIANCE =
¢ Application Oriented Designs, Inc. §100 NW 36th Street Suite 102, Miami , FL. 33178-2432
/ Certification From: To:
E Dates: January 01, 2002 December 31, 2002
Primt Project Name: | Project Moz
Union Flace Apartrnents 29-09
Project Address: City: | Zip:
5201 South Union avanue Des Maines | 50315-0000
Tax ID & of
Ownership Entity: F-000000001

a4 i Sarvice but ounas shects 1o begin crad panad in the faliening vear
s check the appropiats box and proceed to page 2 to sign aed date this fom.

on behalf of

er”), hereby certfies that:

o change in the applicable fraction (as o
ject:
[ CHANGE

+«+ The completed form can now be executed (BLUE INK, please) and
notarized. Please send the executed original to the Agency and keep a
copy for your files.
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C. Internet Submission of Annual Owner Certification

PLEASE NOTE: Only the Management Company can submit
the Annual Owner Certification Form.

<+ To submit the Annual Owner Certification, place the cursor of your
mouse on the ‘Submit’ button and click.

Submit

Certification

n Line Application Oriente Designs

<+ A pop-up box will ask if you are sure you to want to submit the Annual
Owner Certification. If you are ready, place the cursor of your mouse on
the ‘OK’ button and click. If you are not ready, place the cursor of your
mouse on the ‘Cancel’ button and click..

<+ If you answer, ‘Yes’, an email window will open. The ‘To’ and ‘Subject’
are already filled in. There is no need to add anything more. Place the
cursor of your mouse on the ‘Send’ button and click. The Agency will be
notified that your Annual Owner Certification has been filed.

Certification
Line

—— Submit
/

Application Oriented Designs, Inc.

‘Monday, August 18, 2002
e P o B

Welcome, jademelaiecis m owner for 9700101 |
Annual Owner Certification

Preject ID: [ B9-09 | Unian Place Agarments
Caner Tax 10: [ £-0000 B
X w e L]
Last Cert Ending: | 12 e [ vatoias com copy - ﬂ
| e o
New Cantification Peried: [ 0170172003 4 § soos i
| S.iject: [T o Tonant Peame Comhiaiivns submasin [Bublieg 10 FLES 0000 E —

=) 7] Do (o (G A SE] | oo e

|
1. The project meets the minimurm

(" 20-50 test undar Saction 43 {ﬂ
b
& 40-50 test undar Section 43
" 13-40 test for "deep rent-s e
[

et FEe [

(7 NOCHANGE [ CHANGE

3. The owner has received an annual Tenant Income Certification from each low-income resident and documentation to support
th ific ation:

& vis r wo
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= You will be returned to the ‘Projects’ screen, where you began. The first

Revised 2-16-06

‘Annual Owner Cert Status’ box now shows ‘Submitted’, the second box
shows the date of submission.

Submitted

Certification i ;
Line Application Oriented Designs, Inc.

Welcome, fadeinelatecia m owner for 97-00101 !
Projects iz
[Geiect [ Prosect 10 | Wame ofthe Doviopment | Addres |

® B5-09 Union Place Apartments

5201 South Union Avenue

[ 91-42 North Park Placs 1322-24, 1326-28, 1330-32 8th; NOT SUBMITTED
e

JRATST Red Rocks Estates

2207 East 12th Street

NOT SUBMITTED

Total Number of Projects:

Date

PLEASE NOTE: The Annual Owner Certification Form

is to be filed on an Annual basis
along with the Occupancy Data.

On-Line certification Instructions - Detail Format
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V. List of Buildings within a Project

= At the top right hand corner of the Projects box are two buttons:
a. Annual Owner Certs; and
b. Proceed to Buildings

Certification

“ n Line Application Oriented Designs, Inc.

Welcome, jadeinelatecia m owner for 87-00101 !
Projects

[Sec | Proectio | Wameottoevovaopmet | Mairess ]
[ B85-09 Union Place Apartments 5201 So

South Union Avenus

SUBMITTED

(o 51-42 North Park Place 1322-24, 1326-28, 1330-32 Bth; NOT SUBMITTED

C

JRATST

Red Rocks Estates 2207 East 12th Strest NOT SUBMITTED

Total Number of Projects: 3

Proceed to
Buildirmgs

=+ To access the buildings within a project, place the mouse cursor on the
‘Proceed to Buildings’ button and click.

View Details Submit Tenant Certs Proceed to Units

Certification
n Ling

Welcoms, Tust Managu |

Upload Repovrting
Building Period
Data

= All of the buildings in this project will be displayed in the order of the IRS
Building Identification Number (the “BIN”).

=+ At the top of the Buildings box are seven buttons:
Upload Building Data,;

View Details;

Change Report Period

Submit Tenant Certs;

Proceed to Unit;

Reports; and

g. Close

~ooo0 o

=+ To choose the building to work with, place the cursor of your mouse on
the circle next to the BIN of the building and click.

Revised 2-16-06 On-Line certification Instructions - Detail Format



<+ Upload Building Data will be discussed in Section VIII.

=+ To view the specifics of the building, place the cursor of your mouse on
the ‘View Details’ button and click.

Certification

gp Line

View Details

Application Criented Designs, Inc.

Welcome,

1a m owner for 97-00101 !

Powersd by 200

Tuesday, August 5, 2003

[ Project 1Dt | g3-05

Bur!dmgs ep o
mm

FL-25-0000% | 01 ut of complianee | Not tested In compliane NOT READY | 00
{ FL-89-00063 | 01/01/91 | 12/31/99 | Out of compliance | Not testad In compliance NOT READY | 00/00/00
€ | F-e9-00066 | 01/01/91 | 00/00/00 | Out of compliance | Not tested In compliance NOT READY | D0/00/00

= This is a view only screen. You cannot enter any information here. If
there are errors, contact the Agency.

Certification

‘g/n Line

Welcome, jadei

Application Oriented Designs, Inc.

ia m owner for 97-00101!

Powered by 200

Tuesday, Avgust 5, 2003

( Projact ID; [3-03

[Grion Place Apartmert

Building ID:

Building Detall Information

BUILDING ADDRESS
FL-85-00009

Address 1:

EBT7 South Drive

Address 2:

City:

Des Maines

State:

FL

Zip Code:

50315-0000

County:

Brovard

Close to Return fto

Building Listjng

TOTALS

Number of Units: m
aFaotage:

BUILDING COMPLIANCE STATUS

Last Tested on Last Report Ending Data Status
RS 03/06/03 12/31/01 Dut of compliance
Agency 03/08/03 12/31/01 In compliance k
Home 00/00/00 12/31/01 Nol tested
\ N, J -
~ =l
Compliance

status as of last
reporting period.

= The information displayed in the Building Compliance Status box is
current as of the last reporting period.

= To exit this screen and return to the ‘Buildings’ screen, place the cursor
of your mouse on the “Close’ button and click.

=+ Change Report Period will be discussed in Section VIII.

Revised 2-16-06
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V. Units within a Building

=<+ To access the units within a building, place the cursor of your mouse on
the “Proceed to Units’ button and click.

Application Oriented Designs, Inc.,

Powered by 200

Welcome, jadh ia m owner for 97-00101 ! Tuesday, August 5, 2003

[ Project ID1 | 65 [Union Place Apartments | 5208 Soush L

FL-89-00053 | 01/01/91 | 12/31/99 | Out of compliance | Not tested In compliance EADY | 00/00/00

FL-85-00066 | 01/01/91 | 00/00/00 | Out of compliance | Not tested In compliance NOT RENDY | 00/00/00

Proceed to Units

= All of the units in this building will be displayed here by unit number.

. New Tenant View /Update Delete
Unit Cert Current Tenant Cert Tenant Cert
Definition

Certilication AN :
ﬁn Line Application Oriented Designs, Inc.

i Tuesday, August 5, 2003 ClOSe

Welcome, jadelpeiatecia m owner for 9F-00101!

Building ID: -E3-00003

Units bhicw Tenars Cert [Bbuian | Update Gy te Tenant Certe Rpiaves et I} on
m Head of Household Last Cart O ate R;:::‘;U
000-00-0000 00/00/0} o

A101 HEW TENANT 34 :-na-aaai 03/03/0 NS

DUG-DU-CD*

e |

¥

AA-1 o VACANT == 00/00/0f NO

oL/o1/ol

Unit
Transfer

~

0 New Tenant In unit XXX

Moveout

=+ At the top right hand corner of the Units box are seven buttons:
Unit Definition;

New Tenant Cert;

View/Update Current Cert;

Delete Tenant Cert

Move out;

Unit Transfer; and

g. Close

~ooooTp

=+ To choose the unit to work with, place the cursor of your mouse on the
circle next to the unit number and click.

Revised 2-16-06 On-Line certification Instructions - Detail Format
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A. Unit Specifics

=+ To access the specifics of a unit, place the cursor of your mouse on the

Unit Definition

Certification

Line Application Oriented Designs, Inc.

Powered by @00
Tuesday, August 5, 2003

)

Weicome, jadeinefatecia m owner figf 97-00101 !

[ Building ID: | FL-g3-00009

Units

Unit Dz finition_ B Hea

e e o]
** YACANT **
C A1D1 NEW TENANT 343-00-3434 03/03/01 RO
9 AA-1 == WACANT ** 000-00-0000 00/00400 KO
o W00 New Tenant in wnit 20 333-35-5555 oifoifor MO

‘Unit Definition’ button and click.

New

Cemﬁcatmn B
Line Application Oriented Designs, Inc.

Powerzdby @0d

Welcoie, jadeinelatecia m owner for §7-00101 ! Tuesday, Auglst 5, 2003

[ Building 1D: | FL-B5-00005

Unit Definition bricy Wb icn | Update b Delzte (9 Ciosz |

e e e

Head of Household
&
C A101 i 1,000 Oceupied EW TEMANT Close
C A~y L 1,000 Vacant
C 0o 2 1000 Booupied Meew Tenant in unit XXX

= At the top right hand corner of the Unit Definition box are four buttons:

1.

2.
3.
4

Revised 2-16-06

New;
View/Update;
Delete; and
Close

On-Line certification Instructions - Detail Format
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B. Create a New Unit

<+ To create a new unit, place the cursor of your mouse on the ‘New’
button and click.

Certification L "
n Line Application Oriented Designs, Inc.

Welcome, jadoineiamcia m owner for 97-00107 |

Unit Description

- Belmck Unit Type - =

L
Unit Designation

E—

Tax Exempt Unit [T

AsoE unit [T

Othar [T
- »

m Unit Number Correction
N Unit Nurmber: |

<+ Create the unit by entering the information in both the ‘Unit Description’
box and the ‘Unit Designation’ box.

<+ To enter the information, place the cursor of your mouse on the white
boxes and click. You can use the ‘Tab’ key in addition to your mouse to
move through the page. To choose a ‘Unit Type’, place the cursor of
your mouse on the down arrow and click, then choose.

<+ Place the cursor of your mouse on the blue ‘Update’ button and click.

C. Update Existing Unit

4+ To make changes to an existing unit, choose the unit you want to change,
place the cursor of your mouse on the circle next to the unit number and
click.

Certification

.n Line Application Oriented Designs, Inc.

Pawered by 200
Welcome, jadeinelatecia m owner for 97-00101 ! Monday, August 25, 2003
Building ID: [ FL-25-00065
nit. Def init
@ 101 YAYA 223-00-2323 03/03/99 YES
44
Y 102 ** VACANT ** 000-00-0000 00/00/00 o
/ (sl 103 Tom Jones 252-22-3333 05/15/99 Ho
(sl 104 ** VACANT ** 000-00-0000 00/00/00 no
[ ] Done [ [ [@miemet A

Revised 2-16-06 On-Line certification Instructions - Detail Format



# Place the cursor of your mouse on the ‘View/Update’ button and click.

View/Update

Certification

Line Application Oriented Designs, Inc.

Powered by 200
Welcome, jadeinelaiecia m owner for 97-00101! Tuesday, August 5, 2003

| )

[ Building 1D: [ FL-85-00003

Unit Definition I b el |

® Vacant

102 1 1,000
(o] ALOL 1 1,000 Occupied NEW TENANT
(8] ARl 1 1,000 Vacant
(o] 00 a 1,000 Occupied New Tenant in unit XXX
A ——

= You can change information in both the ‘Unit Description’ box and the

Revised 2-16-06

‘Unit Designation’ box.

Certification

Line Application Oriented Designs, Inc.

Paowered by 200

Weilcome, jadeinelatecia m owner for 97-00101 | Tussday, August 5, 2003
Buitding 104 [Fi25-00 /
Unit Description fupsuie i cance |

Unit Number: | 102

Mumber of Badrooms: |1

Unit Squere Feet: | 1,000

Unit Type:

weree Selact Unit Type ~=---- 3

Unit Designation

LIHTE it @

HOME Unit ¥ & Eiad " flaating

Tax Exampt Unit [~
AHD? Unit [~
Other [

M Unit Number Correction ?

Nawe Uit Numbart

To change the information, place the cursor of your mouse on the white
boxes next to the category and click. You can use the ‘Tab’ key in
addition to your mouse to move through the page. To choose a ‘Unit
Type’, place the cursor of your mouse on the down arrow and click, then
choose the type.

If the unit number is incorrect, place the cursor of your mouse on the
white box next to ‘Unit Number Correction’ and click.

Enter the new unit number.

Place the cursor of your mouse on the blue ‘Update’ button and click.

On-Line certification Instructions - Detail Format



D. Delete a Unit

=+ To delete an existing unit, choose the unit you want to delete, place the
cursor of your mouse on the circle next to the unit number and click.

Certification

Line Application Oriented Designs, Inc.

Powered by 800

Welcome, jadeinelatecia m owner for 97-00101 ! Monday, August 25, 2003
( Building ID: [FL-23-00086
Units Unit Dzt inition W New Tenart Cert b iew / Update Gumert Tenart Cert [ Delete Tenant Certs [ iove o [ Uit Transter (B Close |
Ready to
Select Head of Household Last Cert Date
Submit
YAYA 223-00-2323 03/03/99
/"(" 102 % VACANT ** 000-00-0000 00/00/00 KO
/ © 103 Tom Jones 252-22-3333 05/15/99 N
(ol 104 ** VACANT ** 000-00-0000 00/00/00 NO
& Done [ [®intermet A

Certification

Line Application Oriented Designs, Inc.

Powered by 800 Delete

Tuesday, August 5, 7
Unit Definition

m—

Welcome, jadeinelatecia m owner for 87-00101 !

[ Bullding 10t [FL-ss-coo0s |

o]

NEW TENANT |

Vacant
Occupied

102
Altll. L 1,000

Vacant

New Tanant in unit 300

Occupied

<+ Place the cursor of your mouse on the ‘Delete’ button and click.

Revised 2-16-06 On-Line certification Instructions - Detail Format



Certification
‘ﬁ’" Line Application Oriented Designs, Inc.

Powerad by @0d

Welcome, jadeinelatecia m owner for 97-00101 ! Tussday, August 3, 2002

([ suteins so: )

Unit Definition

Il NOWETTE ETEE ETTE

{20 T T B V2 S T Y S
& 102 1 ! 1,000 ! Varsnt !

L ! YT —
C AAe1 1
C o 2 "‘:":I‘J Are you sure you want to delete this Unit ?  Tanant in unit xxx

e - ] e iy

Cd o |

<+ You will be asked, “Are you sure you want to delete this unit?’ If yes,
place the cursor of your mouse on the ‘OK’ button and click. If no,
place the cursor of your mouse on the ‘Cancel’ button and click.

+ Be sure this is what you want to do before clicking ‘OK’. The
unit cannot be retrieved after it is deleted.

Revised 2-16-06 On-Line certification Instructions - Detail Format
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VI. Resident Processes

A. New Certifications and Recertifications

% To process a new certification, both for a new tenant and to recertify an

existing tenant, place the cursor of your mouse on the ‘New Tenant
Cert’ button and click.

New Tenant Cert

Certification

&n Line Application Or'ented Designs, Inc.
Powered by 800
Welcome, jadeinelatecia m owner for 97-00101 4 Tuesday, August 5, 2003
[ Bullding ID: | FL-53-0000%
Units b Uit D initioe B0 View J Updse Tenant bitoveoue b Uit Transter i Ciose |
e T T
VACANT * 00/00/ 00 O
[ A101 HEW TEMANT 343-00-3434 03/03/01 NO
c AA-1 & YACANT ** 000-00-0000 00/00/00 NO
Il 3000 Haw Tanant in unit 3001 323-35-5535 oL/01/01 NO
Enter Reporting Update Tenant Income

Period

Certification el : :
' H A ication Oriente Jesigns, Inc.
«n Line Application Oriented Designs, |

Cert Form

Ready to
[ Submit

Project IDA [ 55-05 [union Place Agartmaent

Building IO & 3 Unit 1D: | 102 us:&;::’; 13/31j01

e h:::;:g pifot e [z Currant Unik Status: | Marcet Fate

General Information

Household

C—) Income
\,

Assets

Unit Rent

= At the top right hand corner of the ‘Tenant Certification’ box are three
buttons:

1. Update;
2. Tenant Income Cert form; and
3. Close
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+ On the left hand side of the screen, under the ‘Tenant Certification’ box

is a box that contains five blue bars;
General Information;
Household;

Income;

Assets; and

Unit Rent

ogkrwhPE

If the white boxes next to ‘New Reporting Period’ are blank, enter the
beginning and ending dates of the reporting period that you are working
with. You need enter only the numbers without any separating marks.
For example, 010102. will then be converted to 01/01/2002.

A-1. Head of Household Information

4+ Place the cursor of your mouse on the first blue bar, ‘General

Revised 2-16-06

Information’ and click.

Certification b, AN L
Line Application Oriented Designs, Inc.

L

ssacial = =
Additional Household Data

General Information

Hore Phone; [ooa [eoa [ooon Work hone: [0 [200 [o00e

Three blue boxes will open

1. Head of Household Basic Data;

2. Head of Household Basic Data 2; and
3. Additional Household Data

To enter the information, place the cursor of your mouse on the white
boxes and click. You can use the ‘Tab’ key in addition to your mouse to
move through the page. To choose from a drop down box, place the
cursor of your mouse on the down arrow and click, then choose.

Please Note: Some boxes (Type of Certification, Last Certification and
Family Size) are grayed out and will not allow you to enter data. These
boxes will be populated with information from other screens

To save the information and/or exit the screen, place the cursor of your
mouse on one of the other blue bars and click.
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A-2 Additional Household Members

=+ Place the cursor of your mouse on the second blue bar, ‘Household’ and
click.

Certification

r Line Application Orviented Designs, Inc.

Welcome jadeinelatecia m owney for 97-00101 |
Tenant Certification

Progect (D1 3 Plate Aoartment
Building 10+ | FL-25-000 unit 100 | A0z

Hew Reporting Peried) to Current Unst Status: i e

OENERAL INFORMATION B>

UNIT RENT [

Household

=+ A dark blue box, ‘Household Composition’ opens up. Here you choose:
1. To add additional household members place the cursor of your
mouse on the blue ‘New’ button and click;
2. To view or update existing household members place the cursor of
your mouse on the blue ‘View/Update’ button and click; or
3. To delete existing household members place the cursor of your
mouse on the blue ‘Delete’ button and click.

<+ When you click on the ‘New’ and ‘View/Update’ buttons, two blue boxes
open;
1. Household Member Basis Data; and
2. Household Member Demographics

‘Certification

Line Application Orisnted Designs, Inc.

Walcoms, jadeinalaects m ownor for 8700701 |
Tenant Certification

prajoct a0t fomos | aca Apa
Suilding 10 [Fzsonoos uniteoe [azer
New Reporting Pariods [000002 se [czoe:

Mambar Name Birth Date Age

UNEORN CHILD
Eala

Household
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=+ To exit the Household section, place the cursor of your mouse on one of

To enter the information, place the cursor of your mouse on the white
box and click. You can use the ‘Tab’ key in addition to your mouse to
move through the page. To choose from a drop down box, place the
cursor of your mouse on the down arrow and click, then choose.

When complete, place the cursor of your mouse on the ‘Update’ button
and click.

Each additional household member is displayed here as they are
entered and the number of household members shown in the white box,
‘Family Size’.

If there are full-time students in the unit, the number shows in the white
box, ‘Full-Time Students’.

Certification o .
TN Line Application Oriented Designs, Inc.

Weltone, RtenaEcR m owne for §7-00107 Tuesday, Awgust 5, 2003
Tenant Certification

Tenant Kama: [ NEw rENANT ~ h;..‘t::
Brogect (01 [ =515 [Unian Blees 2 "
Bulding ¢ [Flsstonns e T T Laat Rapest Endings [12 3000
Mew Rescrting Percdi [c0007 b [mroion Carvent Ut Statoms [ imme

Household Composition ™ DT e

Dcrupation Type

Full-Trme stsdents. [

Household

the other blue bars and click.

A-3. Household Income

=+ Place the cursor of your mouse on the third blue bar, ‘Income’ and click.

Revised 2-16-06

New View/Update

'Certification ; _
n Lii Application Oréented Designs, Inc.

Walcoe, jodvinstatocis m owner for §7-00101 |

Currant Unt Status:

L3 DT T

Income

On-Line certification Instructions - Detail Format
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<+ A dark blue box, ‘Household Income’ opens up. Here you choose:

1. To add income information for household members place the cursor
of your mouse on the blue ‘New’ button and click;

2. To view or update existing income entries place the cursor of your
mouse on the blue ‘View/Update’ button and click; or

3. To delete existing income entries place the cursor of your mouse on
the blue ‘Delete’ button and click.

+ When you click on the ‘New’ and ‘View/Update’ buttons, a blue box,

Revised 2-16-06

‘Income Data’ opens.

Certification o )
Line Application Oriented Designs, Inc.

Welcome, jdeinefdecia m owner for 0700701 ! Tuesday, Augest 3, 2003
Tenant Certification

ot NEWE TEMANT
Projuct D |E5-09 I n
Building [D: unitto: | asod

Pew Raparting Renod [ Current Unit Status v

\ J

GENERAL INFORMATION [

Calculate

To enter the information, place the cursor of your mouse on the white
boxes and click. You can use the ‘Tab’ key in addition to your mouse to
move through the page. To choose from a drop down box, place the
cursor of your mouse on the down arrow and click, then choose.

The blue ‘Calculate’ button opens up a window to assist you in the
calculation of annual income. Place the cursor of your mouse on the
white boxes and click to enter the specifics of the wages. Use the cursor
of your mouse to click on the down arrow to open a list of different pay
frequencies. When the information is complete, click on the blue ‘Apply’
button to enter the number into the ‘Annual Income’ box.

When complete, place the cursor of your mouse on the ‘Update’ button
and click.

Each income entry is displayed here as they are entered and the total
Annual Income shown below.

On-Line certification Instructions - Detail Format
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Application Oriented Dasigns, Inc.

Weicome, fadoinedatocia m owner fov 97-00701 | Twesday, August 5, 2003

# WEW TENAN r m;‘dh::; @
ergjaet 100 [ an- i Placa Agmctmsit

suilding 10 [Fass0cos Un 100 | Ao Last Report Ending: [o2/o1i0o
Haw Regarting Paned: |01 2 oz z Curment Unit Status coma

Income

= To exit the Income section, place the cursor of your mouse on one of the
other blue bars and click.

A-4. Household Assets

=<+ Place the cursor of your mouse on the fourth blue bar, ‘Assets’ and click.

Certification

New View/Update

Application Orbented Designs, Inc.

Assets

<+ A dark blue box, ‘Household Assets’ opens up. Here you choose:

1.

2.

Revised 2-16-06

To add asset information for household members, place the cursor of
your mouse on the blue ‘New’ button and click;

To view or update existing asset entries, place the cursor of your
mouse on the blue ‘View/Update’ button and click; or

To delete existing asset entries, place the cursor of your mouse on
the blue ‘Delete’ button and click.
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< When you click on the ‘New’ and ‘View/Update’ buttons, a blue box,
‘Assets Data’ opens.

Certification - »
n Line Application Oriented Dasigrs, Inc

Welcome, [ademelstecia m owner Jor §T-00107 |
Tenant Certificati

Project 10= [Zm0x Flace Apamant
Bulding 103 [Fss-n0o0e unz e [zad Last Repart Ending: £o2 000
Mem Repurting Pancd s e [

---------

oo

Assets

=+ To enter the information, place the cursor of your mouse on the white
boxes and click. You can use the ‘Tab’ key in addition to your mouse to
move through the page. To choose from a drop down box, place the
cursor of your mouse on the down arrow and click, then choose.

<+ When complete, place the cursor of your mouse on the ‘Update’ button
and click.

<+ Each asset entry is displayed here as they are entered and the total
Annual Income shown below.

Certification

ted Designs, Inc.

Assets

=+ To exit the Assets section, place the cursor of your mouse on one of the
other blue bars and click
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A-5. Unit Rent

Revised 2-16-06

Place the cursor of your mouse on the fifth blue bar, ‘Unit Rent’ and
click.

Certification

Line Application Oriented Designs, Inc.

Welcoms, jaoemalarscia m owner fov ST.00401 | Tossday, August 5, 2003
Tenant Certification

Tanant Mame: i T HAR I “esfb:riut @
Prmjeet 1Dt r— [ ca Aparimont
Buiding 101 I— Lng 10 ,A.'— Last Report Ending ,—
Farn Raperiing Pured: l_ ] i_ Currant Linit Statusi I—

LY
7

¥,

Rant Changs Daba: ;}
Tenant Peid Rents | 200

Mandatary Chargan: raF

Rantal Subsidyi | 15
Utilety Allommros: | 12 (Meta: luasa arnar thic ameurt anly il pad &y tha Tasam)

Groas Rank: [Tenaat Paig Rerr+ Wasdasory Charges = Unley &llgsance]

Unit Rent

A blue box, ‘Unit Rent’ opens up. The different components of “Gross
Rent’ are listed here.

To enter the information, place the cursor of your mouse on the white
boxes and click. You can use the ‘Tab’ key in addition to your mouse to
move through the page.

Rent Change Date: If the rent for the unit is changed at a time other
than the time of certification, enter that date here.

Mandatory (charges): Any cost, other than rent and utilities that is
required to be paid in order to live in the unit.

When complete, place the cursor of your mouse on the fifth blue bar,
‘Unit Rent’ and click.

To exit the screen, place the cursor of your mouse on one of the other
blue bars and click
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B. Printing the Tenant Income Certification form

<+ The completed ‘Tenant Income Certification’ form can now be printed.
To print the form, place the cursor of your mouse on the ‘Tenant Income
Cert Form’ button and click.

Tenant Income
Cert Form

Certification —— : )
‘Ef" Line Application Oriented Designs, Inc.

Welcome, jadenelatects m owner for 9700701 ! d
Tenant Certification b L ats [ Tonam frcomeWen Form [ Co e |

Tanant Harma: | =+ vaCANT * r R::Trn:: @
Bagedt 10 [ 2203 T —

Bullding 10: [ Fi-s5-00003 Unit 10: | 102 L"EE:;;"; 12

Maw Report

e e | ol/ou/oa | ko |o2sp/e: Current Unit Status: | Market 2ate

L

-~

<+ The completed ‘Tenant Income Certification’ form can now be printed.
To print the form, place the cursor of your mouse on the ‘Tenant Income
Cert Form’ button and click.

‘Certification P
Eﬂ Line
TENANT INCOME CERTIFICATION = - =
O Initisl Cersfication B Recersfication [0 Other | s
I PART | . DEVELOFMINT DATA
| Property Name: Daies Pe spsmnn oty
T — ki
frime  FL S350
Print .
2 Ueheorn Child
3
5
FART 1l - GROSS ANNUAL INCOME [USE ANNUAL AMOUNTS)
i [ B [ D)
M or Wages | Soc SerurinePenwoes Buiblic 4 ssitamen Dther Income
= 1
BTALS[§ ¥ [0 OB o
A3 tonals &om (4] ferwugh (DY 5 Tam
FART I\ ESCOME FROAL
sk ay T
b = T {1 aih Ve of A Anmual Incomm from Asset
1 COuTims Depowns | 06700
TOTALS: |3 000 |5 3
Exter Colassn () Tensl Fawsonsk Fiste i

<+ The completed Tenant Income Certification form is displayed in a view
window for review. If the form is correct, place the cursor of your mouse
on the ‘Print’ icon in the upper left hand corner of the window and click.

Revised 2-16-06 On-Line certification Instructions - Detail Format



C. Mark Unit as Ready to Submit
=+ This resident certification is now complete and ready to submit.

Ready to submit

Certification

Application Oriented Designs, Inc.

Rt Chamge Data:
reansaenen [0 This will change the envelope

Mandatory Chargest [3
ot s [—— From open to closed.

Wniky Allovancer 12 [Motes Pleyye arter taix ampant oriy if gaie by she Tenwst]

iroes Bant: | [Temaee Busd Rant = Munditory Chargas = Usiliy Allowarcs.

<+ To mark the unit as complete, place the cursor of your mouse on the
white box next to ‘Ready to Submit’ box and click.

=+ The open envelope image will change to a closed envelope.

= To exit this screen, place the cursor of your mouse on the blue ‘Update’
button and click.

=<+ On the ‘Units’ screen, at the right hand side, there is a ‘Ready for
Submission’ column. This unit now displays ‘Yes'.

Certification e :
Line Application Oriented Designs, Inc.

Powered by aod

Welcome, ji ia m owney for 37-00101 ! Monday, August 25, 2003

[ Building ID: | ¢ 3

Linit D=t inition B Hee Teram Cer QI ipdats Cument T Oel T
it of e
YAYA 22 23

& VACANT ** 000-00-0000

Tom Jenes 232-22-3333 U%‘i KO

ACANT 000-00-0000 00/o0/o00

5 fi e |
o
i}

-
g
H
<
H
=
o
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D. View or Update Current Certification

=<+ To view or update a certification for an existing resident, place the cursor
of your mouse on the ‘View/Update Current Tenant Cert’ button and
click.

View/Update Current Tenant Cert

Certification e :
‘g.‘n Line Application Oriented Designs, Inc.

Powered by 300
m owner for 97-00101 ! Tuesday, August 5, 2002

Ready to
Submit

343-00-3434 03/03/01

=% VACANT == 000-00-0000 00/00/00

New Tanant in unit X000 323-35-5555 0xf01/01

=+ This process allows you to view and or update certification information
for an existing resident. The screens are the same as those used to
process a new certification or recertification.

Tenant Income
Update
P Cert Form Close

Certification o . -
v Line Application Oriented Designs, Inc.

Welcome, fadeinelaiecia m owner for $7-00101 !
Tenant Certification

General Information

Household

Income

Assets

Unit Rent

PLEASE NOTE: Recertifications for existing residents must be
processed by using the ‘New Tenant Cert’ button.
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E.

Delete a Tenant Certification

=+ To choose the unit to delete, place the cursor of your mouse on the

circle next to the unit number and click

Delete Tenant Certs

Certification

“ n Line Application Oriented Designs, Inc.

Powered by aod
Welcome, im owner for 97-00101 ! Tuesday, August 5, 2003

( Building 10+ [FLes-00008 $

(17T L 0t o I tw Tovss cot W eu  Uniate Cumant Tevane Cer U=tz =1 o P Viwois J ot Travcse i Coce

Ready to
& 102 ¥ VACANT ** 000-00-0000 00/00/00 N

(a ALDL NEW TEMANT 343-00-3434 03/03/01 NO
(a Ax-L " VACANT =% 000-00-0000 00/00/00 NO
(a poid New Tenant in unik 000 333-35-3555 01/01/01 NO

<+ To delete a tenant certification, place the cursor of your mouse on the

Certification

‘Delete Tenant Cert’ button and click.

Line Application Oriented Designs, Inc.

Welcome, mowner for 97-00101 !

[Building Dt | FL-96-00333 Unit ID: IM

(Re)Certifications
o o Date

L oajorsea | ooinosog
03/03/01 00/00/00

++ Only Resident certifications in the current reporting period can be

+

A list of certifications for the resident is displayed. The certifications in
the current reporting period, are darker. Choose the certification you

want to delete by placing the cursor of your mouse on the desired entry
and click.

=+ To delete the selected entry, place the cursor of your mouse on the

Revised 2-16-06

‘Delete’ button at the right hand corner of the (Re)Certifications box and
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= You will be asked, “Are you sure you want to delete this certification? If
yes, place the cursor of your mouse on the ‘OK’ button and click. If no,
place the cursor of your mouse on the ‘Cancel’ button and click.

Certification

gﬁ Line Application Oriented Designs, Inc.
Powered by 200

Welcome, jadeinelatecia m owner for 87-00101 ! Monday, August 25, 2003

Unit 1D; | AL

Building 1Dz [Fi-35-00333

(Re)Certifications
I

Microsoft Internet Explorer E| g e

03/03/01 JOHN DOE
03/03/01 JOHN DOE 3/ Are you sure you want to delete this Certification? |/22 00/09/00

+ Be sure this is what you want to do before clicking ‘OK’. The
certification cannot be retrieved after it is deleted.

F. Move out a Resident

< To choose the unit to work with, place the cursor of your mouse on the
circle next to the unit number and click

Certification

n Line Application Oriented Designs, Inc.

Powsred by 800
Welcome, jadeinelatecia m owner for 97-00101! Monday, August 25, 2003
[ Building ID: | FL-83-00086
New Tenant Cert Qpview ¢ Update Curent Tenart Cert I Delete Tenant Certs T
Ready to
@m fead of Houssheld “m
* 101 YAYA 223-00-2323 03/03/99 YES
e 102 ** VACANT ** 000-00-0000 00/00/00 no
/ (o] 103 Tom Jones 252-22-3333 05/15/9% nNO
el 104 == VACANT == 000-00-0000 00/00/00 NO
&l Dore [ [@mtemet 7

Revised 2-16-06 On-Line certification Instructions - Detail Format



=« To move-out an existing resident, place the cursor of your mouse on the
‘Move-Out’ button and click.

Move-Out

‘Certification

\gf' Line Application Oriented Designs, Inc.
Powered iy d0d

Welcome, jadeinelatecia m owner for 97-00101 ! Monday, August 18, 2003

{" AlQ1B ** VACANT *= 000-00-0000 00/ 2000 YES
C AA-1 KEW TENANT 343-00-3434 03/03/01 NO
(s e New Tenant in wnit XX 333-35-5355 gi/otfol NG

=+ A blue box, ‘Move-out Data’, will open.

Cemﬂcatmn

ﬁ:‘" Line Application Oriented Designs, Inc.

Powered by 200
Welcome, jadeinelatecia m owner for 37-00101 ! Monday, Augdst 18, 2003

(Euiiding 1D | A-89-00003

Move-out Data  Close |

Bullding 1D1 | FL-gs

Hesd of Housshald! | 7:

Unit 10 | 102
Move-out Datai I

<+ To enter the information, place the cursor of your mouse on the white
boxes and click.

=+ When complete, place the cursor of your mouse on the ‘Update’ button
and click.
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G.

Unit Transfer

= To choose the unit to work with, place the cursor of your mouse on the
circle next to the unit number and click

Application Oriented Designs, Inc.

Powered by 200
Welcome, jadeinelatecia m owner for 97.00101 ! Monday, August 25, 2002
( Building ID: IFL-SS-UUUGS
Units Unit Definition (W New Tenant Cert [Wbtiew / Update Currert Tenznt Cert |8 Oelete Tenant Certs [Wbidoveout [ Unit Transier W Close |
Select Head of Household Last Cert Date | RE2dvte
Submit
YAYA 223-00-2323 02/03/93
/"(‘ 102 =+ YACANT ** 000-00-0000 00/00/00 NO
/ ol 103 Tom Jones 252-22-3333 05/15/99 NO
[l 104 ** YACANT ** 000-00-0000 00/00/00 NO
[ Done [ [@mtemet 4

=+ To transfer an existing resident to another unit, in the same building,
place the cursor of your mouse on the ‘Unit Transfer’ button and click.

Unit Transfer

‘Certification

ﬁr" Line Application Oriented Designs, Inc.
Powered by 00

Weicome, jadeinelatecia m owner for 97-00101 ! Monday, A

[ Building ID: | FL-E3-00009

fust 13, 2003

Units Update Cimen nant Ceriz Wb bivvecu |
e e e T B
¥
C AL01B ** VACANT ** 000-00-0000 ©0/00/00 YES
' AA-1 NEW TENANT 343-00-3434 03/03/01 NO
lﬁ 0o New Tenant in wnit X000 333-35-5555 01/01/01 NO
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+ A blue box, ‘Unit Transfer Data’, will open.

Certification

Application Oriented Designs, Inc.

n Line

Powered by 20d
Monday, Auglst 18, 2003

Welcome, jadeinelatécia m owner for 97-00101 !

[E—uilding’ 1D; | FL-£9-00003 Head of Househald: |‘-— )

Unit Transfer Data biipdaie I Close |

Current Unik: ’___
Naw Unitt Salect Vacant Uni & only Vacant
Transfer tfectve Oater [ units will be
Tenant Paid Renk: ’_ displayed.
Mandatory Chargesi ’_‘
Renta! Subsidy: ﬁ

Ltility Aflowsnce: (Note: Blzaz= =nter this smount only if paid by the Tenant]
Groas Rent: a (Tenznt Peid Rant = Mandetary Charges + Utlity Allswance]

= To enter the information, place the cursor of your mouse on the white
boxes and click. You can use the ‘Tab’ key in addition to your mouse to

move through the page.

<+ When complete, place the cursor of your mouse on the ‘Update’ button
and click.

Certification
i Agplication Orienied Desigrs, nc.

r.ﬁﬁ Line
Tamsday, September 16, D601

Weitddne, (adireilece m ewned T $T40001 !
| I TN I

- e

e T [ v aa
st gt g [o07 00000

Buiding 101 [F25 : unt 1 [8
Swen R apererg Bunod: w Curect Unit Status) | =
J
Head of Household Basic Data

MeT 5EM Bt Onle Apn
et Brmith 133 13 [71m on/12 1
Sex Emzloymunt Tups Decupation Martal Skatus
[oae j‘ [ reunttal Mamtactunng A |mamiad E |
. 4
e -

Ty oF Cartlication! . T Farily Sizms [ 3 [ hon Quadfied Susents

WearIn Batwi [ 1n teusahsld Aesual Laenma: [ 17,243
Last Cart Dabe) [ 1o dnit kasistance Typa: [~ Seledt Trpe —— 2
Trvtial e Cirt Ciat Dear's Dasignation: [Lom Incoma/Restncies 5
Seacisl Pepulatani |-——— SHed Tipa ——— =
Adhditio 10 80
Fom Pheoat [318 (32 [amss ‘Wers Phanar 313|333 9393 Original
Old Unit # Evaill | bebamithgemail.sem M &
= i ™ ove-in
wage |Galnrea’Other A Dat\e
ol Ol Uik MovarTni [ 1905/

L. 4
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H. Internet Submission of Occupancy Data

PLEASE NOTE: Only the Management Company
can submit Tenant Certifications.

=+ On the ‘Units’ screen, you can easily track which units are ready for
submission. At the right hand side of the Units box, the ‘Ready for
Submission’ column shows either ‘Yes’ or ‘No’.

Certification

&n Line Application Oriented Designs, Inc.
Powered by 20d

Weicome, m owner for 97-00101 ! Monday, August 25, 2003

[Bui{dmg ;n:i: B3-0008&

(H] 115 Uit Ot inion, [ N Tenzit Cart |

5

102 ** VACANT ** 000-00-0000 00/20/00

103 Tom Jones 252-22-3333 UW L=}

104 =2 VACANT ** 08:0-00-0000 oo/20fo00 L =]

S

-

< When all of the units in the building are complete, the first box in the
‘Tenant (re)Cert Status column will display ‘Ready’. This building is now
ready to submit.

= To return to the ‘Buildings’ screen place the cursor of your mouse on the
‘Close’ button and click.

=<+ To submit the Occupancy Data for the building, place the cursor of your
mouse on the ‘Submit Tenant Certs’ button and click.

Submit Tenant Certs

'Certification

5’" Line Application Oriented Designs, Inc.

Powered by 200
Welcome, ji latecia m owner for 87-00101 ! Monday, August 18, 2003

[ Broject ID: [22-02 | tnion Place Apartments | 5201 South Union Avenve

Burfdmgs

READY
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< You cannot submit a building until all of the units are complete.

Application Oriented Designs, Inc.

Welcome, jadeinelatecia m owner for §7-00101 ! Monday, August 18, 2003

Project ID: [ [union Place Apartments [ 5201 South un

00/00/00

IMicrosoft Internet Explo: zsmm 00/00/00

_ﬁ ReCerts for all units must be processed before bullding can be submitted.

= A pop-up box will ask if you are sure you to want to submit to the
Agency. If you are ready, place the cursor of your mouse on the ‘OK’

button and click. If you are not ready, place the cursor of your mouse on

the ‘Cancel’ button and click..

Certification o i
Line Application Oriented Designs, Inc.
Weicome, jadeinalatecia m owner for 8700101 ! Monday, August 18, 2003
Project ID: [25-02 [ Unicn Place Apartments | 5201 Seuth Union venus

Buildings 2 st Tor T
a s v m e | i Tt s
f compiiance In campliane
FL 59| UUusz 01/03/91 | 12/31/99 | Out of complia Mot tested In sompliance WOT READY | 00/00/00
FL-8%-00066 | 01/01/51 | 00/00/00 | Out of complisnce | ot tested 1n eomplisnce
Microsoft Internet Explorer Ll
?) Are:you sure you want to submt this form 1o Agency 7
(50 e

=+ If you answer, ‘Yes’, an email window will open. The ‘To’ and ‘Subject’
are already filled in. There is no need to add anything more. Place the

cursor of your mouse on the ‘Send’ button and click. The Agency will be

notified that your Occupancy Data has been filed.

Certification

Line Application Oriented Designs, Inc.
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+ Once the building is submitted, the ‘Tenant (Re)Cert Status boxes will
display ‘Submitted’ and the date.

Submitted

Certification ) : .
Line Application Oriented Designs, Inc.

Welcome, jadeinelatecia m owner for 97-00101 |

Buildings

FL-89-00009 | 01/01/97

] FL-89-00063 | 01/01/91 | 12/21/99 | Out of compliance | Nat te: HOT READY

o FL-89-00066 | 01/01/91 | 00/00/00 | Out of compliance | Mot tested In compliance NOT READY

= Both the ‘Buildings’ screen and the ‘Projects’ screen displays ‘Submitted’
and the date.

'Certification e
N Line Agplication Orinntod Designs, fnc.

Frofect £B:

Occupancy
Data

FL-89-00063 [ 02001091 | 1231798 | ot o8 e

FL-29-00066 | 02/01/91 | 00/06/00 | Out of enmpbames

Cerﬁﬁgag:: Application Oriemied Designs, Ine
Owner 5‘
c ertifi c ati 0 n Welcome, iadeinefarecia m ownar for 57.00101 !

Projects

Total Humber of Projects 3

= This project is complete for this reporting period.

<+ Please use the ‘Log Out’ icon to log-out of the system.

User Help Contact
\Log out / Us

Home

Certification P
.n Line Application Oriented Designs, Inc.

Pawered by 200
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VII. Reports

<+ You can print reports from Certification On-Line. To access the reports,
place the cursor of your mouse on the ‘Reports’ button and click.

Certification

ne Application Oriented Designs, Inc.

Welcome, jadeinelatecia m owner for 97-00101 1
{Dm}m:t[L!l [Unian Place Asartments [5201 scuth U

Buildings b/ ico Dernls Wb Subm s Tonsnt Ceria b Pricesd oo Uivis R cto I vio e |

(o [ im0 s oo o o | T Compiores | ome Compimne | Aoy Eomotones | T (e s |
& FL-B83-00009 | 01/01/97 | 12/31/04 | Out of compliance | Not tested n mpliance NOT READY o0/o0/oa

Tuesday, Qetober 7, 2003

FL-83-00063 | 01/01/91 | 12/31/99 | Out of compliance | Not tested In compliance NOT READY 00/00/00
© FL-83-00066 | 01/01/91 | 00/00/00 | Out of complianca | Not tested in compliancs NOT READY 00/00/00
Certification

Line Application Oriented Designs, Inc.

Powered by aod
Wislcome, jadeinelatecia m owner for 07-00101 | Tussday, Dctober 7, 2003

Select Report b i |

| > LIHTC/HOME ANNUAL OCCUPANCY

+ The reports that are currently available are:
A. LIHTC Annual Occupancy Report

<+ The reports that will be added are:
A. 8823 Event Status
B. IRS Noncompliance Issues Log
C. Agency Non-Compliance Issues Log
D. IRS HOME Set-Aside Compliance Status

Certification I’

Linel& DA Q

Certification=_ LIHTC/HOME ANNUAL OCCUPANCY REPORT Page 1
@n Lines Report Covering Period: 01/01/2004 to 12/31,/2004

Project Number 00-080

Student Explanation
Project Name Springwood Apartments 1 - TANF assistance.
Project Address 503 SOUTH CEDAR 2 - Job Training Program.
& i —= 2 3 - Single parent/dependant child,
1d b MO-00-0800% Total Number of Units _4 4 - Married/joint return,
Head of Gross 5 z
| Age v Amount #in | Non- | Qual

Unit ";'q" # Woe 1yl Soue (Finn=Ciad e Tl Date of Last|" | jatory| of | Ut |Hshid| qual Stdnt:ﬁt
No | 2 |Bdrms| Date Dum"t S““:w TSR EEER LAY Certification vcamt of i Paid | Charges | Rental |Allow| at |Stdnt|Expln| %y

St Hshld Rent Subsidy Recrt| Y/N |Code

Recert

Al | 650 1|os/24/2000 488-42-6075| Batty Woodsen 05/24/2004| N 65| 6864 106 0 o| se 1 N N
Az | &s0 1|os/0z/2003 458-40-2984| Clarence Casteel 08/01/2004| N 68| 7,260 300 o o 56| =z N N

* Denotes a Transfer from/to another unit in the same building.
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VIIl. Other Information

A. Change Report Period

< If an incorrect reporting period is entered, it can be corrected. The
Change Report Period process is accessed from the Buildings Screen.
Place your mouse curser on the Change Report Period button and click.

Certification e .
Line Application Oriented Designs

Powered by 80d

Welcome, Test Manager ! Tuesday, August 16, 2005
rDrujectID: frest2 L est property 2 -1
= I e— =

NOT

03/15/03 | 00/00/00 | Not tested Not tested Mot tested READY

Change
Report Period

<+ That will take you to the Change Report Period screen. The current
reporting period is the default, but can be changed.

<+ To change the reporting period, place your mouse curser on the first
date box and click.

+ Enter the correct start date and hit the Tab key to move to the next box.
Enter the correct ending date and place your mouse curser on the
Update button and click.

WSSOI HOUSING DEVELOPMENT COMMISSION

Enter the ]
correct ],/\- \ Update I
start date

System defaults the current Enter the Close
reporting period. User is correct

allowed to key-in the correct end date

Reporting Period.
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Please wait...
System Working

<+ Then move your mouse curser to the close box and click. You will be
returned to the Buildings Screen.

B. Upload Building Data

The Upload Building Data process enables property managers that use
property management software to transfer the tenant transaction data
(move-ins, move-outs, (re)certifications and unit transfers) to the

Certification On-Line reporting

system.

<+ The Upload Building Data process is accessed from the Buildings
Screen. Place your mouse curser on the Upload Building Data button

and click.

'Certification
Ll

Appbcason Oriented Designs

| Buildings ISEFTEE ITTET ETOTLT PO IImrmnm T BT

Upload
Building
Data

<+ This will take you to the Upload Building Data Screen.

Overwrite
Existing
Unit Activity

Upload

Browse
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<+ Place your mouse curser on the Browse button and click. This opens
your computer files directory. Locate the XML file that you want to
upload and click to highlight the file. Then place your mouse curser on
the Open button and click. The file path will show in the XML file
window.

<+ You can overwrite existing data in COL and replace it with the new XML
data. To activate this process, place your mouse curser on the
Overwrite Existing Unit Activity box and click to place a check mark in
the box.

< If you do not want to overwrite existing data, leave the Overwrite Existing
Unit Activity box blank.

<+ Place your mouse curser on the Upload button and click.

Certification i 1 1
Line Application Orionted Dosigns

Waicama, Test Manager |

Tussday, Auyust 18, 2005
r ....... 1 ! ! |

LS o

<+ If errors are detected in the XML file, you will get the Upload Status box
with the message, “Errors found in your file. Click here to see Error
Log.”

Certification
_g"ﬂ Line HISSOUR HOUSING DEVELOPMENT COMUISSION
e ¥

<+ Place your mouse curser on the Click Here and click. This will take you
to the Error Log Main Screen.
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MISSOURI HOUSING

1

Powared by

Wedcome, Yarca! C|65e Thursday, Aped 1, 2004

Eror Log

P 2 an

orrr D Pyt

T

¥Tore MG-97-00LM e oratien Minng o Inawid [ncome Geurce 0L Mymband
11074 M- HT00 T 9109 002003 Wisting »i Tt Tncorme Vesficaton Typs 01
FTOT4 MO-37-00478 .08 OT/EL2003 Misrieg or Snvaild Tnsorme Vacea¥on Date 04
37074 WMa-37-00178 3107 0%13/2043 Wissing o Traalld Relationship of Household Member g
ST0M4 MO-37-001TH EiC) 0%13/2003 Missing or Ineslid Relstionship of Household Membef03

3T 00176
70t "O-97-00178
700 MO 9300178

Miging o Ineslid Troom: 01 M band
MEiRg o 1nealid Incoma Vi o Tiod 0L

Miieg o Inealld Income Weficabon Date 01

Print

Download

++ Here you can choose to download or print the file or close.

=+ To download the file, place your mouse curser on the Download button
and click.

Certification
5‘ L. MISSOURI HOUSING DEVELOPMENT COMMISSION

koo, Yarce! Tharsdoy, Aped 1, 2804

Download

Error Lo

T [

_Mo-1700im a3 ___one/ien LI il Inasrna Seuren 01 Mumbark
0T Me- 4700078 oNaIen Miasing 0 Tnowlld Tnsarna Vadfartion Trps 0
W3-37-00478 CT/ELI003 Missing ot Tnalld Tnssme Verfication Date &4
Na-97-00178 0¥13/2003 Wissieg o Teaiid Relsbionship of Househeld Member 02
Ma-¥7-00178 0¥13/2003 [
- i =
]
]

Steps to download Error Log File
1. Right click on the link below.
2. Select “Save Target As..."

3. Save the file to your PC Steps to download Cascade Style Sheet File

1. Right click on the link below.

2. Select “Save Target As..."

>Error Log 3. Rename file name to “XSLSample.xsl"

4. Save the file to your PC

>XSL File

< Follow the instructions on the pop-window.

=+ Go back to the property management software and correct the errors
listed in the Error Log.
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+ Return to the Upload Building Data Screen and repeat the Upload

process.

Upload

Certification = .
Line MISSOURI HOUSING DEVELOPMENT COMMISSION

Walcome, Yarce ! Thursdow. Apeil 1, 2084

Upload Status

Upload was successiul, All tenant transactions were processed,

=+ To complete the process, place your mouse courser on the OK button

Revised 2-16-06

and click. This will return you to the List of Buildings screen.
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=+ From the successful Upload Status box, you can print TIC forms for all
tenant transactions uploaded.

MISSOURI HOUSING DEVELOPMENT COMMISSION

Wedcome. Yarce ! PI’I nt AI | Thsrsday . Aol 1. 2004

Transactions
TIC Forms

Upload Status

Uplead was successtul, All tenant transactions were processed
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