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Key Terms

Annual Owner Certification “AOC”: Federal regulation requires the owner of a LIHTC property to
certify at least annually for each year of the 15-year compliance period if the property is in compliance
with key federal provisions. DCA/GHFA also requires this during the remainder of the LIHTC extended
use period. This Annual Owner’s Certification covers the period from January 1 to December 31 of a
year. The certification must be signed by the owner or a representative with full authority to legally bind
the ownership entity.

Emphasys Certification Portal: The Emphasys system is a web-based certification portal used by
DCA/GHFA to compile and monitor tenant and building data for properties receiving funding through the
Agency.

Gross Rent: The calculation of Gross Rent for LIHTC and LIHTC/Tax Exempt Bond properties with no
other funding sources will include Tenant Paid, Mandatory Charges, and Utility Allowance. For
LIHTC/HOME or HOME only properties, the calculation will include all fields.

Mandatory Charges: These are non-optional charges that the tenant must pay as a condition of
occupancy and no reasonable alternative exists (i.e. garage rental, cable, etc....).

On-Site Manager: The Super User will set up your User ID and password and assign specific projects to
the on-site manager. The manager duties would include uploading tenant data and review reports in the
portal.

Rental Subsidy: This is the amount of subsidy the tenant is receiving in rental assistance (i.e. Section 8
voucher or other government rental assistance).

Super User: The primary super users will have full control of your portfolio portal. He/she will be
responsible for adding/deleting users and resetting passwords, along with updating tenant data.

The Georgia Department of Community Affairs (DCA): Administers the housing programs of GHFA
and is the agency responsible for the administration and monitoring of LIHTC and HOME Funds for the
state of Georgia

Tenant Paid Rent: The out-of-pocket amount the tenant pays for rent.

Utility Allowance: This amount reflects the Utility Allowance published by the local PHA, published by
DCA, or a property-specific Utility Allowance, calculated using an approved method and approved by
DCA.



SECTION 1. System Login and Super User Management Controls

Emphasys Super User (New User Setup)

Super User 1

The primary super user will have full control of your portfolio portal. He/she will be responsible for
adding/deleting users and resetting passwords, along with updating tenant data. DCA will assign a
temporary User ID and Password. During your first log-in, you will be required to change the temporary
User ID and Password.

Super User 2
The secondary Super User will have full capabilities and responsibilities as the Primary User. Secondary
users must contact Primary User for log-in credentials.

NOTE: The username and password fields require at least 6 characters and are case sensitive.

Access Portal here: https://ghfacp.emphasys-hft.com/

Logging in for the 15 time
Enter User credentials provided by DCA

@F empﬁl\asys_ : _ . =
= Certification Portal = e —
o 3/

Version: 33 L

== Georgia Department Of
= Community Affairs

B Helping to build strong, vibrant com

3§ co

“User Name: F222222222

“Password: [seeeeses

[JRemember me on this computer

System will prompt you to change your Username & Password


https://ghfacp.emphasys-hft.com/

EF; enphays Georgia Department Of Community Affairs () 2, ocamensgenentco

Certiﬁcation P orta I Helping to build strong, vibrant communities.
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Change Your User Name & Password

Before you continue you are required to change your user name and password.
Please enter your current and new user names below.

*Current Login Name:  F222222222

*New Login Name:

Please enter your current and new passwords below.

*Current Password: [ weeennn] G}

*New Password!:

*Confirm Password:

After logging in, the first page you will see is your Landing Page.

enfflos Georgia Department Of Community Affairs (ot & Q
P jects  Templates  On-Site Managers DCA Management Co
® Certification Portal Helping to build strong, vibrant communities, 10} @ =
a e
Snapshot
Projects Status & Search Annual Owner Certifications Submission Status
L Project ID: C} Ml 1 submitted
% Projects
Project Name:
Grantee Number:
Status
 1Project

IDIS Activity Number:

Recently Viewed Projects

Q 2021-TEST OPM Apartments 3 Buildings

On-site Managers

New Non-Super Use (On-Site Manager)

If you are a new user (On-Site Manager), the Super User will set up your User ID and password and assign
specific projects to you. Contact your Super User for login credentials. The manager duties would include
uploading tenant data and review reports in the portal.

Click from the tool bar

endhisys Georgia Department Of Community Affairs o]
P Projects  Templales  On-Site Managers DCA Management Co
| Certification Portal Helping fo build strong, vibrant commurities. oy i B < @ A g
a
& a8
Snapshot
Projects Status & Search Annual Owner Certifications Submission Status
Lua] Project ID: [:] M 1 Submitted
@ Projects )
Project Name:
Grantee Number:
Status.
 1Project

IDIS Activity Number:

Recently Viewed Projects

Q 2021-TEST OPM Apartments 3 Buildings




Manage On-Site Managers Mew
- g then

From the drop-down menu, select

From On-Site Managers page click

Georgla Depal‘tment Of Commumty Affairs @ Projects Templates On-Site Managers @ 8 DCA Management Co

Helping to build strong, vibrant communities.

Manage On-Site Managers
» Manage OnSite Managers O -Site Mana g ers : : , S —
b Project Assignment Showing 0 - 0 of O records Bl Reset Password Bl Unlock Projects .

Full Name Login Name Email Financial Manager Only

emhasys
%ﬁ’ Certification Portal

There are no on-site managers to show in this view.

Enter the required information for the new user

D Emphasys Certification Portal - On-Site Manager Configuration - Work - Microsoft Edge - O *

() https://ghfacp.emphasys-hft.com/OnSiteManagerConfig.aspx
New On-Site Manager
Adding a new on-site manager to the system.

General Infarmation

“First Name:
Middle MName:
*Last Name:
*Email:

Financial Manager Only: [

Login Information

*User Mame:

*Password:

Save B .
Click when done with the section to go to the next section or click to add more on-site

managers. Clicking will completely close the record.



The added users will now be listed on the On-Site Managers page

ﬁ% R Georgia Department Of Community Affairs (N prjecs  Templates  onesie Managers (® 2 ocavangementco

Cerﬁﬁcalion P Ortal Helping to build strong, vibrant communities.

o>
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» Manage On-Site Managers On_S|te Managers
) Project Assignment Showing 1 - 2 of 2 records m - )

0 Full Name Login Name Email Financial Manager Only
Tarron Gibbs-Powell Tarrong tarron.gibbs@dca.ga.gov

Merranda James Merrandaj merrandajames@dca.ga.gov

*The new On-Site Manager will be prompted to change the username and password on their first login.

Assigning Properties to the On-Site Manager

From the Manage On-Site Manager page select the on-site manager to assign property.

Georgia Department Of Community Affairs {AY Projects  Templates  On-Site Managers @ 2\ DA Management co

= Certification Portal ¥ e P g
Manage On-Site Managers —
Project Assignment
] [

O Full Name Login Name Email Financial Manager Only

=3
[ 1

1 b Manage On-Site Managers On_site Ma nagers

} Project Assignment Showing 1 - 2 of ? records

Tarron Gibbs-Powell Tarrong tarron.gibbs@dca.ga.gov

Merranda James Merrandaj merrandajames@dca.ga.gov

Select Project Assignment from the left-hand menu.

Georg ia Depar‘tment of Community Affairs @ Projects Templates On-Site Managers

emphasys
Eﬁﬂ Cel‘tlflcallon P o rtal Helping to build strong, vibrant communities.

p Manage On-Site Managers On_Site Managers
oo

O Full Name Login Name Email
Tarron Powell TarronTest tarron.gibbs@dca.ga.gov

Merranda James MerrandaTest mermrandajames@dca.ga.gov

Select on-site manager from the drop-down menu.

=

On-Site Manager Project Assignment

Select On-Site Manager For Project Assignment /

Project Assignment

Project ID Project Name Assigned On-Site Managers

2021-TEST OPM Apartments Tarron Powell, Merranda James
60 Executive Park South, Atlanta (DeKalb), GA 30327



Select property(s) to assign to on-site manager.

On-Site Manager Project Assignment

Select On-Site Manager For Project Assignment

Tarron Powell v

Assign Projects To Tarron Powell

O Project ID Project Name Assigned On-Site Managers

O {2021-TEST OPM Apartments Tarron Powell, Merranda James
60 Executive Park South, Atlanta (DeKalb), GA 30327

. Update
Click .

From the Project Assignment page, you will see the property is now assigned to a manager. Repeat
the steps if you would like to assign more than one person to the same property. If there were previous
on-site managers assigned to the property, their name will also appear on the screen.

On-Site Manager Project Assignment

Select On-Site Manager For Project Assignment

Tarron Powell v

Assign Projects To Tarron Powell

O Project ID Project Name Assigned On-Site Managers

[J . 2021-TEST OPM Apartments Tarron Powell, Merranda James
B0 Executive Park South, Atlanta (DeKalb), GA 30327

Unassign Properties Assigned to On-Site Manager

From the On-Site Manager Project Assignment page select the on-site manager from the drop-down
box and uncheck the box next to the property(s) to unassign. If there are more than one on-site manager

to unassign, repeat the steps.
On-Site Manager Project Assignment

P

Select On-Site Manager For Project Assignment

Merranda James ~ *——

Assign Projects To Merrandz James
O Project ID Project Name Assigned On-Site Managers
2021-TEST OPM Apartments Merranda James

T 60 Executive Park South, Atlanta (DeKalb), GA 30327

.
Click

Property will now update to show Unassigned or just the on-site manager(s) actively assigned to the
property.



Project Assignment

Project ID Project Name Assigned On-Site Managers

2021-TEST OPM Apartments --UNASSIGNED--

60 Executive Park South, Atlanta (DeKalb), GA 30327

Unlocking Projects

When a property is edited by an On-site Manager, the system marks the project as “being in use”. This
is done to prevent multiple users from being in the same property at the same time. If the On-site
manager’s session is terminated unexpectedly, the project may remain “locked” to other users. The
“Unlock Projects” feature is meant for the property management company to release/unlock all projects
from any On-site Manager.

From the On-Site Managers page, select the on-site manager whom session was terminated and locked
other users from accessing the property.

’ . a8

b Manage On-Site Managers On_S|te Managers

Ul - o Eo

O Full Name Login Name Email Financial Manager Only
——’_> Tarron Gibbs-Powell Tarrong tarron.gibbs@dca.ga.gov
Merranda James Merrandaj merrandajames@dca.ga.gov
. . ) Unlock Projects

User will see the following screen, then click .

D Emphasys Certification Pertal - On-Site Manager Cenfiguration - Work - Microsoft Edge - O d

https://ghfacp.emphasys-hft.com/OnSiteManagerConfig.aspx?pageDataKey=
() https://ghfacp.emphasys-hft '‘OnSiteManagerConfig.aspx?pageDataKey=66

| On-Site Manager » Tarron Gibbs-Powell
. Existing on-site manager conﬁgu%tion.

General Information
First Name: Tarron
Middle Name:
Last Name: Gibbs-Powell
Emazil: tarron.gibbs@dca.ga.gov

Financial Manager Only:

Login Information

User Name: Tarrong

Password: Testing2




User will be asked the following. Click “

ghfacp.emphasys-hft.com says

Are you sure you want to unlock all projects for this on-site manager?

The following message will appear. Click “

e Projects Unlocked
The projects for the selected on-site manager(s) has/have been
successfully unlocked.

Resetting Password for On-Site Manager

There are two options to reset passwords.

1) If you would like to reassign the on-site manager’s password:

From the Manage On-Site Managers page click on the on-site manager needing password reset.

} Manage On-Site Managers On _S|te Ma nagers
} Project Assignment Shawing 1- 2 of 2 records m a

O Full Name Login Name
Tarron Gibbs-Powell Tarrong tamongibbs@dca.ga.gov

P Memanda James Merrandaj merrandajames@dcaga.gov

Edit
Click - and change password

10

Email

Financial Manager Cnly

=>4



;
On-Site Manager » Merranda James

General Information

First Mame: Merranda
Middle MName:
Last Mame: James
Emazil: merranda.james@dca.ga.gowv

Financial Manager Cnly:

Login Information

User Mame: MerrandaTest

Password: Testing1

On-Site Manager » Merranda James

Existing on-site manager configuration.
General Information

“First MName: | Merranda
Middle Name:
*Last Name: James
*Emazil: merrandajames@dca.ga.gov

Financial Manager Only: [

Login Information

*User Mame: MerrandaTest

—Pp “Password: Testing1

Change the password and click when done with the section to go to the next section or click

8 L. Save & Close .
to reset password for another manager. Clicking - will completely close the
screen.

2) If you would like to reset the on-site manager’s password to their original password, click

11



On-Site Manager » Merranda James _ : _

General Information
First Name: Merranda
Middle Mame:
Last Name: James
Emzil: merranda.james@dca.ga.gov

Financial Manager Only:

Login Information

User Name: MerrandaTest

Password: Testing1

Delete On-Site Manager from System

Navigate to the On-Site Managers screen

Hover mouse next to user for box to appear and mark box.

On-Site Managers
Shawing 1 - 2 of 2 records g m E E E u

O Full Name Login Name Email
Tarron Powell TarronTest tarron.gibbs@dca.ga.gov

> Merranda James MerrandaTest merrandajames@dca.ga.gov

Delete button will appear at bottom of screen. Click Delete.

¥ Delete 1 on-site manager selected

Answer the following system prompt:

Are you sure you want to delete the selected On-

Site Manager?

Click OK to process deletion.

12



Section 2. Accessing Projects

Once logged into the Certification Portal, the user will see the following Landing Page and will be able
to access the property using five different options.

s Georgia Department Of Community Affairs ST P [y — QDA Manadement Co
H Cemflcatlon Ponal Helping to build strong, vibrant communities. @ ! > g @ A 9
a
)
Snapshot .
Option 4
Projects Status & Search Annual Owner Certifications Submission Status
| Project \D:lZI B 1 Vot Submitted
@ Projects Option 1 _
Project Name: .
Option 3
Grantes Number:
Status
o 1Project

DIS Activity Number:

Option 2

Recently Viewed Projects

Q 2021-7e5T OPM Apariments 2Buiing: | Option 5

Projects

Option 1: Click on Projects

View All
Option 2: Click on

Option 3: Enter the Project ID and/or Project Name and/or Grantee Number (HOME) and/or IDIS Activity Number
(HOME). If using this option, be sure the entries are exact and correct (i.e. spelling, dashes, etc.)

Project Dt
Project Mame:

Grantee Number:

IDIS Activity Mumber: .
¥ Then click .

Projects

Option 4: Click on at top of the LANDING PAGE.

~ . - Q
mpreye GEO[g 1a Department of Commumty Affairs @ Projects ~ Templates  On-Site Managers ® .% DCA Management Co

R Ceﬂ]flcatlon P Onal Helping to build strong, vibrant communities.

13



Options 1, 2, 3 and 4 will take the user to the following screen:

~ . . .
enpless Georgia Department Of Community Affairs - - 0
e Projects ~ Templates  On-Site Managers DCA Management Co
H Cemﬂca“on Ponal Helping to build strong, vibrant communities. @ @ =
a
. &8
Projects ‘ .
Showing 1 - 1 of 1 records Import All Building Data | Upload Files 3l Proceed to Buildings
Annual Owner Certification
Project ID Project Name Buildings Contact Us
Status Last Submission Date
Q 2021-TesT OPM Apartments Not Submitted 4

60 Executive Park South, Atlanta (DeKalb), GA 30327

For the Super User, this screen will list all projects in the portfolio and the number of buildings listed for

each Q  Pproperty. For the On-Site Manager, this screen will list only the projects assigned to the
user.
Click the next to the property to select a property.

To search for a property by Project ID or Property Name click on the tool bar
l

Projects : : y
Showing 1- 1 of 1 records Import All Building Data Upload Files gl Proceed to Buildings g

Project ID: ¢
Project Name: Q Search
Project ID T Project Mame
Q z021-TEST OPM Apartments

99 Dekalb Avenue, Atlanta (Dekalb), GA 30325

. . . . Search
Type in Project ID or Project Name then click .

Option 5: Will allow you to search from Recently Reviewed Projects by selecting Q next to the
property. Selecting this option will take the user to the Project Data screen.

**Qption 5 is best used when the user is
ready to input tenant transactions, view
electronic documents or complete the
Annual Owner Certification (AOC).**




Georgia Department Of Community Affairs

emphasys - -
ar . 1 a T Projects Templates On-5ite Managers
%ﬁ] Certlfl cation P o] rtal Helping to build strong, vibrant communities.

> General Information Project: 2021-TEST - OPM Apartments » General Information

b Import All Building Data Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325 o
P Upload Files 99 DeKalb Avenue
. GA 30325 2

» Annual Owner Certification

» Buildings (3) Buildings

[
3

- Electronic Documents —uploaded files are stored here
- Annual Owner Certification - location of submitted AOCs
- Buildings — click here to view the buildings in the project

**Import All Building Data, on the left-hand menu, will upload data from the user’s 3" party software.**

Accessing Buildings and Units

There are 2 options to access the buildings:

1) Click on the number located in the Buildings column
2) Highlight the property and click on Proceed to Buildings

Georgia Department Of Community Affairs 0

Projects ~ Templates  On-Site Managers
Helping to build strong, vibrant communities.

Projects , , — ,
Showing 1 - 10f 1 records Import All Building Data Upload Files | Annual Owner Certification Proceed to Buildings
Annual Qwner Certification

Project ID Project Name Buildings
Status Last Submission Date

Q 2021-TesT OPM Apartments Submitted 04/13/2021 3
99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

The user will be taken to the Buildings screen that list each building in the property.

15



On this screen, you can search units by:

1) Clicking on the number located in the Units column
2) Highlight the property and click on Proceed to Units

ooy Georgia Department Of Community Affairs oiects’ ITOrebIe o Ol it s
ﬁﬁ Cemflca“on POftal ‘ m‘“p.v:\)g[‘:m") sva:q S ty @ Projects Templates  On-Site Managers @ @ A Emphasys Software

: y ; Sy Ae
» aanomain - Project: 2016-044 - Lakeview Senior Gardens »(Buildings
b Import All Buiding Data Address: 400 mallard drive, Eatonton, GA 31024 ;
Change Report Period Proceed to Units ’ Close ‘
» Upload Files E H
¥ Annual Owner Certification
Last
b Buldings (3) Building 1D Placed In Service Date Last Report Date Current Reporting Period IRS Compliance Status HOME Compliance Status | Agency Compliance Status | Tenant Recert Status | Submission | Units
Date
Q GA17-04401 01/01/2019 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Not Ready 36
Q GA-17-04402 01/31/2019 % 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Not Ready [
Q GA-17-04403 01/31/2019 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Not Ready ]

The user will be taken to the following Units screen for the selected building:

A A - .
enphion Georgia Department Of Community Affairs poiects ey : {:} 7 Q
e : ojects emplates On-Site Managers o Emphasys Software
Certification Portal ‘ il @ Po ; 9 @ & sy
| d ] . a8
» ceneninomaton — Building 1D: GA-17-04401 » Units
» Import Building Data Project: 2016-044 - Lakeview Senior Gardens g =
) @8
» Change Report Period : : 1
¥ Unies i Re-Certification Due
unit 1D No. of Bedrooms | Square Footage Status Head of Household SSN Ready ‘55"”"'“ Last Certification Date P
» Reports
Q 101 2 1038 Occupied by Tenant Maienza, Peter #AP.00.9735 02/22/2020
Q 102 2 1038 Occupied by Tenant Simpson, Vivian #ARPH1737 02/15/2020
Q 103 2 1038 Occupied by Tenant Causey, Jerry TR EI] 02/15/2020
Q 104 2 1038 Occupied by Tenant Witherspoon, Wanda #HN 00602 02/15/2020
Q 105 2 1038 Occupied by Tenant Santangelo, Judith V07537 02/15/2020
Q 106 2 1038 Occupied by Tenant Stephens, Connie AN #9.3863 02/23/2020
Q 107 2 1038 Occupied by Tenant McNeal, Linda WAN-94-2560 03/21/2020
Q 108 2 1038 Occupied by Tenant Brown, Martha L #A8.#4.0970 04/15/2020
Q 109 2 1038 Occupied by Tenant Folks, Ruth WAR-#R-5326 02/15/2020
Q 110 2 1038 Occupied by Tenant Bustos, Sheila WPWDA5T2 04/15/2020

Clicking [ i J will take you back to the Buildings screen.

16



Section 3. Tenant Data Upload Using 3" Party Software

Remember that DCA requires all properties in our portfolio to input into the Emphasys
Certification Portal their monthly tenant data covering initial certifications, annual
recertifications, move-outs, transfers, and removing or adding household members. This data
entry must be completed and submitted by the 10th of the following month. For further
information, review the DCA LIHTC and HOME Compliance Manual on the DCA/ GHFA website.

If a 3" party software (i.e. — Yardi, RealPage, OneSite, etc.) is being used to upload tenant data into the
system, there are two ways to complete this step:

Step 1 —To upload all buildings in the project (this step is done on the project level)

1) Select the project by using the steps in Section 2. If choosing the property listed under the ‘Recently
Viewed Projects’ section, click on the property. Once forwarded to the following screen, click
b Import All Building Data

Georgia Department Of ‘Community Affairs T PR s | eesrm @ 8, pCa Mansgement co

tion Portal Helping to buld strong, vibrant communities.

» Genenimtormation  Project: 2021-TEST - OPM Apartments » General Information
/’,' » Import All Building Data Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

b Upload Files 99 DeKalb Avenue

=
» Annual Owner Certification  + @A 30325

» Buildings (3) Buildings

omghasys Geor
Certification Portal ‘ u,,,,.wfg

» General Information Project: 2021-TEST - OPM Apartments » Upload All Building Data S

» Import All Bu Data ddress: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

se to Select the Document: [ Choose File | No file chosen

() Ovdrwrite existing Unit Activity

This will take the user to their browser. Select the XML file created by the 3 party software. Click

H ) U | d Do t
in the user’s browser and then to complete the process.

17



> Q 2021-TesT OPM Apartments Not Submitted

2) If choosing another way to access the property, click on the project to highlight and then click
Import All Bullding Data

affiss Georgia Department Of Community Affairs 7 o o )
@% Certification Portal |  tieping to buid strong, vibrant commnities. G el SES | TsEimsT ® 2 ocamsmsgementco

Projects

P REDMRNIIIN ' ort AllBuilding Data | Upload Files | Annual Owner Certification [i
Annual Owner Certification

Project ID Project Name Buildings Contact Us
Status Last Submission Date

Proceed to Buildings

99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

The user will be taken to the following screen (the same screen above) and click ‘Choose File’:

rapE e . Georgia Department Of Community Affairs
il Certification Portal ‘ rmp.,.ggnw:d-.,.gg vibrant communities. 4

» General Information Project: 2021-TEST - OPM Apartments » Upload All Building Data S

» Import All Building Data  Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

> Upload Files Please Browse to Select the Document: [ Choose File ] No file chosen

» Annual Owner Certification
» Buildings (3)
() Overwrite existing 3 Unit Activity

)|

This will take the user to their browser. Select the XML file created by the 3 party software. Click

. , Upload Do t
in the user’s browser and then to complete the process.

Step 2 —To upload a single building(s) in the project (this step is done on the building level)

After selecting the project, the user will select the building to upload the tenant data by using either of the
following steps:

1) Click or the building number under the ‘Buildings’ column if the user has the
following screen: \

Projects , : ,
Showing 1- 1 of 1 records Import All Building Data Upload Files Annual Owner Certification Proceed to Buildings
Annual Owner Certification

Project ID Project Name Buildings Contact Us
Status Last Submission Date

Q z2021-TesT OPM Apartments Submitted 04/13/2021 i
98 DeKalb Avenue, Atlanta (DeKalb), GA 30325

2) Click ‘Buildings’ if the user has the following screen:

18
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Georgia Department Of Community Affairs

engha . o
_— (AY Proects  Templates  On-Site Managers DCA Management Co
E-E’ Certification Portal o A A G @ &)

o>
&

» Geneniinformatin  Project: 2021-TEST - OPM Apartments » General Information
Import All Building Data Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

Upload Files 99 DeKalb Avenue
. GA 30325 B

Annual Owner Certification

Buildings (3) Buildings

el
3

The user will be taken to the following building screen. Select the building by clicking to highlight then

. Import Building Data
C|IC

s Georgia Department Of Community Affairs ; o
Eﬁu Certification Portal | 9 P ty @ Projects  Templates On-Site Managers @ A DCA Management Co

Helping to build sirong, vibrant communities.

A
b General nformation Project: 2021-TEST - OPM Apartments » Buildings o
) import Al Buikding Data Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325
RN ... T T oo (=)@
»  Annual Owner Certification
- Building 1D Placed In Service Date Last Report Date Current Reporting Period RS Compliance Status HOME Compliance Status Agency Compliance Status Tenant Recert Status | ot 5;2:":55'” Units
) Buildings (3)
Q GA-21-00101 01/01/2020 - 12/31/2020 Not Tested Not Tested! Not Tested submitted 04/13/2021 3
—pQ GA-21-00102 01/01/2020 - 12/31/2020 Not Tested Not Testec! Not Tested Nt Ready 3
Q GA-21-00103 01/01/2020 - 12/31/2020 Not Tested Not Tested! Not Tested Nt Ready 3

The user will be taken to the following screen and click ‘Choose File’:

Georgia Department Of Community Afairs  (Ay  projects  Tomplates | On-ite Managers © | i

int communities

ertification Portal ‘ Helping to b

General Information Project: 2021-TEST - OPM Apartments » Upload All Building Data Si=ir

Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

Import All Building Data

Upload;fins Please Browse to Select the Document: [ Choose File | No file chosen

Annual Owner Certification

Buildings (3)
[Tl Overwrite existing Unit Activity

This will take the user to their browser. Select the XML file created by the 3" party software. Click

. s Upload Document
in the user’s browser and then to complete the process.
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**|f the user wants to refresh/reupload data that is already in the system, be sure to check the box for
‘Overwrite existing Unit Activity’. Leaving the box unchecked will leave the data already uploaded into
the system and just append to or add new data.

Building ID: GA-21-00102 » Upload Data

Project: 2021-TEST - OPM Apartments

*FPlease Browse to Select the Document Choose File | No file chosen

[ Owerwrite existing Unit Activity €———

Error Messages

All files must be error free for the upload to be imported. When an XML file has errors during import, the
process will cancel, and an error message will be displayed. A copy of the “Multifamily — XML Upload
Error Messages” is attached. (Appendix A).

To alleviate upload errors, please be sure to

1) Select the correct xml file to be imported

2) Make sure the building and unit numbers are correct

3) Be sure your tenant transactions are listed in the correct sequence — move-in, recertification,
move-out (see example below).

Effective Date Certification Type

03/23/2012 Recertification Shelton, Eric
03/23/2011 Move In Shelton, Eric
09/18/2010 Move Out Brown, Brenda
04/01/2010 Recertification Brown, Brenda
04/01/2009 Recertification Brown, Brenda
04/01/2008 Move In Brown, Brenda

4) Run the LIHTC/HOME Annual Occupancy report monthly and compare it to your property rent roll
(see Section 9).
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—PQ aorTest OPM Apartments Submitted

Section 4. Manual Entry - New Move In

This section is used for manual entry of a new tenant move-in transaction.

Select the project by using the steps in Section 2. Click on the project to highlight, then click

Proceed to Buildings

Georgia Department Of Community Affairs “A) Projects  Templates  On-Site Managers @ & DCA Management Co

anhasys
Eﬁl Certification Portal ‘ Helping fo buildstrang, vibrant communities.

Projects . .
ESPRCUPIVPPUUMIRNY |mport AllBulding Data | Upload Files | Annual Oviner Certification B Proceed to Buikdings :

o
L

2020 Annual Owner Certifications
Buildings Contact Us

Project ID Project Name
Status Last Submission Date

04/13/2021 3

99 DeKalb Avenue, Atianta (DeKalb}, GA 30325

Select the building to input the move-in transaction by clicking on the building to highlight. Then click
Change Report Penod

Georgia Department Of Community Affairs {AY Projects  Templates  On-Site Managers ® g DCA Management Co

fication Portal ‘ Helping to build strong, vibrant communities.

o
i

General Informaton Project: 2021-TEST - OPM Apartments » Buildings

Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 3825

} Import All Building Data
pload Files
) Annual Owner Certification b
Building ID Placed In Service Date Last Report Date Current Reporting Period IRS Compliance Status HOME Compliance Status Agency Compliance Status Tenant Recert Status 2! ; :'"S“D” Units
) Buildings (3) ate
Q GA-21-00101 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Submitted 04/13/2021 3
—’ Q GA-21-00102 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Not Ready 3
Q GA-21-00103 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Not Ready 3

The user will be taken to the following screen. Enter the ‘New Reporting Period’ for the transaction to be

entered then click R )

Georgia Department Of Community Affairs {A) Projects  Templates  On-Site Managers @ & DCA Management Co

-
Eﬁ’ Certification Portal ‘ Helping to build strong, vibrant communities

o>
[ 2]

» ceneelifornaton — Building 1D: GA-21-00102 » Change Report Period
) Import Building Data Project: 2021-TEST - OPM Apartments
> Change Report Period “New Reporting period: 01/01/2020 [F - 12312020 [ ——————

» Units

» Reports
O Update All Buildings
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User will not be able to input a new reporting period prior to the current reporting period. For example,
the reporting period listed above is 1/1/2020-12/31/2020. User cannot input a new reporting period prior
to 1/1/2020.

After entering the new reporting period, click " Uit shown to the left of the screen. The user will be
taken to the following screen. Once on this screen, choose the unit to add the transaction then click

New Tenant Cert

Georgia Department Of Community Affairs 2 pgjects

~
amphasys o]
— e I« Templates  On-Site Managers : DCA Management Co
EF = Certification Portal Helping to build strong, vibrant communities. [aa}

» cenelntomsion— Bujlding 1D: GA-21-00102 » Units
) Import Buiding Data  Project 2021-TEST - OPM Apartments
m Unit Definition Income & Rent Test New Tenant Cert Delete Tenant Certs Unit Transfer Ready All Units
) Change Report Period
» Units . ~
Unit ID No. of Bedrooms Square Footage Status Head of Household SSN Ready to Submit Last Certification Date Re-Certification Due Date

» Reports 200 3 1800 - Vacant

201 3 1800 Vacant

202 3 1800 Vacant

The user will be taken to the following screen to input general tenant information for the Head of
Household (HOH). All applicable fields must be completed. Fields with the asterisk (*) cannot be left
blank. If the tenant refuses to disclose Ethnicity and Race, this choice should be indicated for those
fields. Also check Non-Qualified Student if household has students that do not meet HOME and/or
LIHTC student exceptions.

Initial Certification is automatically checked when is selected. Family size and
Household Annual Income shows ‘0’ but will auto-populate when family data is completed (after
completing the Household Members section).

With a new move-in, the Move In Date and New Cert Date should be the same. The Move In Date
cannot be greater than the End of Period Date (12/31/2020 on the below screen) of the Reporting Period.
Transfer Information is auto populated when a unit transfer occurs. Check box for Ready to Submit
when entries are completed.

Georgia Department Of Community Affairs TRy rojects  Templates
vibrant communities.

Helping to build strong,

» Generalinformation | jt: 201, Tenant: VACANT » General Information g
Bed SqFt  TisiemDeggntion  Report period suiiding s
3 1800 01/01/2020 - 12/31/2020 GA-21-00102  2021-TEST - OPM Apartments
Head of Household Information

Member Name Social Securlty Number

*Birth Date: M age: Occupation: ~

hd Marital Status: hd

Ethnicity - Race. .

Special Population: ~ Disabled: [
o, . ;
«——
vition -

Transfer Information

Work Phone - s Transferred From Building:

old Unit 1D Old Unit Move-In:
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Please note that because this is a test property, the System Designation (listed at the top of the screen
under the unit number) shows ‘Market Rate’. This is for illustration purposes only. When entering data
for a unit, the system designation must be ‘low income’ for all program units, unless it is actually a market
unit.

Click when done with this section to go to then next section. Clicking will
completely close the tenant record.

After clicking , the following menu will open on the left side of the screen to enter additional

household data. If there is more than one household member, click " Feusehold Members

p General Information

p Household Members €——
» Income

b Assets

p Unit Rent

The user will be taken to the following screen. To enter additional household member data, click

- : . )
onghiss Georgia Department Of Community Affairs i 4 Q
ﬁﬁ, Certification Portal g P ty {A) Projects  Templates  On-Site Managers @ £, DCA Management Co

Helping to build strong, vibrant communities.

» cemsimomstin | Jnjt: 201, Tenant: Georgia Peach » Household Members

» Household Members Bed SgFt System Designation  Report Period Building Project
3

1800  Low Income 01/01/2020 - 12/31/2020  GA-21-00102  2021-TEST - OPM Apartments

» _income
ey gl Now Member [IRSEEY

b Assets

» UnitRent Member Name SSN Birth Date Age Occupation

There are no household members to show in this view.

Family Size: 1 Full-Time Students: @

Minors: 0

The user will be taken to the following screen. All applicable fields must be checked. Fields with the
asterisk (*) cannot be left blank. If there is an unborn child, no date of birth is needed. Also, if the tenant
refuses to disclose Ethnicity and Race, this choice should be indicated for those fields.
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l

New Household Member

Adding a new household member to the system.

Household Member (Basic Data)

*Member Name: Social Security Mumber:
*Birth Date: = Age
*Relation: h Occupation: -

Household Member (Demographics)

Sext s Marital Status: g
Ethnicity: h Race: e
Special Population: b Disabled: [

Click when done with the section to go to the next section or click to add more
household members. Clicking will completely close the tenant record.

Next click ' 'mcome to add all household income. Then click m to enter each
household member income.

Georgia Department Of Community Affairs A projects 2

i
P Templates  On-Site Managers @ DCA Management Co
Eﬁ' Certification POzl | rupng i bt soong wirent communiies =

»

serealnomaton— Jnit] 201, Tenant: Georgia Peach » Income

Household Members Bed Sgft System Designation  Report Period Building Project
3 3

140  Low Income 01/01/2020 - 12/31/2020 GA-21-00102  2021-TEST - OPM Apartments
Income
» Assets
» Unit Rent Member Name source of Income Verification Annual Income
There are no incemes to show in this view.
Annual Income: $0.00
Annual Asset Income: $0.00 Total Annual Household Income: $0.00

The user will be taken to the following screen. All fields must be completed using the drop-down
selections. Select the member name from the drop-down selection and relationship to head of
household. For annual income, enter the annual income for the selected household member or click

Calculate
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New Income

Adding a new income to the system.

Member Information

*Member \Jame:[ V]

Relation:

Income Source & Amount

Source of Income: ~

Annual Income: Calculate

Income Verification
Verification Source: v

Verification Date: E|

If user selects the following screen will show, and the system will calculate income for earned
income sources. Enter the Pay Rate, Frequency, hours per year and the system will display the

calculated Annual Income. The user will need to click B&E&8 to have the system calculate the income.
The calculated income will populate in the Annual Income field in the screen above.

L Calculate Annual Income
Pay Rate

50.00

Pay Frequency

Howurly hd

Hours per Year
o

Annual Income
50.00

. s , . . .
Click when done with the section to go to the next section or click to add more

household members. Clicking will completely close the tenant record.
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If there are household assets, click then Dkatasl

A 5 . 5
onpsys Georgia Department Of Community Affairs ; ¢ Q
e . Projects Templates On-Site Managers DCA Management Co
Eﬁ’ Certification Portal | eiping o uit strong, vibrant communites. ) ® e
. . )
» ceneiomsion (it 201, Tenant: Georgia Peach » Assets
» Household Members Bed SqFt System Designation  Report Period Building Project
3 1800  Low Income 01/01/2020 - 12/31/2020  GA-21-00102  2021-TEST - OPM Apartments
» Income
———P ) Assets
» Unit Rent Member Name Type of Asset Verification Cash Value Annual Income

There are no assets to show in this view.

Annual Income: $0.00

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

The user will be taken to the following screen to enter household asset data by member name. All fields
must be completed using the drop-down selections. Fields with the asterisk (*) cannot be left blank.
Select the member name from the drop-down selection and relationship to head of household.

New Asset =

Adding a new asset to the system.
Member Information

*MMember Name: ~

Relation:

Asset Type & Value

Type of Asset: hd
*Cash value:

Annual Asset Income:

Asset Verification

verification Source: ~

werification Date: ™=

For assets that require verification, select the verification source, and input the verification date.

Click when done with the section to go to the next section or click to add more
household members. Clicking will completely close the tenant record.
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) b Unit Rent . )
Next click to enter rent data. The user will be taken to the following screen.

Georgia Department Of Community Affairs Projects  Templates  On-Site Managers ® & DCA Management Co

EF ol ‘ 0
| Certification Portal | eping o uitd strong, vibrant communiies.

» nealnemsion — Unit: 201, Tenant: Georgia Peach » Unit Rent

) Household Members  Bed  SQFt  System Designation  Report Period Building Project

1800 Low Income 01/01/2020 - 12/31/2020  GA-21-00102  2021-TEST - OPM Apartments
» Income
[ ]
p Asset
> UnitRent Rent Change Date:
Tenant Paid Rent: $0.00
Mandatory Charges: $0.00
Rental Subsidy: $0.00
Utility Allowance: SO (Note: Plesse enter this amount enly if paid by Tenant)
Gross Rent: $0.00 (Tenant Rent + Mandatory Charges + Utility Allowance)

Click to access the rent fields.

Rent Change Date:

*DO NOT** enter a Rent Change Date except for RD (rural development) or Project-based Section 8
Properties or for Housing Choice Voucher holders when an increase or decrease occurred at a time
other than at recertification.

s 5 : .
emphasys Georgia Department Of Community Affairs 5 o]
e L Projects  Templates  On-Site Managers DCA Management Co
@ﬁ’ Certification Portal Helping fo build strong, vibrant communities. m ® [aa)
. . . 48
» cenestiomaton— Jnit: 201, Tenant: Georgia Peach » Unit Rent
) Household Members  Bed SQFt  System Designation  Report Period Building Project
3 1800 Low Income 01/01/2020 - 12/31/2020  GA-21-00102  2021-TEST - OPM Apartments
» Income
b Assets Rent Change Date: =
»  Unit Rent Tenant Paid Rent: 5000
Mandatory Charges: 50.00
Rental Subsidy: 5000
Utility Allowance: S0 (Note: Please enter this amount only if paid by Tenant)
Gross Rent: $0.00 (Tenant Rent + Mandatory Charges + Utility Allowance)

|

Save & Close
When all data has been entered in all screens for the unit, click -to return to Unit screen.
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Section 5. Manual Entry - Recertification

For 100% LIHTC properties exclusively - recertifications will no longer necessitate a TIC, or a Self-Certification
Form. Instead, only the completion of the Student Certification and VAWA forms is required. For 100% LIHTC
properties only - no "waiver" or "approval" is required to be granted or provided by DCA to allow properties to
begin the self-certification process implementing only the Student Certification form and the VAWA form(s),
which can be found on the DCA Website.

Select the project by using the steps in Section 2. Click on the project to highlight it, then click

Proceed to Buildings

Georgia Department Of Community Affairs

Eﬁ! 8’““’7‘“1.. ion Portal 7A) Projects  Templates  On-Site Managers (® 2 ocamanagement co
ertification Porta Helping 1o build strong, vibrant communites.

& e

Projects . .
FSPRCUPIVRRUURNN Import AllBulding Data | Upload Files | Annual Owner Cerification B Proceed to Buildings  JiE
2020 Annual Owner Certifications

Project ID Project Name Buildings Contact Us
Status Last Submission Date

> Q 2021-TeST OPM Apartments Submitted 04/13/2021 2

99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

Select the building to input the recertification data by clicking on the building to highlight. Then click

Proceed to Units

o Georgia Department Of Community Affairs e 0
@F&H Ceﬂlflcallon Ponal g p ty @ Projects ~ Templates  On-Site Managers A DCA Management Co

Helping to build strong, vibrant communities.

=>3
[ =]

e Project; 2021-TEST - OPM Apartments » Buildings

¥ Import All Buiding Data Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

b Upload s Import Building Data | View Details | Change Report Period Submit Tenant Certs | Proceed to Units

) Annual Owner Certification I i
Building ID Placed In Service Date Last Repart Date Current Reporting Period IRS Compliance Status HOME Compliance Status Agency Compliance Status Tenant Recert Status . ;a?gwsswon Units
} Buildings 3)

Q GA-21-00101 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Submitted 047137201 3
> Q GA-21-00102 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Not Ready &
Q GA-21-00103 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Not Ready 3

Select the unit to input the recertification transaction by clicking on the unit to highlight. Then click

S NS EANEEEN [ocated on the left of the screen.

A . . .
EF; oniis Georgia Department Of Community Affairs — ~  pricc  tempits on-site Maragers

C erﬁﬁca tio l Po rta I Helping to build strong, vibrant communities.

) soseman Bildling ID: GA-21-00102 » Units be

» Import Buiding Data Project: 2021-TEST - OPM Apartments

Unit Definition | Income & Rent Test New TenantCert | Delete Tenant Certs Unit Transfer Ready All Units
} Change Report Period :

—pp Uit UnitID No. of Bedrooms Square Footage Status Head of Household SN Ready to Submit Last Certification Date Re-Certification Due Date
) Reports 200 3 1800 Vacant
Q 201 k] 1800 Occupied by Tenant Georgia Peach v 08/02/2020 05/01/2021
202 3 1800 Vacant
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The user will be taken to the following screen. Enter the ‘New Reporting Period’ for the transaction to be

entered then click R

oo Georgia Department Of Community Affairs - o o
Eﬁ, Certification Portal ) 2 ty {AY Projects  Templates  On-Site Managers @ A DCA Management Co

Helping to build strong, vibrant communifies.

seneinicmsion — Building ID: GA-21-00102 » Change Report Period

»

} import Building Date Project: 2021-TEST - OPM Apartments

» Change Report Period “New Reporting Period: 01/01/2020 [ - |12/31/2020 [ 4 —
» Units

» Reports

[OJupdate Al Buildings

Tl | Cancel

User will not be able to input a new reporting period prior to the current reporting period. For example,
the reporting period listed above is 1/1/2020-12/31/2020. User cannot input a new reporting period prior

to 1/1/2020.

After entering the new reporting period, click b Units|ocated to the left of the screen. The user will be

taken to the following screen. Select the unit to add the recertification data, then click .
Do not click the magnifying glass (which is for editing).

Sy Georgia Department Of Community Affairs ; 0
EF; Certification Portal g p: Ty @ Projects  Templates  On-Site Managers ® ) DCAManagement Co

Helping to build strong, vibrant communities.

=3
i &}

» eennomsin Byilding ID: GA-21-00102 » Units

) Import Buiing Data Project: 2021-TEST - OPM Apartments

Unit Definition | Income & Rent Test [
) Change Report Period A

Delete Tenant Certs § Unit Transfer Ready All Units

New Tenant Cert

—p ) it Unit D No. of Bedrooms Square Footage Status Head of Household SSN Ready to Submit Last Certification Date Re-Certification Due Date
) Reports 200 3 1800  Vacant
Q 201 3 1800 Occupied by Tenant Georgia Peach v 05/01/2020
202 3 1800 Vacant
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. . *New Cert Date: 5
The user will be taken to the following screen. Enter the New Cert Date S and

click . User will not be able to enter a New Cert Date pass the end of the Report Period nor a

future date.

S ) ; ;
emphass Georgia Department Of Community Affairs y o]
@% Certification Portal Hd,,g,.g?mgmgy, —— & i el e | @i @ A2 ocamsnagementco
General Informati 1t . I h | Inf i a8
» Geneniinfermation | njt; 201, Tenant: Georgia Peach » General Information
Bed SQFt System Designation  Report Period Building Project
3 1800 Low Income 01/01/2020 - 12/31/2020 GA-21-00102  2021-TEST - OPM Apartments

Head of Household Information

“Member Name: Georgia Peach Social Security Number:
“Birth Date: 01/01/1975 [F  Age:45 Occupation: v
Sex: v Mearital Status: ~
Ethnicity: v Race: v
Special Population: v Disabled: []
Household Data
Move-In Date: 05/01/2020 Household Annual Income: $0.00 “Unit Assistance Type:  No Assistance v
“New Cert Date: B Non Qualified Students: [J *Owners Designation:  LIHTC v
Initial Certification: Family Size: 1 Restriction: v
Ready to Submit:
Contact Information Transter Information
Home Phone: WorkPhone: - - Transferred From Building:
Email: old unit ID: old Unit Move-In:

If there are any changes (additions or move-outs) to household members since the last certification (or
move-in), click on b Household Members then m

The user will be taken to the following screen. Enter the additional household member data.

N : . .
G Georgia Department Of Community Affairs - > o
@E, Certification Portal 9 P ty {A) Projects  Templates  On-Site Managers @ £, DCA Management Co

Helping to buld strong, vibrant communities.

y semaimomstin it 201, Tenant: Georgia Peach » Household Members

Bed SqFt System Designation Report Period Building Project

» Household Members
3 1800 Low Income 01/01/2020 - 12/31/2020  GA-21-00102  2021-TEST - OPM Apartments
} Income
p— - [
b Assets
b UnitRent Member Name SSN Birth Date Age Occupation

There are no household members to show in this view.

Family Size: 1 Full-Time Students: @

Minors: 0

The user will be taken to the following screen. All applicable fields must be checked. Fields with the
asterisk (*) cannot be left blank. If the tenant refuses to disclose Ethnicity and Race, this choice should

be indicated for those fields.

30



New Household Member

Adding a new household member to the system.

Household Member (Basic Data)

*Member Name: Social Security Mumber:
*Birth Date: = Age
*Relation: h Occupation: -

Household Member (Demographics)

Sext s Marital Status: g
Ethnicity: h Race: e
Special Population: b Disabled: [

Click when done with the section to go to the next section or click to add more

household members. Clicking will completely close the tenant record.

p Income

Next click
member needing to have income update, then click .

to any changes to a household member income. Click the household

A . ] o
iy Georgia Department Of Community Affairs - ;
b Projects ~ Templates  On-Site Managers
EF&I Cemflcatmn Ponal Hetping to build strong, vibrant communities. @
: : ()
» e (Jnit: 201, Tenant: Georgia Peach » Income
) Household Members Bed [SqFt System Designation  Report Period Building Project
3 00 Low Income 01/01/2021 - 12/31/2021  GA-21-00102  2021-TEST - OPM Apartments
—— P lncome
) Assets
) Unit Rent Member Name Source of Income Verification Annual Income
—_p> Georgia Peach Wages (4/20/2020 - Check Stubs/Eaming Statement $12,00000

Head of Household

Annual Income: $12,000.00

Annual Asset Income: $0.00 Total Annual Household Income: $12,000.00

The user will be taken to the following screen. Click it
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‘ Income » Georgia Peach - Head of Household
J

Source of Income: Wages
Member Information

Member Name: Georgia Peach

Relation: Head of Household

Income Source & Amount

Source of Income: Wages

Annual Income: $12,000.00

Income Verification

Verification Source: Check Stubs/Earning Statement

Verification Date: 04/20/2020

Update the applicable fields.

Income » Georgia Peach - Head of Household

Source of Income: Wages
Member Information

Member Mame: Georgia Peach

Relation: Head of Household

Income Source & Amount

Source of Income: Wages hd

Annual Income: | $12,000.00

Income Verification

Verification Source: | Check Stubs/Earning Statemen v

Verification Date: 04/20/2020 E

All fields must be completed using the drop-down selections. For annual income, enter the annual
income for the selected household member or click .

32



If user selects the following screen will show, and the system will calculate income for earned
income sources. Enter the Pay Rate, Frequency, hours per year and the system will display the

calculated Annual Income. The user will need to click B&a to have the system calculate the income.
The calculated income will populate in the Annual Income field in the screen above.

(P Calculate Annual Income
Fay Rate
$0.00

Pay Frequency

Hourly e

Hours per Year
o]

Annual Income

50.00

Click when done with the section to go to the next section or click to add a new

. .- Save & Cl .
income source. Clicking will completely close the tenant record.

***Repeat income and asset updates and/or add new income sources and asset types until
update is complete.

Income and Rent Test

The Income and Rent Test is used to find units that the system identifies as being ‘Over the Income
Limit" and/or ‘Over the Rent Limit’. This is based on the certification date and the income and gross rent
limits in effect on the date of certification or recertification. It is strongly recommended that this test is
used after each move-in or recertification transaction is input into the system.

. . Income & Rent Test
On the General Information screen, click on

33



Report Period
01/01/2021 - 12/31/2021

Bed SgFt  System Designation

» Household Members
3 1800 Low Income

GA-21-00102

Building Project
2021-TEST - OPM Apartments

— > cenenimomaton | nijt: 201, Tenant: Georgia Peach » General Information

) Income .
Edit Tenant Certification Form income & Rent Test [ B
) Assets
b UnitRent Head of Household Information
nit Ren

Member Name: Georgia Peach Social Security Number:

Birth Date: 01/01/1975  Age: 46 Occupation:
Sext Mearital Status:
Ethnicity: Race:

Special Population: Disabled:

Household Data
Move-In Date: 05/01/2020
Last Cert Date: 04/01/2021
Initial Certification:

Ready to Submit:

Contact Informatien
Home Phone: Work Phone;

Email:

Household Annuzl Income: $12,000.00
Non Qualified Students:

Family Sizz: 1

The user will be taken to the following screen.

Project: - | Building:
Household Infermation
Unit ID:
Head of Household:
Family Size:
Mo. of Bedrooms:
Household Income:

Gross Rent:

Unit ID: » Household Income & Rent

Transfer Information
Transferred From Building:

Old Unit ID:

Limit Status

Effective
as of

Income Limits

Rent Limits

Unit Assistance Type: No Assistance
Owners Dasignation: LIHTC

Restriction:

Old Unit Move-In:

Maximum
Amount

Status

Below Income Limit

Below Rent Limit

=3
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Deleting Tenant Certifications

If a date of certification, move-in or transfer was entered incorrectly the transaction can be deleted.

. . ) . i Delete Tenant Certs
Click the unit that contains the certification to be deleted then click .

B i ity Affai , )
@% 8§ﬂ|f|cat| on P Onal gggﬁrgﬁ”?:ﬁ:r}lxﬁanflifgfmmumw Affairs @ Projects ~ Templates  On-Site Managers @ 8 DCA Management Co
o i . Al
» saiemsin - Bilding 1D: GA-21-00102 » Units
b Import Building Data Project: 2021-TEST - OPM Apartments
b Units Unit 1D No. of Bedrooms Square Footage Status Head of Household SSN Ready to Submit Last Certification Date Re-Certification Due Date
D HEE 200 3 1800, Vacant
— 201 3 1800 Occupied by Tenant Georgia Peach 04/01/2021
202 3 1800 Vacant
|
- Unit ID: 201 » Tenant Certificati ®
ni . » 1enan ertrications
| Project: 2021-TEST - OPM Apartments | Suilding: GA-21-00102
Maove,/Transfer In Head of Household Last Certification Rent Change Date Move/Transfer Out
Date Date Date
05/01/2020 Georgia Peach 04/01/2021 xt
05/01/2020 Georgiza Peach 08,/02/2020
05/01/2020 Georgia Peach 05/01/2020
Vacant

Only entries with an % can be deleted. User cannot delete transactions/certifications that have been

processed. If there are more than one entry with a % deletion must be completed starting from the
most recent entry then downward. Before the deletion is completed, the user will receive the following
warning message:

Are you sure you want to delete the selected Item?
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Section 6. Manual Entry - Unit Transfers

This section is used for manual entry of unit transfers. For all unit transfers, there must be a vacant unit to
transfer to.

TRANSFER WITHIN THE SAME BUILDING

Select the project by using the steps in Section 2.

1) If using Options 1-4 to select the project, click on the project to highlight. The user will be taken to the

. . Proceed to Buildings
following screen, then click .

N . . .
mphisys Georgia Department Of Community Affairs i ; Q
TP Projects ~ Templates  On-Site Managers DCA Management Co
Eﬁﬂ Certification Portal | tieiing o buiasvong iran commanites. 0 @ &
&
: )
Projects
SR PPN (ot All uiding Data | pload Files B Proceed to Buidings .
2020 Annual Owner Certifications
Project D Project Name Buildings Contact Us
Status Last Submission Date
—p Q 2021-TEST OPM Apartments Submitted 04/13/2021 3

99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

2) If using Option 5 to select the project, click on the project to highlight. The user will be taken to the following

. p Buildings
screen, then click .

Georgia Department Of Community Affairs

S o]
: Projects Templates O DCA Management Co
ation Portal | pieping to buid strong, vibrant commenitis ® =

o>
L 2l

» Gneslilomaton — Project; 2021-TEST - OPM Apartments » General Information

» Import All Building Data Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

» Upload Files 99 DeKalb Avenue

=
» Annual Quner Certification . GA 30325

—bBui\dmgs 3) Electronic Documents Buildings

The user will be taken to the following screen when using either option after clicking “Proceed to Buildings” or
Proceed to Units
“Buildings”. Click building that contains transfer units to highlight, then click .

A . g 0
mphesys . o
E’”l‘ﬁ- fion Portal Georgia Department Of Community Affairs () Projects  Templates  On-Site Managers % DCA Management Co
ertincation Forta Helping to build strong, vibrant communities.
General Information | . |d &8
) Project: 2021-TEST - OPM Apartments » Buildings
) Import Al uilding Data Address; 99 DeKalb Avenue, Atlanta (DeKall), GA 30325
) Upload Fies Import Building Data | View Details | Change Report Period Submit Tenant Certs | Proceed to Units
) Annual Owner Certification J—
Building ID Placed In Service Date Last Report Date Current Reparting Period IRS Compliance Status HOME Compliance Status Agency Compliance Status Tenant Recert Status = ; :msswon Units
) Buildings (3) ate
Q GA-21-00101 01/01/2020 - 12/31/2020 ot Tested Not Tested Mot Tested Submitted 04/13/2021 3
> Q GA-21-00102 0170172021 - 12/31/2021 Not Tested Not Tested Mot Tested Not Ready 3
Q GA-21-00103 01/01/2020 - 12/31/2020 Not Tested Not Tested Mot Tested Not Ready 3
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The user will be taken to the following screen. Click the unit of which the tenant will be moving out of to

highlight, then click .

A 3 q o
enphays Georgia Department Of Community Affairs ; ; 0
- : Projects ~ Templates  On-Site Managers DCA Management Co
ﬁ% Cel‘tlflcallon POI’Ta| Helping to build strong, vibrant communities. @ ® =
General Informi ildi : i &8
» aelinomaion— Byifdling ID: GA-21-00102 » Units
y Import Building Data Project: 2021-TEST - OPM Apartments
p Change Report Period &
» Units B
Unit 1D No. of Bedrooms Sguare Footage Status Head of Household SSN Ready to Submit Last Certification Date Re-Certification Due Date
b s 20 3 1800 Vacant
’Q 20 3 1800 Occupied by Tenant Georgia Peach 04/01/2021

202 3 1800 Vacant

The user will be taken to the following screen. Make sure the ‘Current Unit’ and ‘Current Building’ numbers are
correct.

Click the down arrow in New Unit field to reveal the available vacant units and select the unit of which the
household will be transferring into. If there are no vacant units listed, check your property’s rent roll for any

missing move-out transactions. After all fields are completed, click .

D Emphasys Certification Pertal - Unit Transfer Configuration - Work - Microscft Edge — O *

&1 https://ghfacp.emphasys-hft.com/UnitTransferConfig.aspx?unitdatakey=1340

Unit ID: 201 » Unit Transfer =

Project: 2021-TEST - OPM Apartments | Building: GA-21-00102
Unit Transfer Data

Current Unit: 201

Current Building: GA-21-00102

“Mew Unit: v

*Transfer Effective Date: it
Tenant Paid Rent: $0.00
Mandatory Charges: £0.00
Rental Subsidy: £0.00
Utility Allowance: 50
Gross Rent: $0.00
Maximum Section 42 Rent: £0.00
Maximum HOME Rent: £0.00

l

Transfer Cancel
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**The “Transfer Effective Date” cannot be prior to the move-out date of the vacant unit the household is
moving into.

TRANSFER BETWEEN BUILDINGS

The IRS considers each building in a property to be a separate project unless the owner elects to treat more than
one building in a property as part of a multiple-building project. Owners make the election for multiple building
projects on Part Il, line 8b of IRS form 8609.

Follow the same steps as above for “Transfer Within the Same Building”. If the owner elected to allow unit
transfers between buildings (per the 8609) the Super User or On-Site Manager will get the following “Unit
Transfer” screen with the ability to select the building and unit household is transferring to:

Unit ID: 201 » Unit Transfer *
Project: 2021-TEST - OPM Apartments | Building: GA-21-00102
Unit Transfer Data
Current Unit: 201
Current Building: GA-21-00102
Mew Building 1D - - - ————
“New Unit v &
“Transfer Effective Date i
Tenant Faid Rent 50.00
Mandatory Charges 50.00
Rental Subsidy 50.00
Utility Allowance 50
Gross Rent 50.00
Maximum Section 42 Rent 50.00
Maximum HOME Rent 50.00
|. Cancel ‘
Click the ellipses ~ to select the new building. Click the down arrow in New Unit field to reveal the available

vacant units and select the unit of which the household will be transferring into. If there are no vacant units
listed, check your property’s rent roll for any missing move-out transactions. After all fields are completed, click

Transfer
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The following screen shows where the transfer information will be located.

never go away.

The transfer unit information will

) General Information

Bed SQFt  System Designation

» Household Members
3 1800 Low Income

» Income
p Assets

) UnitRent Head of Household Information
nit Rent

Report Period

Building

Project

Unit; 201, Tenant: Georgia Peach » General Information

01/01/2021 - 12/31/2021  GA-21-00102  2021-TEST - OPM Apartments

Member Name: Georgia Peach

girth Date: 01/01/1975
Sex:
Ethnicity:

Spedial Population:

Household Data
Move-In Date: 05/01/2020
Last Cert Date: 04/01/2021
Initial Certification:

Ready to Submit:

Contact Information
Home Phone:

Email:

Unit Transfer Error

Age 46

Work Phone:

Tenant Certification Form Income & Rent Test

Social Security Number:
QOccupation:
Marital Status:

Race:

Disabled:

Household Annuzl Income: $12,000.00
Nen Qualified Students:

Family Size: 1

Fansfer Information
Transferred From Building:

Qld Unit ID:

o>

Unit Assistance Type: No Assistance
Owner's Designation: LIHTC

Restriction:

Old Unit Move-In:

If a unit transfer was completed in error and needs to be deleted, please send the request to
hfdemphasys@dca.ga.gov for further instructions.
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Section 7. Manual Entry — Move Out

This section is used for manual entry of a move-out transactions.

Select the project by using the steps in Section 2. Click on the project to highlight, then click

Proceed to Buildings

Georgia Department Of Community Affairs {A) Projects  Templates  On-Site Managers @ 8 DCA Management Co

anfhisys
Eﬁ’ Certification Portal | Heiping to buitd strong, vibrant communities

Projects
ESPICUPIRPSUMINNN \mport AllBulding Data | Upload Fies | Annual Owner Certification [ Proceed to Buildings _

o
L

2020 Annual Owner Certifications
Buildings Contact Us

Project ID Project Name
Status Last Submission Date

Q 2021-TesT OPM Apartments Submitted 04/13/2021 E

' 09 DeKalb Avenue, Atlanta (DeKalb), GA 30325

Select the building to input the recertification data by clicking on the building to highlight. Then click

Proceed to Units

8 DCA Management Co

Georgia Department Of Community Affairs () s Tenpetes O Narages

i
ﬁ% Cemf[ca“oﬂ Portal Helping to build sirong, vibrant communities.

a
. . a [ )
e Project: 2021-TEST - OPM Apartments » Buildings
} Import All Bulding Data Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325
) UpladFes Import Building Data | View Details | Change Report Period Submit Tenant Certs [ Proceed to Units
) Annual Owner Certification Lact b
Building ID Placed In Service Date Last Report Date Current Reporting Period IRS Compliance Status HOME Compliance Status ‘Agency Compliance Status Tenant Recert Status = ;tmlsswon Units
) Buildings (3) ate
Q GA-21-0010 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Submitted 04/13/2021 3
—>Q GA-21-00102 01/01/2020 - 123172020 Not Tested! Not Tested Not Tested Not Ready 3
qQ GA-21-00103 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Not Ready 3

The user will be taken to the following screen. Select the unit of which the move-out will occur, then click

. Do not click the magnifying glass (which is for editing).

A . . .
phass ! )
EF;] i Georg|a Depanment of Communlty Affars @ Projects  Templates  On-Site Managers @ 8 DCA Management Co

Ceﬂiﬁca ti on P Onal Helping to build strong, vibrant communites.

A

» cewirnin Byjlding ID: GA-21-00102 » Units i
) Inport Buiding Daa Project: 2021-TEST - OPM Apartments
) Change Report Period ‘ ‘ ‘ ‘ ‘
b Lo UnitiD No. of Bedrooms Square Footage Status Head of Household SN Ready to Submit Last Certification Date ~ Re-Cerffication Due Date
) Repors b 3 1800 Vacant
—»Q il 3 1800 Occupied by Tenant Georgia Peach 4 05/01/2020

02 3 1800 Vacant
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: . . Move Qut
The user will be taken to the following screen. Enter the Move Out Date then click .

Unit ID: 201 » Unit Move Out =

Project: 2021-TEST - OPM Apartments | Suilding: GA-21-00102

Building 1D: GA-21-00102
Unit ID: 201
Head of Household: Georgia Peach

*Move Cut Date: F «———
(D Eviction

Reason for Eviction:

Deleting Move-Out

If the move-out was entered incorrectly the transaction can be deleted.

. . . . Delete Ti t Certs
Click the unit that contains the move-out to be deleted then click .

Georgia Department of Community Affairs @ Projects  Templates  On-Site Managers @ % DCA Management Co

Helping to build strong, vibrant communities.

m;\’!‘m:
Eﬁl Certification Portal

D>
o o]

» eeanomaien Bilding 1D GA-21-00102 » Units

) Import Building Data Project: 2021-TEST - OPM Apartments

m Unit Definition | Income & Rent Test New Tenant Cert | Delete Tenant Certs Unit Transfer Ready All Units
} Change Report Period

¥ Units Unit ID No. of Bedrooms Square Footage Status Head of Household SN Ready to Submit Last Certification Date Re-Certification Due Date
b Reports 200 3 1800 Vacant
—» Q 201 3 1800 Occupied by Tenant Georgia Peach 04/01/2021
202 3 1800 ' Vacant
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. o : =
Unit ID: 201 » Tenant Certifications
Project: 2021-TEST - OPM Apartments | Building: GA-21-00102

Maove/Transfer In Head of Housshold Last Certification Rent Change Date Maove/Transfer Qut
Date Date Date
05/01/2020 Georgia Peach 04/01/2021 Xe—
0540172020 Georgiz Peach 08/02/2020
05/01/2020 Georgia Peach 05/01/2020
Vacant

Only entries with an * can be deleted. User cannot delete transactions/certifications that have been

processed. If there are more than one entry with a * , deletion must be completed starting from the
most recent entry then downward. Before the deletion is completed, the user will receive the following
warning message:

L
Are you sure you want to delete the selected Item?
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Section 8. Readying Units for Submission

This section gives the steps on how to submit the monthly final submission to DCA. User
will not be able to move to the next reporting period until the submission(s) have been
completed. Marking units as Ready to Submit lets DCA Compliance know that the
property has completed entering data for the current reporting period.

Navigate to property by using 1 of the 5 search options to bring up the list of buildings.

e Georgia Department Of Community Affairs MRy | Taiks | Susareimes
Eﬁ’ Certification Portal Helping to build strong, vibrant communities. ry ! i ¢
Snapshot
Projects Status & Search Annual Owner Certifications Submission Status

Grantee Number:

IDIS Activity Number:

| Project ID: [ Nl
E Projects
Project Name:
Status
1P

View All

Recently Viewed Projects

Q 2021-TEST OPM Apartments 3 Buildings

There are two ways to mark a unit Ready to Submit.

1) At the Building level:
. Q o
Click the next to the Building

Gereral nformation Project: 2021-TEST - OPM Apartments » Buildings

Import All Building Data Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

Upload il Import Building Data View Details Change Report Period # submit Tenant Certs Proceed to Units :
pload Files : :

Annual Owner Certification

Building 1D Placed In Service Date Last Report Date Current Reporting Period IRS Compliance Status HOME Compliance Status
Buildings (3)
—» Q GA-21-00101 Mot Tested Not Tested
Q GA-21-00102 Not Tested Not Tested
Q GA-21-00103 Not Tested Not Tested

Select Units from left hand menu
i Georgia Department Of Community Affairs
# Certlflcatlon Portal

Helping to build strong, vibrant communities.

@' Projects Templates On-Site Managers

» Generaimformation  Building ID: GA-21-00101 » General Information
» Import Building Data Project: 2021-TEST - OPM Apartments
» Change Report Period Building Address
b units €—— 99 DeKalb Avenue
Atlanta (DeKalk), GA 30325-0000
» Reports DeKalb

Building Compliance Status

Last Tested On Last Report Ending De
IRS

Agency

HOME
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Ready All Units

Click . This will mark all the units in the building as Ready to Submit.

Georgia Department Of Community Affairs m

Helping to build strong, vibrant communities.

Projects Templates On-Site Managers

emphasys
Eﬁ’ Certification Portal ‘

General Information

-

Building ID: GA-21-00101 » Units

Project: 2021-TEST - OPM Apartments

» Import Building Data
New Unit Unit Definition Income & Rent Test New Tenant Cert Delete Tenant Certs Ready All Units
» Change Report Period
» Units .
Unit 1D No. of Bedrooms Square Footage Status Head of Household SSN Ready to Submit Last Certificatio

D EErES 100 2 1083  Vacant

101 2 1400 : Vacant

102 2 1600 : Vacant

As shown below, units are Ready to Submit

Georgia Department Of Community Affairs w

H onihosrs - o
@ Certification Portal ‘ Projects  Templates  On-Site Managers

Helping to build strong, vibrant communities.

» General Information

Building ID: GA-21-00101 » Units

Project: 2021-TEST - OPM Apartments

Unit Definition Income & Rent Test New Tenant Cert Delete Tenant Certs Unit Transfer Ready All Units H

Impart Building Data

Change Report Period

y Units Unit ID Ne. of Bedrooms Square Footage Status Head of Househald SsN Ready to Submit Last Certification Date Re-Certification [
» Reports 100 2 1083 Vacant

101 2 1400 Vacant

102 2 1600 Vacant

2) At Unit level:
a) The user can mark the unit individually:

Click the next to the Unit

A
e ] . A®
» ceeinomaion BUilding |D: GA-17-04401 » Units
»  Import Building Data Project: 2016-044 - Lakeview Senior Gardens , .
} Change Report Period e
» Units T A
Unit ID No. of Bedrooms | Square Footage Status Head of Household SSN Ready to Submit | Last Certification Date e Cem[f;:::on o
» Reports
—> q’_‘) 101 2 1038 Occupied by Tenant Maienza, Peter ##2.22.0735 08/01/2020
Q 102 2 1038 Occupied by Tenant Simpson, Vivian #22.22.1737 02/15/2020
Q 103 2 1038 Occupied by Tenant Causey, Jery ##4-88-1311 02/15/2020
Q 104 2 1038 Occupied by Tenant Witherspoon, Wanda ##8-#5-0602 02/15/2020
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-

-

-

-

-

General Information

Bed SqFt System Designation Report Period
Household Members
= ‘ 1038 Market Rate
e \*’m Tenant Certification Form
Assets
Head of Household Information
Unit Rent

Member Name: Maienza, Peter
Birth Date: 07/09/1953  Age: 67
Sex:

Ethnicity:

Special Population: Battered Women

Household Data

Move-In Date: 02/22/2019
Last Cert Date: 08/01/2020

Initial Certification:

——» Ready to Submit:

Contact Information
Home Phone:

Email:

01/01/2020 - 12/31/2020 GA-17-04401

Unit: 101, Tenant: Maienza, Peter » General Information

Building Project

2016-044 - Lakeview Senior Gardens

Income & Rent Test

Sodial Security Number: 000-00-9735
Occupation:
Mantal Status:
Race: Black/African American

Disabled:

Household Annual income: $40,239.00
Non Qualified Students:

Family Size: 3

Work Phone:

B it T
C|IC|(, then check the eady 1o Submit Loy

b) If user knows all activity has been entered for the current open period and Ready to Submit, click

45

a8

~
Unit Assistance Type: No Assistance
Owner's Designation: LIHTC
Restriction:
Transfer Information
Transferred From Building:
Old Unit ID: Oid Unit Move-In:
v

A . a8
» eaeanomaion — BUilding ID: GA-17-04401 » Units
b Import Buiding Data Project: 2016-044 - Lakeview Senior Gardens
Income & Rer Unit Transfer Close ‘
» Change Report Period e
) Units i A
Unit ID No. of Bedrooms ~ Square Footage Status Head of Household SSN Ready to Submit  Last Certification Date RevCen:g:?:on Due
b Reports |
Q 101 2 1038 Occupied by Tenant Maienza, Peter #22.22.0735 08/01/2020
Q 102 2 1038 Occupied by Tenant Simpson, Vivian #ae.22.1737 02/15/2020
Q 103 2 1038 Occupied by Tenant Causey, Jerry see8.1311 02/15/2020
Q 104 2 1038 Occupied by Tenant Witherspoon, Wanda #¥5.23.0602 02/15/2020
All units will be checked as Ready to Submit.
‘ iding ID: ; X
» cenamomaion — BUilding 1D: GA-17-04401 » Units
b Import Building Data Project: 2016-044 - Lakeview Senior Gardens
} Change Report Period
} Units - A
UBtID | Noiof Bedrooms | Square Footage Status Head of Household SoN Readyt ubmit \st Certcaton Date | "* #1010 Due
} Reports
Q 101 2 1038 Occupied by Tenant Maienza, Peter #22-22-9735 b 08/01/2020
Q 102 2 1038 Occupied by Tenant Simpson, Vivian 22220737 02/15/2020
Q 103 2 1038 Occupied by Tenant Causey, Jerry ##8.88-1311 02/15/2020
Q 104 2 1038 Occupied by Tenant Witherspoon, Wanda ##8.88-0602 02/15/2020



When all units in the buildings are checked Ready to Submit, the Recert Status will change to Ready
for that building.

anihisys
Certification Portal

Georgia Department Of Community Affairs -~

Projects Templates On-Site Managers
Helping to build strong, vibrant communities.

b enerslinformaion Project: 2021-TEST - OPM Apartments » Buildings

» Import All Building Data Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

) Upload Fil Import Building Data View Details Change Report Period Submit Tenant Certs Proceed to Units
pload Files

» Annual Owner Certification

Building ID Placed In Service Date Last Report Date Current Reperting Period IRS Compliance Status HOME Cempliance Status Agency Compliance Status Tenant Refert Status s S;meSS\DH
) Buildings (3) ate
Q GA-21-00101 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Ready
Q GA-21-00102 01/01/2020 - 1243172020 Not Tested Not Tested Not Tested Not Ready
Q GA-21-00103 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Not Ready

Submit Tenant Certs
Highlight the ‘Ready’ building and Click . The data is then sent to DCA Compliance.

Project: 2021-TEST - OPM Apartments » Buildings

Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325

Import Building Data || View Details | Change Report Period Submit Tenant Certs | Proceed to Units

Building ID Placed In Service Date Last Report Date Current Reparting Period IRS Compliance Status HOME Compliance Status Agency Compliance Status Tenant Recert Status =3
Q GA-21-00101 01/01/2020 - 12/31/2020 Not Tested Not Tested Mot Tested Ready
Q GA-21-00102 01/01/2020 - 12/31/2020 Not Tested Mot Tested Mot Tested Not Ready
Q GA-21-00103 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested Not Ready
If the user tries to submit building data without submitting the units as ready, the following message will appear:
) Tenant Certs Submission Not Allowed
R
A successful submission message will appear to show that the transaction was submitted to DCA.
e Tenant Certs Submission Successful
Project 1D: 2021-TEST . j j
Building ID: GA-21-00101 *An error message will display if a non-
Reporting Period: 01/01/2020 - 12/31/2020 . . . oo
e . SECT! compliance issue was identified

You are required to submit tenant data monthly.

Submitting multiple months of tenant certifications before
submitting the BINS for the current reporting period is considered “stacking.” You must only submit
tenant data for the month that you are currently reporting for.
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If you are submitting tenant data for the reporting period 6/1/24-6/30/24 but also submit TICs for April and
May, that is stacking. Each monthly reporting period is required to have its own submission. As a
reminder, for each monthly submission, you must “ready all units” and click “Submit Tenant Certs”.

Please note that stacking is prohibited in the Emphasys system.

Ex. This is an example of stacking. The current reporting period is September 2022, but
the last report date (successful submission) is February 2021. For the project to be in
Compliance, the next reporting period should be March 1, 2021, to March 31, 2021. All
TICs submitted should be for March 2021 only.

b Flaced In Service Date Last Report Date Current Reporting Period

] 12/01/1999 02/28/2021 09/01,/2022 - 09/30/2022

Ex. Below is a project who has completed a successfully submission and currently
in the correct reporting period.

Last Report Date Current Reporting Period IRS Compliance Status
05/31/2024 DE/01,/2024 - 06/30/2024 n Compliance
05/31/2024 06/01/2024 - 06/30/2024 n Compliance
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Section 10. Reports

From the Building main screen, highlight the building and click
ports

Georgia Department Of Community Affairs {R] Projects  Templates  On-Site Managers

B enitiss
= Certification Portal Helping to build strong, vibrant communities.

General nformation Project: 2021-TEST - OPM Apartments » Buildings

import Al Building Data Address: 99 DeKalb Avenue, Atlanta (DeKalb), GA 30325
Upload Files Import Building Data View Details Change Report Period Submit Tenant Certs Proceed to Units

Annual Owner Certification

Building 1D Placed In Service Date Last Report Date Current Reporting Period IRS Compliance Status HOME Compliance Status Agency Compliance Status
Buildings (3)
Q GA-21-00101 01/01/2020 - 12/31/2020 Mot Tested Not Tested Mot Tested
Q GA-21-00102 01/01/2020 - 12/31/2020 Mot Tested Mot Tested Mot Tested
Q GA-21-00102 01/01/2020 - 12/31/2020 Not Tested Not Tested Not Tested

The Super User or the On-Site Manager will be taken to the “Reports” screen. Then click on the report
from the options listed below.

Georgia Department Of Community Affairs {A] Projects  Templates  On-Site Managers

Cerﬁﬁcation P o rtal ‘ Helping to build strong, vibrant communities.

v cenzrslinformation— Building 1D: GA-21-00101 » Reports
Project: 2021-TEST - OPM Apartments

» Import Building Data

» Change Report Period LIHTC/HOME Annual Occupancy ) Show aniy last 4 digits of SSN in reports
O include units withaut recent activity Y 9 P
p Units [J Run Report for all Buildings
» Reports Household Income & Rent Limits Status
Reports will display and can be downloaded to Word . or Excel -

e LIHTC/HOME Ann@ncy Report will only print activity that has occurred within the

reporting period that is currently open. If you would like to include all activity in addition to the reporting
period, the user will need to check Y nclude units without recent 2ty If you would like to run the report for “all”

buildings and units in the entire project, the user will need to check  fun feport for all Buildings

~ Show only last 4 digits of SSN in reports

Clicking will only show the last 4 digits of tenant’s social security

number.
I Detail Report B 1 v xE
STUDENT EXPLANATION
1 - TNAF assictance. Generated on 4/13/2021 by DCA Management Co  Page 1 of
Seorgia Department Of Community Affairs 2 - Job Training Program.
3 - Single parent/dependent child.
LIHTC/HOME Annual Occupancy Report 4 Marted/oint reun
5 - Previous Foster Care.
6 - Extended-Use Period.
B B Initial Age Gross Annual =in Men- e Mrit
Unit Unit Sq Ft BR Move-in Move-Out Head of Head of Household Date/Last Rent Change Cert Head [—— Monthly Tenant RHS Rent Mandatory Amount of Util Allow Hshld qual Stdnt Unit
o Date Date Household SSN Name Certification Date N of Recert Paid Rent QOverage Charges Rental Subsidy at Stdnt Expln /N
Date Hshld Recrt Y/N Code
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The Household Income & Rent Limits Status Report gives information on how the household
compares against the income and rent limits that are applicable to each unit based on the recerts
effective dates and type of unit. Cannot run this report for all buildings, just on a per building basis.

I Detail Report

seguerd Department Of Community Affairs Generated on 4/13/2021 by DCA Management Co  Page 1

usehold Income & Rent Limits Status Report

T e | Last Last Rent Total Annual
o = Head of Household Full Name Ouseno LA Certification Change Household Income Limit EECIE Income Limit Status il g Rent Limit iz Rent Limit Status
D Size Size Date Date Date Income Date Rent Date
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Section 11. Annual Owner Certifications “AOC”

An owner of a LIHTC project must submit an online Annual Owner’s Certification (AOC) to
DCA/GHFA under penalty of perjury and as provided in Section 1.42-5 (c)(1) of the Treasury
Regulations, by the stated deadline provided on the AOC form and the Agency website each year.
All AOC submissions will be reviewed for Section 42 compliance and timely submission. DCA
requires all AOC’s to be submitted by March 15t of each year by 5:00 PM EST. For further
information, review the DCA LIHTC and HOME Compliance Manual on the DCA/ GHFA website.

{A) Projects  Templates

emghasys ‘ Georgia Department Of Community Affairs

M Cel'tlfl Cation PO rtal Helping to build strong, vibrant communities.

On-Site Managers

b General information Project: 2021-COMP2 - Comp Test 2 » General Information

» Import All Building Data Address: 65 Atlanta Ave, Albany, GA 31706 { Gz
» Upload Files 65 Atlanta Ave & Totals

» Annual Owner Certification Albany, GA 31706

» Buildings (3) Electronic Documents Buildings

Annual Owner Certification

Project: 87-10 - TEST » General Information
Address T Type af Certification
test, DES MOIMES, 1A 50309 F-000000250 IFA 1st Year Monitoring  Certification

“Mesw Certification Pericd EE - =

L) Mo Builldings hawve been Placed in Service
O A least one building has been Placed in Sendce but awner elects to begin credit periad in the following year
® Mone of the above applies

The Undersignad:

On Behalf of

1. The project meets the minimum requirements of: (cheds one)

1® 20-50 test under Section 420g)(1)Al of the Code
' 4d-al) test under Section 4209101 08) of the Code (25-60 MY Onhy
L1540 rest for "deep rent-skewed” projects under Secton 42(q)1E) and 142 (d)iid)B) of the Code

2 There has been no change n the applicable fraction (a8 delined in Section 42{€01)(E) of the Code) lor sy building in the praject

® No Change 2 Change

Anniial Cwrer Canification Farm

For further information and training on how to complete the AOC, please review the DCA website here
and DCA LIHTC & HOME Compliance Manual here.
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Section 12: Uploads to the Miscellaneous Section

If you are required to upload any data that does not include monthly tenant data such as
Property Information Form (PIF), DCA checklist, 8609’'s, Work Orders, Invoices, PDF
photos, and etc will need to be uploaded using the “Miscellaneous” section.

To upload any of the files above please follow the below steps:

Upload Files- Miscellaneous- New- Document Type (Miscellaneous)- Document Title (EX.
AOC)- Select File (choose file)- Save

Ay *Projects
fome

i
Frojects  Import Al Building Dats

=) | Uplasd Fes

" Annusl Owner Certification

Project: 2021-TEST - OPM Apartments » Upload Files =
e —— GA 30325

General Infarmation

EP o Document Hame Criginl e Hame Reprtng periad Uplaaded 8y Submit status
o

@

Document Name Original File Name Reporting Period Uploaded By Submit Status

Document t Name Original File Name Reporting Period Uploaded By Submit Status

Document Name Original File Name Reporting Period Uploaded By submit status

R g [ e IEYBls © Emphasys Certification Portal - File Configuration - Google Chrome: — o >

Certification Portal  cping to buia st
23 ghfacp.emphasys-hft.com/ProjectDocumentConfig.aspx?fkProject=10288&Type=OTHER

1::‘:'- < Projects
—— =
Proje il Print
" e ey AL New File
&55) Addres3g Adding a new file to the system.
St Import All Buikiing Data Financial A General Information
| Upload Files
i Document Type: | Miscellaneous ~
Annusl Owner Certification Showing ’
lgé@ Document Title:
= Buildings (7)
Document Upload
©,
E select File: [[Choose File | No file chosen
Showing
Monthly &

Showing

o o |

Miscellaneous

Showing 0 - 0 of 0 records

Document Name Original File Name
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Frequently Asked Questions “FAQ”

Question

Answer

| need help getting into the
certification portal. What and who do
| need to contact?

Email hfdemphasys@dca.ga.gov to notify you need access to the
system. That includes if you need a password reset for the certification
portal.

My on-site manager needs help
getting into the project.

The super user should be able to reset the password for all on-site
managers. If it still does not work, have the super user
email hfdemphasys@dca.ga.gov for assistance.

My project is not showing up in the
certification portal.

Has your project placed in service? Please email
hfdemphasys@dca.ga.gov with your placed in-service form and unit
spreadsheet that can be found on the website here. This will start the
property setup process.

My Owner needs help getting into the
project. What can | do to get that
person's credentials?

The owner will use the same login credentials as the Super User.
Currently there is no way for the Owner to have access for each
property.

What can | do if | can’t find my answer
in the FAQ?

Please send your questions to hfdemphasys@dca.ga.gov

Why is my project showing submitted,
but | cannot move forward to the next
reporting period?

Submissions for the building(s) were forwarded to our queue due to a
system error or tenant data error. You or another staff member will
receive an email from our Compliance staff with the error(s) listed for
each building. Notifications are completed and sent in the order
received.

My property has been placed in
service, but | don’t see it in the
system. What do | need to do?

If you feel there may be an issue, please ensure you have submitted
the required forms — Emphasys Unit Data Spreadsheet, Placed In
Service form found on the website here. Also, be sure that the forms
are complete, all applicable tabs have been filled out and that the PIS
form accurately captures the Acquisition or Rehab PIS dates, if
applicable. Remember, one building must have an "actual" placed-in-
service date, not an "anticipated" date, to begin setting up the project.
If you have verified all the above, please

email hfdemphasys@dca.ga.gov. Also, properties are set up in the
order received.

How do | know if my project is in an
eligible Rural Development (RD) area
and thus should use the NNMI limits?

To determine if a property is in an eligible rural area, click USDA Rural
Development Eligibility and then select the ‘Multifamily-Housing’
program link. Partners with projects eligible to use the NNMI limits
should notify DCA and provide a screenshot of the USDA RD Eligibility
page for each project. Learn more about the DCA Compliance
requirements in our previously published Blast April 18, 2022
Compliance Blast

My National Non-Metro Income Limits
(NNMI) are incorrect; what do | do?

Is your project in a designated rural development, and thus should be
using the NNMI limits? First, be sure that you are reviewing the
correct income limits. Refer to the LIHTC and HOME Compliance
Manual to ensure you are reviewing the correct limits based on the
placed-in-service dates, among other factors. If you need further
assistance, email hfdemphasys@dca.ga.gov

| have checked my Non-Metro Income
Limits and the HUD MTSP limits. My
limits are still incorrect, what do | do?

If you have verified that you are comparing the correct limits and the
limits are still incorrect, email hfdemphasys@dca.ga.gov to alert DCA
to your concern(s).

My property has missing buildings,
units, and/or incorrect units who do |
contact?

Please email hfdemphasys@dca.ga.gov with the Project ID#, Project
name, and building/units that are missing. All requests are handled in
the order they are received.
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| received an over-rent error for a
tenant, but the property is a PBRA/RD.
How do | add the rent overage?

Please see steps below.

Property must include the rent overage on the ‘Rent Unit’ screen in CP:

b Unit Rent Rent Change Date:
Tenant Paid Rent: §127.00
RHS Rent Overage: §0.00
Mandatery Charges: 50.00
Rental Subsidy: £395.00

£156,00 (Note: Please ent

er this amount only if paid by Tenant)

§283.00 (Tenant Rent + Mandatory Charges + Utility Allowance - RH3 Rent Cverage)

**0Only include the overage amount (amount over the rent limit).

I’ve watched the videos and looked at
the training manuals, and still don’t
understand what to do.

Please review the Compliance Training page on the DCA website here.
If you need additional assistance, please email your request to training
or submit your question(s) for additional help

to OPM_Training@dca.ga.qov.

The move-in date is incorrect. How do
| get this changed in the system?

Unfortunately, DCA cannot correct move-in dates. Emphasys must
make that correction. Please complete this form: Incorrect Cert Date
Spreadsheet, and send the completed form to
hfdemphasys@dca.ga.gov.

| need to change the move-out date
on a tenant, and the system won’t let
me change it.

Submit your request to hfdemphasys@dca.ga.gov . Be sure to include
the Project Name, Project ID#, Building #, Unit # and move-out date.

How/Where/When do | submit the
Annual Owner Certification?

Link to AOC section of the DCA Website ANNUAL OWNER
CERTIFICATION (AOC) | Georgia Department of Community Affairs
(ga.gov)

How do | delete an incorrect tenant
cert?

Submit your request to hfdemphasys@dca.ga.gov Be sure to include
the Project Name, Project ID#, Building #, Unit # and Tenant Name.

| am the only Super User for our
management company and forgot my
password. How do | get my password
reset?

Submit your password reset request to hfdemphasys@dca.ga.gov. If
you would like to add an additional Super User for your management
company, please complete and submit this form: Emphasys User
Authorization - COPY - Formstack. Keep in mind that Super Users
share the same login credentials.

My property uses Average Income,
but I’'m receiving over income and
over rent errors. The income and rent
are within the limits. Why am |
receiving errors?

You will go to the unit and choose the dropdown box labeled
“Restrictions” on the General Information screen. Then choose the
set-aside applicable to that unit.

Head of Household Information

Member Name‘_

girth Date: 01/20/1955 [

Social Security Nmbe~

Age: 67 Occupstion:  Other, Not Full Time Student v

Sexx Male
Ethnicity:  Non Hispanic or Latino

Special Population:

Household Data

hd Marital Status:  Married v

v Race:  Black/African American v

b Disabled:

“Move-In Date: 03/10/2022 [ Household Annual Income: $39,443.09 Unit Assistance Type: No Assistance v
Last Cert Date: 03/10/2022 Non Qualified Students: “Owner's Designation:  LIHTC v
Initial Certification: ¥ Family Size: 1 Restriction: [ 80% AMI v
Ready to Submit

Contact Information

Home Phone:

ransfer Information
Work Phone: Transferred From Building:

Old Unit ID:

30% AMI
40% AMI
50% AMI
60% AMI
70% AMI
80% AMI
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Why hasn’t my last report date Only DCA can add missing units to Emphasys. Submit your request to
changed after | just completed it? hfdemphasys@dca.ga.gov. Be sure to include the Project Name,
Project ID#, Building #, and Unit #.
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Error Log:

Explanation:

Error Log:

Explanation:

Error Log:

Explanation:

Error Log:

Explanation:

Error Log:

Explanation:

Error Log:

Explanation:

Error Log:

Explanation:

Error Log:

Explanation:

Error Log:

Explanation:

APPENDIX A
XML Upload Error Messages

"Mo Records found in Upload File ... Please call Software Provider"
The XML File is empty. It was created without data.

"Missing Project ID"
At least one record in the XML File has an empty Project 1D field.

"Missing or Invalid Building 1D°

At least one record in the XML File has an empty or an invalid value in the
Building 1D field. The correct format is: 2-digit State (string), 2-digit Year
(numeric) and S-digit building number (numeric). Example: TN99200011

"Missing Unit 1D’
At least one record in the XML File has an empty Unit 1D field.

"Project I Mot Found in HFA Database"

At least one record in the XML File has a Project ID value which does not
match the existing Project IDs in the COL Systemn for that Property Manager.
The incorrect Project ID value is displayved on the error log.

"Building Il Mot Found in HFA Databas="

At least one record in the XML File has a Building 1D value which does not
match the existing Building |Ds in the COL System for that Property Manager.
The incorrect Building I value is displayved on the error log.

"Unit ID Not Found in HFA Database'

At least one record in the XML File has a Unit ID value which does not match
any of the existing Unit IDs in the COL System for that building.

The incorrect Unit ID value is displayed on the error log.

"Missing or Invalid Report Period Starting Date™

"Missing or Invalid Report Period Ending Date’

The building’s Reporting Pericd Starting Date and/or Reporting Period Ending
date is either empty or contain non-numeric or invalid characters.

"Invalid Unit Bedroom Size”

At least one unit record in the XML File has an empty or non-numeric
bedroom size value.

The Unit 1D with the invalid bedroom size is displayved on the error log.
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Please review the DCA website for additional guidance
and training.

https://www.dca.ga.qgov/safe-affordable-housing/rental-
housing-development/compliance-monitoring

DCA LIHTC & HOME Compliance Manual

https://acrobat.adobe.com/id/urn:aaid:sc:VA6C2:02265c14
-1d95-4291-bdae-e63521c77a79
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