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AGENDA




PROPERTY MANAGER PORTAL

Tenant Data Entry

 Upload - NAHMA Formats 4.0-7.0 .
« NAHMA Version 8.0 Coming Soon
« Manually Enter Tenant Information ‘

« Manually Correct Tenant Information




HOME SCREEN [

Tenant Data LIHTC COMPLIANCE MONITORING
MNIHMFA Contact e-mail lihtc@njhmia.gov
Property Forms Hightight & Property and Sslect an option in the Menu,

Property Documents

FORECLOSURE INTERVENTION FUND
Selec‘l' d Proper‘l’y Program Requirements | 0HMFA Contact Nurber (603) 278-7437
foreclosureinterventionfund@njhmia. gov
Reports Plegge only enter properties with svaiiable funds In your sccount.

T3 1] ° Please choose the "New Sheriff Sale Property” button on the left hand sige of this screen to begin.
Select “Tenant Data” Menu Option | Manage ortal Users ) ._

Ay

Property Manager Details

Mailing Address
Number: 5346 [ ABC Management Company
Name: ABC Management Company 124 Main Streat
Assigned Staff: 0 Dallas, TH 75071
Main: 800-555-1212

Please select 3 property. Clck on 2 heading to sort the hst, Then click an cption from the menu on the left,

Managed Properties i/
& jyumber Mame Location Address City State Assigned Staff

w ki T b K4
07970 Highland Gardens 456 Main Street Hackensack M Mitas - Lisa Kocsis
07971 Westgate Village 987 Westgate Drive Hackensack M Mitas - Lisa Kocsis
a7are Stanton Meadows 8778 Stanton Drive Hackensack M Mitas - Lisa Kocsis

Property Information

Property Mumber/Mame: 07970 / Highland Gardens
Property Address: 456 Main Street Contact Phone 1: (800)555-1212
Hackensack, NJ 07601 Contact Phone 2: {0003000-0000
Fax: (000)000-0000

Fiscal Year End: 00/00

Compliance Forms and Documents Send an Email to Helpdesk




TENANT DATA

New Certification

« Select A Building
« Select A Unit

NJHMFA Property Portal

Home = Tenant Data

Upload Tenant Data

Mew Certification

kChange Certificationj

- o

" Current Property
Property Number/MName: 07970 / Highland Gardens

Please select 3 bullding and unit, Then select from options in the menu on the feft,

- Buildings and Units

® puilding Number BIN Street Name ® ynit Number
e e e W
M12000001 456 Highland Garden Drive 3
B
c
[n]

Transactions

® Effective Date Certification Type  Head Of Household Status
w k' s - 7

Mo records to display.
.

Tenant Data Uploads

® Upload Date  Upload Time File Import Date Import Time Report
i W i W

Mo records to display.




TENANT DATA

New Certification

NJHMFA Property Portal

Home > Tenant Data > New Certification Lisa Kocsis Logout

- Select A Building Pt 1318 g ans ot

« Select A Unit
« Choose A Cerfification Type ™ culdngtamber BN ___trost Nome e e
- Enter the Effective Date

&
B
C
8]

° Con'l'in Ue Unit History

® Effective Date Certification Type Head Of Household Status
w . 7 v . 7
Mo records to display.
e

Certification Type: Recertification - ‘ -_—

Effective Date: [ |

i S 3 i

-
)

/

4
Back KContinue
/




TENANT DATA

New Certification

Entire Transaction
Oon one screen
Follow the Bubbles
INn nuMmber order
Look for Pencil Icons
to Edit Data

Green Check Mark
will Save

Red X will Cancel
Adjust your Browser
for sizing

Continue

= New Certification

NJHMFA Property Portal

Mew Certification

Property /Project: 07970 / Highland Gardens
Building Mo /BIN: 001 / 12000001
Unit Ho: A

2. Certification 9

Certification Type: hove In

Effective Date: [/ /2023

Next Recertification: [{ /2024

Unit Move In Date: |14 /2023 1|

Unit Move Dut Date:

Household Size: El
Number of Children: ljl

5. Household Members

Last HName First Name MI Relationship Birth Date Gender 55N Student Marital Status
Mo records to displaw

L

Household Member data not found,
.

6. Household Income

I

3. Rent, Utility and Assistance 9

Tenant Rent:

Utlity Allowance:
Assistance Payment:
Extra Subsidy Annount:
Non Optional Charges:

Type: =@ -
Type: = () v

Contract Rent: 0
Gross Rent: 50
Total Tenant Payment: 30

.

4. Qualified Programs L. ]

HS Program  Inc. AMI% Max. Income Rent AMI%% Max. Rent

# Tax Credits u] $0.00 u] $0.00

A Back-\'l, Continue )

LIHTC Student Code: NA -
Affordable Unit Designation: | Not Specified - Household Member Type of Income Amount Asset Income: $0,00
Target: = - Mo records to display MNon Asset Income: $0.00
. Imputed Asset Income: $0.00
Disaster Code: () - )
Annual Income: $0,00
Comment: | | L )
7. Household Assets 9
Handicapped: [ mModel: (] Homeless: [
ADA Unit: [ Manager: ] HIY/AIDS: [ Household Member DescHption Cash Walue Annual Income Status
Mental Illness: [ Live in Aid:[| Temporary Absent Head Of Household: [ Mo records to displaw
Special Needs: [ Farm Worers: [ Domestic Violence: [ o
HOME Designaton: [_ h A




TENANT DATA

New Certification

Completed Cert
Enter Qualified
Program Bubble
Asset Update coming
soon with NAHMA 8.0
Greyed Out fields
autocalculate
Affordable Unit
Designation Required

Continue
SUBMIT

NIJHMFA Property Portal

enant Data > New Certification

New Certification

Property /Project: 07970 / Highland Gardens
Building Mo /BIN: 001 / M1Z000001
Unit Noz A

cation 5. Household Members 9
Certification Type: hove In - Last Mame First Name MI Relationship Birth Date Gender SSN Student Marital Status
Effective Date: [{{ /2023 il williams Bob 1 Head Of Household 7/24/1966 Male Hhk_kk_g7ga Single
Next Recertification: [1 4 2024 Household Size: (=]
Unit Move In Date: [112023 | [T Number of Children: [ 0] Member #: 1 Relationship: Head Of Household SSN: [ 5780
Unit Move Out Date: Last Name: Date of Birth: [7roamaes |77 ARN: I:l
LIHTC Student Code: |NA - First Name: Age at Certification: Has Disability: [
Affordable Unit Designation: Low Income Unit - Middle Inital: Gender: hale . Is Student: [
Target: * (0) - Race: White Marital Status: |Single . Veteran Status: 7@ L
Disaster Code: | (0 = Race Details: Ethnicity:
Comment:| [Asian [_IMative Hawaiian ar Other Pacific Islander [/Is Hispanic or Latino
“lasian Indian [IMative Hawaiian [Ccuban
Handicapped: (] Model: Homelass: [ “Ichinese [CiGuamanian / Chamorro [Mexican
ADA Unit: Manager: [ HIV/AIDS: [ _IFilipino [(Samoan [JPuerto Rican
Mental Iliness: [ Live in Aid: ] Temporary Absent Head OFf Household: [ [[Japanese [other Hawaiian [other Ethnicity
Special Meeds: [] Farm Workers: [ Domestic Yiolence: [ “IKarean
HOME Designation: [ MWistnamese [Carmerican Indian / Alaskan Mative
_IOther Asian Principal Tribe
[Black [ African American [Cbedined to Provide
Tenant Rent: F300 B white
utility Allowance: 100 . J
Assistance Payment: Type: = - 6. Household Income o
Extra Subsidy Amount: Type: =y =
Non Optional Chargas: Household Member Type of Income Amount Asset Income: $0.00
’ @ # williams, Bob 1 (1) Federal Wage  $2,000.00 MNon Asset Income: $2,000,00
Contract Rent: $800 . Imputed Asset Income: $0.00
w .
Gross Rent: 300 L Annual Income: $2,000,00 )
Total Tenant Payment: 900 ?
J 7. Household Assets 9
Household Member Description Cash ¥alue Annual Income Status
E I TE] d Programs -
Mo records to display
HS Program  Inc. AMI%% Max. Income Rent AMI%: Max. Rent w )
# Tax Credits &0 $64,300,00 &0 $200.00
J

Ia’ Back \'I |,r Continue | %



TENANT DATA

2. Choose a Certification Type and enter new

New Certification . .
Certification Type: [UCRN

. = N Oescriptio
Same list of Effectve Date: H-:w: 1on
Transaction Types Have Dul %

UniL Tianxfa:

Rac=ilifzalan

[np=iim Cailifazalan
[nilaal Cmrlilzalan
51a== Renl Cnhange
Taimnalan

S=ll Cmrlilzalan



TENANT DATA

NeW Cerﬁﬁcaﬁon NIJHMFA Property Portal

- Tenant Data

Mew Certification Property Number/Name: 07970 / Highland Gardens Effective Date: 1/1/2023

. .
 Transaction will
M h ifi q R . : 5 Certification Type: Move In
G U 'I'O r T ] G 'I' I C G | | _Change Certification ) plasca saiact s suitding and unit. Than saiact from aptions in the oy on the left } o
Move-Out Da

Tenant Mo: 389777
Date Entered: 1/25/2025
Seq: 0

Buildings and Units Household Size: 1

Mext Recertification: 1/1/2024  Number OF children: 0

M = Building Number BIN Street Name ® Unit Number Rent / Utility
p rO C e SS WI L v v v Tenant Rent: $800,00

ool M1Z000001 456 Highland Garden Drive A Utility Allowanc $1DD.UU
. o B Assistance: 0,00 Type: *
SU b mission c Exctrs Suboid 00 Topes
D Non Optional Charges: $0.00
\_ Contract Rent: $SDD.UU
4 N k Gross Rent: $200.00
flicnsactons Total Tenant Payment: $900.00

® Effective DateCertification Type  Head OFf Household Status Miscellaneous

v S 7 T ADA Uni Live In Aid: [ Farm Workers: (]

o ;
L] |f Ol ' d O | IOT S| | bl I I IT 1/1/2023 Move In williarms, Bob 1 Pracessed Mental Iliness () Special Needs: [ Manager Unit: [
’ . HIV / AIDS: [ Homeless: [ Model Units (] %

Domestic Wiolence: [ Temporary Absent Head OF Household: [

" Tenant Data Uploads

. . |
transaction will not ,
= Upload Date Upload Time File Import Date Import Time Report

T - - T LIHTC Unit Designation: Low Income Unit Disaster Relief Code:
Processed Flag: Processed

be accepted, and @
date of 12/31/9999

hold b lationshi Birth Date Age 55N Student Marital Status Veteran
'| | hd | b _I_ williarns, Bob J (1) Head Of Household 7/24/1%66 S #k+-#+*-g7ga Single
will display in date
Household Member Type of Income  Amount Annual Income £2,000.00
will Bob (1] Federal W 2.000.00 Mon Asset Income $2,000,00
e' | ere illisrns, Bob ) (1) Federal wege  $2,000. Asset Income $0,00

Imputed Asset Income 40,00
Household Assets

Household Member Description Cash Value Annual Income Status

Mo records to display.

* Tofinish the e e ot st o Rt A e B
transaction, select e A e ek e
Change
Certification.




Upload Tenant Data

Current Property

Property Number/Name: 07970 / Highland Gardens

Home = TenantD

Upload Tenant Data
- Tenant Data Upload 9
Mew Certification

Lchange CertiﬁcationJ

1. Please select the NAHMA XML file to upload.
Select

NAH MA Versions 2. Click the Upload button to upload the data file.
4,5,6, and 7 | Upload |

3. Repeat steps 1. and 2. for all your data files, or click the Go Back
button to return to the previous screen.

8 Coming soon [ Gopack |




Upload Tenant Data

Tenant Data Uploads

& Upload Date Upload Time File Import Date Import Time Report

Home = TenantD

"4 '] ' '
Upload Tenant Data
e Mo records to display.

Mew Certification

Lchange CertiﬁcationJ

Check the Error Report

File Cabinets will contain the saved
XML file and the error report.

Error reports are important. Your
submission may be rejected, or
single transactions may be rejected.



HOME SCREEN

NAVIGATION LINKS

The “Home" link in the upper left side of
the Portal will always bring you back to

your Home Page Upload Tenant Data
New Certification

Home = Tenant [

Change Certification




These are the other videos available for this Portal. Please watch all of them before calling
NJHMFA staff with your questions.

1 HOW TO LOGIN AND CREATE NEW USERS
New User Setup and Giving Access to Property Data

ENTERING A TENANT CERTIFICATION
Manually Enter a Tenant Certification

UPLOADING DOCUMENTS - DOWNLOADING FORMS
Learn to submit required Property documents and how to download the latest forms

HOW TO RUN REPORTS
How to run reports and export data.

I I R



THANK YOU
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