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Electronic Reporting to Texas 
Department of Housing and Community 
Affairs 

Installing the Tax Credits Excel Wizard 
The Wizard is a Microsoft® Excel® add-in that allows you to create the state compliance 
reports for your property. From Excel, a report is uploaded to OneSite® Leasing & 
Rents—Affordable (Tax Credits) where it can be submitted to the state electronically. 

You install the Wizard from within OneSite. Once the program is installed, a shortcut is 
added to your desktop and to your programs menu, which opens the reporting tool in 
Excel. 

Viewing the Technical Recommendations 
Administration  Electronic reporting  Technical recommendations 
(version x, modified mm/dd/yy) 

1. From the Administration tab in OneSite, click the Electronic reporting link and 
then click the Technical recommendations option. Read the software requirements 
and first-time installation instructions.  

2. Write down your property management company’s OneSite ID number. You will 
enter this ID number when installing the Tax Credits Excel Wizard. 

Downloading the Excel Wizard 
Administration  Electronic reporting  Excel download 

1. To install the Tax Credits Excel Wizard, click the Administration tab. You must be 
an Administrator on your personal computer to install this tool.  

2. Click Electronic reporting in the Affordable – Settings section of the page. 

C H A P T E R  1  
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Setting Up Electronic Reports in OneSite 
Before you can begin to use the electronic reporting tool, you must define the reporting 
options specific to your state agency within OneSite.  

1. At the Setup tab, click Affordable.  

2. Click the State report selection option in the Electronic reporting section. Select 
TDHCA from the State agency drop-down list. Fill in the required fields. The 
information required is provided to you by TDHCA. 

 
3. Click Save. 

4. Click the State report selection option. Select the required report from the list of 
available state reports (Texas Unit Status Report). Your selections here control the 
report templates that are available to you when viewing reports in OneSite that have 
been generated by the Excel tool. 

 

5. Click Save. 
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Using the Tax Credits Excel Wizard 
Signing On 

1. On your desktop, double-click the Electronic Reporting shortcut. 

2. In the sign-on box, enter your OneSite user name and password. 

 
3. Click Sign on. 

4. The following message displays once you have signed on successfully. Click OK. 
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Generating a New Report 
1. To create a new report draft, click New report template on the selection tab at the 

bottom of the spreadsheet. This option is also available on the OneSite menu. 
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2. Select the property from the list of available properties that you wish to generate the 
report for. All the properties that are assigned to you in OneSite are available for 
selection. 

 
3. Click Next. 

4. Select Texas Unit Status Report.  
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5. Select the desired As of date. OneSite will pull activity that occurred up to this date 
in your report.  

 
 

6. Click Generate. After a few moments, the report displays. 
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Validating Report Data 
1. To validate the report data and save the report in OneSite, click Save draft to 

OneSite on the selection tab at the bottom of the spreadsheet or from the OneSite 
menu.  

A report is considered a "draft" until finalized in OneSite. Each time you create a 
new report during the month using the same report template, each instance of the 
report is added as a draft when it is uploaded to OneSite.  

 
 
2. OneSite validates the report and notifies you of any missing information. Correct 

any errors. OneSite finds and repeats this process until all data is verified as 
accurate. 

3. Once all data has been verified and is complete, you are prompted to enter a name 
for your report. Enter an appropriate report name. 

 
4. A message displays once the report is saved to OneSite. Click Save. 
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Reviewing and Approving Your Report 
Once you have created the report and saved it in OneSite, the report must be approved 
before you can save the file and submit it to TDHCA.  

Marking the Report as Complete 
Administration  Electronic reporting  Property compliance reports 

1. When you are ready to view and approve the electronic report we just generated, 
sign on to your property in OneSite and click the Administration tab. 

2. Click Electronic reporting in the Affordable section of the page and select 
Property compliance reports.  
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The Electronic program compliance reports page displays.  

 
 

3. To track a report's history or manage the submission process, click the More link 
beside the report. OneSite provides several options to help you manage your 
reports:  

• View drafts: This option opens the Draft tab, which lets you manage report 
drafts. A draft is created when a new report is generated from the same report 
template in Excel and then uploaded to OneSite. Each instance of the report 
appears on the Draft tab, unless one has been finalized and submitted to the 
state or has been archived. 

• View outbox: This option opens the Outbox tab, which lists the reports queued 
for transmission or in process of being transmitted to the state. 

• View sent: This option opens the Sent tab, which lists the reports that have 
been successfully submitted to the state, either electronically or finalized 
manually. 

• View history: This option opens the History tab, which lists drafts that have 
been archived. OneSite moves drafts to this tab 60 days after the last modified 
date. 

4. Your report status is still in Trial, which means it has not been approved and is not 
ready to be submitted. Select the View drafts option. 
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The Draft Tab 
Use the Draft tab to manage the submission process. The name of the report selected on 
the Electronic program compliance reports page appears at the top of the page; the 
different report instances (or drafts) uploaded from Excel appear in the list. A draft 
indicates a new report was generated in Excel from the same report template during the 
reporting month, and then uploaded to OneSite. 

 

The Actions column lists the actions you need to complete and approve a report. Once 
approved, you will send the report directly to TDHCA from OneSite. If you do not have 
a Complete action, this means your report still has errors in the Excel spreadsheet. 
OneSite will not allow you to continue until these errors are addressed because the 
report will fail the submission to TDHCA. 

You can view a report draft and a list of changes made to the draft using the More link. 
Drafts with a Trial status can be deleted. Deleting a report in OneSite also deletes it in 
the Tax Credits Excel Wizard. 

Once you have finished correcting the data in the report and are ready for your 
company’s compliance department to review and approve the report, click the 
Complete link.  

The report is now in Completed status and has an action of Approve. When the 
compliance department signs on to OneSite, this is a signal that they should open the 
compliance report from the Excel tool and review it before they approve.  
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Reviewing the Completed Report 
1. The compliance department may want to review the data contained in the report 

prior to approving the report to be submitted to TDHCA. To do this, sign on to the 
Tax Credits Electronic Reporting tool as described earlier (see page 8) and select 
Open report from the OneSite menu or from the toolbar at the bottom of the 
screen. 
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2. Select your property and the report you wish to review from the Open report 
window. 

 
 

3. Review the data for accuracy and make any adjustments needed. If you make any 
changes to the report, you must save these changes back to OneSite. You can do 
this by choosing the Save draft to OneSite option from the OneSite menu or from 
the toolbar at the bottom of the screen. 
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Approving and Finalizing the Report 
1. In OneSite, go to the Administration tab and select Electronic reporting in the 

Affordable section.  

2. Click the Property compliance reports link and select the proper report. 

3. Click the Approve link in the Actions column. 

 
 

4. Once the Approve link is clicked, you have a Send link in the Actions column. 
You are now ready to submit the report to TDHCA. 

 
 

Submitting Your Report 
1. In order to submit the report, all you need to do is click the Send link. A 

confirmation screen appears to ensure that you are ready to send. 
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2. Click the Send button. 

 

3. The report moves to the Outbox tab. The destination shows as “TDHCA.” 
4. Once the report is submitted through the web service to TDHCA, the report moves 

to the Sent tab. 

 


