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CHAPTER 1

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. Toinstall 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.
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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

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.

‘2 OneSite -- Web Page Dialog

==iup - State agency setup 122.080 8500104 "y F

Enter the required information given to yaou by your state agency to submit your
report electronically.

State agency | TOHC A w |
Agency wehsite Ihl'tp:J’MWW.tdhu:a.state.tx.usI I
Anency upload url IN.;.ne I
Anency phone INDt on file I

=zer name HARREE
Passward HRRRR

State property D 1111 Save | Cancell

Click Save.

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.

2l OneSite -- Web Page Dialog

s=tup - State report selection 122.080.550.0114 o F

Available state reports Selected state reports

Meswy Yark Monthly Project Occupancy = Selact b | Texas Unit Status Report
Report
Mississippi Unit Status Report 4 Remove |

lorwya Unit Status Report —

Mis=ouri Unit Status Report
Tennessee Unit Status Report
Mebraska Unit Status Report

Mewvada Unit Status Report
Michigan Unit Status Repaort
Kansas Unit Status Report bt
Save | Cancel |
5. Click Save.
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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

Using the Tax Credits Excel Wizard

Signing On
1. On your desktop, double-click the Electronic Reporting shortcut.
2. Inthe sign-on box, enter your OneSite user name and password.

- -~ DneSite - Sign on

Sign-on name | |

Password | | [Cant:el ]

Click Sign on.
4. The following message displays once you have signed on successfully. Click OK.

OneSite- Sign on

. | ,) You have signed on OneSite successfully,
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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

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.

Excel - TAXCREDITSE
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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

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.

", OneSite - Parameter

Select a property

Meadow Bay

Mext ] [ Cancel

3. Click Next.
4. Select Texas Unit Status Report.

", OneSite - Parameter

%)

Select a repl:urt hpe

N.-'i‘-.H M.-'i‘-. Standard Llnlt Status Report Werzion 1.0
MAHMA Standard Uit Status Beport Yerszion 1.1

Back ] [ et l ’ Cancel
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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

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

.- OneSite - Parameter

Select a report date

&z of date : 4/23/2008 b

Back ] [ Generate l [ Cancel

6. Click Generate. After a few moments, the report displays.
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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

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.

B3 Microsoft Excel - TAXCREDITSEXCELWIZARD

I Fle Edt  Vew  Ineert Format Tools  Dats Window  Heln WebEx  OneSite Type a question Fol
: arial =3 p| B Z U |S[E[=E8 % o 5 ) )
B B B ] ‘J‘ 3 | vl ﬂ @_]‘ ¢ Reply with Changes... End Review... !
HRNEE™ BENER: - - 4 - 100% - () (5 Arial 8 = " ShareWorkbook... T (@) EE B 7 A- B~ iUnhidl
A102 b i3
A [ 8 [ ¢ ] D [ E F [ e [ w ] |
'I_ As Of Date : 4232008

Z |Property Hame : Evergreen st Rockwall
BIN #: 1

Tenant Housing
Annual  Paid Rent Untility Assistance
Last Name Income 5 Allowance Payment  Housing Assistance Type
1-1101 2/8/2008 Butler 2315310 521.00 77.00

g 1-1102 21212008 Schwertner 3145227 §21.00 77.00

10 1-1103 21252008 Raines 25,794 63 5§21.00 77.00

11 1-1104 342172008 Phillips 20,700.00 521.00 :
12 1-1105 21512008 Locke 18,406 50 561.00 £2.00 1
13 1-1108 2H552008 32172008 |Phillips 20,700.00 821.00 77.00 :
14 1-1107 352852008 Parks 2024572 521.00 77.00 :
15 1-1108 20652008 Florwvers 17 128 80 561.00 62.00 1
16 1-1108 20442008 Clignett 17 26024 656.00 62.00 1
17 11110 1
18 1-1111 32002008 Rockmore 13,329.00 000 52.00 390.00 1
19 1-120 3£28/2008 McLemme 27 56640 &21.00 77.00 :
20 1-1202 31562008 Pairter 28 65274 §21.00 77.00

21 1-1203 326i2008 Gage 2343960 5§21.00 77.00

22 1-1204 3M2008 Taylor 1285050 371.00 77.00 :
23 1-1205 2/212008 McFarland 2622090 68600 £2.00 1
24 1-1206 21452008 41072008 |Holzmeister 1725626 E71.00 77.00 :
RISV EY EN Y EVd <
Sign ouk \ New report template, .. Open repork... Delete report,., Close repork | Save draft to OneSite.,, Save excel to local.., | Close Application !

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.

. . OneSite - Save draft

Drraft name | Save |

|Te:-:as Uit Status Feport Az OF 4/23/2008 |

4. A message displays once the report is saved to OneSite. Click Save.

12
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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

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.

2 http:/iver2217B0onesite.realpage.com - datafix4.onesite. realpage.com (221780) - Microsoft Internet Explorer |;”§|[Z|
ON AE%T qé. . Jon Doe (Chance) Crosswinds Manor crange as of Wednesday, Oct 17 (Change)

ents sities Y Purchasing Y Administration ¥ Reports, SDE & Tasks Y Setup | Learning Y © 2

quality | Find person | Calculator | Ledger | Mews PO | Mew Inwvoice | Service request | Accounting Sign off
onesite - Administration (Make this your OneSite start pace) acm-001-001 ﬂ

Crossire Affordable - Electronic reporting

Leasing and Rents
Frequent accounting Excel dowvenload (version 7.0 madifisd 054 307 Diovwenload excel electronic reporting tools. Technical recommendations

Other Property complisnce reports Yiew'manage property compliance reports

Affordable
Processing
Settings

Electronic reporting

Purchasing
Setup
Parts
Budgets
Accourts payable
Facilities
ey Seftings
Mairtenance staft

@ &) Trusted sites
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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

The Electronic program compliance reports page displays.

‘23 Available Reports -- Web Page Dialog

sfiordable - Electronic reporting 122.080.859.005, 2@
Electronic program compliance reports |
Report name ™ File name ™ Created date Modified date
Wiewy  More * Texas Unit Status Report Texas Unit Status ... Apr 23 2003 3:51PM Apr 23 2003 3:51PM Trial
LA | Page 1 of 1 LI
Cloze |

3. Totrack 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.

e 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.

e 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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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

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.

2 Onesite -- Web Page Dialog

Electronic reporting - Texas Unit Status Report - Draft 122080 850,020,y P
Created Last modified
File name Date ™ Date ™
Complete More b Texas Unit Status Report &g Of 4/23/2008 402352008 3:51:31 P . POFTES 402302008 3:51:31 PM . POFrES Trial
"o Page 1 of 1 LI
: Cloze i

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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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

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.

xcel - TAXCREDITSEXCELWIZARD.XLS

Il Savedraft to OneSite...
Save excel o local...
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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

2. Select your property and the report you wish to review from the Open report
window.

. - OneSite - Open report

Seleck a property

Evergreen at Rockwall i |
Filter by Sork by
Skatus all w | Modified date | [ Filker ] |Mndified w | () dsc (%) Desc

Select a report

Mame Skatus Modified
== Texas Unit Status Report As OF 412352005 Trial 412312003 3:51:31 PM

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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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

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.

2 Onesite -- Web Page Dialog

Electronic reporting - Texas Unit Status Report - Draft 122,080 850 [0y "y B
Outbox
Created Last modified
File name [ Date ™
Spprove  bore b Texas Unit Status Report A= Of 4232005 4/232008 3:51:31 P WL pOrEas 472372008 3:56:24 PM W, porras Completed
Hd Page 1 of 1 P
Cloze |

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. Inorder 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.

A Confirm (gen-996-001) -- Web Page Dialog X

Send to TDHCA.

'Texas Unit Status Report Az Of 47232008 will be placed inthe Cuthox.
The system will transmit the file to the destination address.
Upon successful transmission, you can find the file in the Sent tab.

What do you want to do?

Cancel
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Chapter 1: Electronic Reporting to Texas Department of Housing and Community Affairs

2. Click the Send button.

2 Onesite -- Web Page Dialog

g =
Electronic reporting - Texas Unit Status Report - Outbox 122 080 860,025 ¢ P
5 Check on your reports as they are in the process of being transmitted to your recipients. These files move to the Sent tab automatically.
Created Queued for
File name Date ™ transmission
Wiewy More b Texas Unit Status Report &s Of 40232008 412372008 3:51:31 PM . pOrras 4i23/2005 4:02:47 PM TOHCA
LA | Page 1 of 1 LI
Cloze |

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.
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