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New User
L Click https://vt.hdsoftware.net/WebCompliance/Login/Login?ReturnUrl=%2fWebCompliance
2 Click Register

VHFA - Web Compliance Management

HDS System

HDS Login

User Name

Password ‘ |

Login

Forgot Password

3 Enter all fields with an asterisk. You do not need to enter anything in the Properties
section in order to register.

A~ VHFA - Web Compliance Management

iDS’ System

.
HDS Register
All tields are required *
Profile Organization
First Mame * Mame *
Last Name * Role * Select a role
Ermail = Address ™
Username ™ City ™
Paseword = Minimum Length is 4 characters, State ™ Select a state
Confirm Password™ Ziptode ~
Phone =
Properties
Enter a property number and hit add to add it to the list of properties. You have requested access to the following properties
Mumber Number Mame
Submit Registration
Copyright & 1998-2019 Housing and Development Software. All rights reserved. Version: 16.0.00 |

4 Click Submit Registration

5> Email Kim Roy at kroy@vhfa.org, advising that you registered as a new user. She will
grant you permissions as a user.
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https://vt.hdsoftware.net/WebCompliance/Login/Login?ReturnUrl=%2fWebCompliance
mailto:kroy@vhfa.org

Logging in
1 Open HDS portal https://vt-portal.hdsoftware.net/auth/login

2 Log-in using username and password previously used to access Web Compliance

Helpful Hint: The Remember Me checkbox provides the option to log in without
having to type in your username and password each time.

3 If this is your first/time logging in, check the box next to I agree to EULA terms
and conditions, then you will be allowed to click Sign In

MULTIFAMILY

[ remembepAie

[] 1agree to EULA terms and conditions [ERVERE=TFY
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https://vt-portal.hdsoftware.net/auth/login

Logging Out

! Click drop-down arrow next to your user name

M HDS Multifamily

———
Vacant Units by Site

....................

2 Click Logout
M HDS Multifamily

UI Logout

Vacant Units by Site

. e HDS

Back to Table of Contents




General Navigation

H_eIBfuI Hint: If the system is idle for an hour, the application will timeout and you
will be required to log in again.

Basic
Left-hand Side Menu

Vacant Units by Site

You may click on the bars next to the HDS Multifamily icon to hide the left toolbar. To
re-pin, move the cursor over to the left side of the screen until the toolbar re-appears
and click on the bars again.

Helpful Hint: This left toolbar does not aid in changing screens once you have
searched a site. If you use this, you will go back to a search screen.
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Home Icon

M HDS Multifamily =

Vacant Units by Site

o Reserved T lIDS
This will bring you back to the main screen regardless of where you are in the system.
Favorites Icon

M HDS Multifamily =

Vacant Units by Site

™ A1DS

This icon allows you to add favorites to the top utility toolbar, allowing faster navigation
to different areas of the system.

To add a bookmark:
1 Hover over star icon
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2 Click on area you want to bookmark. A star icon will appear and the icon for that area
will appear on your toolbar

M HDS Multifamily =

s Reseed. e ”DS

3 To remove bookmarks simply follow the same directions. When you click a starred
area, the star will disappear, and the icon will be removed from your toolbar.

Tree Icon

M HDS Multifamily = *

Pivigete In.a Property Group specific fem

Vacant Units by Site

using and Development Services, Inc. AL Righis Reserved. e R |65

Click on this icon to navigate between different Sites without going back to a Search
screen
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Unit
L Click Property Group on left toolbar

M HDS Multifamily

Vacant Units by Site

s e A DS

2 Click Unit

M HDS Multifamily

Raad e e S )

Vacant Units by Site

3 Click Advanced Search
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11 | Enviroomeny/ PRODUCTION © 1998-20719. Housing and Development Services, lyc. All Rights Reserved [
Enviro 0OUCTIO - J o s A DS

4 Enter Property number in the Site/Number field
5> Press enter on the keyboard or click the magnifying glass next to Advanced Search
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6 You will see several Actions available:

M

HDS Multifamily

Helpful Hint: You may se
has vacant units. Note: Un
site shown above.

M HDS Multifamily

e different actions available, depending on whether your site
t transfer is available on the site shown below, but not the

2 BEDROOMS

G T ]
B 1 ]
VIO

2 BEDROOMS

Back to Table of Contents

RECERTIFY

2]

MOVE OUT UNIT TRANSFER



" Proceed to separate detailed procedures for each Action type —
Edit
Recertify
Move Out
Unit Transfer — In
Unit Transfer — Out
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Edit Unit
L Click pencil next to unit

2 Amend data as necessary

M HDS Multifamily =

[l Property Group

General Information

02

3 Click Save

Back to Table of Contents

Vi

L4

| 102, LIHTC & 102

Unit Characteristics

2 BEDROOMS

789

arvices, Inc. Al Faghts Feserve

“ e A1DS




Tenant
L Click Property Group on left toolbar

Vacant Units by Site

s e A DS

2 Click Tenant

M HDS Multifamily

Raad e e S )

Vacant Units by Site
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3 Click Advanced Search

M HDS Multifamily

O Al @ Curren Tenams

MMA

mvirmriment: PRODUCTION © 19962019, Housing and Devek b L A— ”DS
* Enter Property number in the Site Number field

5 Press enter on the keyboard or click the magnifying glass next to Advanced Search

6 You should see several Actions available

M HDS Multifamily =

Y 5] E — E - = LIHTC 10/252018 M 40z 1 BEDROOM VTR
s ~ 5 S - UHTC naz218 M 408 1 BEDROOM VTeE0pe
/s ~ 5 —— il LIHTC 10/252018 M) 403 2BEDROOMS  VTENO0ueSr
S o~ 5 - L LIHTC 11/5/2018 Mi 401 1 BEDROOM .
s o~ 5 - - LIHTC W0/26/2018  MI 203 ZEEDROOMS Voo
s ~ 5 i p 3 LIHTC 1192018 M 212 2BEDROOMS  Vmeogmm
7 ~ 3 = el LIHTC /302008 M 207 1BEDROOM v

g
/ ~ 5]
EDIT RECERTIFY MOVE OUT

Helpful Hint: Narrow down results by any of the column headers by clicking the down
arrow.

For example, you can choose to only see Move Outs by selecting MO from the
Cert Type filter
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LIHTC

LIHTC

LIHTC

LIHTC

LIHTC

LIHTC

Back to Table of Contents

=
O
O
O

<]

Select All

AR

Ml

UT

MO

0K

CANCEL




CERTIFICATIONS

Reviewing Existing Certificates

1 Log in to HDS NextGen

2 Click Property Group on left toolbar
3 Click Unit

4 Click Advanced Search

M HDS Multifamily =

11 | Envieoament: PRODUCTION © 19382019, Housing and Development Services, inc. All Rights Reserved [
orsment: PRODUCTIO 78 3 v e A 1DS

° Enter Property number in the Site Number field
6 Press enter on the keyboard or click the magnifying glass next to Advanced Search
" Click the unit number

M HDS Multifamily =

ﬁ Property Group

@ unit
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8 Click Certs on right side.

1 WT_900 " | 102 OMC # 102

General Information

General Information Unit Characteristics

102

e A1IDS

*
& [l Unit
| Vi 206 | 102, LIHTC #102

DETAILS

_Geners] Information

General information Unit Characterigtics
10z o 2 BEDROOMS -
789
Certs X

119/ S 1 -
171/ AR - S
1/1/ . - AR -

11—
Inc. ANRights Reserved. I |DS

| Versior: 1.0.1 | Enwiroeement: PRODUCTION 19
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Reading the Certification Screen

Breadcrumbs appear on the top of the screen to help remind you of your location within
the system.

Date and cert type you are-working on
Tenant name

Site name

Building number
Unit number

M HDS Multifamily = .

ication Li}—f‘flg . i.? 3;?(1!19 H??” Bc o s Hsnn

Programs

HOME HOME <= 0% AMGI

TAX CREDIT Other 50 m

Household

57201
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XML Upload
Helpful Hint: Use XML Version 5.0 for best results.
1 Log in to HDS NextGen

2 Click Property Group on left toolbar

3 Click Tenant

4 Click XML Tenant Upload

‘M HDS Multifamily = *

483 Tenant

BE  Property Group

Search Reports XML Tenant Upload

@ unit

& Tenant

O u

(® Current Tenants

or==x3

S SOLT /Y A ot 10 irc 0 ©1998-2 si " Services, Inc s Reserve: '
Connected to: CLSOL1 / VIHDSDATA | Version: 1.0.1 | Environment: PRODUCTION © 1998-2019. Housing and Development Services, Inc. All Rights Reserved. & |DS

5 Click drop-down arrow next to Select Site Name — choose appropriate site from list or
type in Search box

M> HDS Multifamily = *

233 Tenant

éﬁ Property Group

1 Search XML Tenant Upload
Unit

Select Site Name: Select

fiz Tenant

Connected to: CLSQL1/ VTHDSDATA | Version: 1.0.1 | Environment: PRODUCTION © 1998-2019. Housing and Development Services, Inc. All Rights Resarved. e : IDS
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-M> HDS Multifamily = *

292 Tenant

HE Property Group

1 Search Reports XML Tenant Upload
Unit

Select Site Name:
i Tenant al

- .

E - .
— I
TS

e
=

Connected to: CLSQL1/ VTHDSDATA

= welo) Senvices, Inc. All Rights Ress 1
Housing and Development Services,Inc. All Rights Reserved. o A

6 Select the XML file from the location you’ve stored it on your computer OR drag and
drop the file into the box.

M HDS Multifamily = *

..|
gaa Tenant
@ﬂ Property Group

Search Reports XML Tenant Upload

Select Site Name: S -

M unit

&2 Tenant

Supported Versions: 4.0

ected to: CLSQL1 / VIHDS fers ! "RODU ©1998-2 si ave Services, Inc. All Rights Reserve 1
Connected to: CLSQL1 / VIHDSDATA | Version: 1.0.1 | Environment: PRODUCTION 1998-2019. Housing and Development Services, Inc. All Rights Reserved. POWERED Y 1 IDS

" Click Upload File
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Manual

Recertification
1 Log in to HDS NextGen

2 Click Property Group on left toolbar
3 Click Tenant
4 Click Advanced Search

M HDS Multifamily =

° Enter Property number in the Site Number field
6 Press enter on the keyboard or click the magnifying glass next to Advanced Search
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7You should see several Actions available

2]

M ® &

EDIT RECERTIFY MOVE OUT UNIT TRANSFER
8 Click the RECERTIFY arrow
9 Click drop-down arrow next to Certification Type *

Recertify

Recertification

Initial

Interim

10 Select Recertification

11 Enter Effective date of recertification
12 Click Create Recertification
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Recertify

Certification Type *

Recertification -
Effective Date *
5/13/2019 o

Create Recertification

13 Click on Cert Information

“ Certification LIHTC-5/13/2019 AR

e I T,UHTG#1

Programs

HOME HOME <= 50% AMGI

TAX CREDIT Other 50
Houszehald

51772011

Summary screen:

M HDS Multifamily =

LIHTC - 5/13/2019 AR Cart Actions v [ Tic Report W Dolato
SNE G | 1L UHTC #1 I

Programs
HOME HOME <= 50% AMGI

TAX CREDIT Other 50

I Friees

Heusehald

3720m

This screen gives an overview of the Property info. There is nothing to update on this
screen — data will pull from subsequent screens.

Back to Table of Contents




Cert Information screen:

M~ HDS Multifamily = »* .

P a‘ Certification LIHTC-5/13/2019 AR Drcrwo  Woder | [sme

| WE_Jo¢ 5] 1,UHTCET

DETAILS

Cert Information

Certification Information Recent Income Certification Details Qualification Details
Recertification ffective Date of Most Recent Ir e C...pm HTC Qualifica... g 51742017
--
51372019 "
I Friors
Na
Na

Income, Rent and Designations

60% AMI 50% AMI

“ A 1DS
! Click anywhere with a field header to enter data.
2 Scroll Down to complete entire screen
3 Scroll to top of screen; click green Save button

Member Financials screen:

M HDS Multifamily = *

: LIHTC - 5/13/2019 AR
ea ;:‘ Certification /

IWT_oor ) 1 LHTC RS

DETAILS

Merniber Financisls

SO I i of Household | 08/23/1968 - ° Members Summary
Famiy Members 1
Adults with Income 7
Dependents Under 18 a
Occupants 62 and Over o
“Detalls Student Head of Household No m
F di 4 B o Full-Time Students a
ENT x W v — * Disabled Household Yes
Head of Household -, W %

Income Summary

Total Income S 0

White T ® &% — 2] Single TR Total Asset Income S0.00

Total Income from all Sources
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M HDS Multifamily

Ingle >
) g X Total Asset Income S0.00

Total Income from all Sources S0

Egﬂ Property Group ~ x Disabled

Asset Summary

@ unit No ~ « No ~  NOT WORKING v x

Total Asset
iz Tenant S e of income Total Asset Income

Income

Version: 1.0.1 | Enwironment: PRODUCTION ©1998-2019. Housing and Development Services, Inc. All Rights Reserved. [
I 9 G & wan A1DS

! Click anywhere with a field header to enter data.
2 Scroll Down to complete entire screen
3 Scroll to top of screen; click green Save button

Other Programs screen:

You should not need to do anything on this screen UNLESS the funding status changes
for the unit. For example: the unit was previously a tax credit unit and converts to a
market rate unit or vice versa; Or the unit was previously a HOME unit but is no longer.

M HDS Multifamily = w

- Certification :
«a ;:‘ ( LIHTC - 5/13/2019 AR

|'v1_noc || LLUHTC®1

Other Programs.

[ Actions | Description = | HUDType = | income Status =

VD HOME HOME <= 50% AMGI E

TAX CREDIT

T —"

To Add, click the bl
To Remove a funding status, click the X next to the fund.

To Edit, click the pencil next to the fund.
Back to Table of Contents




Edit Tax Credit screen:

Other Programs

Program * HUDType Income Status
TAX CREDIT v «  Other 50

Edit HOME screen:
Other Programs
Program * HUDType
HOME ¥ x HOME Income Status -
Group Home ~  SRO Unit ¥ Unit Type ~  HOME # HH Members
30 Percent Income Limit Very Low Income Limit 60 Percent Income Limit Low Income Limit
Tenant Rent Market Rent PJ Approved Max Rent Utility Allowance
Annual Income High or Low ~  Annual Income Type ~  Elderly Disabled Deduction
Dependent Deduction Child Care Deduction Medical Deduction Disability Deduction
Adjusted Income Assistance Other Tenant Based Assist... Other Project Based Assist...

Remember to save all work!
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Move Out
L Click Move Out icon next to unit

- HDS Multifamily

or===xa3 -

Drag a column header here to group by that column a Ej Q, 5ea

[~ hcions | nttombor ~ | LHTo U b~ | TRACS nk b~ O~ _Bukdngame ——~| StoNurbor ~ 3

~ 5] o« 02 102 TR0 w -

Y oo ALY 104 VRN S \
~ D] o 21 211 vaprdt NNy y
~ 5 & 201 apa Gueaaaas T

SN N NN

R = I R 102 e Gl o y

Version: 101 | Environment: FRODUCTION © 1998-20119. Housing and Development Services, Inc. Al Rights Reserved. !
Wersion: 1.0.1 | Envireament: PRODUCTION 1938 Housing and ment Services, Inc. Al ights Reserved. - HIFYCS

2 Enter effective date of move out

Move Out

Effective Date *

1/1/2019 -

3 Click Create Move Out
“ Click Save
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Unit Transfer - In
L Click Unit Transfer icon

M HDS Multifamily

s o= T o« =] LHTC 212003 AR 102 EEDROOMS  vTI0OI
il m ) LT 1rRE ] 03 2 BEDROGMS G B ]
& o~ 5 o« . R HIT WR0E AR 2 1 BELHODM VT
e S - - LITE 120e AR M2 1 BECRODM e =
FAEC TR ) - LMTE Truama W o] T BECROGM T

2 Click drop-down next to Transfer To *

% Select Unit the tenant is transferring to
* Enter Effective Date

> Click Occupy Unit
N @

Unit Transfer

Transfer To *

VIgRoosm- 101

Effective Date *
5/1/2019

4 ~ 51 « U - 1/1/2018
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Unit Transfer - Out

! Click Unit Transfer icon next to unit

2 Click the drop-down arrow next to Transfer To *
% Select unit transferring to

* Enter Effective Date

® Click Occupy Unit

Unit Transfer

Vo101

Effective Date *

5/1/2019

Back to Table of Contents




Reports

Occupancy & Demographics Report
1 Log in to HDS NextGen

2 Click Property Group on left toolbar
3 Click Tenant

4 Click Reports

M HDS Multifamily =

Q Al @ currem Tenams

or=rx3

- A1DS

M HDS Multifamily =

% Use the drop-down arrow to select your site.
" Choose All or Current Tenants

Back to Table of Contents




& Click Run

+ Certification

Occupancy and Demographics Report

Site Selection

T X @ al O current Tenants “

% Scroll to bottom
10 Create Filter

1 Click green arrow — Add Condition

Filter Builder X
And
Add Condition
Add Group
(0] ¢ CANCEL
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12 Change Site Name to Cert Date

Filter Builder

And

X m Contains  <enter a value>

Site Name

Project Number

Building

Unit Number CANCEL
Head of HH Last Name

Enter Date

Move In Date

13 Change Equals to Is greater than or equal to

Filter Builder

And

p 4 Cert Date <enter a value>

Equals
Does not equal
Is less than

Is greater than oK CANCEL

Is less than or equal to

Is greater than or equal to

Is blank
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4 Enter value — usually January 1st of calendar year you want to see reported

Filter Builder X
And
% | CertDate Islessthanorequalto 1/1/201§ ~
0K CANCEL
l - \ - -
° Click green + to add another Condition
Filter Builder X
And
X CertDate Islessthanorequalto 1/1/2018
»  CertDate Islessthanorequalto 12/31/2018
0K CANCEL

1% Click Ok

Back to Table of Contents




Helpful Hint: The system allows you to export the results to Excel if you choose

COecupancy and D graphics Report
= % O Al @ curent Teais
B g

Site Hame | Project Number Bulding | UnitMutber | HesdofHHlastMeme | EverDate | MovenDate | CertDate |
k- - VIO 564 - 2113/2010 5152018 BA5/2018
- - o — 232019 81572018 8152018
_r - VO 56 LY /2019 21/2M8
- L VRO 566 T A 8172018
— -l VEROEE a2t G 3 317720

= - VO 50 - N13/20

- - VIO 4 i 2/201 o

— — - e s,
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TIC Report

1 Log in to HDS NextGen

2 Click Property Group on left toolbar
3 Click Tenant

4 Click Reports

M HDS Multifamily

Q Al @ currem Tenams

or=rx3

vod. e HDS
> Click TIC Report

M HDS Multifamily =

XML Tenant Lipload
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% Enter Site Number then click Search

TIC Report

7 Click on Unit number
® Click Create Report

tification

TIC Report

2 BEDRO

2 BEDRO

° Once the report appears you can either print or download as a PDF
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Glossary

Term Definition
BIN Building Identification Number
Cert Types

AR Annual Recertification

IR Interim Recertification

Ml Move In

MO Move Out

uT Unit Transfer

UT-I Unit Transfer In

HDS Housing and Development Software
LIHTC Low Income Housing Tax Credit
Site formerly called Property
TIC Tenant Income Certification
TRACS Tenant Rental Assistance Certification System
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