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Compliance Monitoring & Tracking System (CMTS)

Overview

Welcome to the Requirements for Online Reporting, the Unit Status
Report and the Annual Owner’s Compliance Report.

The Compliance Monitoring and Tracking System (CMTS) allows owners

to submit required reports, such as the Unit Status Report (USR) and the

Annual Owner’s Compliance Report (AOCR) and submit documentation
directly to the Department.

Login to CMTS
https://www.tdhca.texas.gov/compliance-monitoring-tracking-system
https://pox.tdhca.state.tx.us/aims2/pox

Terms and Definitions

* Compliance Monitoring and Tracking System (CMTS)
* Unit Status Report (USR)

* Annual Owner’s Compliance Report (AOCR)

* Quarterly Vacancy Report (QVR)

* Monitor Review Questionnaire (MRQ)
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CMTS Reporting: Login to CMTS

Overview

Welcome to the Compliance Monitoring and Tracking System (CMTS). This system allows owners to submit required reports, such as the Unit Status Report (USR) and the Annual Owners Compliance

Report (AOCR) and submit documentation directly to the Department.

Login to the CMTS

CMTS Property Reporting System
Please log in to continue.

User ID
Password

If you have already received your user id and password from

CMTS User Guidelines

To ensure that information is properly entered into CMTS, pl You are making a secure connection with our server
Al information that you submit is encrypted

* Attaching Documents to CMTS (PDF)**NEW"* L) You are accessing a Texas Department of Housing and Community Affairs information system. Unauthorized use is prohibited, and usage may be subject to security
testing and monitoring. Misuse of this system is subject to criminal prosecution. Users of this system should have no expectation of privacy except as otherwise provided
by applicable privacy laws

To use the CMTS Unit Upload feature for uploading househ
that decument, the file layouts and field definitions for the

Visit the Compliance Reports page for additional information.

Visit the Trainings Presentation page for CMTS training.
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CMTS Reporting

Manager’s View of CMTS

Your Property Listings

Monitor Review Questionnaire
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Monitor Review Questionnaire

L]
<«

TDHCA Systems

i
10 pant reports

[ CMTS Property Reporting Syster X | =+

C

Texas Dep

& Compliance Monito,

cdb-stage tdhca state b us/air

% Intranet Home

artment of Housing

and Community Affairs

Name
Buikding config
Total buidings: 5

Planned buldings
Total sq #
Disposition
Special needs

# of parking spots

# of handicap spots

Census Tract. 48211950300
GPS Date: 011172017
HIC Type: 9%
Legal description

Oasis Cove

Five+ Units Per Buiking

61880

© Orade Peoplesott s

Unit Status Reports

= o X
[ PHAContact Repo.. M inal Rule -.. () HOMEfires - HUDE.. i Texas Department.. g% Compliance - Utilty. > | BD Othertavortes g
Home Abod Calndar  Press  Employment  ChangePassword || W
&
CMTS Property Reporting System
) ) +
jacancy Cleannghouse | | Add and Edit Buiings | Add and Edit Units
Property Selection | Logout
Property ID: 4793
Property Name: Oasis Cove
Property#4793 Detail
Type: indvicualFamity Scattered site: N
Dweling type: Muli Family Residential Year constructed. 2013
Total units: 64 Total program units: 64
Planned unts Zoning R
Land site crl Elevator. N
Home funding N Floors in tallest bidg. 2
Home 40/50. N Fair Housing Construction: N
First buiking in svc date: 10/17/2013 Next RD onsite rvw date
Last building sve date: 121162013 Last RD onsite rvw date
Latitude: 359169 Longitude: -100.3762
RAD Development
saster Housing Flag N Property Status
&
Program Income Requirements

9
Monitor Review Questionnaire
[ | [ CMTS Propenty Reporting Syster x| &+ - o X
- C @ @) https//cdb-stage.tdhca state.teus poxtprojectid=479) e=Oasis%20Covediarg =47938action=finda ent=unitStatusRer s = @ L &
[ TOHCA Systems gk Complance Monito.. §% Intranet Home [ Oracle PeoplesoftS.. [ PHA ContactRepo.. (N HOMEFinalRule-.. () HOMEfres - HUDE. J% Texas Department. 3§ Compliance - Utiity > B overmenes o
. Home Comact Abot Calendar Press  Empioym +
Texas Department of Housing ”
and Community Affairs (]
CMTS Property Reporting System "
Property Selection | Property details | Logout
Property ID: 4793
Property Name: Oasis Cove
Unit Status Reports
Unit Status Report
Report Type Submitted Dar Submit Print
Unit Status Repert / Desk - Quarterly Vacancy Report Has not been submitted [Submit) Preview before submitting
Unit Status Report / Desk - Quarterty Vacancy Report 0709721 [Print USR PDF / Excel]
s Repert - Part B / Desk - Annual Owners Compliance Reports Has not been submitted [Submi) Preview before submiting
Unit Status Report - Pait B / Desk - Annual Owners Compliance Reports. 0408721 [Print USR PDE
Unit Status Report / Desk - Quarterty Vacancy Report 040821 [Print USR EDE
Unit Status Report/ Desk - Quarterly Vacancy Report o1eR1 [Priot USR POE
Unit Status Report / Desk - Quarterly Vacancy Report 10108720 [Print USR PDE
Unit Status Report - Part B / Desk - Annual Owners Compliance Reports. 0411620 [Print USR PDE
Unit Status Repent / Desk - Quarterly Vacancy Report 0711020 [Print PDE
Unit Status Report / Desk - Quanterty Vacancy Repon 04116720 [Print USR PDF
Unit Status Rey Desk - Quarterly Vacancy Report 0111020 [Print USR EDE
Unit Status Report / Desk - Quarterty Vacancy Report 101019 10/0819 [Print USR PDF
Unit Status Report / Desk - Quarterty Vacancy Report o119 [Print USR EDE
Unt Status Report - Part B / Desk - Annual Owners Comphiance Reports 0473019 [Priot USR PDE
Unit Status Report / Desk - Quarterly Vacancy Report 04730119 [Print USR EDE )
Unit Status Report/ Onsite 0402119 [Priot USR PDE / Excel]
Unit Status Report / Desk - Quarterly Vacancy Report 0102119 [Print USR PDF / Excel]
Unit Status Report / Desk - Quarterly Vacancy Report 101118 [Print USR PDF / Excel] @
Unit Status Report / Desk - Quarterty Vacancy Report 07110118 [Print USR PDE / Excel]
s Report - Part B / Desk - Annual Owners Compliance Reports 042918 [Print USR PDF / Excel) ("3
ek selecod Janzias [Prics LIS BOE il e
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Monitor Review Questionnaire

B | (3 <MTS Property Reporting Syster X | =
<« C o ‘cdb-stage tdhca state.teus; 1=find&component=unitStatusReportSearchér... A +)
TOHCA Systems. ¥ Compliance Monito.. i Intranet Home ([ Oradle PeopleSoftS.. [% PHA Contact Repo.. (M HOME Final Rule . (i) HOMEfires- HUDE.. % Texas Department.. ¢ Compliance - Utility
Monitor Review Questionnaire
Monitor Review Questionnaire
Report Type Due Date. Questionnaire Submitted Date Submit
Entrance Interview Questonare 040272019 0402721
Entrance Interview Questionaire 041132016 041272016
Entrance Intenvew Questonare 013112014 01292014 [Pont as Subaitted)
Required Confirmation of Notification
UPCS Required Notification
Report Type Due Date Questionnaire Submitted Date Submit Print
UPCS Inspection Report 050112020 IStad_Edit or View before submission] Has not been submitted Must Save Before Submssio [Erexiew before submiting]
UPCS Inspection Repart 080172017 05042017 [Print as Submit
Insgection Report 0510112014 03262014 (Print as Submitted]
Utility All Review Qu
Utility Allowance Review Questionnaire
Report Type Due Date. Questionnaire Submitted Date. Submit
Quarterly Owners Financial Certification

= @
>

I
Other favorites.
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Monitor Review Questionnaire
Monitor Review Questionnaire
Monitor Review Questionnaire
Questionnair Submitied Date.
0u2572021
042372018 04247
05262015 05142015
06252014 06242014
06102013
o012
06307201
052772010
0710872009 Has not been submitted
12
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CMTS Attachment System

Scroll

admtdhca2 Propsrty Listings

Make sure you select
the correct property
for the reports you
are submitting.

13

CMTS Attachment System Notification

Scroll

TDHCA Compliance Monitoring & Tracking

Eian] Orcanzation | Person [CCCRE Address | Propery. [Nl Propeny [CELIE Proectinventory 811 Project Rental Assistance _ Assat Manager

fully uploaded, but please note that there is no email address associated to the selected TDH

Electronic Document Attachments for Pandora Springs

ATTACHMENTS [ 1 RECORDS FOUND |
Type

[Refresh] [ +Anach a Document

Description TDHCA Contact Path Date Read? Crealed By
- - > - -
1 TOHCA Correspondence Testing - no ACUON required From Monitoring 20211 ge. 13021 N cpolie X Edit View
Retumn to Property Detail
14
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CMTS Attachment System Notification

The Attachment System is used by the
Department for a number of purposes.
This is the digital filing cabinet for the
property and will be used by various

divisions (Compliance, Physical
Inspections, Asset Management, Fair
Housing, Complaints, etc.) to

communicate with the Development. It
should be monitored regularly and
anything uploaded into the system to the
property’s attention should be responded
to accordingly.

15

CMTS Attachment System Notification

When documentation is uploaded into CMTS by the Department, only the
email addresses associated with the property, ownership entity and
management company entity will be notified by email.

If the company/group would like more than one person notified of uploads

into CMTS it is the company/group’s responsibility to setup an email address

that would allow more persons to be notified. Note: only one email address
may be entered for each of these.

For example, instead of the management entity being
john.doe@propertymgmt.com there could be an email address that allows
emails to multiple persons, like compliance@propertymgmt.com. You should
work with your IT staff to set this up. The Department does not offer this
resource.

16
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CMTS: Attachment System Upload Notification Email

From: cmts.notifications@tdhca.state. tx.us

To: ?
Subject: New Attachment for by TDHCA Staff

Date: Tuesday, February 13, 2024 8:40:49 AM

Notification of Attachments in CMTS

A document has been uploaded by TDHCA ro_C,\ITS l'D-in the Compliance Monitoring and
Tracking System (CMTS). Please login to CMTS at https://www.tdhca.state.tx.us/comp_reporting htm and click the

Attachments link on the Property Listings screen to view the attachments.

Please do not send a response to this unmonitored email address as it will not be read. Email
cmts.requests@tdhca.state.tx.us if you have questions or need assistance.

Thank you.

TDHCA Staff

Document Type: TDHCA Correspondence
Document Description: Monitoring Report with regards to onsite monitoring review which was conducted on

February 8, 2024. Action is required by May 13, 2024.
File Name: il\Iomtoring-Report_ZO!-l.02.13.pdf

CMTS: Contact Information and Why it Matters

* Notification of on-site reviews are ONLY uploaded to the Compliance
Monitoring and Tracking System (CMTS).

* Management should be checking CMTS attachments regularly, but also
need to (1) verify in CMTS to ensure that all of the contact information
entered there is correct (particularly the email addresses), and (2)
ensure that the “owner” contact is an owner contact and not property
management or management company contact.

* Management needs to receive the automated email notices, however, it
is vital for the owner to also receive notices since the owners are
ultimately responsible for any noncompliance.

* The owner is the one who would be subject to administrative penalties
and/or debarment for noncompliance, so they need to receive and
review notices, and supervise corrections by management.




CMTS: How to get there...

Set Up to Report Online

If you have not received a user id and password from the Department, two steps are required to initiate online compliance reporting:

1. Read, complete and submit the 2023 CMTS Filing Agreement (DOCX) ,’:I

2. You can now enter your buildings and units directly into CMTS. Please read the |nstructions for Adding Buildings and Units in CMTS D for guidance.

Submit via email t§ nd we will process your request and send you an Administrator of Accounts id and password. Please allow three (3) to five (5) business days to
process your request

19

CMTS: Setting It All Up

Set-up to Report Online
* CMTS Filing Agreement
* Instructions for Adding Buildings and Units in CMTS

* Submit via email to cmts.requests@tdhca.texas.gov and we will process
your request and send you an Administrator of Accounts id and
password. Please allow three (3) to five (5) business days to process
your request.

CMTS User Guidelines & Resources
* CMTS Unit Upload Instructions & Specification

20

4/11/2024
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CMTS: Set-up to Report Online

required to initiate online compliance reporting.
1. Read, Complete and Submit the CMTS Filing Agreement.

Instructions for Adding Buildings and Units in CMTS for Guidance.

five (5) business days to process your request.

If you have not received a user id and password from the Department, two steps are

2. You can now enter your buildings and units directly into CMTS. Please read the

Submit via email to cmts.requests@tdhca.texas.gov and we will process your request
and send you an Administrator of Accounts id and password. Please allow three (3) to

21

CMTS: The Filing Agreemen

Adrninicterat af DAeccaunte Nac tlon:

This section of the form is to designate the
Administrator of Accounts. This person will

The default is to replace the previous Administrator of Accounts with the new individual
| designated above. By answering “no,” you are indicating you wish to add an additional
1 Administrator of Accounts besides the individual currently assigned. Please note, this Filing
4 Agreement does not automatically enroll you to receive email notifications when
correspondence has been uploaded into CMTS. Please contact cmts.requests@tdhca.state.tx.us

1 for further details.

The last page is for all parties to
sign. Please make sure that the
Owner AND the Administrator of
Accounts designee sign and date

Signature of Owner the form. Date

**Unsigned forms will be
returned for corrections, thus

- — delaying the process.**
Signature of Administrator of Accounts Date

1 SIGNED on the date indicated below.

Please complete and return this form to cmts.requests@tdhca.state.tx.us and allow for three
(3) to five (5) business days to process.

brly
the
tor
for
the
nts

22
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TexAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
Compliance Monitoring and Tracking System (CMTS) Filing Agreement

This is an agreement between the Texas Department of Housing and Community Affairs and the
affordable housing property Owner to facilitate compliance with requirements established
through existing laws, regulations, and Department policy.

In accordance with 10 Tex. Admin. Code §10.602 (Notice to Owners and Corrective Action
Periods) and 10 Tex. Admin. Code §1.22 (Providing Contact Information to the Department), the
Owner is responsible for providing the Department with full, accurate, and complete contact
information. The Department will rely solely on the information supplied by the Owner in CMTS
to meet notification requirements. Owner agrees to ensure such information is full, accurate,
and complete. Further, the Owner agrees to update CMTS with any changes in contact
information (including contact persons, physical addresses, mailing addresses, email addresses,
phone numbers, and/or the name of the property as known by the public) for the Ownership
entity, management company, and/or Development within ten (10) days of the change.

The Owner acknowledges that correspondence from the Department may be directly uploaded
to the property's CMTS account using the secure electronic document attachment system
(http://www.tdhca.state.tx.us/pmcdocs/CMTSUserGuide-AttachingDocs.pdf) rather  than
sending correspondence by mail, and that all responses from Owner are required to be uploaded
to that system unless otherwise specifically directed in writing by the Compliance Division.

An authorized representative of the Owner must sign this Agreement. The signature of the
Owner on this Agreement is deemed to appear on all electronically filed Compliance Reports as
if actually so appearing, including, without limitation, all forms filed electronically by any property
management employee or any other independent, third-party contractor. Owner acknowledges
that all information submitted in an electronically filed Compliance Report must be accurate, and
that property management employees or any third-party contractor completing those reports
must have sufficient knowledge and access to all applicable information in order to file an
accurate report.

This Agreement is effective as of the latest date specified below and remains effective until
terminated by written notification from either party.

HOWEVER, if there is a transfer of ownership or change in the Management Company, the new
or existing Owner must submit an updated Filing Agreement within ten (10) days of the change.
Accounts that are inactive or for whom the assigned Administrator of Accounts is no longer
employed with the Management Company/Ownership will be deactivated.

This Agreement may be amended at any time by the execution of a written addendum to this
Agreement by the Owner and the Texas Department of Housing and Community Affairs.

Created February 24, 2016 Revised June 27, 2022
Page 1 of 3


http://www.tdhca.state.tx.us/pmcdocs/CMTSUserGuide-AttachingDocs.pdf

Initial Contact Information:

Property Name: CMTS ID:

Property Address: City and Zip Code:

Owner Organization: Name of Owner Representative:
Role of Owner Representative: Owner Representative Email:

Administrator of Accounts Designation:

| declare that | am authorized to make this Administrator of Accounts Designation and | entrust
the Administrator of Accounts to: assign and control access rights to all property and tenant
information entered into CMTS, and to allow access only to those select individuals who are
responsible for the information required by the Compliance Division. | also entrust the
Administrator of Accounts to establish security policy and procedure to protect those access
rights and the integrity of the data, and to ensure compliance with the agreements/procedures
specified in this Agreement, and any other requirements of the Compliance Division related to
electronic reporting.

|, owner representative designate as the Administrator of Accounts for the above
referenced property as of the date of this Agreement.

Administrator Contact Name:
Administrator Contact Email:
Administrator Contact Organization:

When is the effective date of the change? (Please note this agreement will not be
processed before this date)

Reason for Filing Agreement submission (check all that apply):

|:| Ownership change (Per 10TAC...10 days to change info in CMTS)

|:| Management Company change (Per 10TAC...10 days to change info in CMTS)
|:| Addition of a 3™ party consultant

|:| Adding access for additional owner/management company staff

[ ] other reason

Is this individual currently serving as an Administrator of Accounts for another property in the
TDHCA portfolio? |:| Yes |:| No If yes, enter existing username here:

This process will provide you with two (2) levels of access. The first will be assigned to the
Administrator of Accounts and will begin with “adm” and the second is for the property manager
and will begin with “mgr.”

Created February 24, 2016 Revised June 27, 2022
Page 2 of 3



Would you like a separate login for the owner (if applicable but not required)? |:| Yes |:| No
If yes, enter existing username here:

If an Administrator of Accounts is currently assigned to the property, would you like to replace
them with the Administrator of Accounts designated above? [ ] Yes [ ]No

The default is to replace the previous Administrator of Accounts with the new individual
designated above. By answering “no,” you are indicating you wish to add an additional
Administrator of Accounts besides the individual currently assigned. Please note, this Filing
Agreement does not automatically enroll you to receive email notifications when
correspondence has been uploaded into CMTS. Please contact cmts.requests@tdhca.state.tx.us
for further details.

SIGNED on the date indicated below.

Signature of Owner Date

Signature of Administrator of Accounts Date

Please complete and return this form to cmts.requests@tdhca.state.tx.us and allow for three
(3) to five (5) business days to process.

For TDHCA Internal Use Only

Filing Agreement Processed By: on

811 Participant? |:| Yes |:| No

811 Team Notified of Change? [ |Yes [ |No [ | N/A

Created February 24, 2016 Revised June 27, 2022
Page 3 of 3
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CMTS: Password Resets

* The Owner or Administrator of Accounts can reset a manager user

account password
* The Department will not reset manager user passwords unless there is a
technical issue.
* The Department can reset an Owner or Administrator of Accounts

password

* Submit the request via email to cmts.requests@tdhca.texas.gov and we will
process your request and send you an Administrator of Accounts new
password. Please allow three (3) to five (5) business days to process your
request.

23

CMTS: Management Company Update

After logging in to CMTS you have the ability to update the Management Company

information by following the steps below:

e Select Update Contact Information for the new property on the Your Property Listings page

¢ Select Update Management Information

* The next screen will display the current management company’s information. It is important to select
delete, listed to the right of the management company listed before making any changes.

* Once the prior company’s information has been deleted, you will have the option to select add to the
right of the line Name.

® On the next screen enter the new company’s name or Tax ID, and select Submit Query

e If the organization is currently entered in CMTS you will select the organization and the assign it to the
development, if it is not you select Add Organization, enter the necessary information, and then assign it
to the development.

Failure to delete the prior management company as directed above before changing any information,
will cause errors in CMTS and will not update the management company as desired.

24
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CMTS: Management Company Update

CMTS Property Reporting System

Management Company Update
e
Tax Identification Number 743003211

25

CMT: Attaching Documents

Overview

Welcome to the Compliance Monitoring and Tracking System (CMTS). This system allows owners to submit required reports, such as the Unit Status Report (USR) and the Annual Owners Compliance
Report (AOCR) and submit documentation directly to the Department.

Login to the CMTS

If you have already received your user id and password from the Department, login to update or submit required information.
Login to CMTS
CMTS User Guidelines

To ensure that information is properly entered into CMTS, please review the following references:

» Attaching Documents to CMTS (PDF) **NEW** f_j

To use the CMTS Unit Upload feature for uploading household and tenant data from other systems to CMTS, please read the CMTS Unit Upload Instructions (PDF) ). As mentioned on the first page of
that document, the file layouts and field definitions for the CMTS Unit Upload feature are contained in the CMTS Unit Upload Specification (XLSX) o,

Visit the Compliance Reports page for additional information.

Visit the Trainings Presentation page for CMTS training.

26
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CMTS: Attaching Documents; How is it done?

How to Attach a Document using CMTS

3 Tonplosd s docament, chick en the Amichaents Sk which will aka yon to

To ensure that information is
properly entered into CMTS,
please review the available
references on the
Department’s website.

https://www.tdhca.texas.gov/sites/default/files/pmcdocs/CMTSUserGuide-AttachingDocs.pdf

27

CMTS: Attaching Documents; Step-by-Step

d. File Path: Select Browse to find the document you would like to upload
1. All file types are accepted a

e 1. No special characters i the name of the file
. Maximum file size is 10 MB

! 1

File Path: | Bmws%n the

e. Save: Your file is not attached until you click on SAVE!

Maximum file size is 15 MB. [

28
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How to Attach a Document using CMTS

1. Log Onto CMTS: http://www.tdhca.state.tx.us/comp reporting.htm

AAUSLIN, XS SO s L LS L

Compliance Monitoring & Tracking System

Overview

YWelcome to the Compliance Monitoring and Tracking System (CMTS). This system allows
developments to submit required reports. such as the Unit Status Reports and the Housing
Sponsor Report and other information directly to the Department through online reporting.

Login to the CMTS
If wvou have already received your user id and password from the Department. login to review
or enter required information.

Login to CMTS

Read the User Guidelines

2. From the Property Listing screen, you will now see an option for Electronic Document Attachment:

Your Property Listings
mEE T
Pm‘unerty Property Name Annual Qwners Compliance Reports 8609 Part | Report Unit Status Report Update Contact Information Edit Manager Pasaword 3 Elwf‘?a‘z:r:ﬂ X
4651 |Bowie Garden Apartments Unit Status Report Update Contact Information gports Aftachments (1)
Logout

Texas Department of Housing and Community Affairs (TOHCA]

3. To upload a document, click on the Attachments link; which will take you to:

ic Dy t for Bowie Garden Apartments (4651)

v o o

Return o Your Properny Listings

Taigs Depanment ot HoysG and Comaunity AZais (TDHCA

4. Click on Attach a Document, which will take you to:

Add El ic D A h for Bowie Garden Apartments (46561)

Descrpton

size s 10 MB.

My

Return 1o List of Documnent Altachments

Teras Deparimurl of Housing and Cormmynfl Afsirs (TOMCA

5. To upload a document, you will need to complete the following field:

a. Type: Select the Type of document you are attaching from the drop down box
i. If you do not see the Type of document you ate attaching, choose Other and be sure to include a

detailed description of the document


http://www.tdhca.state.tx.us/comp_reporting.htm

Pre-Ongite Documentation

File Comective Action

‘iptien § LIPCS Comective Action

Mail In Review Documentation
LURASLURA Amendment Documents
CMTS Access Documents

intact I Lkility Allowance Documents

Guarery Financials

Path: || annual Financials

ADCR Part D Attachments

Certification of Comected EH&S tems Form
Crwner requests for construction inspection
Crwwner responses to construction inspection
Construction status report

Cither

b. Description: Include a brief description of the document in the field provided
1. For example, the Type may be File Corrective Action and the Description could be Corrective action

submitted in response to the onsite monitoring review conducted mm/dd/yyyy

Dezcription

c. TDHCA Contact: Select the TDHCA Contact to whom your document needs to be sent to from drop

down box
1. This is the way that a TDHCA staff member will be notified that there is a document that has been

uploaded for them. If you do not assign a TDHCA staff member, your document may not get to the

correct person.

TOHCA Contact

File Path: Justin Mermil [OWSe. ..

Jo Taylor
Patricia Murphy
Wendy Quackenbush

d. File Path: Select Browse to find the document you would like to upload
i. Al file types are accepted
ii. No special characters in the name of the file
iii. Maximum file size is 15 MB

n _

File Path:

e. Save: Your file is not attached until you click on SAVE!

Maximum file size is 15 MB.

file sizes that are unnecessarily large. For example, a
)PI) or less. If you convert files from Word or Excel to |


cpollei
Oval


CMTS: Checking File Size

Type { Utility Allowance Documents

v

Description

2021 Utility Allowance Submission for Pandora
Springs; Energy Consumption Model, annual Review

TDHCA Contact | Utility Allowance

File Path:| Choose File | No file chosen

Maximum file size is 15 MB.

When uploading for Utility
Allowance review, select the
TDHCA Contact of Utility
Allowance. Most other
submissions will have a
specific TDHCA contact.

29

CMTS: Checking File Size

@ TS Training 2021

™ CMTS-Fiting- Agreement

6" CuTS-UntUpSpectic

- CMTSUserGuide -
‘Open with Adobe Acrobat OC
print

) B with Agobe Acrobat

) Combine fies in Acrobat.

B £t with Notepads +
© Scan with Cortex XOR

@ snare
Open witn
Open in POF-¥change Editor
Aoways pratatie otine
Restore pevious versons
sendto
[
copy

Create shericut
Deiete.
Rerame

Gocwsl Socuty Onals Frevoun Vesers
B Gisietusersmngbon
Adsbe Aot Documer (o)

[ oo Aot O s
oo sectors cmcmad barwoy CHTS
19818 (141 2Tt

132K (138163 o)

To check the file size of your upload:

1.
2.
3.

Right-click on the document

Select Properties

Review the size in the middle of the
pop-up for properties

30
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CMTS: Error Messages

Internal Server Error

The server encountered an intemal error or misconfiguration and was unable to complete your request.
Please contact the server admunistrator at root@tdhca.state.tx.us to inform them of the time this error occurred, and the actions you performed just before this error.

More information about this error may be available in the server error log.

If you receive an error message, check the following:

- Make sure the file size is under 15 MB

- Make sure the file name does not have any special characters ($, #, %, &, *, etc.)

- Make sure the file name is not too long; sometimes this can confuse CMTS and cause an error

If the above items are not the issue, you can always email cmts.requests@tdhca.texas.gov for
assistance. You can also email the Department contact that you are uploading to and ask for assistance
and let them know you have run into an upload error.

31

CMTS: Adding Buildings and Units

Set Up to Report Online

If you have not received a user id and password from the Department, two steps are required to initiate online compliance reporting:

1. Read, complete and submit the 2023 CMTS Filing Agreement (DOCX), £
2. You can now enter your buildings and units directly into CMTS. Please read th€ustructions for Adding Buildings and Units in CMTS L) for guidance.

Submit via email to cmts.requests@tdhca.state tx.us and we will process your request and send you an Administrator of Accounts id and password. Please allow three (3) to five (5) business days to

process your request

32
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CMTS: Setting Up Buildings

To use the CMTS Unit Upload feature for uploading household and tenant data from other systems to CMTS, please read
the CMTS Unit Upload Instructions (PDF). As mentioned on the first page of that document, the file layouts and field
definitions for the CMTS Unit Upload feature are contained in the CMTS Unit Upload Specification (XLSX).

;
| Texas Department of Housing and Commu
CMTS Unit Upload Instructions

Created Date: March 13,2017

Date Last Updated: March 31, 2017

Section 1: Introduction

This document provides instructions for uploading household and|
Upload feature in CMTS. The terms “tenant data” and “household|
are used in this document.

Two comma-separated value (CSV) files are involved in data uploa)

This is not
mandatory, but is an
option available. You

can enter the
information unit-by-
unit in CMTS.

property ger upload household andt files in .csv
roperty and should not be combined with another property's data. Each file should
nd should be submitted with the following naming convention,

| .csv extension

)
Jing data from your internal systems into a CSV file format that conforms to the file layouts

pfined in the layouts here.

arate fields. Microsoft Excel automatically associates the .csv extension to Excel, so it is

Jing CSV files on your computer. However, you can also open CSV files with text editors

and Annual Income, applies to the entire household.

to a specific person.

* The firstis the Household file, which contains household-level information. This is data that is
displayed on the Household Information section of the Unit screen. This data, such as Move In|

*  The second is the Tenant file, which contains tenant-level information. This is data that is displ}
on the Household Members section of the Unit screen. This data, such as First Name and DOB,

automatically changes some valus
uploaded, only CSV files. If for sor
v

- | Instructions | House

ason is that Excel

that XLS files cannot be
stead of Excel. Use
eparated_values.

@

https://www.tdhca.texas.gov/sites/default/files/pmcdocs/cmts-unit-upload-instructions.pdf

33

CMTS: Setting Up Buildings

If a monitor finds that the BINs contain

When you are setting up buildings in CMTS, please do not include the “-” in the
Building Identification Numbers (BIN).

The “-” is causing errors on reporting and documents within CMTS.

o n

property contacts.

This will become an issue when the property’s operating system links directly to
CMTS for uploads, property staff will have to make the edits on a regular basis.

marks we will remove them and notify the

34
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Instructions for Adding Buildings and Units in CMTS

Texas Department of Housing and Community Affairs
Instructions for Adding Buildings and Units in CMTS

Created Date: March 31, 2017
Date Last Updated: March 31, 2017

Section 1: Introduction

This document provides instructions for creating building and units for a property, using screens in CMTS that
allow up to 20 buildings or units at a time to be added. Buildings and units must be created before household
and tenant data can be entered through CMTS or uploaded through the CMTS Unit Upload feature.

Section 2: Navigating to the Screens for Adding and Editing Buildings and Units

The first screen displayed after logging in to CMTS is the Your Property Listings screen. Click the Unit
Status Report link on that screen as shown below.

CMTS Property Reporting System

admtest Property Listings

PROPERTIES
Annual Owners | 8609 Unit Update Edit :
Prope Prope Unit Ciata
p"} rty N;mT Compliance Partll Status Contact Manager Reports Upload
Reports Report Report Information Password
Test Unit Update Edit Upload Unit
5173 Bvoperty Status  |Contact Managers 'Reports Household
P Report Information |Password Cata

Next, on the Property Detail screen, click the Add and Edit Buildings or Add and Edit Units links to add and
edit buildings or units.

CMTS Property Reporting System
rint Unit Status Report | Submit Reports | Vacancy Clearinghouse | | Add and Edit Buildings | Add and Edit Units

F'rupe%y Selection | Logout
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Instructions for Adding Buildings and Units in CMTS

Section 3: Adding and Editing Buildings

After clicking Add and Edit Buildings on the Property Detail screen, click the add many link to add up to 20
buildings at a time. You can also click the add link to add one at a time.

CMTS Property Reporting System

Property Detail = Buildings

PROPERTY" BUILDINGS [0 FOUND]
Bin# Building#% Fraction Total Units LIHTC Units Market Units Exempt Units Home Units Edit Done Units

[add] [add man:.r]

On the Add Buildings to Property screen, enter the BIN, Building #, Sequence number, and LIHTC
Building flag for each building.

e Building Identification Number ("BIN") - Enter the BIN for each building. The Department has provided
the owner with a range of BINs in the development's allocation paperwork which may be assigned to
the buildings. Please note that not all funding sources will require BINs.

e Building Number - Enter each building's number.

e Sequence Number - Enter the building's sequence number, which controls the order in which the
buildings will be listed on the Unit Status Report. This should generally match the building number;
however, in some circumstances (e.g., the development starts with building number 2), this may not
be the case.

e LIHTC Building - Select Yes or No from the drop-down to indicate whether the building has received
Tax Credit funding.

CMTS Property Reporting System

Buildings = Units
Add Buildings to Property

PROPERTIES
Test Property Individual/Family 5173 10 null

: oo & - LIHTC
Eu”dmg#
Bin Building # Seguence LIHTC
[T¢189931 1 |1 Yes w
Bin Building # Seguence LIHTC
[Tx1a5932 |2 |2 Yes ~
Bin Building # Seguence LIHTC
[Ti189993 I3 [ N Yes ~
Bin Building # Seguence LIHTC
[ | | Yes ¥
Bin Building # Seguence LIHTC
I I Ve =
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Instructions for Adding Buildings and Units in CMTS

Click Save and Finish at the bottom of the screen to add the buildings.

| | | Yes -
Bin Building # Sequence LIHTC
| | I Yes -
Bin Building # Sequence LIHTC

| | I Yes -

’ Save and Continue ” Save and Fi&i;sﬂ

The system will return to the Property Buildings screen, where the buildings you added will be displayed.

Property Detail = Buildings

PROPERTY BUILDINGS [3 FOUND]
Bin# Building# Fraction TotalUnits LIHTC Unitz  Market Units  Exempt Units Home Units  Edit Done Units

TH189981 1 0 0 [edi] | [O] |[unite]
TX189992 2 0 0 [edif] | [] |[unit]
TX189933 3 0 0 [edi] | [C] |[units]

[add] [add man:.r]
To edit a BIN, Building #, Sequence number, or LIHTC Building flag, click the edit link.

Property Detail = Buildings

BUILDING DETAIL
IT}(lSQQQl
Building # |1 Sequence |1

LIHTC Building

Building Type | Multi Famihy Bi

=

Applicable Fraction 0%

Basis Sq Ft | 0% Basis Units 0%
LIHTC Units Home Units
Market Units Exempt Units
Total Units | 0
Low Income Sg Ft Market 5q Ft
Total Sq Ft | O
Rent Floor Effective Date Has Accessible Units Mo
Rent Floor Date Total Cost
Purchase Price Land Value
Market Walue Lot Size
Dizposition Type Dizposition Date
De=scription

Save
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Instructions for Adding Buildings and Units in CMTS

Section 4: Adding and Editing Units

Before adding units, the unit types must first be defined. Click Add and Edit Units on the Property Detail
screen , then click the add link in the Unit Types section of the Property Units/Unit Types screen to add
unit types.

CMTS Property Reporting System

Buildings = Units

PROPERTY UNITS [0 FOUND]

[show all units] [add] [add many]

UNIT TYPES

[ET%L

On the Unit Profile pop-up screen, enter the required fields, which are # of Bedrooms, # of Bathrooms, and
As Of Date. The value for As Of Date defaults to today’s date, but you can edit that as needed. The Rent,
Square Footage, and Cost of the unit type may also be entered, but those fields are not required. Click add
when complete.

UNIT PROFILE
*# of Bedrooms:| 1 *# of Bathrooms:| 1
Fent. 1000 Square Footage: 750
*As Of Date: 03/22/2017 Cost 1000
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Instructions for Adding Buildings and Units in CMTS

The system will return to the Property Units/Unit Types screen, and the unit type that you added will be
displayed in the Unit Types section.

Buildings = Units

PROPERTY UNITS [0 FOUND]

[show all units] [add] [add many]

UNIT TYPES
1 bdrm - 1 bath - Y50 sqft 1000 1000 edit
add

In this example, add is clicked again to add a second unit type.

UNIT PROFILE

*# of Bedrooms: 2 *# of Bathrooms:| 2

Rent: 1500 Square Footage:| 1200

*As Of Date: 03/22/2017 & Cost 1500

After completing the fields and clicking add on the Unit Profile pop-up screen, the Unit Types list now

displays both unit types that were added. Now we can click add many at the bottom of the Property Units
section to add units of either of the two unit types created above.

CMTS Property Reporting System

Buildings = Units

PROPERTY UNITS [0 FOUND]

[show all units] [add] [add mauE!

UNIT TYPES

1 bdrm - 1 bath - 750 sqft 1000 1000 aditl

2 bdrm - 2 bath - 1200 sqft 1500 1500 edit]
[add]

Page 5 of 9



Instructions for Adding Buildings and Units in CMTS

After clicking add many, the system displays the Add Units to Property screen. The first step in adding units
on this screen is to select the building to which the units belong. In this example, building TX189992 is
selected.

CMTS Property Reporting System

Buildings = Units
Add Units to Property

PROPERTIES
Test Property Indwn:luaIIFamnr_.f 5173
UNIT ENTRY

Building' TX189991 - Number: 1 ||

TX189991 - Mumber: 1
T¥189992 - Number: 2

TH189993 - Number: 3
Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber:

Type Mumber

Unit Type: 1 bdrm - 1 bath - 750 sqft

Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber:

Next, select the Unit Type for each unit to be added and enter the Unit Number. In this example, five units are
entered, all tagged with the 1 bdrm - 1 bath unit - 750 sqft type.

UNIT ENTRY

Building: Tx189992 - Number: 2 -
Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber: 201
Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber. 202
Unit Type: 1 bdrm - 1 bath - 750 sgfit - Unit Mumber: 203
Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber: 204
Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber: 205
Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber:
Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber:
Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber:
Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber: I}
Unit Type: 1 bdrm - 1 bath - 750 sgft - Unit Mumber:
I mit Tuna: 1 hdrm - 1 hath - 750 enft - I Init klhnmmbhar
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Instructions for Adding Buildings and Units in CMTS

Click Save and Finish at the bottom of the screen to add the units.

WAL YRS, L LI T L WAL T S i T LATIL TNl .

Unit Type: 1 bdrm - 1 bath - 750 sgft - LInit Mumber:

Save and Continue ] ’ Save anq\Finish ]
lag

After clicking Save and Finish, the system displays the Property Buildings/Property Units screen, which
lists all buildings and units for the property. (This screen can also be accessed by clicking show all units link at
the bottom of the Property Units section of the Property Units/Unit Types screen.)

The five units added in this example are now displayed on this screen.

CMTS Property Reporting System

Buildings = Units

PROPERTY EUILDINGS

m

Tx189991 1 units
TX188882 2 0 5 units]
Tx188893 3 0 0 units

[all buildings]

PROPERTY UNITS [5 FOUND]

201 Bin: TX189992 Mumber: 2 1 bdrm - 1 bath - 750 sqft Yacant edif
202 Bin: TX189992 Mumber: 2 1 bdrm - 1 bath - 750 sqgft Vacant [edit]
203 Bin: TX189992 Mumber: 2 1 bdrm - 1 bath - 750 sqft Yacant [edy
204 Bin: TX189992 Mumber: 2 1 bdrm - 1 bath - 750 sqgft Vacant =
205 Bin: TX1839992 Mumber: 2 1 bdrm - 1 bath - 750 sqft Yacant [edifl

[show all units] [add] [add many]

Clicking the edit link next to the unit you would like to edit opens the Unit Details pop-up screen. In the
following example, unit 203 is selected for editing and then the Unit Type is changed from 1 bdrm - 1 bath -
750 sqft to 2 bdrm - 2 bath - 1200 sqft.
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Instructions for Adding Buildings and Units in CMTS

UNIT DETAILS
Building:| Bin: T¥189992 Number: 2 -

*Unit Type: 1 bdrm - 1 bath - 750 sgft |~

ubiig 4 2 bdrm - 2 bath - 1200 sqft N *Unit Status: Vacant

1 bdrm - 1 bath - 750 sqft

Home Desig: Total Cost 1000

Save

PROPERTY UNITS [5§ FOUND]

201 Bin: TX189992 Number: 2 1 bdrm - 1 bath - 750 sqgft YWacant [edit]
202 Bin: TX189992 Mumber: 2 1 bdrm - 1 bath - 750 sqft Yacant [edit]
203 Bin: TX189992 Number: 2 2 bdrm - 2 bath - 1200 sqgft YWacant [edit]
204 Bin: TX189992 Mumber: 2 1 bdrm - 1 bath - 750 sqft |>\§' Yacant [edit]
205 Bin: TX189992 Mumber: 2 1 bdrm - 1 bath - 750 sqgft Wacant [edit]

[show all units] [add] [add many]

Section 4: Navigation Back to Previous Screens

To navigate from the Property Buildings/Property Units screen back to higher level screens, follow these
steps:

a) Click the Buildings link to return to the Property Buildings screen.
CMTS Property Reporting Systs

E“Hmjiﬁ = Units
PROPERTY BUILDINGS
ntal LIHT[ rl.l'larket Ben1
Tx188881 1
TX189982 2 0
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Instructions for Adding Buildings and Units in CMTS

b) On the Property Buildings screen, click the Property Detail link to return to the Property Detail screen.
CMTS Property Reporting

Property il = Buildings

PROFERTY BUILDINGS [3 FOUMND]
Bins¥ Building® Fraction Total Units  LIHTC Units = Market Units = Exer

TX139991 1 0 {

c) On the Property Detail screen, click the Property Selection link to return to the Your Property Listings
screen.

CMTS Property Reporting System

zr Unit Occupancy | Print Unit Status Report | Submit Reports | Vacancy Clearinghouse | | Add and Edit Buildings | Add and Edit Units

Property Eelectiun | Logout

Property#5173 Detail
2. Test Propery Type. Individual/Family Scattered site: N

CMTS Property Reporting System

admtest Property Listings

PROPERTIEES
Property.  Property Annual Owners 3509 Part unit Update Edit Manager Unit Data  Tenant Data Electronic
I Name Compliance Reports || Report e ol Password il Upload Upload bl
= = = Report Information = = Attachment
Unit Update Edit Upload Unit
i - Upload Attachments
5173 Test Property Status Contact Manager's Reports Household B

T t Data [0
Report Infarmation Pazsword Data Tenant Data | (0}

Logout
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TDHCA CMTS Unit Upload Instructions

Texas Department of Housing and Community Affairs
CMTS Unit Upload Instructions

Created Date: March 13, 2017
Date Last Updated: March 31, 2017

Section 1: Introduction

This document provides instructions for uploading household and tenant data to CMTS, using the CMTS Unit
Upload feature in CMTS. The terms “tenant data” and “household member data” are synonymous, and both
are used in this document.

Two comma-separated value (CSV) files are involved in data uploads to CMTS.

e The firstis the Household file, which contains household-level information. This is data that is
displayed on the Household Information section of the Unit screen. This data, such as Move In Date
and Annual Income, applies to the entire household.

e The second is the Tenant file, which contains tenant-level information. This is data that is displayed
on the Household Members section of the Unit screen. This data, such as First Name and DOB, applies
to a specific person.

The file layouts, field definitions, and related instructions are contained in the CMTS Unit Upload Specification,
which is located on the same web page (http://www.tdhca.state.tx.us/comp reporting.htm) as the
instructions you are reading.

As of the date the CMTS Unit Upload Instructions were written, three property management software vendors
(RealPage, Simply Computer Software, and Yardi) will be providing features in their systems to extract
household and tenant data in the two file formats. Properties that use other off-the-shelf or custom internal
systems for managing property data can also follow the CMTS Unit Upload Specification to develop household
and tenant data extract capabilities.

Important note about CSV files and Excel: If you open CSV files in Excel to view them prior to uploading them
to CMTS, do not save them in Excel. The reason is that Excel automatically changes some values. For example,
a unit number of '01-00' will be changed to 'Jan-00'. If for some reason you need to edit a CSV file prior to
uploading it to CMTS, use a text editor like Notepad or Notepad++ instead of Excel. Use Excel only to view CSV
files. For more on CSV files, read the Wikipedia page at https://en.wikipedia.org/wiki/Comma-

separated values.
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TDHCA CMTS Unit Upload Instructions

Section 2: Using CMTS Unit Upload

The Your Property Listings screen in CMTS now includes two links to upload household and tenant data.
Those links are labeled Upload Unit Household Data and Upload Tenant Data, as shown in the screenshot

below.
N L - .
CMTS Property Reporting System
Your Property Listings

PROPERTES

Annual Owners | 8609 Unit Update Edit . Tenant Electronic

F‘rulplé}ert:.r Prr‘? perty Compliance Partll Status Contact Manager Reports Uun HIDE;E Data Document

ame Reports Report Report | Information Password pina Upload  Attachment
Test Unit Update Edit . Upload Unit Upload Attachments
3166 B Status  Contact Managers Reports Household Tenant —IZI‘
roperty Report | Information Password Data Data o

s

Before uploading household and tenant data, the following items must first be completed:

1. The household and tenant files must be created, usually by extracting them from the property
management system that you use and saving them to a location of your choice on your computer or
local network.

2. Buildings and Units that correspond to the household and tenant data to be uploaded must first be
created in CMTS. Use the Add and Edit Buildings and Add and Edit Units links to add and edit buildings
and units. Those two links appear on the Property Detail screen, which is accessed by clicking the
Unit Status Report link on the Your Property Listings screen. Refer to “Instructions for Adding
Buildings and Units in CMTS” for more information.

CMTS Property Reporting System
rint Unit Status Report | Submit Reports | Vacancy Clearinghouse | | Add and Edit Buildings | Add and Edit Units

F'rupel%y Selection | Logout
In the following example household and tenant uploads, a test property (named Test Property) in TDHCA’s test
environment is used. It has two buildings and ten units which have already been created. To view the current

household and tenant data for those ten units in this example, we click the Enter Unit Occupancy link on the
Property Detail screen.
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CMTS Property

;| Print Unit Status Report | Submr

Clicking that link takes you to the Unit Selection screen.

CMTS Property Reporting System

Property Selection | Property details | Logout

Property#5166 Unit Selection
BUIII:IIr'Ig Search sEarch
Bin Bldg Unit#
#
Show All Units ” Search l
UNITS
TXO988776G 1 1 bdrm - 1 bath - 500 sqft Vacant
m THOOS5TTER 1 1 bdrm - 1 bath - 500 sqft Vacant
103 THO985776G 1 2 bdrm - 2 bath - 1000 sqft Vacant
104 THOOS5TTER 1 2 bdrm - 2 bath - 1000 sqft Vacant
105 THO985776G 1 2 bdrm - 2 bath - 1000 sqft Vacant
201 [} TXO9998877 Z 1 bdrm - 1 bath - 500 sqft Vacant
202 TX99998877 2 1 bdrm - 1 bath - 500 sqft Vacant
203 TX99998877 Z 2 bdrm - 2 bath - 1000 sqft Vacant
204 TX00998877 2 2 bdrm - 2 bath - 1000 sqft Vacant
205 TX99998877 2 2 bdrm - 2 bath - 1000 sqft Vacant

**Occupied units marked with asterisks are missing household member information. Either they do not have household member records or
there is no designated Head of Household. You will not be able to submit the USR until all occupied units have complete records for each
household member, and one household member must be designated as Head of Household for each unit.

The household and tenant data are currently blank for all units. The next screenshot shows the blank
household and tenant data for unit 201, as an example.
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Property #5166 Unit #201 (1 bdrm - 1 bath - 500 sqft) | Previous || Next || Exi |

Go ToBuilding: | Bin: 2 Number: TX88776655 ~ GotoUnit# 201 ~ Unit Status: Vacant

Household Information

Move

Mt::\;elq Out Tic Date: Recert?. No =~
ate: )
Date:
Annual HH Tenant Paid - .
Income: Size: Rent(&): AR
Special Assist. : .
Meeds: M Payment: HeSEETE M
LIHTC: - LIHTC - BOND: «~ | BOND {renty -
(rent):
HOME: - FOTE - HTF: - HTF (rent) -
(rent):
HTC
TCAP HTC
TCAP: - . - ) - Exchange -
(rent): Exchange: (rent).
NSP: - EF -

(rent):

Unit Accessibility Design

I ™ N S

[definitions] [add]

[ Save ” Save and Mext Unit ” Save and Exit ” MNews Household ” Mark Dowin

Household Members
First | Last . . : : - . FullTime | SSHN
.mmmm Eﬂlnlcw plsaied Student .

Add

Clicking Exit in the top right of the above screen takes you back to the Unit Selection screen, where you can
click the Property Selection link to go back to the Your Property Listings screen. In the following example,
one household and one tenant file will be uploaded for Test Property. The files in this example contain data
only for unit 201, but when extracting actual files from your property management system, the files will most
likely contain the household and tenant data for every unit in a property.

To upload a household file, click the Upload Unit Household Data link and then browse to the location on your
computer or network where the household file is saved as shown in the next three screenshots.

Page 4 of 12



TDHCA CMTS Unit Upload Instructions

Your Property Listings
09 Unit Update Edit Unit Data Tenant  Electronic
itll - Status = Contact Manager Reporis Unload [rata Cocument
port  Report | Information  Password = Upload Attachment
Unit Update Edit Upload Unit | Upload
Attach t
Status  Contact Managers Reports Hougehold Tenant ﬂ
Report Information |Password Dat Data
UPLOAD UNITS HOUSEHOLD DuATa
Upload CSV File: | Browse... | Mo file selected.
PROPERTY SELECTION h‘

Organize « Mew folder = + i @

7 Favorites 3 Documents library Arange by Folder
01-property-files
B Decktop
= Libraries
@ o || 5166-tenant-20170214. csv 271472017 2:40 PM CSV File
ccuments

E] My Documents || 5166-household-20170214.cev 271472017 2:33 PM CSV File

Mame Date modified Type

. 01-property-files

1 02_cdb_ca_and_housing

. email-archive

@l My Music

[2E My Pictures

My Shapes v 4 Tl |

File name: 5166-household-20170214.csv - ’Nl Files (*.%) "]

[ Gqﬁ v| | cance |
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After selecting the household file to be uploaded, click the Upload button.

UPLOAD UNITS HOUSEHOLD DATA
Upload CSV Fie: 5166-household-20170214.csv

PROPERTY SELECTION

If there are no problems with the file, CMTS will display a green informational message that states X result(s)
uploaded, where X is the number of records uploaded, as shown in the screenshot below. If there are
problems, CMTS will display red error messages that indicate what needs to be corrected. No data will be
uploaded until all problems are resolved. The error messages should be self-explanatory, but additional
assistance is available in the HouseholdSpecification tab -- or TenantSpecification tab if uploading a tenant file
-- of the CMTS Unit Upload Specification. Those two tabs include the data type, description, acceptable values,
and required yes/no indicator for each field. Also, refer to Section 4 of this document for two examples of
error messages.

« 1 result(s) uploaded

UPLOAD UNITS HOUSEHOLD DATA

PROPERTY SELECTION

To upload a tenant file, follow the above instructions, but click the Upload Tenant Data link instead and select
a tenant file instead of a household file. In the sample screenshots below, the tenant file that is uploaded
(5166-tenant-20170214.csv) contains two tenant records, also called household member records.

T  Dat Electronic
yortz  Unit Data Upload EHUET dﬂ @ Document
pioa Attachment
i Upload Unit UpluaT}\\:Eﬂant Attachments
ans Household Data |Data [0}

UPLOAD HOUSEHOLD TEMANT DATA

Upload CSV File: Browse.. Mo file selected. Upload

PROPERTY SELECTION
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Organize « Mew folder =~ 0 @
3t Favorites Documents library Anangeby: Folder ~
01-property-files
= DESH:U‘F" Mame Date modified T'_‘.-"F'E
= Libraries
| || 5166-tenant-20170214. csv 2/14/2017 2:40 PM CSV File

@ Documents
©| My Documents

(=1 5166-household-20170214.cov 2714720017 2233 PM C5V File

1. 01-property-files
1. 02_cdb_ca_and_housing

. email-archive

@i My Music
@k My Pictures
i My Shapes v | 4| LI | I
File name: 5166-tenant-20170214.csv - ’F't“ Files (*.") ']
’ Open N |vl ’ Cancel ]
UPLOAD HOUSEHOLD TENANT DATA
Upload CSV File: | Browse... | 3166-tenant-20170214.csv h‘ d

PROPERTY SELECTION

« Z2result(s)uploaded

UPLOAD HOUSEHOLD TEMANT DATA

PROPERTY SELECTION
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Section 3: Viewing Uploaded Data

To view household and tenant data in CMTS after you upload it, click the Enter Unit Occupancy link on the
Property Detall screen. (As stated on page 2, the Property Detall screen is accessed by clicking the Unit
Status Report link on the Your Property Listings screen. )

CMTS Property

¢ Print Unit Status Report | Subm

mation | Enter Unit Occupanc

Clicking the Enter Unit Occupancy link takes you to the Unit Selection screen.

CMTS Property Reporting System

Property Selection | Property details | Logout

Property#5166 Unit Selection
Bin Bldg Unit#
#
Show All Units ” Search l
UNITS
101 THO985776G 1 1 bdrm - 1 bath - 500 sqft Vacant
102 THOOS5TTER 1 1 bdrm - 1 bath - 500 sqft Vacant
103 THO985776G 1 2 bdrm - 2 bath - 1000 sqft Vacant
104 THOO985TTER 1 2 bdrm - 2 bath - 1000 sqft Vacant
105 THO055776G 1 2 bdrm - 2 bath - 1000 sqft Vacant
201 [} TX99998877 % 1 bdrm- 1 bath - 500 sqft Vacant
202 TX00998877 2 1 bdrm - 1 bath - 500 sqft Vacant
203 TX99998877 % 2 bdrm - 2 bath - 1000 sqft Vacant
204 TX00998877 2 2 bdrm - 2 bath - 1000 sqft Vacant
205 TX99998877 2 2 bdrm - 2 bath - 1000 sqft Vacant

**Occupied units marked with asterisks are missing household member information. Either they do not have household member records or
there is no designated Head of Household. You will not be able to submit the USR until all occupied units have complete records for each
household member, and one household member must be designated as Head of Househaold for each unit.
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TDHCA CMTS Unit Upload Instructions

Because the two files uploaded in this example contain household and tenant data for unit 201, that data is
now displayed on the Unit screen for unit 201.

Property #5166 Unit #201 (1 bdrm - 1 bath - 500 sqft) | Previous || MNext | [ Exit |

Go To Building: Bin: TXOU998877 Nurrber: 2 ~ Goto Unit# 201 ~ Unit Status: Occupied

Household Information

Move In Move
. 01/01/2016 Out Tic Date: Recert?: ves «
Date: .
Date:
Annual HH Tenant Paid - .
[a—— 22000 Size: 2 Rent(s) 1000 VUility Allowe: O
Special Assist . . -
T Yes - Payment 10 Assistance: HOME Rental Assistance -
_ LIHTC . - o -
LIHTC: - frant): - BORD: BOMD {renty: 30
. HOME . - a -
HOME: 40 - s hd HTF: HTF (rent):
HTC
TCAR: - ;I;grﬁ)'j - Excha':Tg - Exchange -
: ge {rent):
; MNEP
RSP M (rent): i

Unit Accessibility Desigh

e e T e

Mot Equipped Sample comments. [edit]
[definitions] [add]

[ Save ] [ Sawve and Mext Linit ] [ Save and Exit ] [ Mew Household ] [ tark Do

Household Members
First Last FullTime SSN
lmmm Ehnicity M- Student -
Tenant

Head of Other Edi
201 Andrew  Wiggin I P didnat M 01/0Bia4 M 0000 I_Delete
raspond Delete]

Other Tenant .
2201 valertine Wiggin Farnily 2;’::; didnot N 002085 ¥ 0000 %te
Metnher raspand Delete]
Add

The two screenshots below show the contents of the household file and tenant file that were uploaded. The
example household file contains a header row and one row of data. If more household records were in that
file, there would be another row for each additional household record.

The tenant file contains a header row and two rows of data (one row for each of the two household members
shown in the screenshot above).
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TDHCA CMTS Unit Upload Instructions
Screenshot of the example household file:

[ 5166-housshold-20170214.c5v |

PropertyId, Buildinglbhyr,Bin, TnitNbr, HouseholdSize, MoveInDate, MoveOutDhate, T -
enantPaidPent,, Utilitvillowahee, Anhual Income, Rentlzsistance, SourceofRent s
sistance, TicEffectivelbate, Becertification, Specialleads, Thithocessibilityl
Type,UnitiocessibilitylDese, Unithecessibility2d Type, UInithocessikbilityiheso
LBONDOual, BONDREentQual, HOMEQual, HOMERentQual, HTCEXOual , HTCEEZRent Qual , HTFQ
ual, HTFRentoual ,, LIHTCOual , LIHTCERentOual , NSPoual , N3PRentQual, TCAPCOual, TCAP
RBentgual

Elee,2, TEEBE776655,201,2,20160101, 1000, ,22000,10,4, ,v, v, 3, TBample
conmente . ", 3, s s r i

Screenshot of the example tenant file:

[E 3166-tenant-20170214 . csv |

PropertyID, Buildingibr,Bin, Unitlhr, FirstName, LastName, MiddleInitial,Felation -
zhipToHOH, TenantRacel, TenantRaces, TenantRacesd, TenantRaced, TenantRaceS, Ethhic
ity,Disabled, Date0fEirth, 3tudent3tatus, 35NLastd

S166,2, TESGY76655, 201, Andrew, Wiggin, 1,30, ,,,,3,2, 19540106, 2, 0000

S166,2, TESEY76655,201  Valentine, Wiggin, 3,499, , - 3,2 ,1955050Z2, 1, 0000

The final screenshot shows part of the example tenant file, opened in Excel instead of a text editor.

& B = o E F i3 H I J 4
1 Pruéertil!auildingr\l Bin Lnithlbr  Firsthame LastMame Widdlelni: Relationst TenantRac TenantRai Tenant
2 3166 2 THABTTEE: 201 Andrew  Wiggin 1 4dg

3 alek 2 THAETTERS 201 walentine Wiggin 4 4z
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TDHCA CMTS Unit Upload Instructions

Section 4: Sample Error Messages

The following two examples demonstrate how to track down the cause of an error message in the household
or tenant file that you are attempting to upload.

Example Household File Upload Error Message

In this example, the file 5166-household-20170214.csv has been edited to change the UnitNbr field from 201
to 211. Unit 211 does not exist in our example property. As shown on previous screenshots of the Unit
Selection screen, the example property has ten units, numbered 101 through 105 and 201 through 205.
When an upload of the edited 5166-household-20170214.csv file is attempted, the system does not accept the
upload and returns the error messages shown in the screenshot below.

# Failed during household submission - Lnit 211, BIN TX88776655, Bldg # 2 Mo matching unit found.

UPLOAD UNITS HOUSEHOLD DATA

The error message indicates that Unit 211, BIN TX88776655, Bldg # 2 is not a valid combination of unit, BIN,
and building number. The next two screenshots show the file in a text editor (first screenshot) and Excel
(second screenshot). The problem value is selected in both screenshots. The file contains a unit number of 211,
which does not exist in CMTS for BIN TX88776655, Bldg # 2.

[ 5166-household-20170214.csv ]
A L L L B B D B DAL L LR L B
PropertyId,BuildingNbr,Bin, UnitNbr, HouseholdSize, MovelnDate, HoveCutDate, TenantPaidRent, UtilityAllowanc =
e, AnnualIncome, Renths=sistance, SourceofRentiAssistance, TicEffectivelDate,Recertification, SpeciallNeeds, Uni
thccessibilitylType, UnithAccessibilitylDesc, Uniticcessibility2Type, UnitAccessibility2hesc, BONDQual , BOND
Rent{mual , HOMEQual  HOMERent{ual , HTCEX(ual , HTCEXRentQual  HTFQual , HTFRentQual , LIHTCQual , LIHTCRent{ual , N5P
Qual, HNSPRentQual, TCAPQual , TCAPRent{ual
5166,2,TXBE8T7T6655, paml 2 20160101, ,1000,,22000,10,4,,v,¥,3,"Sanple comment=.", 3, ,,1,. 2, vrvrrrrer

A B C D E F G H 1 ]
1 PropertyliBuildingN Bin UnitMbr  Househol MovelnD: MoveOutl TenantPai UtilityAllc Annualle
2 5166 2 TKEE??E&E&'I 211! 2 20160101 1000 2200

b
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TDHCA CMTS Unit Upload Instructions

Example Tenant File Upload Error Message

In this example, the file 5166-tenant-20170214.csv has been edited to insert an invalid value for the
RelationshipToHOH field. When an upload of that file is attempted, the system does not accept the upload and
returns the error messages shown in the screenshot below.

» Relationship entry error, please correct: Unit 201 Property 5166.
= Errorin line® 2. Upload Mot Saved because of Invalid Data. Correct Data File and upload again.

UPLOAD HOUSEHOLD TEMANT DATA

The error messages indicate that there is a problem with Unit 201 of Property 5166, and that the problem is
invalid data in the second row of data in the file. The next two screenshots show the file in a text editor (first
screenshot) and Excel (second screenshot). The problem value is selected in both screenshots.

HEM&EMM&MMM%EV]

PropertyID,BuildingNbr, Bin, UnitNbr, FirstName, LastName , MiddleInitial,Relation
shipToHCH, TenantRacel, TenantRace?, TenantRace3, TenantRaced4, TenantRaces, Ethnic
ity,Di=zabled, Date0fBirth, StudentS5tatus=s, S5HNLast4

S5le6, 2, TXB8776655, 201, Andrew, Wiggin, 1,49, ,,,,3,2,19840106, 2, 0000

Slee, THSS??EEEE,EGl,Valentine,Wiggin,,Eﬂ,&g,,,,,S,E,lQSEGEGE,l,GGGG

%

2,
2,

H3 - Je | 99

A B C D E F G H |
Fropertyll BuildingN Bin UnitMbr  FirstName LastName Middlelni Relationst TenantRat Ten
5166 2 TXBBT7606E 201 Andrew  Wiggin 14g
5166 2 TXB87766 201 Valentine Wiggin I 99.|4g

LA P |

The TenantSpecification tab of the CMTS Unit Specification lists the valid values for RelationshipToHOH, which
are the following:

1 = Head of Household

2 =Spouse

3 = Adult Co-Tenant

4 = Other Family Member

5 = Child (including unborn child of pregnant household member)
6 = Foster Child or Foster Adult

7 = Live In CareTaker

8 = None of the Above

As shown in the above screenshots, the second row of data contains a value of 99 for RelationshipToHOH,
which is not allowed. The value for that field must be between 1 and 8.
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CMTS:

Reporting Requirements

Reporting Requirements 10 Texas Administrative Code §10.607

* Annual Reports — Annual Owner’s Compliance Report (AOCR)

Part A — The Owner’s Certification of Program Compliance
Part B — The Unit Status Report (USR)
Part C — Housing for Persons with Disabilities Report
Part D — Form 8703 (Tax Exempt Bond developments)
* If you are unsure of whether or not you need to submit the 8703, go ahead and submit the form
The Owner’s Financial Certification

* Quarterly Vacancy Reports

Quarterly reports are due in January, April, July and October on the 10th of the month.

* If the 10t of any month falls on a weekend or a holiday the due date defaults to the next business day.
The report must show occupancy as of the last day of the previous month for the reporting period. For
example, the quarterly report due October 10th should report occupancy as of September 30th.
The first quarterly report of the year is due January 10th, reflecting occupancy as of December 31st of the
previous year.

If you do not see a quarterly vacancy report in your list of required reports, please email
cmts.requests@tdhca.texas.gov in order to have the report “triggered” for completion.

35

CMTS Reporting

Overview

Welcome to the Compliance Monitoring and Trad
Report (AOCR) and submit documentation direct CMTS Pl‘()pL‘l'l\.’ RU[)(JI‘lillg, Svstem

Login to the CMTS —_—

Ifyou have already received your user id and pas|

CMTS User Guidelines
To ensure that information is properly entered ir

* Attaching Documents to CMTS (PDF)_**NEV]

that document, the file layouts and field definitions for the CMTS Unit Upload feature are contained in the CMTS Unit Upload Specifica (

Please log in to continue.

Password

You are making a secure connection with our server
Allinformation that you submit is encrypted

You are accessing a Texas Department of Housing and Community Affairs information system. Unauthorized use is prohibited, and usage may be subject to security
testing and monitoring. Misuse of this system is subject to criminal prosecution. Users of this system should have no expectation of privacy except as otherwise provided
by applicable privacy laws.

To use the CMTS Unit Upload feature for uploading household and tenant data from other systems to CMTS, please read the CMTS Unit Upload Instructions (PDF) ). As mentioned on the first page of

n (XLsx) Q.

Visit the Compliance Reports page for additional information.

Visit the Trainings Presentation page for CMTS training.

36

18



CMTS: Annual Owner’s Compliance Report (AOCR)

Annual Reports - Annual Owner's Compliance Report (AOCR)

Each rental housing development funded by the Texas Department of Housing and Community Affairs (TDHCA) is required to submit an Annual Owner’s Compliance Report (AOCR). The report is due
April 30th of each year. The information in the report will reflect current data as of December 31st of the previous year (the reporting year). The first AOCR is due the second year following the award of
funding. For example, if a development is awarded funding in calendar year 2012, the first report is due April 30, 2014. The AOCR is due even if a development is still under construction

The AOCR is Composed of Five Parts:

Part A - The Owner’s Certification of Program Compliance

In this section of the report, the owner certifies to compliance with the development’s applicable program requirements.

Part B - The Unit Status Report (USR)
This is an occupancy report reflecting individual household information (income, rent, household size, etc).

Part C - Housing for Persons with Disabilities Report
The owner must report information regarding units designed for persons with disabilities.

Part D - The Owner’s Financial Certification
The owner must report on the financial status of the development.

Part E - Form 8703
Tax Exempt bond developments must file form 8703 each calendar year of the qualified project period. The form 8703 must uploaded to the Electronic Document Attachment system, using the
development's Compliance Monitoring and Tracking System, (CMTS) account. TDHCA only requires submission of this form if TDHCA is the property’s BOND issuer.

’ https://www.tdhca.texas.gov/sites/default/files/pmcdocs/23-A0CR-CheatSheet.pdf |

‘ https://www.tdhca.texas.gov/compliance-reports | 37

CMTS: Annual Owner’s Compliance Report (AOCR)

CMTS Property Reporting System

cpollei Property Listings

PROPERT

Electronic

Proper

f“l%""' Property Name Annual Owners Compliance Reporis 8609 Part Il Report | Unit Status Report | Update Contact Information | Edit Manager Password | Reports Unit Data Upicad Tenant Data Upload Document
Antachment

%27 | Pandora Springs unt Status Repont  Updale Contact Information  [EGH Manager's Password | Reports Ak Him

Logout

Texas Depanment of Housing and Community Affairs (TDHCA)

’ https://www.tdhca.texas.gov/sites/default/files/pmcdocs/23-AOCR-CheatSheet.pdf |

‘ https://www.tdhca.texas.gov/compliance-reports | 38

4/11/2024
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CMTS: Annual Owner’s Compliance Report (AOCR)

CMTS Property Reporting System

Annual Owners Compliance Reports

Pandora Springs

Gwners Certification of Continued Compliance - Part A Due

Breview Repon Supmg

Update Federal Tax IDs I

Return to Your Property Listings

For the AOCR report, please read or print these Instructions before proceeding
For the AOFC report, please read or print these [nstructions before proceeding

Texas Depanmen

Aftairs (TOHCA)

’ https://www.tdhca.texas.gov/sites/default/files/pmcdocs/23-A0CR-CheatSheet.pdf |

‘ https://www.tdhca.texas.gov/compliance-reports | 39
L]
CMTS: Quarterly Vacancy Reports
cpollei Property Listings
Unit Status Report Update Contact Information Edit Manager Password Reports
Unit Status Report Update Contact Information Edit Manager's Password  Reporls g
nit Status Report Update Contact Information Edit Manager's Password  Reporls g
CMTS Property Reporting System
y Information | Enter Unit Occupancy | Print Unit Status Reporf | Submit Reports ||Vacancy Clearinghouse | | Add and Edit Buildings | Add and Edit Units
CMTS Property Reporting System
Property Selection | Property details | Logout
Unit Status Reports
Unit Status Report
i
[Print USR PDF / Excel]
Prnt USR PDE /E
- Quarterty Vacancy [Pint USR PDE
v [Print USR PDE cel]
07115720 04/16720 [Print USR PDE / Excel] 40

Desk - Annual C nphance Reports
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CMTS: Contact Information

Updating contact information in CMTS:

* Within 10 days of a change in the contact information (including contact
persons, physical addresses, mailing addresses, email addresses, phone
numbers, and/or the name of the property as know by the public) for the
Ownership entity, management company, and/or Development the
Department's CMTS must be updated.

* Separate contact information must be provided for Ownership entity,
management company, and on-site manager at the Development. A single
contact may be used for the owner and management if they are the same
entity.

* Failure to comply is an issue of noncompliance.

41

CMTS: Forms 8609; Uploaded

8609 Low-Income Housing Credit Allocation
. Cnomreme 22 and Certification

Owners must submit IRS Form(s) 8609
with Part Il complete through CMTS by
the second monitoring review. If an
owner elects to group buildings
together into one or more multiple
building projects, the owner must
attach a statement identifying the
buildings within the project.

22
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CMTS: Pointers & Keys to Success

* Owners are encouraged to continuously maintain current resident
data in the Department's CMTS.

* All rental Developments funded or administered by the Department
will be required to submit a current Unit Status Report prior to a
monitoring review.

* Within 10 days of any change in the contact information (including
contact persons, physical addresses, mailing addresses, email
addresses, phone numbers, and/or the name of the property as know
by the public) for the Ownership entity, management company,
and/or Development the Department's CMTS must be updated.

* An up-to-date CMTS is a happy CMTS!

43

THANK YOU!

Online Reporting Requirements

PLEASE SEE THE FULL RULE AND REQUIREMENTS ONLINE AT
HTTPS://WWW.TDHCA TEXAS.GOV/COMPLIANCE-MANUALS-
AND-RULES.

ADDITIONALLY, NEVER HESITATE TO REACH OUT TO A MONITOR
WITH QUESTIONS OR FOR ASSISTANCE, WE ARE HAPPY TO HELP.

HTTPS://WWW.TDHCA TEXAS.GOV/COMPLIANCE-DIVISION-
STAFF

22
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