Spectrum - TCAC Tenant
Demographic Reporting

User Guide

l . l l ] LIHTC Tenant Data Collection

Welcome
Spectrum - TCAC Tenant Demographic Report

. {:"'
s> CALIFORNIA TAX CREDIT ALLOCATION COMMITTEE SPECiRUM
ENTILIRPRISES




Spectrum-TCAC Tenant Demographic Reporting spﬁnum

Table of Contents

TADIE OF CONTENTS. ... e s a e e e e e e e e s e e e e e e e e e e e e e e e e e e e e e e e e e e e e e snnnnnnnnnnnes [
[ aTi (oo L8 Ted 1T0] o [P PP PPRPTRTR 1
[ L0 N =T o [0 1T =] 0 0= £ 1
SOMWAIE OVEIVIEW ...eeii ettt e e e e e e et e e e e e e e e e e e e et b e e e e e e e e eesstba s eeeeeesesstaa e aeeeaeaaeees 2
(000 10T o111 gl = =10 [N T=1 0 01=T 01 PR 2
U] o L=l e fo] o 1= 1= SO PP PP PP P UPPPRROPPPPP 2
[z U= B =1 Y =1 1 T Yo £ USSR 2
DoAY | Ty o T S OO P PPN PPTPPPRI 3
= LT E= U = o Y2 UETRN 3
Data SUDMISSION T0 SPECIIUM ..eiiiiiiiie ittt ettt ettt e e st e e e st b et e e e abbe e e e s sabe e e e e sabeeessabneeeens 3
BIN and TCAC# Entry and FOrMAatting...........ccooiiiiiiiiiiiiiii ettt 4
IO AN @z o] g1 11 o To [P PO PP PR PPPP 4
[T A o T g F= L1 o PSSR 5
SPECIAI INOTE ...ttt et e e s b ettt e e bbbt e e sk b et e e s ah bt e e e b et e abn e e e anee s 5
When Using XML Import for Data ENTrY.......coooiiiiiieec et e e trrre e e e e e s e sanra e e e e e e e enneanee s 5
Installing the SPECIrUM SOTIWEAIE ........euiiiiiiiiii e a e e e 6
Downloading the SOFIWEATE ........eiiiiiiiie et e e sttt e e sttt e e e srbe e e e s snbaeeeesbeeeesssbeeeeens 6
INSEAllING the SOfWAIE ... e e e e e et e e e e e e s st e e e e e e e s e srtteeeeaeeeesnnnrnneees 7
Running the Software for the First TIME .....cooouiiiiii e 11
SPIASN SCIEEIN ...ttt et e e ekt e e o bbbt e e e b bt e e e e a bt et be e e e anbe e e e neee 11
Firewall BlOCKING INTEIMET ACCESS ......ieiiiiiieie et e e e e e e e e e et e e e e e e s s e sata e e e e eaesesanntnraeeaeeeeesnns 12
RYCTo IS =1 (o] o PRSP OUP PP TP 12
Step 1 - New RepOrt File OPLIONS .....ccoii ittt e e e e e e st e e e e e e s e st r e e e e e e e e s snrnaeeaaeeas 13
SteP 2 - SEIECE File OPLIONS ...ttt e st e e s e bt e e e et e e e enbbe e e enbbe e e e eneees 13
Creating a Report File for MANUAL data €NErY ......occviiiiiiiee et e e et e e e e e e s snnrnnneeee s 14
HOIME PAOE ..ottt e e e e oottt e e e s et e e et e e e e e s e et e e e e naeen e e 16
Creating a Report File for XML IMPORT ...ouiiiiiii oottt e e e e st e e e e e e e st e e e e e e s s s snnrnaeeaee s 17
Manual Data ENLIY ..o 20
FaXo [0 [1gTo I W I OF X O = o] o= 5 4SRRI 21
TCAC Property DAtAASE ........oc.ueiiiiiiiiie et e 23
Y=o a1l o (o] =W ad (0] o 1=1 o Y22 RO 24
BIN SO U -ttt ettt e e e e e et e e e e e e o e e e e e e e e e e e e e e 25
TaaoToT g 1] o Tz T T G | 1 = 28
L@ YT T SR OSPPI 28
LVAY g Bz L =T (3 L] o Yo i (= PSRRI 28
Generating an XML FilE .. ...ooi ettt s bt e e s b e e s e s e e e 29
L8] 0] =3 d o o= 4 1= PRSPPI 29
COre Dat@ SETS... o 29
Property, Building and Unit iNfFOrMAaLIoN ............cccuiiiiiie oo e e e e e e e e s s e e e e e e e e annns 29
PrOPEITY = TCACH ...ttt ettt e e e e et et e e a1 e e e e et e e e e e e s aa e e e e et e e a b e e e e e e e e n e e 30
L TUT]To [T g SR = 1 N £ PSSR 30
L0 a1 S U T o 1 A 0 PR 30
1L PRSP PPSR 31
Lo Ty o = T 1o PRSP 31
L 1L g aT oY A ) 1o ] 1= PR 32

Spectrum Enterprises i Version: 6/11/2012



Spectrum-TCAC Tenant Demographic Reporting spﬁnum

Importing an XML File into @ NEW REPOI FilE .....ceviiiiii e e e e e e e e 32
Importing an XML File into an EXisting RePOrt File..........oouuiiiiiiiii e 39
WOTrKING WIth PTOPEITIES ....eeiiieiiiiitiee ettt e e e e e e s e e e e e e e e eeeeees 47
Property INfOrMAatioN FOMM ........uiiii ettt e e e e e e e st e et e e e e e e s e sanreeaaaaeaeaann 48
QLI 2@ = o 1 10 =« 1] o PSR 49
Affiliated OFQANIZATIONS .........eeiiiiiiee ettt e ettt e e e e e e s ab b be et e e e e e e s s aabbbeeeeeaeeaansbabeeaaaaeaeanns 49
100 ] o] o11=1 (=Tl =l (o] o 1=T 1 oY PSR PRTN 50
Working with Affiliated Organizations ..o 51
WX 1110 To @ o F= Vg T 11 o] g <SP ERERR 51
Adding @ Management COMPANY .........uuuiiiiaaiiiiiiiiteeta e e e e e atbeaeeaaaaeasaasbeaeeeaaaeasaaanbebseeeaaasesaasnsrneeeaasaanes 52
X Lo 11T =V T 111 1= OSSR 53
AddING @ GENETAI PAITNEN ...ttt ettt e e e e et b be e et e e e e e s e abbbbeeeeaaeesaanneeaaaaeeaaannns 54
Completed Property INfOrmation FOMM...........oeiiiiiiiiiieeee e e r e e e e s e s ere e e e e e e e s snraeeeaee s 55
WOrKIiNg WIth BINS ..., 56
(21011 To [TaTo I Lal{o] a0 =1 1 0T T 1o ] 1 o PSR 57
L2 IV o] g F= 111 o [PPSO PRPPPR 58
L070] 10T 0] =1 =T I 210 1o 1 aTo S PR 59
WOrKing With UNIES ..o 60
Wi ot (o] g pqF=tiTe] g I o] o o RSP PPR T 61
107e] 10T 0] =] C=To I U L o |1 TP ERP TP 62
WOTKING WIth TICS ...t e e e e e s e e e e e e e e e bbbt e e e e e e e eabeeeees 63
Tenant Demographic and Income Certification FOIM ............ooiiiiiiiiii e 64
Non-Edit Mode (Tenant information cannot be added or changed) ........ccccceeeviiiiiiiiie e 64
Edit Mode (Tenant information can be added or changed) ... 64
X Lo 11T = T AN =Y OSSR 65
HUD Missing Requested INformation WarNING ..........ooouooiiiiiiiiieeaee it a e eea e e 68
Tracking MIiSSING HUD DatA..........cccuviiiiiieeiiiiiiiiiee e e et s s tteer e e e e e s e st eeaeeeaeessassnateaeeeaeeesssnnnreneeeessannnsnnnnes 70
Part Il. HOUSENOId COMPOSILION ...coiiiiiiiiiiiiiiie ettt ettt e e e e e s bbb e e e e e e e e s e nbebeeaaeeeeaaanns 70
[T T o = L TS 1o IS 71
Part V. Income Eligibility / Part V1. RENT.... ...t a e e 71
Part VII. Student / Part VIIL PrOQIAIMS ......cooiiiiieiiiiiee ittt e e sane e e s nnnaeessnnneees 73
Completed TIC MiISSING HUD DaLA ......cooiiiieiieiiieae ettt e et e e e e e e e e sbb e e e e e e e e e e annbaeaaaeeas 75
Working With Household Members ... 76
Adding Additional HOUSENOIA MEMDEIS ..ottt e e e e e e e e 77
Editing an Existing HOUSENOIAd MEMDET .........coi i e e e 81
1070] 101 0] =] (=To I N [T UERP ORI 83
[entifying MISSING DALA.......ccoiiiiiiiiiiiiiiie e e e e e e e s e e e e e e e e s s bt aeeeeeesaane 86
X 1IN the HUD COlUMN M @ G ...ttt ettt e e e e ettt e e e e e e e s e anbbeeeeeeeeannrnbeees 87
X 1IN the FMT COlUMN IN @ GFIO ..eiiiiiiiiieiiiite ettt st e e e et e e s nbb e e e snbbeee s ennees 95
NOTICE BaAIS...ciiiiiiiitttie et e ettt e oottt e e e e e oo bbb ettt e e e e e e o b bbbttt eae e e e o anbebe e e e e e e s e sannbbbeeaeeeannbnbeeaeaaeaeaanns 99
[ F = 1Y =0 )= 100
VY= Ua T Lo T ad (o] 411 o] £ TP PPPPPUPPRPPR 102
L] 010 £ 104
SUbMIttiNG FileS t0 SPECIIUM ....eeiiiiiieii e e e 106
L1 L= o] (o > Vo L1 o SO 107
SUCCESSTUI TIANSTEE ...ttt e e e e ettt e e e e e e s e bbb e e e e e e e e snnnbeeeeeaaeas 107
1= I =T 1 1= 1 o SO 108
File Transfer LOG REPOI ..... ...ttt e e e e e ettt e e e e e e e e st b ee e e e e e e e nnsbeeeeeaaans 109

Spectrum Enterprises i Version: 6/11/2012



Spectrum-TCAC Tenant Demographic Reporting spsﬁum

File Transfer BIOCKING ........ciiiiiiiii ittt ettt e st e e s et e e e e bt et e e et e e s ennbeeeeenneee 110
Configuring File Transfer PrOtOCOI ............uuuiiiiii et e e et eeeaaeeas 110
RS o] o o ] S PSP SRUPPPTTRPN: 111
COMPIELE USEE GUILE.....eeeiiieie ittt ettt e e e e oo et e et e e e e e e s e bbbe et e e e e e e e anbbbbeeeaaeaaannnbeeneaaaens 112
LI UL LT Y= U= = PSR 114
T o |11 = 11 To] o W TP ERPT RO 116
Check for SPECIrUM UPAALES ......uueiiiie i s e e e e e e s e e e e e s e s st r e e e e e e e e s antenneeaees 118
Send @ COMMENT 10 SPECIIUM .....uuiiiiieii ittt e e e e e e e e e s e bbb bt e e e e e e e e sanbbbeeeeaaeesaanbeeaaaaeas 120
(@] a1 7= Tox 1] o TR =1 1 1 Uy o 1 SO 121
(0] g1 = Tox 1] o [ I OF X PR POOTPPPI 122

Spectrum Enterprises iii Version: 6/11/2012



Spectrum-TCAC Tenant Demographic Reporting spsﬁum

Introduction

Spectrum Enterprises is pleased to have been selected to partner with the California Tax Credit
Allocation Committee (CTCAC) to collect HUD tenant demographic data electronically for all tax
credit projects in California. Spectrum Enterprises has been performing LIHTC compliance services
for over 25 years and provides compliance monitoring services as the authorized delegate for a number
of state housing agencies.

Over thirteen years ago Spectrum developed a software application that is currently being used in over
1,400 tax credit properties to collect tenant income and demographic data used in its state compliance
monitoring activities. This software was updated in 2009 to accommodate HUD's requirement to
collect tenant demographic data as mandated in the Housing and Economic Recovery Act of 2008
(HERA). It is this software that will be used to collect tenant demographic data in California.

Additionally, Spectrum has worked very closely with HUD and the National Affordable Housing
Management Association (NAHMA) to develop and subsequently update the State Housing Finance
Agency (HFA) Low Income Housing Tax Credit (LIHTC) Data Transfer Standard that provides the
ability to transfer data via XML from existing project management software systems into the Spectrum
data collection software eliminating the need for manual entry of tenant information.

HUD Requirements

HUD is requesting the status of all Tax Credit Units in a LIHTC project as of December 31 of the
effective year the data is being collected. For example, in this first year of collection, owners of
California projects must submit data to HUD that indicates the demographic and economic status of all
household members within all LIHTC units in a project as of December 31, 2011.

It is important to keep in mind that HUD is requesting the most recent household demographic data as
well as the most recently certified household financial data. In some cases this information may come
from different Tenant Income Certification (TIC) forms that were completed at different times during a
tenant’s occupancy. For example, if a TIC is being used to self certify a household's income then the
household member demographic data must come from that TIC while the household income data must
come from an earlier TIC that was used to actually certify the household as a tax credit household.

Specifically, HUD is asking for the status of LIHTC units as of the December 31* of the effective year.
This includes the total Certified income for the household as well as rent information and the
demographic data (race, ethnicity and disability status among others) of each member of the household.

Spectrum Enterprises 1 of 122 Version: 6/11/2012
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Software Overview

The Spectrum software is a free standalone application that must be downloaded from the Spectrum
website and installed on a local computer. Once completed, the data collected is submitted to Spectrum
from within the software via an internet connection. However, an internet connection is not required
while using the software to enter data. There is no cost for the software and you are free to use it on as
many computers as you need to. You may also download it multiple times.

Computer Requirements

The Spectrum software will run on any computer running all versions of the Microsoft operating
system from Window's XP through Windows 7 (both 32 and 64 bit). Hard drive space required is
15mb. Single property reports files are generally 1-3mb in size while multiple property files can be as
large as 10mb. When a report file is submitted to Spectrum it is compressed prior to transfer and the
average transfer time is approximately 1-2 minutes.

Multiple Properties

If you are a management company that is managing multiple properties, you have the option of
including all your properties in a single report file or creating a separate file for each property. The
Spectrum report file(s) can be located on a centralized server and accessed from multiple computers on
your network. However, at this point in time, a report file can only be accessed by a single user at a
time.

Additionally, it is not necessary that a single property management representative register and
download the software for distribution and use by your organization. While you can use this
centralized approach you may also have individuals (e.g. compliance managers, etc.) from different
locations register and download the software. It's up to you to decide how you'd like information from
Spectrum regarding the software distributed to multiple locations.

Data Entry Methods

There are two methods for getting household data into the Spectrum software: XML Import or Manual
Entry from paper TIC forms.

It is expected that in subsequent years data will be entered into the same report file as opposed to every
year creating a new file and having to setup the Property, Buildings and Units which can be tedious
and time intensive. The added benefit to this approach is that the software will automatically look at
previous certifications to bring forward information HUD is requesting which eliminates the need to go
back through previous paper files to collect the data.

For example, in California in a 100% Tax Credit property you are required to certify a tenant's income
and qualify them as eligible to rent a unit at move in. In the second year, you are required to review
and re-certify the tenant's income. In the third year you are not required by TCAC to recertify tenant
income. However, if a tenant's income is not recertified under these circumstances, HUD is requiring
the Effective Date of Income Certification and the H/Hold Size at LIHTC certification which are from a
previous TIC. By maintaining a single electronic file of tenant history the Spectrum software is able to
automatically pull the information HUD is requiring so the user won't have to look back in the file(s)
for it.

Spectrum Enterprises 2 of 122 Version: 6/11/2012



Spectrum-TCAC Tenant Demographic Reporting spsﬁum

XML Import

If you are using a management system software package that supports the NAHMA LIHTC Data
Transfer XML Standard (1.1 or 2.0) you can import data for any date range into the Spectrum
software. It is a two step process that involves first running a report in your management software that
will generate an XML file and then importing that file into the Spectrum software. Both steps are
relatively easy to accomplish and have been used extensively during the past three years.

Third party software vendors that Spectrum has worked closely with that provide XML support include
management applications by Yardi, Real Page and Boston Post (now MRI). If you are not sure if your
management software supports the data standard you'll need to contact your software vender. Spectrum
does not have information regarding the XML status of third party management software systems.

Manual Entry

Manual data entry simply requires entering the data from the TIC forms provided by TCAC. Because
of the nature of recent changes HUD has made to their Tenant Data Collection Form (during the
summer of 2011), and related requirements regarding the accuracy and completeness of income data,
starting in 2012 you'll need to enter each TIC form completed during the year instead of waiting until
the end of the year to simply enter the current state of the unit.

While at first glance this may appear to be a more time consuming task it will in fact be less time
consuming in the long run because the Spectrum software will automatically track and report to HUD
all household demographic and income data that represents an accurate snapshot of the your tax credit
units as of December 31st.

Entering each TIC completed during the year eliminates issues that can arise from having to wait until
after December 31st to go through all of the tenant files to analyze and pull the ones you'll need to
enter data from to satisfy the HUD requirement. You will not have to review each TIC or search
through previous TICs for earlier income qualification dates. Additionally, if you're not currently using
a software package to track tenant events the Spectrum software includes free reports that you can use
to help stay in compliance.

Data Submission to Spectrum

The HUD data report file is submitted to Spectrum directly from within the Spectrum software. An
active internet connection is required at the time of submission. The upload process generally takes 1-2
minutes.

If you have uploaded a file and subsequently discovered errors that have been rectified you can re-
submit the file as many times as you need to.
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BIN and TCAC# Entry and Formatting

The correct entry and formatting of the Project Identifier Number (TCAC# ) and the Building
Identification Number (BIN) is critical. If the correct TCACH# is not provided for each property in your
portfolio then Spectrum will not be able to accurately report to TCAC that you are in compliance with
their requirement to submit the Tenant Demographic Data HUD has requested.

Similarly, HUD will not accept BINs that are not correctly formatted. Consequently, while the
Spectrum software will initially allow for the submission of incorrect BINs, notice will be sent to you
regarding errors and you'll be required to update your system so that you are submitting correct BINs
in subsequent data submissions.

TCAC# Formatting

You'll be asked to provide the project number (TCACH#) assigned to the property by TCAC. If you're
entering data manually (versus an XML Import of data) the Spectrum software includes a database of
existing Tax Credit developments that you can use to populate information about the property. The
database contains the following information:

1. TCAC # (CA-2010-140)

Project Name and Address

Number of Buildings

A BIN# Range (CA-10-14001-16)

Management Company Name, Address and Contact information
Owner Name, Address and Contact information

Managing General Partner name only

Federal Set-Aside (20/50 or 40/60)

O N O RN

If the property you’re working with is not included in the TCAC database then you'll need to manually
enter property information including the TCAC# using the following guidelines. Contact TCAC if you
don't know or are not sure if you have the correct TCAC# for the property you're working with.

The TCAC# must be formatted as CA-YYYY-PPP where:
- YYYY is the four digit allocation year
- PPP is the project specific number provided by TCAC

For example, a project allocated in 2010 with a TCAC application number of 140 would look like this:

CA-2010-140

SPECIAL NOTE

The Spectrum software will prevent you from submitting the report file to Spectrum if the
TCACH is not correctly formatted.
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BIN Formatting

You'll be asked to enter the building number assigned to the building. This must be in the format
described below even if it is different than what's on the IRS 8609 form for this building.

The BIN must be formatted as CA-YY-PPPNN where:

- YY is the last 2 digits of the allocation year (93, 02, 10, etc.)
- PPP is the project specific number provided by TCAC (041, 140, etc.)
- NN is the building number within the project (01, 02, 03, etc.)

For example: A project with a TCAC# of CA-2010-140 would have BINs numbered:
CA-10-14001, CA-10-14002, CA-10-14003 etc.

Special Note

While HUD will not accept incorrectly formatted BINSs, they do understand the nature of the effort that
may be required to comply with this requirement. Consequently, the expectation is that a reasonable
effort will be made by owners or their representatives to submit correctly formatted BINs for the 2011
data collection cycle.

The ongoing expectation beyond 2011 is that incorrectly formatted BINs will be rectified and that
owners or their representatives will submit property and tenant data with correctly formatted BIN in
subsequent data submissions.

When Using XML Import for Data Entry

It has been Spectrum's experience in working with a large amount of XML imported data from a
variety of states and management companies that the BINs entered into many management systems are
not in the correct format and often clerical staff is not aware of how to manage the BINs (as well as the
TCACH#) in the management software. Additionally, more often than not it is not simply a matter of
arbitrarily changing a BIN to accommodate a formatting issue.

Consequently, the best approach to working with the TCAC# and BINs is to make any corrections in
your management system before importing it into the Spectrum software. It's not recommended that
you import data into the Spectrum software and then correct mistakes there before you submit the data
to Spectrum. You can import data, review and verify it using the Spectrum software and if you need to
make changes you can do that in your management system and then re-import the data into the
Spectrum report file.

This is due to the synchronization problems that can arise by changing data one time in the Spectrum
software after you've imported and then adding and modifying information in your management
system on a daily basis during the year and subsequently importing that data into the Spectrum report
file again for consecutive years.

For example, if you find the BINSs in your management system are not in the correct format after you
import the data into the Spectrum report file and you then modify them in the Spectrum report file
before submitting the information, the Spectrum report file will be out of synch with the BINs that are
in your management system.

Consequently, if you import the original BINs in subsequent years that have not been corrected to
match the BINSs in the Spectrum report file, the software will not have a match for the imported BINs
and can only import the second round of BINs as new ones. You'll end up with essentially a duplicate
set of BINs with each BIN having a separate set of tenant information that is out of synch.
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Installing the Spectrum Software

Installing the Spectrum software on your computer is a two step process. You must first download the
software from Spectrum's web site and then you must install the software on your computer.

Downloading the Software

Using a standard browser and internet connection go to Spectrum's web site

(www.SpectrumL IHTC.com/states/california/) and click on the Download TCAC Tenant Data
Collection Software link on the main page to access the site's download page. There will be
instructions there about the process as well as a link used to download/run the installation file.

If you’re computer uses a recent version of Microsoft’s Internet Explorer then you may see the
following prompts when you attempt to download the file from the Spectrum site.

Do you want to run or save TCAC Tenant Data Collection Software: (10.5 MB) from www.spectrumlihtc.com?

Eun Save v Cancel

Select [Run] to run (this is the preferred method) and install the software from the website. Depending
on the security settings on your computer, the file may have to be downloaded. If that is the case then
follow the prompts to download and then run the installation software.

Select [Save] to save the file to a location of your choice on your computer and then navigate to that
location and run the software.

Depending on your computer’s security settings you may see the following prompt.

TCAC Tenant Data Collection Software is not commaonly downloaded and could harm your computer.

)

Delete Actions View downloads

Select [Actions] and then select ->[Run anyway] (below) to install the software.

SmartScreen Filter - Windows Internet Explorer @J

ai This program might harm your computer

SmartScreen Filter has little or no information about this unsigned
program. Running this program might harm your computer.

Name: TCAC Tenant Data Collection Software
Publisher. Unknown

< Don't run this program
(recommended)

< Delete program

2 Run anyway

What's SmartScreen Filter?

Once the download process begins you’ll be informed of its progress.

30% of TCAC Tenant Data Collection Software downloaded 20 sec remaining

Cancel View downloads
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Installing the Software

Once the installation file has been downloaded and started, the installation software will walk you
through a few steps. In order to be able to provide the highest level of support possible, it is
recommended that you accept the default options.

& Spectrum TCAC HUD Data Collection Setup x|

Welcome to the Spectrum
TCAC HUD Data Collection
Setup Wizard

The Setup Wizard will install Spectrum TCAC HUD Data
Collection on your computer. Click "Mext™ to continue or
"Cancel” to exit the Setup Wizard.

Cancel

Select [Next>]

Select the Start Menu Shortcuts Folder
This is the foder where Spectrum HUD Data Collection shortouts will be instaled.

Toinstall shortouts in this folder, didk "™ext™ To install to a different folder, enter it
below or select one from the combo box,

Start Menu Shortouts Folder
| Spectrum HUD Data Collecton

=)

"'i In order to install in a subfolder, append the subfolder name,
separated by a ™\

<Back || Next> | | cancel

Select [Next>]
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&2 Spectrum TCAC HUD Data Collection Setup x|

Select the Start Menu Shortcuts Folder
This is the folder where Spectrum TCAC HUD Data Collection shortcuts will be

e ]

To install shortouts in this folder, dick "Mext™. To install to a different folder, enter it
below or select one from the combo box.

Start Menu Shortouts Folder:
| Spectrum TCAC HUD Data Collection |

In order toinstall in a subfolder, append the subfolder name,
separated by a "\,

< Back | Mext = | Cancel

Select [Next>]

= Spectrurmn TCAC HUD Data Collection Setup

Configure Shortcuts
Create application shortouts

Create shortouts for Spectrum TCAC HUD Data Collection in the following locations:

[v Desktop
[v Start Menu Programs folder

[ Startup folder

Cancel

< Back

Select [Next>]
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& Spectrum TCAC HUD Data Collection Setup x|

Installation Type
Choose the installation type.

Install Spectrum TCAC HUD Data Collection for:

" Only for me (Paul)

{*" Everybody (all users)

< Back Cancel

Select [Next>] — Installs the software for all users.

If you want to limit who can access the Spectrum software on your computer select
Only for me (Name).

& Spectrum TCAC HUD Data Collection Setup x|

Ready to Install
The Setup Wizard is ready to begin the Spectrum TCAC HUD Data Collection

immbmll e

Click “Install” to begin the installation. If you want to review or change any of your
installation settings, didk "Back™. Clidk "Cancel” to exit the wizard.

< Back Cancel

Select [Install]
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& Spectrum TCAC HUD Data Collection Setup x|

Installing Spectrum TCAC HUD Data Collection

Please wait while the Setup Wizard installs Spectrum TCAC HUD Data Collection.
This may take several minutes.

Status: Writing system registry values
|

Installation progress is displayed.

& Spectrum TCAC HUD Data Collection Setup x|

Completing the Spectrum
TCAC HUD Data Collection
Setup Wizard

Click the "Finish” button to exit the Setup Wizard.

[v Launch Spectrum TCAC HUD Data Collection

[Finish] If you leave M Launch Spectrum HUD Data Collection checked then the Spectrum
software will automatically start.
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Running the Software for the First Time

Splash Screen

Every time the Spectrum software is started the splash screen is shown while Spectrum’s web site is
checked for updates. If there are updates, the software will notify you and will automatically handle the
downloading and installation of the upgrades.

It is not expected that there will be an upgrade the first time you use the software. Do keep in mind
though, that if you install the software on a different computer the first time start up process will occur.

The first time the software is started immediately after installing it you'll be walked through a series of
prompts that provide three choices:

1. Create a new file for Manual data entry

2. Create a new file for XML Import of data from a management software system

3. Proceed to the Home Page without creating a new file where you can open any existing
report file you may have created at an earlier time on a different computer.

The splash screen displays the progress of checking for updates.

X|
| LIHTC Tenant Data Collection
Welcome
Spectrum - TCAC Tenant Demographic Report
Version: 1.0.5
Checking for updates. One moment please . . .
| 0%
CALIFORNIA TAX CREDIT ALLOCATION COMMITTEE SPEC RUM
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Firewall Blocking Internet Access

During the first time the software is started, depending on your computer’s security settings, you may
see a prompt like the following indicating that the Windows firewall has blocked the Spectrum
software from accessing the web to check for updates. If this occurs, you’ll need to select “‘Allow
Access’ so the software can not only check for updates but also be able to transmit the completed
TCAC/HUD report file to Spectrum.

g Windows Security Alert x|

@ Windows Firewall has blocked some features of this program

Windows Firewall has blocked some features of End of Year Reporting Software Module on all
public and private networks.

E Mame: End of Year Reporting Software Module|
Publisher: Spectrum Enterprises
Path: C:\2_spectrum3-eoy\1-working code

\statusreporthud_ca.exe
Allow End of Year Reporting Software Module to communicate on these networks:
v Private networks, such as my home or work network

[ Public networks, such as those in airports and coffee shops (not recommended
because these networks often have little or no security)

What are the rigks of allowing a program through a firewall?

Allow access | Cancel |

Select [Allow access] so the software can communicate with Spectrum.

Registration

When the software is first started you’ll be prompted to provide contact and related information to
Spectrum by completing the Registration form. This is information you may have already gathered by
using the Registration Worksheet that has been available at the Spectrum website.

You can choose to register at a later time. If you do so you will be prompted to register every time the
Spectrum software is started.

Registration Required x|

This installation of the HUD Spectrum software has not been registered.
I % To register at a later time select 'Register’ in the Help menu at the top of
the Main screen.

Do you want to register at this time?

[Yes] - To register with Spectrum
[No] - To register at a later time

For complete Instructions on Registering with Spectrum see: Registration pg (116)
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Step 1 - New Report File Options

After working through the First Time Start Up procedures you’ll have the opportunity to step through
the process of creating a new report file or go directly to the Home Page. The following prompt will be
displayed providing your options.

Mew Report File Options ﬂ

'.0.' This is the first time the Spectrum software has been run,

Do you want to create a NEW REPORT FILE?

YES - CREATE a NEW file.
MO - Go to the Home Page WITHOUT creating a file,
CAMCEL - CLOSE the Spectrum software.

MNo Cancel

[Yes] - Displays the Select File Options prompt where you can select to either use the new file for
Manual data entry or for an XML Import.

[No] - Moves to the Home Page without creating a file. You’ll then need to create a file or open an
existing file if one had been created at an earlier time or on another computer.

[Cancel] — Closes the Spectrum software without creating a new report file.

Step 2 - Select File Options

Selecting [Yes] in Step 1will take you to the Select File Options prompt where you can choose to
create a report file for either Manual Data Entry or XML Import of data from your management
system. Keep in mind that the report files created by either method are the same type of file. The
prompt simply takes you to the appropriate form for the method of data entry you’ll be using.

Select File Options x|
I~ , You can either create a new file to MANUALLY ENTER data or a new file
o' toIMPORT XML data into.
Do you want to create a file to MANUALLY ENTER data?
YES - Create a file for MAMUAL data entry

MO - Create a file for XML IMPORT
CANCEL - Go to the Home Page WITHOUT creating a file.

Mo Cancel

[Yes] - Creates a file for manual entry.
[No] - Creates a file for XML import.

[Cancel] - Moves to the Home Page without creating a file. You’ll then need to create a file or open an
existing file if one had been created at an earlier time or on another computer.

For the following example we'll select [Yes] - Creates a file for manual entry.
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Creating a Report File for MANUAL data entry

This form is used to create a new report file and set its location (folder). The report file can be located
on the same (local) computer the Spectrum software is being operated on or on a network drive.

Step 1 - Set the State the Property is located in

[= status Report File Setup - CREATE a New Report File
Status Report Setup Information
Before you can begin to enter Property information into the Statuz Report thiz setup

information must be entered.
LCancel

i

1. The State the Property is located in

State: @

2. 5et the HEW Status Beport File Hame

The new Repart file name is used to identify the Repart file that will be sent back to Spectrum
for proceszing. Use a name that will clearly identify the property or pour organization,

Select 'Create Filg' to enter the new file name and set the location where the Repart file wil
be zaved. Thiz location can either be on this computer or a gerver on wour network,

Create File

L

€|

Examples: Acme Management or Magnolia Apartments

[Create File] - Opens the Save As dialog box where you’ll enter the name of the new file and set the
location where the file will be saved.

Step 2 - Name the Report File

Enter the Name of the report file and set the Location where the file will be saved. By default the first
time the software is started it will create a folder called Spectrum Reports in the current user's My
Documents folder. The new file can be saved either there or out on a network drive.

= save s x|
.\_)..\_). * My Docume... * Spectrum Reports « - l‘aj | Search Spectrum Reports l’/i].l

Organize ¥  Mew folder = - @
5 Dell 1100 Arch (F) Al Name < | Date modified | Type | Sic

= Removable Disk (G:)
== Removable Disk (H:)

== Removable Disk (I:)

XMLFiles 5/31/201211:37 AM  File folder

== Removable Disk ()

5 DVD RW Drive (K:)

5 DVD RW Drive (L)

Lg% PDP Virtual (\\PDP_VI

59 ScanDisk (\WDELL1100)

L% MEMORYCARD (\\EPS(
Ei_i Metwork

o e e (==

File name: | Broadjay Village

Save as type: |Spectrum Report File (*.eoy)

= Hide Folders Save | Cancel

— Ll

[Save] — Saves the new file name to memory and closes the dialog. The new file will actually not be

created and saved until you complete the Create a New Report File process by selecting [OK] in the
CREATE a New Report form.

[Cancel] — Returns to the CREATE a New Report File form without saving the new file name to
memory.
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Here the form is complete with both the state the property is located in as well as the name of the

report file to be created.

E Status Report File Setup - CREATE a Mew Report File
Status Fepart Setup Information

Before you can begin to enter Froperty information into the Status Beport this setup
information must be entersd.

i,

LCancel
1. The State the Property is located in

State: lﬁ

2. Set the HNEW 5tatus Report File Hame

The new Report file name is used to identify the Report file that will be sent back to Spectrum
for processing. Uze a name that will clearly identity the property or pour arganization,

Select 'Create File' to enter the new file name and set the location where the Repaort file vill
be zaved. Thiz location can either be on thiz computer or a zerver on wour network,

&l
\Eﬁ

Examples: Acme Management or Magnolia Apartments

Broadway Willage CreateEHe

[OK] - Creates the report file and moves to the Home Page.

[Cancel] - Closes the form without saving the new report file and moves to the Home Page.

Once you've selected [OK] to create the new file you'll be prompted to Load TCAC Property from the

TCAC database included with the Spectrum software.

Load TCAC Property x|

! . Do youwant to add a property from the TCAC Property database?

For this example we'll select [NO] to move directly to the Home Page.

For complete instruction on adding a TCAC property see: Adding a TCAC Property pg (21)
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Home Page

Here is a sample of the Home Page with the Broadway Village report file loaded and with the
Broadway Village Property that has been completed and is ready to be submitted to Spectrum.

The page consists of three grids and related control buttons for each grid for adding, editing and
deleting information. There is also a button to access the TIC forms that have been filed with the
Property.

The grids list Properties that have been saved in the file along with their related Buildings and Units.

To navigate through the file you simply select the Property and then the Building that you want to
work with and finally the Unit. Once you've selected the Unit the button will open the TIC form
allowing access to all the TICs for the Unit.

File Reports.. Help Report File Mame: Broadway Village

Spectrum - TCAC Tenant Demographic Report

# inHUD Column = MISSING HUD [MFORMATION
Sotbw  MissingHUD Data ¢ Format ™ Name {11 Properties
HUD | FMT | CTCACH Froperty Set Aside | Management Compa = | [ Property—
0 Eroadway Yillage Linaheirn 40460 Buckingham Property Add

i

H inHUD Colurn = MISSING HUD INFORKMATION
" Format @ BIN [2] Buldingz
Zip

— Buildings ——
Add

1246E. B ay Anaheim

4 0 246 E. 92805
|| [caneo4s02 1246 E. Broadway

Edit

i

Delete

#in HUD Column = MISSING HUD CERTIFICATION IMFORMATION
Sotbw  MissingHUD Data & UnitlD ¢ Wacant Status [2] Uriitz
HUD | UnitlD Sg/Foot TIC Statuz
» 100 p 950 | LI
| w0 | 2 | s | C |

i[s

I" You can check the [Vacant] box here in the grid if the unit was vacant on December 31t of the Effective Date Year

From this point forward in this User Guide you can use the references below to go directly to the topic
that relates to your circumstances.

Related Topics:

Manual Data Entry .........ccocceveveivenenenn, pg 20
Adding a TCAC Property ........c.ccoceevenes pg 21
Working With Properties ..........ccccceveeee. pg 28
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Creating a Report File for XML IMPORT

This form is used to create a new report file to import XML data into and set its location (folder). The
report file can be located on the same (local) computer the Spectrum software is being operated on or
on a network drive.

Step 1 - Set the State and the Name of the Property

Here the Property name Brook House has been entered

E Status Report File Setup - IMPORT XML Into a New Report File

Statuz Report Setup Infarmation

infarmation must be entered.

Before pou can begin to enter Property information into the Status Report thiz setup Q

1. The State the Property is located in
State: IH Property Mame: |Brook House

H
A
2. 5et the HEW Status Report File Hame E Z

The new Repaort file name iz uzed to identify the Bepart file that will be sent back to Spectium
for procezzing. Uze a name that will clearly identify the property or your organization,

Select 'Create File' to enter the new file name and zet the location where the Report file will
be gaved. This location can either be on thiz computer or a server oh your netwark,

Examples: Acme Management or Magnolia dpartments

3. Select an XML File [ XML] to Import

After creating an =ML file from your Property kM anagement software,
brovase for it o it can be imported,

%ML Prop Mame: |

*ML TCACH: |
Create Date: :

MHum of Buildings:
Report Start Date: Mum of Units:

Repaort End D ate: Mum of Events:

[Create File] - Opens the Save As dialog box where you’ll enter the name of the new file and set the
location where the file will be saved.
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Step 2 - Name the Report File

Enter the Name of the report file and set the Location where the file will be saved. By default the first
time the software is started it will create a folder called Spectrum Reports in the current user's My
Documents folder. The new file can be saved either there or out on a network drive.

ETe x|

( n B¢ < ) ~ My Documents + Spectrum Reports ~ + 23 [ Search Spectrum Reports 2]
Organize v New folder = - @
9 Del1100 Arch (F) =] Name ~

o= Removable Disk (G:)
e Removable Disk (H:)

| Date modified | Type

XMLFiles 6/5/201212:33PM  File folder

am Removable Disk (1)
= Removable Disk (J:)
<5 DVD RW Drive (K:)
<L} DVD RW Drive (L)
4% PDP_Virtusl (\PDP_VIR
5® ScanDisk (\WDELL1100)
% MEMORYCARD [\EPS
€ Network
78 BRN_386380
/8 DELLTI00 =l

File name: | Acme Management]

Ll |

Save as type: |Spectrum Report File (*.eoy)

S bide rtdes Conce

[Save] — Saves the new file name to memory and close the dialog. The new file will actually not be

created and saved until you complete the create new file process by selecting ‘OK” in the ‘IMPORT
XML Into a New Report File' form.

[Cancel] — Returns to the ‘IMPORT XML Into a New Report File' form without saving the new file
name to memory.

Here the report file name has been set.

E Status Report File Setup - IMPORT XML Into a New Report File

Statuz Repart Setup |nformation

0
Before you can begin to enter Property infarmation inta the Statuz Report this setup

information must be entered.

i,

LCancel
1. The State the Property is located in

State: | CA Property Marme: |Brook House

&
\Eﬁ

2. S5et the HNEW Status Heport File Hame

The new Repaort file name iz uzed to identify the Repart file that will be sent back to Spectrum
for processing. Use a name that will clearly identify the property ar your arganizatian.

Select 'Create File' to enter the new file name and st the location where the Report file wil
be zaved. Thiz location can either be on thiz computer or a server on your network.

Examples: Acme Management or bagnolia Apartments

|Acme M anagement

3. Select an XML File [*XML] to Import

After creating an *ML file from pour Property Management software,
browze for it g0 it can be imported.

Browse for an

#ML File...
#ML Prop Mame: | - e
HML TCACH: |
Create Date: Murn of Buildings:
Feport Start Date: Murm of Units:
Feport End D ate: Mum of Events:

[Browse for an XML File] - Opens the Open File dialog box where you’ll locate the XML file you
want to import. The file can be located on the local computer or out on a network drive.
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Step 3 - Select an XML File to Import

Here the Brook House XML file to be imported has been located and selected.

(= select XML File to Import x|
(7:.(7) = Spectrum Reports = XMLFiles + = 2y | Search XMLFiles @J
Organize ~  Mew folder == o« B 'ZE}

s Dell 540 Arch (09 2l Name - | pate modified
2 Dell 1100 (£) T 6/4/2012 7:22 PN
. Tem 74/ :
53 Dell 1100 Arch (F) B HD Py e
Brook House CA-; xml 5/22/201 "
e Removable Disk (G:)
R ble Disk (H:) | Clara Court CA-97-514 xml 4/19/201212:31
emovable Disk (H:
= | Live Oak CA-99-175 xml 4/19/201212:38

e Removable Disk (L)
Removable Disk (1) || QuailRidge CA-2003-103 xml 6/1/201210:44 A

- :

L5 DVD RW Drive (K3

< DVD RW Drive (L)

g% PDP_Virtual (\PDP_VIRTUAL) (M:]

5 ScanDisk (\\DELL1100) (N:)

% MEMORYCARD (\\EPSON162720)

€l Netwark
/% BRN_386880
8 DELL1100 ad R | 2l
File name: [Brook House CA-2001-82Lxml  +| [XML File ("ami) -

Open - Cancel |

[Open] — Opens the selected XML file for import.
[Cancel] — Returns to the ‘IMPORT XML Into a New Report File' form without opening the XML file.
Ready for Import

Here all the information required for importing an XML file has been set and the file is ready to be
processed.

B Status Report File Setup - IMPORT XML Into a Mew Report File

information must be entered.

Status Report Setup Information oK
Befare you can begin to enter Property information inta the Status Repart this setup

1. The State the Property is located in

State: lﬁ Property Mame: |Brook House

H
A
2. S5et the NEW Status Report File Hame E =

The new Report file name is uzed to identify the Report file that will be sent back to Spectum
for proceszing. Usze a name that will clearly identify the property or pour organization.

Select 'Create File' to enter the new file name and zet the location where the Feport file will
be zaved. This location can either be on this computer or a server on pour netwark.

Examples: Acme Management or Magnolia Apartments

|Acme Management Create File

3. Select an XML File [*.XML] to Import
After creating an #L file from wour Property Management software, =ML File Size

browse for it 20 it can be imported. 33mb

Brook House Ca-2001-821 4ml

Browse for an
i ML File..
#ML Prop Mame: | Ao e
®MLTCACH: | Load ML
Create Date: Mum of Buildingsz:
Feport Start Drate: Mum of Unitz;
Report End Date:

Mum of Events:

[OK] - Saves the file in the selected location and returns to the Home Page.
[Cancel] — Moves to the Home Page without saving the new file.
For complete instruction on importing an XML file see: Importing an XML File pg (28)
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Manual Data Entry

Here are the basic steps to create a new report file and to manually add or create a Property and its
related Buildings, Units and Tenant Certifications to the file.

1. Select ‘File\New...” from the menu bar at the top of the Home Page.

2. Inthe ‘CREATE a New Report File’ form give the new file a name and set the location for the
file.

3. Return to the Home Page and select the Property ‘Add’ button to either add a property from
the TCAC database or manually enter a property.

4. Complete the entry of Property information as well as Management, Owner and General

Partner information.

Add Buildings by selecting the Buildings ‘Add’ button

Complete the entry of Building information keeping in mind the correct format for the BIN.

Add Units for each Building by selecting Units ‘Add’.

Complete the entry of Unit information.

Add Tenant Certification (TIC) information for each unit by selecting the Units ‘TICs’ button

next to the Unit grid.

10. Complete the entry of the tenant demographic and income information.

CoNoO

To illustrate what the Home Page looks like after properties have been added, here is a sample Home
Page showing the property ‘Broadway Village’ showing two Buildings with one of the Buildings
having two Units. Notice that no TICs have been entered for the units.

File Reports.. Help Report File Mame: Broadway Village

Spectrum - TCAC Tenant Demographic Report

# inHUD Column = MISSING HUD INFORMATION
Sotby: © Missing HUD Data ¢ Format @ Name | [2) Properties
HUD | FMT Froperty City Set Azide | Managemen =
Acme Acres Ferndale 20/50 Add

lw]

.

— Property——

Edit

Delete

il=[s

# inHUD Calumn = MISSING HUD INFORMATION
Sartby:  Missing HUD Data ¢ Format & BIN | [2)Buldings
Address

C 14501 1245 E. Broadway Anaheim 5

— Buildings ——
Add

3
1| [CA0804502  [124BE Broadway  lAnehem 92805 |

ilz[s

# in HUD Column = MISSING HUD CERTIFICATION INFORMATION
Sortby: ¢ Missing HUD Data @ UnitlD ¢ Vacant | [2) Urits
HUD | Unitl Dy #Beds | Sg/Foct | ¢ St
4 100 ¢ 350 n @ MO TICS ENTERED

1 Jwe | 2 | s | [ N [NOTICSENTERED /|

i3]

I" Yau can check the [Wacant] box here in the grid if the unit was vacant on December 313t of the Effective Date “Year
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Adding a TCAC Property

TCAC has provided a database of existing Tax Credit developments that has been included in the
Spectrum software. The database contains the following information:

1. TCAC # (CA-2010-803)

Project Name and Address

Number of Buildings

A BIN# Range (CA-10-80301-16)

Management Company Name, Address and Contact information
Owner Name, Address and Contact information

Managing General Partner name only

Federal Set-Aside (20/50 or 40/60)

O N O LDN

By selecting and loading a TCAC property you will pre-fill a portion of the required information
including creating the Buildings that are associated with the property. After loading the TCAC
property you’ll need to do the following:

1. Complete the Property and General Partner Information

2. Enter Each Building’s Address

3. Add the Units for each Building

4. Add the Tenant Income and Demographic Information from you TICs

To Add a TCAC Property
Here the report file Acme Management is opened but a Property has not et been added.

Select the [Add] to add new property.
[ Spectrum - TCAC Tenant Demographic Report (Ver 105)

File PReports.. Help Report File Name: Acme Managment
Spectrum - TCAC Tenant Demographic Report

Select the 'Add' button to add a NEMW PROPERTY
Sortby: € Missing HUD Data € Format & Mame | (0] Properties
HUD | FMT | CTCACH Froperty i Set Aside | Managemen =

dIGH

[ Setby: © Missing HUD Data € Format € BIN | [1]Buldings

il:[:

1
=

Sortby: & Missing HUD Data % UnitlD € Vacant | [37)Units
#Bed: | Sg/Foot | *Wacant | TC | TIC Status

i[s

I" “You can check the [Vacant] box here in the grid if the unit was vacant on December 31st of the Effective Date Year

[Add] - Opens either the Add TCAC Property of Property Information form.
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Selecting the Property [Add] button displays the Add Property prompt.

Add Property X|

You can either add a property from the TCAC Property database or
! . manually enter one?

YES - Add a property from the TCAC databse
MO - Manually enter a property
CAMCEL - Return to the Home Page

Yes Mo Cancel

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

[Yes] - Opens the Select California Property form.
[No] — Moves directly to a blank Property Information form.
[Cancel] — Returns to the Home Page.
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TCAC Property Database

The TCAC Property database contains over 2,800 properties that were placed in service from 1987
through 2011. If a property is not listed in the database you’ll need to enter it either manually or using
an XML Import.

The database can be searched by:

1. TCAC#

2. Property Name
3. Address

4. City

5. Zip Code

To locate a specific Property enter a value in the appropriate box and select the [Find by...] button.
You can search for a specific Property by entering the exact value or you can search for a group of
Properties by entering just the first part of a value such as ‘san fr’ to locate all properties that start with
‘san fr’.

The BINs and BIN Range columns display the BIN information TCAC has on file for the Property. The
Spectrum software will create BINs based on the information. If the information is not accurate you’ll
have the opportunity to correct it before leaving the Select California Property form.

Here is the Select California Property when it's first loaded and a search has not yet been performed.

@ Select Califernia Property J

Select a Project to Add to the Spectrum Repont File

Locate a Property

Enter part or all of the information wou want to zearch on in the appropriate box and then select the Find by...." button, Load
For example, to search for & specific TCACH, enter the entire number 'ca201 123" [Dazhes are not reguired) and then select the —

‘Fird by TCACH" button, Y'ou can alzo enter just the first part 'ca2010' ta bring up a list of all TCAC numbers starting with 'ca2010' Cancel
Tolook up all of the Projects in San Francizco enter 'san fr' and then select the 'Find By City' button. All the projects that start with “zan fr' .
will be listed. *Y'ou can do the zame to look up by Project Mame, Address or Zip Code. “‘

Ornce pou have a group of records pou can zort them by clicking on the Header of the Column pou want bo zort on,

by TCACH By Name by Address bw City by Eip

| Find by Froject Mame

| Clear Search

Information About This Report

Eeporting Period: | TO | Feport Prepared By: ||

Click on & Column Header ta Sart on That Caolurn

Addresz

Cop Glen 25100 Cypre: SHLIE Ay 94544

Olive Court 1414 Olive Drive 1
CA-1987-085 | Carzon Ridge || Apts. 2848 Schnell School Road Placerville 95667 1 CAZ705R01
CA-1387-060 | Fresno Four-Ples 4333E. Lane Frezno QAFET 1 CASFOR001
CA-1587-064 | MidCities 835 5. Oxford Averue Loz Angeles 30005 1 CAaa70e401
CA-1988-002 | Madrone Hotel 477 Bth Street D akland 94607 1 | CABB0DZ01
Ca-1988-005 | Vila Rosa Apts. 1385 Giiffith ‘Wasco 93280 1 | Caga0o0sm
CA-1988-005 | Feather River Apts, 100 Delwood Street westwood 9617 1 CAZ200601
CA-1588-007 | Siera Meadows Apts BE Lonaman Lane Amold 95223 1 CARB00701
CA-1988-008 | Strathmore Villa &pts, 19734 Road 231 Strathimore 93267 1 CA220020m
CA-1588-010 | Conquistadar Villa Apartments 162071 Palmer Avenue Huran 93234 1 CARE01001
CA-1588-013 | Exeter Apartments 855 West Vizalia Road Eweter 93221 1 CARa01301
CA-1988-018 | Citrus Pointe Il Apartments E34 Morth Third Street Brawley 92227 1 CA2207207
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Searching for a Property

Here eight Properties that begin with Broad have been located with Broadway Village being selected
by the user. Additionally, the Reporting Period Dates and Report Prepared by information has been
entered.

Broadway Village has been selected for loading.

@ Select California Property J

Select a Project to Add to the Spectrum Report File

Locate a Property

Enter part or all of the infarmation you want ta zearch on in the appropriate box and then select the 'Find by, button. Laad
Far exarmple, to search for a specific TCACH, enter the entire number 'ca2010123" [Dashes are not required) and then zelect the -
'Find by TCACH' button. *v'ou can alzo enter just the first part 'ca20710' to bring up a list of all TCAC numbers starting with 'ca2010° Cemee]

i

To look up all of the Projects in San Francizco enter 'zan fi' and then select the 'Find By City' button. All the projects that start with 'san f* .
will be listed. YYou can do the zame to look up by Project Mame, Address or Zip Code. “’

Once you have a group of records you can zart them by clicking on the Header of the Caolurnn pou want to sart on,

by TCACH By Mame by Address by City by Zip
| |br0ad | | |

Clear Search
| Find by Praject Mame |

Information About This Report
Repotting Period: | 01012011 7o | 12312011 Repart Prepared By: | Tam Eraowr|

‘ Click on a Colurnn Header to Sort on That Coluran
[ ]

TCAC # Project Name Address City Zip BIMz | BIN Range -
CA-2003-094 | Broadway City Lights 2000-2022 South Broadway Loz Angeles 0003 1 CA0E03400
CA-2004-885 | Broadway Family Apartments 310 Battery Steet San Francisco 94108 3 | CAD4BRE01-03
CA-2001-911 | Broadway Plaza Apartrents A1 South Broadway Loz Angeles 0015 1 CANS11M
CA-2003-843 | Broadway Senior Apartments 5200 Broadway Ave Sacramento 95820 25 | CAD384301-25

5-045  Broadway Vilage 1245 E. Broadway Anaheim 92805 2 CADRD4501-02

CA-2002-253 | Broadway Village | Apartments 204w, 78th Street Loz Angeles 0003 1 CANZ2530
CA-2003-848 | Broadway Village I 5101 5. Broadway Loz Angeles 0037 1 CAQ3B4801
CA-2002-250 | Broadway Vistas 9300 - 9814 South Broadway Loz Angeles 90003 1 CAQZ25001

[Load] — Loads the selected Property and moves to the BIN Setup form.

[Cancel] — Displays a prompt for options to close the Select California Property form without loading
a Property.

[Clear Search] — Resets the Property grid to show all of the Properties.
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BIN Setup

The BIN Setup form is used to refine the setup the BINSs, if necessary, that are provided by the TCAC
database. The Spectrum software generates the BINs based on the range of BINs listed in the database.
If the BIN information in the database is not correct you can enter the correct BIN information here
manually following the instructions in the BIN FORMATTING box.

@ Select California Property J
<I[= a Proje 0 Add to & Spe Hepno <
EIN FORMATTING TEAC Building List N Load
TCAC has identified the range of Building Identification Mumbers [BINs) for the S gj’;ggr;o : Canected BIN Cancel |

zelected property. Thiz list reprezents that range with the BIM  being formatted

bazed on IRS guidelines. CA-06-04502 /
* %

If you "WILL MOT be importing tenant data from a Property Management
software system uzsing XML then accept the BIN: identified here even if they are
different from the BIM 2 you're using when pou report to TCAL, v AddBINs

If the BIMNz you're using are =o different fran the TCALC BINs that manually
entering data will be difficult then enter the BINs vour curently uzsing in the
'Conected BIN' columin next ta the TCAC BIN that most clozely matches. If
you're unable to match BIMs then replace the BIM g in the 'TCAC BIM' column
with the ones you're uzing.

If thie number of BIMs iz incomrect you can add or remove BIMz in the grid.
HUD will not accept BIMs that are not formatted in the manner displayed here.

I pou elect not to use the BIM: shown here, uncheck 'Add BINs' If you do not
uge the BIMs presented here you'll need to enter them manually.

HMLIMPORT
IF pou will be uzsing XML to import data inta the Spectrum repart the BINs in your IUse thiz grid like an Excel spreadshedt.
M anagement zoftware system should match the BIMs prezented here. IF not, - Ta change a BIN enter the different §IM in the 'Corected BIN'
you'll need to update the B_INs in your_Management system EEFORE column or replace the BIN in the 'TCAC BIN' column.
IMFORTIMG s0 the data is comectly imported. - To delete a BIN select it and use the Nelete key on your kepboard.
§ - Ta add an additional BIN enter it in the\'TCAC BIMN' column at the

If you accept the TCAC BINs as prezented here and they are different from the end of the list,
BIMs in your b anagement system, when you import the XML data duplicate
buildings will be created and tenant data will not be comectly impaorted. 'WwHICH EIM 1S ADDED TO THE REFORY FILE

. - If '"Comected BIN' iz empty then the BIN in\the TCAC column will
If you elect to uze the _BINS as entered in your Management system software be added.
rather than thoze provided by TCAC, uncheck Add BINs. - If 'Comected BIM' has a value then that valye will be added.

Print J

[Load] — Loads the selected BINs and moves directly to the Property Inforination form.
[Cancel] — Returns to the Select California Property form.
M Add BINs — If checked adds the BINSs to the Property.

[Print] — Loads the BIN FORMATTING instructions in a viewer for printing.

Here is an example of changes made to the BINs that will be
loaded into the report file.

[ —  TCACBuldinglit  —~_ Load

BIN CA-06-04502 has not been placed in service yet and T Conected BIN N

when it will be is unknown so the manager has decided not to T T I— \Ea”“'

include it. 7| Ca-06-04504 /ﬁ
*

Additionally, BINs CA-06-04503 and CA-06-04504 were just W addBINs

placed in service and were not in the TCAC database.

1) BIN CA-06-04502 was changed to BIN CA-06-04503
2) BIN CA-06-04504 was added

When the property is loaded it will have the fo ing BINSs:

BIN CA-06-04501
BIN CA-06-04503
BIN CA-06-04504

Use this grid like an Excel spre_adsheet. )
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Keep in mind that when you select [Load] in the Select California Property the software loads the
selected BINs and moves directly to the Property Information form not to the Home Page.

For illustrative purposes here in the user guide the Home Page is shown here with the three BINSs that
were setup in the loaded Select California Property form.

Beports... Help Report File Name: Broadway Village

Spectrum - TCAC Tenant Demographic Report Close
# inHUD Column = MISSING HUD INFORMATION
Satby  MissingHUD Data ¢ Format % Name | [1) Properties

Property Set Azide | Managemen ~
Broadway Willage Anaheim 40460 Buckingham

5

— Property ——

ils[:

# inHUD Column = MISSING HUD [MFORMATION
Sotby  MigsingHUD Data ¢ Format @ BIN | [3] Buldings
Address

— Buildingz —
Add

= E dit
Ca-
Ca-0E5-04504 Delete

il

#in HUD Colurn = MISSING HUD CERTIFICATION INFORMATION
Sortby: € Missing HUD Data % UnitlD € Yacant | [0) Units
HUD | UnitiDr Sq/Foat | *“acant | TC| TIC Status

Hdd

I" ou can check the [Yacant] box here in the gnid if the unit was vacant on December 312t of the Effective Date Year
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Here the Property Information form has been loaded from the TCAC database with information for

Broadway Village.

Because the Property was loaded from the TCAC database complete Property, Management and
Owner information has been automatically entered. The name of the Managing General Partner has
been provided but the address and contact information was not.

@ Property Information

Property Information

=10] x|

Property Mame: |[S0EG R ERTE
Carrect PIN format is: CA-YYY-FPP

TCACH: |CA-2008-045 Check Format

LCancel

Format Help Hel
nelp

Phyzical Address: |‘I 245 E. Broadway
City: |Anaheim

Federal Minirnum 06D -

Set Aside:
Information About Thiz Status Report
Reporting Period: | 17172011 100 | 127317201
— —

Sk ’a

Fieport Prepared By: |T0m Brown

ke

Zip: | 92805

S —

Management T Dwaner

T Managing General Partner

Select a Managment Company from this drop down list or add & new one

Mngmnt Agent: |Buckingham Froperty b anagement

Address: PO Box 5477

j Mew
E dit

City: Frezno St CA

Delete

Zip: 93755

Primary Contact: Rozemnary ‘W alter

Ph: 563-452-8250

Help

etail Address: rwalter@buckingharnpm. com

Here is the Managing General Partner tab with the missing information.

@ Property Information

Property Information

=] 3

Property Mame: |Bmadway Yillage
Correct PIN farmat is: Ca-ry-PPP

TCACH: |Ca-2008-045 Check, Format

LCancel

i

Format Help

Phyzical Address: |‘I 245 E. Broadway
City: |&snaheim

40/60 -

Information About This Status Report
Reporting Period: | 17172011 100 | 127317201

c———

St ’a
Federal Minirnum
Set Aside:

Fieport Prepared By: |T0m Brown

Zip: |92805

|

Management T Owner

T Managing General Partner

Select a Managing General Partrer from this drop down list or add a new one

General Partner: |Global Premier Development

|

Mew
E dit
[Besb |

Delete

Help

Address:
City: St Zip:
PFrimary Contack: Ph:
ebdail Address:

This completes the section on Adding a TCAC Property.

For complete instructions on working with the Property form see: Working With Properties pg (47)
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Importing an XML File

Overview
Importing data from a management software system into a Spectrum report file is a two step process.

1. Export an XML file out of a management software system
2. Import the data from the XML file into a Spectrum report file

What Gets Imported

For the purposes of the Spectrum - TCAC Tenant Demographic Reporting application, the XML import
process generates an XML file containing data related to the following:

1. Report 5. Certification Events
2. Project 6. Household Members
3. Buildings 7. Program Types (Including Student Status)
4. Units
Report
— Report Start Date — Report Create Date
— Report End Date — Vendor Name (System that created the XML file)
Project
— Project ID (TCACH) — Property Name
Buildings
— Building 1d Number (BIN) — State
— Street Address — Postal Code
— City
Units
— UnitID — Unit Square Footage

— Number of Bedrooms

Certification Events
— All information related to the Certification Event

Household Members

— First, Last and Middle Name — Race, Ethnicity and Disability Status

— Relationship to Head/Household — Date of Birth

— Last 4 digits of Social Security — Full Time Student Status

Program Types

— Student Status, Explanation — Tax Exempt, Income Status

— Tax Credit — AHDP, Income Status

— HOME, Income Status — Other (Up to six other programs) , Income Status
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Generating an XML File

The method for exporting data out of a management software system varies from vendor to vendor but
generally involves running a report for a specific date range (January 1st to December 31st of the
effective year) and will always be for a single Property only. If you are working with multiple
Properties you'll need to generate a separate XML file for each Property.

Third party software vendors that Spectrum has worked closely with that provide XML support include
management applications by Yardi, Real Page (now MRI) and Boston Post. If you are not sure if your
management software supports the data standard you'll need to contact your software vender.

Spectrum does not have information regarding the XML exporting
status of third party management software systems.

Multiple Properties

You can import multiple Properties into a single Spectrum report file or you can create a separate file
for each Property you're managing.

Currently, the Spectrum report file can only be accessed by a single user at a time. Consequently, if
you place multiple properties in a single file your access will be limited to one user at a time. However,
the file can be placed on a network drive and accessed by multiple users as long as simultaneous access
isn't attempted.

We generally recommend that if you are managing multiple properties you should create a separate
report file for each Property and use the Property name for the name of the report file. These individual
files can be placed on a network drive and accessed by a single individual or different individuals who
are responsible for maintaining the data.

Core Data Sets

The most critical aspect for having a successful, ongoing experience importing data into a Spectrum
report file is in the initial Property setups in both your management system and the Spectrum system.
There are essentially two core data sets that make up the data being managed by the Spectrum - TCAC
Tenant Demographic Reporting software:

1. Property, Building and Unit information
2. Tenant Income Certifications (TICs)

Property, Building and Unit information

This information is fairly static especially for the Building and Unit information. Once setup it rarely
changes. Consequently, once this data is setup in both systems it should not be modified in either one.

The first time you import data into a Spectrum file the process will generate the Property, Building and
Unit records. This includes the key Unique Identifiers for the Property(TCAC#,) BIN and Unit IDs. If
these identifiers get out of sync between the two systems accurately importing tenant data becomes
troublesome.

The long term expectation of the use of the Spectrum software is to continually add tenant data each
year to an existing Spectrum report file. Consequently, it is very important that once the matching key
identifiers are in place in both systems they not be modified in either one. This includes any type of
change such as the addition or removal of dashes etc.
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For example, if a Unit is initially setup as 101b in both systems and then changed at a later date in the
management system to 101-b then the two systems are out of sync. When importing data after the
change has been made the Spectrum software will not recognize Unit 101-b and will want to import it
as a new unit. Though the user will be prompted about the new unit and provided the ability to stop the
transfer process, it still means additional work will need to be done to correct the problem.

Property - TCAC#

TCAC is expecting that every property in the state of California submit their property files to Spectrum
using the correct TCAC# (e.g. CA-2010-140). While this number is not a secret the primary issue has
been getting it into the correct location in the management software system so it is correctly exported
in the XML file.

The Spectrum software provides a database of TCAC properties that were placed in service through the
end of 2009 with a few properties that were placed in service in 2010. (see Adding a TCAC Property
pg (21) You can access this database to see if you can locate your property and it's TCACH#.

If you are not sure of your TCAC# or have any questions about it please contact Elizabeth Gutierrez at

(916) 651-0410 at TCAC.

If you don't know where in your management software you enter the TCAC# so that it's correctly
exported in the XML file you'll need to contact your vendor.

SPECIAL NOTE

The Spectrum software will prevent you from submitting the report file to Spectrum if the
TCACH# is not correctly formatted.

Buildings - BINs

Frankly, this is the most troublesome area in this entire process. For this new Tenant Demographic
Data Collection project HUD is requiring that all Building Identification Numbers (BINs) be formatted
according to IRS rules, regardless of what may have been submitted to the state on 8609s, which
dictate a BIN for example of CA-98-14001 where CA is the state, 98 is the year of allocation and
14001 is unique statewide identifier. While these 'Correctly' formatted BINs generally (though clearly
not always) find their way to the IRS, experience has shown that in many instances the BINs used in
the day to day management of a property are different.

If an incorrectly formatted BIN is submitted to Spectrum, or any other agency for that matter, it is
translated to CA-99-99999 before submission to HUD. Needless to say, HUD has discovered that in
every state there are a lot of tenants living in the same building. A whole lot...

While HUD has been lenient to date in accepting incorrect BINs, their expectation is that for this data
collection project the correct BINs must eventually be submitted within a reasonable timeframe.

Consequently, best practice is to verify that you're using correctly formatted BINs in your management
system now and if not correct them before submitting data to Spectrum for submission to HUD. While
at this point in time the Spectrum software will allow incorrect BINs to be submitted, we will be
reporting compliance with this to TCAC for follow up and work will continue with properties until
compliance is achieved.

Units - Unit IDs

There is not a specific format or other requirement for Unit IDs. That being said, once they're setup
they shouldn't be changed.
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TICs

Multiple TICs can be associated with a Unit. The XML process brings all the TICs generated for a Unit
that occurred during the reporting date range set when the XML file was created in your management
software. For HUD's reporting requirements, the Spectrum software only brings forward the last TIC
(by event date) and uses that data to determine the state of the Unit on December 31st of the effective
year.

During data processing the software looks at previous events for the tenant to bring forward data that
may not have been included in the last TIC of the year. This may include initial Move In income as
well as date and household size at the last certification among other things.

Consequently, for this first data collection cycle we are asking that if you are importing XML data that
data for the date range from 1/1/2009 through 12/31/11 be imported into the Spectrum report file.

Best Practice

Keep in mind that the best practice is to verify that the data in your management system is complete
and correct before exporting it out to an XML file. Once imported into the Spectrum software you can
review the data and use the Spectrum reports to help locate specific TICs that are missing HUD
requested data.

If errors or omissions are found in the Spectrum software it's highly recommended that you go back to
your management system and correct them and then run the Export/Import process again and re-verify
the accuracy of the data in the Spectrum software.
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File Import Options
There are two options for importing an XML file into a report file:

1. Import into a New file
2. Import into an Existing file

In both cases the file created are the same. The difference is in the steps you're walked through while
importing the data.

Importing an XML File into a NEW Report File

Here are the basic steps to import an XML file into a New Spectrum report file after the XML file has
been created in your management system software.

Select File\Import XML... from the menu bar at the top of the Home Page.

The IMPORT XML Into a New Report File form is opened.

Step 1 - Enter the state the Property is located in as well as the name of the Property.
Step 2 - Select [Create File] to create a new file and save it to a location of your choice
Step 3a - Select [Browse for an XML file...] to locate a file to import

Step 3b - Select [Load XML] to load the XML file for processing

Step 3c - Verify the XML file details after it has been loaded

Step 3d - Select [Process XML] to process the file into the Spectrum report file

CLONo WD E

Here is the Home Page with no report file loaded.

File FReports.. Help Report File Name:

Spectrum - TCAC Tenant Demographic Report

¥ inHUD Column = MISSING HUD IMFORMATION
Sotbyw  MissingHUD Data ¢ Format % Name | Property
HUD | FMT | CTCACH Property

(]

.

il:]s

# in HUD Column = MISSING HUD INFORMATION
Sortbw  MissingHUD Data ¢ Format 0 EIN | Buildings
HUD | FrT | BIM Address Zip

il:]s

#in HUD Colurmn = MISSING HUD CERTIFICATION INFORMATION

Sotbyw  MissingHUD Data & UnitlD ¢ Wacant  © Status | Unitz
HUD | UnitiDr Sq/Foot Status | TIC Statuz

i

I" You can check the [Vacant] box here in the grid if the unit was vacant on December 31t of the Effective Date Year
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Select File\Import XML... from the menu bar at the top of the Home Page.

E Spectrum - TCAC Tenant Demographic Report (Ver: 1.0.5)
m Help Report File Mame:

T

Import XML.... mh = MISSING HUD [NFORMATIOMN

anme

| Property

| City

| Set Azide | M anagemen

Transfer Log

Exit Ctrl+F4

[ A in HUD Colurnn = MISSING HUD INFORMATION

[ Serthw € bdiceinag HIM Nata " Frormat (s RIb

| Fildinn | [ Buildings

Select [Import XML into a New File]

XML Tenant Data Import Options

If thiz iz the first time pou're importing <ML tenart data for a
property you can choosze to either import it inta an existing file that
has other properties already in it or you can create a new file for
the news property.

@ Spectum report files can contain multiple properties,

If you are importing new or updated tenant data into a property
that iz already in a Spectum repart file select Tmport ML inta an
EXISTING File'.

Import XML into a NEW File |

| Cancel

Import %ML into an EXISTING File

Step 1 - Enter the state the Property is located in as well as the name of the Property.

Select [Create File] to create a new file and location where you want it saved.

B Status Report File Setup - IMPORT XML Into a New Report File
Statuz Report Setup Information

Before you can begin to enter Property information into the Status Repart this setup
infarmation must be entered.

il

LCancel
1. The 5tate the Property is located in

State: lﬁ Property Mame: |Quai| Ridge W

2. Set the HEW Status Report File Mame

The new Report file name iz used to identify the Report file that will be zent back to Spectrum
far processing. Use a name that will clearly identify the property.

Select 'Create File' to enter the new file name and set the location where the Report file will
be saved. This location can either be on this computer or a server on your network.

Examples: Magnolia Apartments or Riverview E states ||

| Create File

3. Select an XML File [*XML]) to Import

After creating an XML file from your Property Management software,
browsze for it 20 it can be imported.

ML Prop Name: |

WML TCACH: |
Create D ate: Mum of Buildings:
Feport Start Date: Mum of Units:

Fieport End D ate:

[Create File] - Opens the Save As dialog box where you’ll enter the name of the new file and set the

location where the file will be saved.
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Step - 2 Selecting [Create File] opens the Save As dialog box. Enter the Name of the report file and set
the Location where the file will be saved. By default the first time the software is started it will create a
folder called Spectrum Reports in the current user's My Documents folder. The new file can be saved
either there or out on a network drive.

= save as x|
9\ ,‘1" ~ My Docume... ¥ Spectrum Reports ~ = [§23 | Search Spectrum Reports "l
Organize = New folder = - 0
El[z8 My Videos 2l Name » | Date modified |Type
Notes
KMLFiles 6/6/2012 4:47 PM File folder
Bemote Assistance L¢
Scanned Documents
Snagit
Snagit Stamps
Spectrum Reports J
Visual Studio 2008
Visual Studio 2010
‘WePrint
# @] My Documents
W My Music
£ My Pictures =l i
File name: | Quail Ridge] =l
Save as fype: |Spectrum Report File (*.coy) -
< bide e Cance

[Save] — Saves the new file name to memory and closes the dialog. The new file will actually not be
created and saved until you complete the create new file process and select [OK] in the IMPORT XML
Into a New Report form.

[Cancel] — Returns to the IMPORT XML Into a New Report form without saving the new file name to
memory.

Here Quail Ridge has been entered as the name of the new file.
Select [Browse for an XML File] to create locate and select the XML file to be imported.

E Status Report File Setup - IMPORT XML Into a New Report File

Status Report Setup Infarmation

u]
Befare vou can begin to enter Property infarmation inta the Status Repart thiz setup

information must be entered.
LCancel

-

. The State the Property iz located in

Stater IH

2. Set the NEW Status Report File Hame

The new Repart file name iz used ta identify the Report file that will be zent back to S pectrurm
for processing. Use a name that will clearly identify the property.

Select 'Create File' to enter the new file name and zet the location where the Report file will
be saved. This location can either be on this computer or a server on vour network.

i)

Property Name: |E!uai| Ridge

Examples: Magrolia Apartments or Riverview Estates ||
[Ruai Ridge

3. Select an XML File [*.X¥ML] to Import

After creating an =ML file from wour Property Management software,
browse for it 2o it can be imported.

Browse for an
#ML File...
#ML Prop Mame: | — "
ML TCACH |
Create Date: Mum of Buildings:
Report Start Date: MNurn of Units:
Feport End Date:

[Browse for an XML FEile] - Opens the Open File dialog box used to locate an open the XML file to

be imported.
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Step - 3a Selecting [Browse for an XML file...] opens the Select XML File to Import dialog box.

Navigate to the folder where the XML file is and select it.

[ Select XML File to Import x|
‘-?l;_)c + Spectrum Reports » XMLFiles| v - 1‘01 | Search XMLFiles @
Organize = New folder = o~ i i@'
&l My Charts d Name « | Date modifiec
(5] My Data S
(1 My Dsta Sources | Temp 6/8/2012 1:52
. My Help Viewer Bookmarks
b My M | Brook House CA-2001-821.xml 5/22/2012 6:1!
@ My Music
] My Pict | Clara Court CA-97-514 xml 4/19/2012 12::
2k My Pictures
28 My Videos | Live Oak CA-99-175.xml 4/19/201212:
Notes B QuailRidge CA-2003-103.xml 6/1/2012 10:4
. Rernote Assistance Logs
. Scanned Documents
. Snagit
. Snagit Stamps
. Spectrum Reports
. XMLFiles
. Visual Studic 2008
Visual Studio 2010 == | I
File name: | QuailRidge CA-2003-102xml | [XML File (*xmi) ~|
Open - Cancel |

[Open] — Opens the selected XML file for import.

[Cancel] — Returns to the ‘IMPORT XML Into a New Report File' form without opening the XML file.

Here the XML file QuailRidge CA-2003-103.xml has been located and selected.

Select [Load XML] to load the data from the XML file for processing.

E Status Report File Setup - IMPORT XML Into a New Report File

Status Repart Setup Information 0
Befare you can begin to enter Property infarmation into the Status Report thiz sstup
infarmation must be entered.

Cancel
1. The State the Property is located in

=y X
State: IH Property Marne: |QualIthge W | B

it |

2. Set the NEW Status Report File Hame

The new Repaort file name is uzed b identify the Feport file that will be zent back ta Spectum
for processing. Usze a name that will clearly identify the property.

Select 'Create File' to enter the new file name and set the location where the Report file waill
be zaved. This location can either be on this computer or & server on pour network,

Examples: Magnolia Apartments or Riverview Estates |l

|E!uai| Fiidge Create File

3. Select an XML File [=.¥ML) to Import
After creating an =ML file from your Property b anagement software, =ML File Size

browse for it so it can be imported. 51 mb

|QuaiIF| idge CA-2003-103 kml Elowsefolan

| ML File...
#ML Prop Mame: | - =

ML TCACH: | Load XML
Create Date: Mum of Buildingz:

Repart Start Date: MHum aof Uitz

Feport End Date:

[Load XML File] - Loads the XML data into memory for review and then processing.
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Step - 3b Selecting [Load XML] loads the XML data.

Here the data is being loaded into memory.

E Status Report File Setup - IMPORT XML Into a Mew Report File
Status Report Setup Information

Before you can begin to enter Property information into the Status Report thiz setup
information must be entered. Cancel

o

1. The State the Property is located in
— s
State: IH Property Mame: |Quail Ridge W |

2. Set the NEW Status Report File Hame

The new Report file name is uzed to identify the Feport file that will be zent back to Spectum
for proceszing. Use a name that will clearly identify the property.

Select ‘Create File' to enter the new file name and set the location where the Report file will
be zaved. Thiz location can either be on thiz computer or a server on pour network.

Examples: Magnolia Apartments ar Riverview Estates ||

|uuai| Fidge Create File

| [22] Certification Events Loaded..

|Illllllllllllllllllllll
3. Select an XML File [*.%ML) to Import
After creating an =ML file from your Property Management software, #ML File Size

browse for it so it can be imported. IW

QuailRidge CA-2003-103.=ml Bt
ML File...
#ML Prop Mame: | — e

ML TCACH: |
Create Date: Mum of Buildings:

Feport Start Date: Murn of Units:
Report End Date:

Step - 3c Here the XML data has been loaded and is ready to be reviewed and the processed. Verify
the data in Step 3 is correct.

E Status Report File Setup - IMPORT XML Into a New Report File

Statuz Report Setup Information

u]
Before pou can begin to enter Froperty information into the Statuz Beport this setup

information rmust be ehtered.

LCancel
1. The 5tate the Property is located in

State: lﬁ Property M amme: |QuaiIFlidge

it

2. Set the NEW Status Report File Name

The new Report file name iz used to identify the Report file that will be zent back to Spectrum
for proceszing. Use a name that will clearly identify the property.

Select 'Create File' to enter the new file name and set the location where the Report file will
be saved. This location can either be on this computer or a server on your netwark.

Examples: Magnolia Apartments or Riverview Estatesz ||

|E! uail Ridge Create File

| [121] Certification Events Loaded...

3. Select an XML File [~ XML] to Import

After creating an ¥ML file from your Property M anagement software, #ML File Size
bravsse for it so it can be imparted.

.51 mb
#ML File loading completed. If the project information shown iz comect,
select Process XML to complete the impart of the report file.

|Q uailRidge CA-2003-103.xml Browss for
pHame: |Quail Ridge \ XML File...
wML TCACH:  [CA-2003-103 4

Load XL

Create Date:  4/24/2012 Mum of Buildings: 4
Report Start Date:  1/1/2009 Mum of Units: 57

{port End Date:  12/31/2011
/

[Process XML] - Processes the XML data into the Spectrum Report file.
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Step - 3d Selecting [Process XML] is the final step and processes the XML data into the Spectrum
report file.

Here is the completed XML import process

E Status Report File Setup - IMPORT XML Into a Mew Report File
Statuz Feport 5etup Infarmation

Before pou can begin ta enter Property information into the Status Report this setup
information must be entered.

Cancel
1. The State the Property iz located in

State: Iﬁ Property M arne: |E!uai|F|idge

it |

2. S5et the HEW Status Aeport File Hame

The new Repart file name iz used to identify the Repart file that will be zent back to Spectrum
for proceszing. Use a name that will clearly identify the property.

Select 'Create File' ta enter the new file name and zet the location where the Beport file il
be zaved. Thiz location can either be on this computer ar a zerver on your netwark,

Examples: kagnolia Apartments or Riverview E states ||
|uuai| Ridge

I

Create File

| [0] Certification Events Proceszed...

3. Select an XML File [=XML] to Import

After creating an ML file from your Property b anagement software, =ML File Size
browse for it 2o it can be imported. IW
#hL File Proceszed Successfully.

|E!uai|Hiu:Ige CA-2003-103.xml s (e £

= #ML File...
%ML Prop Mame: |Buail Ridge = 1=
WML TCACH:  JCA-2003-103 Laad %ML
Create Date: 452452012 Mum of Buildings: 4
Report Start Date: 14142009 Mum of Uitz 57 | Process <ML
Froport End Daler 12/31/2011

[OK] — Saves the new report file in the selected location with the imported XML data and returns to
the Home Page.

[Cancel] — Moves to the Home Page without saving the new file.

If [OK] is selected you'll be given the opportunity to import additional XML data without having to
return to the Home Page.

Add Properties J

Do you want to import additional properties into this Report file just
! Y created?
> Quail Ridge

YES - Import additional properties
NO - Do not import any additional properties
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Here is the Home Page with the newly created file loaded.

File Reports.. Help Report File Mame: Quail Ridge

Spectr’um - TCAC Tenant Demﬂgraphic Repor’t
# inHUD Column = MISSING HUD [MFORMATION
Sotbw  MissingHUD Data ¢ Format ™ Name (1] Properties

Froperty Set Azide | Managemen =
Quail Ridge

E dit

Delete

il T

¥ inHUD Column = MISSING HUD IMFORMATION
Sortbw © MissingHUD Data ¢ Format ¢ BIN [4] Buldings
Zip

— Buildings ——
Add

Parlier
Parlier
Ca-2003-10303 13600 E Parlier &ve Bldg C Parlier
Ca-2003-10304 13600 E Parlier &ve Bldg D Parlier

ilz[s

#in HUD Column = MISSIMG HUD CERTIFICATION INFORMATION
Sotby:  MissingHUD Data @ UnitlD  © Wacant  © Status [16] Units
HUD | UnitlD Sg/Foot | *Wacant | Statug | TIC Status

3 |
0z 1033 LI
03 1033 LI
04 1033 LI
05 1033 LI
06 1033 LI
07 1207 LI
© You can check the [Wacant] bowx here in the grid if the unit waz vacant on December 372t of the Effective Date Year

s

Related Topics (In Complete User Guide):

Working With Properties ...........cc.cccuene.. pg (47)
Identifying Missing Data ..........c..cc....... pg (86)
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Importing an XML File into an Existing Report File

Here are the basic steps to import an XML file into a New Spectrum report file after the XML file has
been created in your management system software.

Select File\Import XML... from the menu bar at the top of the Home Page.

The IMPORT XML Into an Existing Report File form is opened.

Step 1 - Verify the state the Property is located in.

Step 2 - Select [Add a New Property] to provide a name for the new Property.
Step 3a - Select [Browse for an XML file...] to locate a file to import

Step 3b - Select [Load XML] to load the XML file for processing

Step 3c - Verify the XML file details after it has been loaded

Step 3d - Select [Process XML] to process the file into the Spectrum report file

cLONo WD E

Here is the Home Page with a report file with a single property loaded.

5 oot - TCAC Tenam Demgaphic Repon e 103)

Eile Reports.. H Report File Name: Bakersfield

(]

¥ inHUD Column = MISSING HUD IMFORMATION
Sotbyw  MissingHUD Data ¢ Format % Name
Property

.

— Property ——
Add

Edit

i

# in HUD Column = MISSING HUD INFORMATION
Sortby:  MissingHUD Data ¢ Format & BIM [4] Buldifgs
Address Zl Add

— Buildings ——

SO Chal E dit
- 0 E Parlier &wve Bldg B Parlier

Ca-2003-10303 13600 E Parlier fwve Bldg C Parlier Delete

Ca-2003-10204 13600 E Parlier fve Bldg D Parlier

il

#in HUD Columi = MISSING HUD CERTIFICATION INFORMATION
Sotbyw  MissingHUD Data & UnitlD ¢ Wacant  © Status [16] Units
HUD | UritiD Sq/Foot TIC Status fiad

— Units

- Edit
02 1033 LI

03 1033 LI Delete
04 1033 LI
05 1033 LI
0E 1033 LI
a7 1207 LI
* You can check the [Wacant] box here in the grid if the unit was vacant on December 37 st of the Effective Date Year

s

Spectrum Enterprises 39 of 122 Version: 6/11/2012



Spectrum-TCAC Tenant Demographic Reporting

SPE&UM

Select File\Import XML... from the menu bar at the top of the Home Page.

m Beports.. Help

Open....
New....

Import XML....

Transfer the Report File to Spectrum
Transfer Log

Open TCAC Property Database
v Turn HUD TIC Warning OFF

Exit Ctrl+F4

E Spectrum - TCAC Tenant Demographic Report (Ver: 1.0.5)
Report File Name: Bakersfield

- Tenant Demographic Report

mh = MISSING HUD INFORMATION
ame

w8

[1] Properties

City Set Azide | Managemen «

o

[ #_in HUD Col

lumn = MISSING HUD INFORMATION

T C

Cuad

Buildings

IFTH=00Y 1

Select [Import XML into an Existing File]

XML Tenant Data Import Options

@

Spectrurn report files can contain multiple properties.

If this iz the first time you're importing <ML tenant data for a

has other properties already in it ar vou can create a new file for

the new property.

If you are importing new ar updated tenant data into a property
that iz already in a Spectum repart file select Tmport ML inta an

EXISTING File'

Import #ML into a NEWW File |

Import =ML into an EXISTIMG File |

property vou can choose ta either import it into an existing file that

Cancel

Step 1 - Verify the state the Property is located in.
Step 2 - Select [Add a New Property] to provide a name for the new Property.

E Status Report File Setup - IMPORT XML Into an Existing Report File

Status Report Setup Information

Before you can begin to enter Property information inta the Status Repart this setup

infarmation must be entered.
1. The State the Property is located in

State: IE

2. Set the Property or a Different Report file to Import the XML data into

If you want to import the =ML data into a different repart file than the
one that iz currently loaded then browse for it.

Currently Loaded Report File
|Bakersfield

| Select Property to Import <ML Data Inta
TCACH

Property Mame

LCancel

%]
_Goreel |

w B

Browse for a
Different Beport
File...

Add a Mew
Froperty

3. Select an XML File [*.XML] to Import
After creating an XML file from your Property Management software,
browese for it 20 it can be imported.

%ML Prop Name: |

XML TCACH: |

Create Date: Mum of Buildings:
Feport Start D ate: Mum of Units:

Feport End D ate:

Browse for an
ML File

I

[Add a New Property] - Opens the Property Name dialog box where you’ll enter the name of the

new property.
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Enter the Property hame

Property Name
Flease enter the name of the new Property.

Cancel

i,

|Br00k House|

Enter the TCACH# if you know it. If you don't know it you're not sure what it is leave this blank. If there
isa TCACH# in the XML file it will entered for you. If not, a temporary TCAC# will entered that you'll
need to update later in the Property Information form.

Enter the TCAC# x|

If you know the TCACH for the Property enter it here.

If wou don't knows the TCACH leave this blank. Canioel

I there is a TCACH in the :ML file it will be entered for
wou, If not, & temparary Project (D will be entered that
yvou'll need to update later in the 'Property Infarmation’
form once vou've obtained the corect TCACH.

Here Brook House has been entered as the name of the new Property.
Select [Browse for an XML FEile] to locate and select the XML file to be imported.

E Status Report File Setup - IMPORT XML Into an Existing Report File
Statuz Repart Setup Information
Before you can beain to enter Property information inta the Status Repart this setup

infarmation must be entered.
Lancel

1. The State the Property iz located in

State: IE WV | e

t|_

2. Set the Property or a Different Report file to Import the XML data into

If pou want to import the =ML data into a different report file than the
one that iz currently loaded then browse for it,

Currently Loaded Report File D%Eg;a:fg;m
Bakersfield File...
Select Property to [mpoart kL Data Into Add a New
Property Mame TCACH o " Property

Guail Ridge C&-2003-103

b Brook House TemplD

3. Select an XML File [*XML]) to Import

After creating an XML file from pour Property kM anagement software,
brovese for it zo it can be imported.

Browse for an
#ML File...
%ML Prop Name: | - e
ML TCACH: |
Create Date: Murn of Buildings:
Feport Start Date: Murmn of Units:

Feport End D ate:

[Browse for an XML File] - Opens the Open File dialog box used to locate and open the XML file to
be imported.
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Step - 3a Selecting [Browse for an XML file...] opens the Select XML File to Import dialog box.
Navigate to the folder where the XML file is and select it.

[ Select XML File to Import x|
\_)\_) | = Spectrum Reports ~ XMLFiles + v [ [ search xMLFiles B
Organize =  Mew folder =~ H Eé'

" Favorites 2| Name = ‘ Date modifiec
Temp 6/13/2012 11
esktop Brook House CA-2001-821 xml 6/12/2012 11
P Deskt []
7 Libraries || Clara Court CA-87-514.5ml 4/19/2012 12:;
A Paul | Live Oak CA-99-175.xml 4/19/2012 125
1% Computer | QuailRidge CA-2003-103.ml 6/1/2012 10:4¢
2l Dell 540 (C)
=& Dell 540 Arch (D)
5 Dell 1100 (E)
. Dell 1100 Arch (F:)
== Removable Disk (G:)
== Removable Disk (H)
== Removable Disk (L)
Removable Disk (J:)
- [=]E | 2l
File name: |Brook House CA-2001-82Laml | [ XML File (*xml) -

Open - | Cancel |

[Open] — Opens the selected XML file for import.
[Cancel] — Returns to the ‘IMPORT XML Into a New Report File' form without opening the XML file.

Here the XML file Brook House CA-2001-821.xml has been located and selected.
Select [Load XML] to load the data from the XML file for processing.

E Status Report File Setup - IMPORT XML Into an Existing Report File
Status Report Setup Information
Before you can begin to enter Property information into the Status Report this setup

information must be entered.
LCancel

i)

1. The State the Property iz located in

State: lﬁ e

2. S5et the Property or a Different Report file to Import the XML data into

If pou want to import the XML data inta a different report file than the
one that iz currently lnaded then browse far it.

Currently Loaded Report File D?f:aorgrifl:fﬁa[pe;rt
Bakersfield File...
Select Property to Import =kL Data Into Add 2 Mew
Property Hame TCACH - " Property
Guail Ridgs C&-2003-103

» Brook House TemplD

3. Select an XML File [*2XML] to Import
After creating an =ML file from pour Property kM anagement software, =ML File Size

browse for it 5o it can be imported. 33 mb

Brook Houze CA-2001-821 xml S —

i #ML File...
ML Prop Name: | Hemms i
HML TCACH: | Load %ML
Create Date: Mum of Buildings:

Report Start Date: MHurn of Urits:
Fepart End Date:

[Load XML File] - Loads the XML data into memory for review and then processing.
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Step - 3b Selecting [Load XML] loads the XML data.

Here the data is being loaded into memory.

E Status Report File Setup - IMPORT XML Into an Existing Report File

Statuz Report Setup Information 0

Before you can begin to enter Property information into the Statuz Report this setup

infarmation must be entered.
LCancel

it

1. The State the Property iz located in

State: lﬁ M|

2. Set the Property or a Different Report file to Import the XML data into

If you want ta import the XML data into a different report file than the
one that iz currently loaded then browse for it.

Currently Loaded Report File D?f:rgrifl:fgpzn
|Bakersfield File...
Select Property ta Import %ML D ata Into Add 2 New
| Froperty Mame TCACH o _Property
Quail Ridge CaA-2003-103
ENEEEEEEEEEE

3. Select an XML File [ XML] to Import

After creating an #<ML file from wour Property M anagement software, #ML File Size

browese for it so/it can be imported. 33mb

Brook House CA-2007-821.xml Browse for an
ML Fil
#ML Prop Mame: | - e

HML TCACH: |

Create Date; Mum of Buildings;
Feport Start D ate: Mum of nits:

Feport End Date:

Step - 3c Here the XML data has been loaded and is ready to be reviewed and the processed. Verify
the data in Step 3 is correct.

E Status Report File Setup - IMPORT XML Into an Existing Report File
Status Report Setup Information

oK
Biefore pou can begin to enter Property information into the Status Report this setup 4
information must be entered.

LCancel
1. The State the Property iz located in
State: | CA “

2. Set the Property or a Different Report file to Import the XML data into

If you want to import the $ML data inta a different report file than the
one that iz currently loaded then browse for it.

Currently Loaded Report File D?freo[b:i;a':fgpamt
|Bakersfield File...
Select Property to Import 3kL D ata Into Add a Mew
| Praperty Marme TCACH o _Property
Quail Ridge CA-2003-103

3. Select an XML File [*.¥ML] to Import
After creating an =ML file from vour Property Management software, #ML File Size

browse for it so it can be imported. 33 mb

#ML File loading completed. If the project information shown is comrect,
zelect 'Process ¥bL' to complete the import of the report file,

-2007-827.5ml

Browse for an
#ML File...

wML Prop Mame:  |Brooks House on Moorpark Avenue
WML TCACH:  |CA-2001-821
Create Date:  4/19/2012 Mum of Buildings: 1

Feport Start Date:  1/1/2009 Mum of Units; 62
eport End Date:  12/31/2011

Load =L

[Process XML] - Processes the XML data into the Spectrum Report file.
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Step - 3d Selecting [Process XML] is the final step and processes the XML data into the Spectrum
report file.

Verify Property Name to Import Data Into

Here is an example of a difference in Property names that needs to be reconciled. The name Brooks
House on Moorpark Avenue (green arrow) is the name in the XML file while Brooks House (red
arrow) is the name that was entered during setup.

Best practice is to use the name that came in the XML file. So in this case, select [YES] to use the full
property name from the XML file.

Verify Property to Import XML Data Into ﬂ

| The tenant data in the XML file is from the Property:
= Brooks House on Moorpark Avenue

It is DIFFEREMNT than the Property you selected to import into:
> Brook House

Select the Property you want to import the XML data into.

YES - Process the XML data into the Property from the XML file:

# > Brooks House on Moorpark Avenue

MO - Process the XML data into the existing Property:
> Brook House

CAMCEL - Select a different Property or to add a NEW Property

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

Yes Mo Cancel

........................................
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Here is the completed XML import process showing the full Property name from the XML file as well

as the TCAC# from the XML file.

E Status Report File Setup - IMPORT XML Into an Existing Report File

Status Report Setup Infarmation

infarmation must be entered.

1. The State the Property iz located in

State: IH

[F wou want to import the kL data into a different report file than the
one that iz currently lnaded then browse for it

Befare you can beqgin to enter Property information inta the Status Repart this setup

2. S5et the Property or a Different Report file to Import the XML data into

LAl -

broweze faor it 2o it can be imported.
=ML File Proceszed Successfully.

Broak House CA-2001-827 . wml

%ML Prop Mame:  |Brooks House on Moorpark Avenue

ML TCACH: |CA-2001-821
Create Date:  4/19/2012 Murm of Buildings: 1
Report Start Date:  1,/1./2009 Murn of Unitz: - B2
Report End Date: 1243142011

Currently Loaded Report File Dﬁfggrﬁfl:flcgp?:rt
Bakersfield File...
Select Property to Import <ML Data Into Add & New
Property M ame TCACH - _F'ru:upert_l,l
[luail Ridge CA-2003-103
3. Select an XML File [*.XML] to Import
After creating an =ML file fram your Property Management saftware, #ML File Size

33 mb

Browse for an
=ML File...

Load xML

x|

0K

Cancel

[OK] — Saves the new report file in the selected location with the imported XML data and returns to

the Home Page.

[Cancel] — Moves to the Home Page without saving the new file.
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Here is the Home Page with the newly added Property loaded.

File Reports.. Help Report File Mame: Bakersfield

Spectrum - TCAC Tenant Demographic Report Clase

# inHUD Column = MISSING HUD [MFORMATION
Sotbw  MissingHUD Data ¢ Format ™ Name [2] Properties

-

— Property——

Froperty Set Azide | Managemen =
Lse of boorpark e # Add

Quail Ridge [

E dit

d

¥ inHUD Column = MISSING HUD IMFORMATION
Sot by  MissingHUD Data ¢ Format @ BIN

Address

B85 Richmond Awe SanJose 95128 E dit

— Buildings ——
Add

Delete

ilz[s

#in HUD Column = MISSIMG HUD CERTIFICATION INFORMATION
Sotby:  MissingHUD Data @ UnitlD  © Wacant  © Status [62] Uit
HUD | UnitlD #Beds | Sg/Foot | “Wacant | Status | TIC Status

102 E20 LI
104 E20 LI
106 E20 LI
108 G20 LI
110 G20 LI
112 G20 LI hd
© You can check the [Wacant] bowx here in the grid if the unit waz vacant on December 372t of the Effective Date Year

s

Validate |

Related Topics (In Complete User Guide):

Working With Properties ............c.ccoue.... pg (47)
Identifying Missing Data ..........c..c.c....... pg (86)
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Working with Properties

Multiple Properties can be added to a single Spectrum report file and they are all accessed from the
Home Page.

In this example, there are not any Properties that have been added to the file. Notice the blue bar above
the property grid is providing directions on how to add a property. This bar is only visible if there are
not any properties currently in the report file.

For this example we'll select [Add] to add a hew Property.

File PReports.. Help Report File Name: Acme Managment

Spectrum - TCAC Tenant Demographic Report

Select the ‘Add’ button to add a NEW PROPERTY

Sortby: 7 Hissing HUD Data

" Format

= Name

| (0] Froperties

HUD | FMT | CTCACH

Property

Set Azide | Managemen ~

Delete

i

Sortby: ¢ Mizsing HUD Data

 Format

¥ EIN

| (1] Buldings

Addrezz

il:)s

& UnitID € Yacant | [37) Units
HEBeds | Sg/Foot | *Wacant | TC| TIC Status

Sortby: ¢ Missing HUD Data
HUD | UnitlD

s

I" You can check the [Wacant] box here in the grid if the unit waz vacant on December 31zt of the Effective Date Year

[Add] - Opens the Property Information form to add a new Property.
[Edit] - Opens the Property Information form to make changes to and existing Property.

[Delete] - Removes the selected Property and all related Buildings, Units and associated TICs from the
report file.

The Add Property prompt is displayed. For this example select [No] to manually enter a property.
AddPropety x|

You can either add a property from the TCAC Property database or
manually enter one?

YES - Add a property from the TCAC databse
MO - Manually enter a property
CANCEL - Return to the Home Page

Cancel
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Property Information Form

The Property Information form contains information about the Property as well as information about
the affiliated organizations Management Company, Owner and General Partner. If you are doing
Manual Entry and have added a Property from the TCAC database most of the information will be pre-
filled including information for the Affiliated Organizations that are associated with the Property.

If you’ve used an XML Import to populate the report file only the Property Name, TCAC#, Reporting
Period dates and State will be pre-filled.

Information highlighted in Yellow is required in order to save the Property information.

Information highlighted in is requested by TCAC/HUD but if missing will not prevent the data
from being saved and submitted to Spectrum.

The notice bars above the Management Company, Owner and General Partner tabs indicates that
information is missing on each tab. [ |

Here is a blank Property Information form.

B Property Information -0 J

Property Information
Froperty Hame: ||

Carrect PIM farmat is: CAYYYY-PPP LCancel

TCACH: Check Format Farmat Help “ _,.‘:._

Physical Addess: |

City: | st Zip:
Federal Minimum
Set Aside: :"
Information About This Status Report
Reparting Periad: | TO | Report Prepared By: |
] | ] | 1
Management T Owaner T M anaging General Parther
Select a Managment Compaty frarm thiz drop down list or add a new one
Mngmnt Agent: | j New
Address: 4
City: Sk Zip: 4
Primary Contact: Ph: Help
ehail Address:

[OK] - Saves the data and closes the Property Information form.
[Cancel] - closes the Property Information form without saving the information.

Related Topics:
Identifying Missing Data ..........c..c.c....... pg (86)
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TCAC# Formatting

The TCAC# must be formatted as CA-YYYY-PPP where:
-YYYY is the four digit allocation year
- PPP is the project specific number provided by TCAC

For example, a project allocated in 2010 with a TCAC application number of 140 would look like this:
CA-2010-140

SPECIAL NOTE

The Spectrum software will prevent you from submitting the report file to Spectrum if the
TCACH# is not correctly formatted.

When entering the TCAC# you do not need to enter the dashes (-) the Spectrum software will do that
for you.

Affiliated Organizations

If you're managing multiple properties in the current Report file, you can have multiple affiliated
Management Companies, Owners and General Partner organizations. All affiliated organizations in a
report file are managed from here in the Property Information form regardless of what property is
currently loaded. For example, you can associate the same Management Company with different
properties.

Here the form is populated with complete Property and Report information. However, it is still missing
the affiliated Management Company, Owner and General Partner information.

@ Property Information ;IEIJ
Property Information
Property Mame: |Acme Acres
Conect PIM format is: CAYYY-PPP LCancel
TCACH: [CA-1933-140 Check Fomat_| Eomat Help | Al -
Physical Address: |1 23 Aome way
City: |Femdale St lﬁ Zip: W

Federal Minirnum ’—_|
Set Aside: 2050
Information About This Status Report
Beporting Period: | 0-0-2001 1O | 12-31-200 Fieport Prepared By: |F|0n Foste]

e — e — e — |
Management T Owner T M anaging General Partrer
Select a Managment Company from this drop dawn list or add a new one

Mngmnt Agent: j Mew
Address: Q
City: St Zip: 4

Primary Contact: Ph: Help

eMail Address:

[OK] - Saves the Property information and moves to the Home Page.

[Cancel -] Closes the ‘Property Information” form without saving changes and moves to the Home
Page.

[Check Format] — Verifies that the TCAC# is correctly formatted and provides an indication of what’s
wrong if it’s not.

Format Help — Displays a popup window with information about TCAC# formatting
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Completed Property
Here is the Home Page with the newly added Property.

File Reports.. Help Report File Name: Acme Managment

Spectr‘um - TCAC Tenant DemOgraphiC RepOr't
# inHUD Column = MISSING HUD [MFORMATION
Sotby  MissingHUD Data ¢ Fomat % WName | [1] Properties
HUD | FMT | CTCACH Set Azide | Managemen =

Ferndale 20/50  Acme hanar

1
I
o
U'D
o 0
'HF:|' g

I
(=9
(=]

E dit

Delete

i

¥ inHUD Column = MISSING HUD IMFORMATION
Sot by MissingHUD Data & Format 8 BIN | [0) Buildings
HUD | FrAT | BIM Address

— Buildings ——
Add

il

#in HUD Column = MISSIMG HUD CERTIFICATION INFORMATION
Sot by ¢ Missing HUD Data & UnitlD € Yacant | Units
HUD | UnitlD SqiFoot | *Wacant | TC| TIC Status

Hdd

|" ou can check the [Yacant] box here in the gnid if the unit was vacant on December 312t of the Effective Date Year

[Add] - Opens the Property Information form to add a new Building.
[Edit] - Opens the Property Information form to make changes to and existing Building.

[Delete] - Removes the selected Property, Building and all related Units and associated TICs from the
report
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Working with Affiliated Organizations

Affiliated Organizations

If you're managing multiple properties in the current Report file, you can have multiple affiliated
Management Companies, Owners and Managing General Partner organizations.

All affiliated organizations in a report file are managed from here in the ‘Property Information’ form
regardless of what property is currently loaded. For example, you can associate the same Management
Company with different properties.

Here the form is populated with complete Property and Report information. However, it is still missing
the affiliated Management Company, Owner and General Partner information.

To set an affiliated organization to be associated with the property select it from the drop down list. In
this example you would click on the down arrow of the [Mngmnt Agent] drop down list.

BB Property Information - |O J

Property Information

Property Mame: |Acme Acres

sl

Comect PIM format iz CASYYYY-PPP Cancel
TCACH: ,W Check Format EolmatHeIWJ
Phwsical Address: |1 23 home Way
City: |Ferndale St IH Zip: IW_

Federal Minimum ﬁ
Set Azide: 2050 =
Information About This Status Report
Beporting Period: | 01012001 TO | 12312001 Report Prepared By: |Fon Fostet

Management T Dwiner T tManaging leneral Partner

Select a Managment Company from this drop down list or add a new

\ 4
Mngmnt Agent: | j Hew
Address: Q
Cityr: St Fip: Q
Frimary Contact: Ph: Help

eMal Address:

[New] — Opens the Add/Edit Management Company Information form to add a Management agent.
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Adding a Management Company

The Add/Edit Management Company Information form is used to work with information about the
Management Company.

Here is a blank form. Information highlighted in Yellow is required in order to save the Management
information.

0 Add/Edit Management Company Information

£l
Management Company Information
Enter the information for the location and individual rezpongible for official communications

kngmnt Agent: | Cancel
Address: |
City: | s | @
Primary Contact: | Ph: |
eMail Address: |

Here complete information has been entered into the form.

0 Add/Edit Management Company Information

k.

b
Management Company Information
Enter the infarmation for the location and individual responzible for official communications

tngmnt Agent: |Acme M anagement Cancel

Address: [4567 Road Runner Lane
City: [Halywond st [ca Zip [a56e7

Primary Contact: |Elmer Fuddiestein Ph: |916-525-5689

et ail Address: |Elmer@.f-‘«cmeMngmnt

[OK] - Saves the information and closes the Add/Edit Management Company Information form.
[Cancel] — Closes the Add/Edit Management Company Information with saving the information.

Here the Management Company information has been completed and it has been associated with the
Property.

] — ] — | —
Management T Qwirer T Managing General Partner

Select a Managment Compaty from thizs drop down list or add a new one

Mngmnt Agent: |.&cme M anagement Company j e
Address 4567 Road Runner Lane Edit

City: Hollywaod StoCA Zip 95667 _ Delete |
Frimary Cortact: Elmer Fuddlestien Ph: 9155255639 Help

ebdail Address: Elmer@dometd ngmnt

[New] — Opens the Add/Edit Management Company Information form to add a Management agent.
[Edit] — Opens the Add/Edit Management Company Information form to edit a Management agent.
[Delete] — Deletes the currently selected Management agent.
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Adding an Owner

The Add/Edit Owner Information form is used to work with the information about the Owner of the
Property

No Owner has been entered.

M anagement T Owner T M anaging General Partner

Select an Owner franm thiz driop dawn izt or add a new ane

Owner Name: | j Mew
Address: Q
City: St Zip: Q
Frimary Contact; Ph: Help
ebail Address:

Here Owner Information has been entered into the form.

&Y Add/Edit Owner Information
Owner Information

Enter the information for the location and individual responsible for official communications

i

Owner Mame: |W Coyote LLP| Cancel

Address: |455 Wivlee Way

City: |Eakersfield st [ca 98657

Primary Contact: |'w'_ Coyote
ebail dddress: [Wlopote@L Tunes.com

Here the Owner has been associated with the Property.

Management T Owner T k anaging General Partner

Select an Dwner from this drop down list or add a new one
Owner Hame: |W. Copote LLP

Address; 456 Wlee Way

City: Bakersfield St CA  Zip 98657 DEED

Primary Contact: W, Coyate Fh: Help
ehd ail Address: Wilopote@L T unes.com

[New] — Opens the Add/Edit Owner Information form to add an Owner.
[Edit] — Opens the Add/Edit Owner Information form to edit an Owner.
[Delete] — Deletes the currently selected Owner agent.
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Adding a General Partner

The Add/Edit General Partner Information form is used to work with the information about the
General Partner of the Property

No Managing General Partner has been entered.

M anagement T Dwner T Managing General Partner

Select a Managing General Partner fram thiz drop dawn list or add a new ane

General Partner: | j M
Address: Q
City: St Zip: Q
Frimary Contact; Ph: Help
et ail Address:

Here Managing General Partner information has been entered into the form.

o Add/Edit General Partner Information

General Partner Information

Enter the infarmation for the location and individual responsible for official communications

Legal Mame: |Acme Acres Confederated Home Lanesl

Address: |F"89 Hrneztead Court

City: |5 acramento St IH Zip: | 98567

Primary Contact: |Melvin Blank. Ph: |16-565-2562

etail Address: |Blankh @ arneBros. com

Here the Managing General Partner has been associated with the Property.

Management T Owaner T Managing General Partner

Select a Managing General Partner from thiz drop down list or add a new one

General Partner: |.-‘-‘-.u:me Acres Confederated Home j
Address: 789 Hmestead Court Edit

Cite: Sacramenta Skt CA Zip: 98567 %
Primary Contact: Melvin Blank Ph: 916-555-2565 Help

efd ail Address: Blankk@w amerB ros.com

[New] — Opens the Add/Edit General Partner Information form to add a Management agent.
[Edit] — Opens the Add/Edit General Partner Information form to edit a Management agent.
[Delete] — Deletes the currently selected General Partner.
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Completed Property Information Form
Here is the completed Property Information form with all the data entered.
Notice the notice bars above each of the affiliated organizations tabs are no longer blue.

S Property Information - O J

Property Information

Property Name: [CYE0-ta0 0

Correct PIM farmat is CAS Y -PPP Lancel
TCACH: |E.-’-‘«-‘l 933-140 Check, Faormat Format Help W i

Physzical Address: |1 23 Acme \Way

City: |Ferndale St IH Zip: 90234
Federal Minimum l—_I
Set Aside: 20550 >
Information About This Status Report
Beporting Period. | 17172001 TO | 12/31/2001  Report Prepared By: |Ron Foster

Management T Dwner T M anaging General Partner

Select a Managment Company fram thiz drop down lizt or add a new one

Mngmnt Agent: |Acme Managment Company j MNew
Addrezz; 4567 Road Runner Lane Edit

City: Holwond St CA  Zip 95607 _ Delte |
Primary Cortact: Elmer Fuddlestien Ph: 916-525-5609 Help

eMail Addrezs: Elmeri@dcmetd ngrint. com

[OK] - Saves the data and closes the Property Information form.
[Cancel] - closes the Property Information form without saving the information.

SPECIAL NOTE:
Because there is a separate process to add and modify affiliated organizations, changes made to any of
them while in the Property form will stay in place if [Cancel] is selected.

However, if a different affiliated organization is selected to be associated with the Property, that new
association will not be saved if [Cancel] is selected.
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Working With BINs

Multiple Buildings can be added to a Property and they are accessed from the Buildings grid on the
Home Page.

A Building must be added to a Property before Units can be added to the Building.
In this example, there are not any Buildings that have been added to the Acme Acres Property.

In this situation [Add] is selected to add a new Building.

File Reports.. Help Report File Name: Acme Managment
Spectrum - TCAC Tenant Demographic Report

# inHUD Colurn = MISSING HUD INFORMATION
Sotby:  Missing HUD Data ¢ Format % Mame | [1] Properties
Propert; Set Azide | Managemen «
Ferndale 2050 Acme Manac Add

5

— Property ——

# inHUD Colurmn = MISSING HUD INFORMATION
Sotby: € Missing HUD Data 7 Fomat (& BIN | [0) Buildings
HUD | FMT | BIM Address

— Buildimgse—
()
<

Delete

i:

#inHUD Column = MISSING HUD CERTIFICATION IMFORMATION
Sothy: € Miseing HUD Data % UnitlD € Wacant  [Units
HUD | UnitlD Sq/Font TC | TIC Status

i

|" “Y'ou can check the [Wacant] box here in the and if the unit was vacant on December 315t of the Effective Date Year

[Add] - Opens the Building Information form to add a new Building.
[Edit] - Opens the Building Information form to make changes to and existing Building.

[Delete] - Removes the selected Building and all related Units and associated TICs from the report
file.

Spectrum Enterprises 56 of 122 Version: 6/11/2012



Spectrum-TCAC Tenant Demographic Reporting spsﬁum

Building Information Form

The Building Information form contains basic information about each Building that includes the
following:

1. Building Identification Number (BIN)
2. Complete Address

Information highlighted in Yellow is required in order to save the building information.

Information highlighted in Blue is requested by TCAC/HUD but if missing will not prevent the data
from being saved and submitted to Spectrum.

Here is a blank Building Information form. In this example there is not anything in the [BIN:] box so it
is highlighted in Yellow indicating that it must be filled in. The BIN is the only information that must
be entered to save the Building.

@ Building Information J
Froperty: Acme Acres i
B uilding Information Lancel
Carect BIM format iz Ca-r-PPPNN M E
BIM: | Check Format Farmat Help
Address: |
City: | 5t IH Sip |

Normally, when you open the Building Information form to add a new Building the [BIN:] box is pre-
populated with the state that was entered in the Property form as is shown in the example below. The
state box is also pre-populated.

Here the [BIN:] box is now highlighted in blue because there is a value in it but it is not a complete
BIN. When a correctly formatted BIN is entered the blue highlight will disappear.

@ Building Information J
Froperty: Acme Acres i
Building Information Lancel
Caomect BIM farmat is; Ca-r-PPPNN M E
BIN: |EA] Check, Format Format Help
Address: |
City: | Stk IH Zip |
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BIN Formatting

The most important aspect of this form is the BIN format. The number must be in the format described
below even if it is different than what's on the IRS 8609 form for this building.

The BIN must be formatted as CA-YY-PPPNN where:

- YY is the last 2 digits of the allocation year (93, 02, 10, etc.)
- PPP is the project specific number provided by TCAC (041, 140, etc.)
- NN is the building number within the project (01, 02, 03, etc.)

For example: A project with a TCAC# of CA-2010-140 would have BINs numbered:
CA-10-14001, CA-10-14002, CA-10-14003 etc.

When entering the BIN you do not need to enter the dashes (-). The Spectrum software will do that for
you.

Here is a completed Building Information form with a correctly formatted BIN.

@ Building Information J

ok

Froperty: Acme Acres

Building Information Cancel

Comect BIN format is; G- -PPPMN M

BIM: |EA531 4001 Check Format Farmat Help

Address: |'| 104 Mitchell Avenue

City: [Hollywood Hills st|Ca  Zip: 38564

[OK] — Saves the Building information and moves to the Home Page.

[Cancel] — Closes The Building Information form without saving changes and moves to the Home
Page.

[Check Format] — Verifies that the BIN is correctly formatted and provides an indication of what’s
wrong if it’s not.

[Format Help] — Displays a popup window with information about BIN formatting.
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Completed Building
Here is the Home Page with the newly added Building.

File Reports.. Help Report File Name: Acme Managment

Spectrum - TCAC Tenant Demographic Report Close
# inHUD Column = MISSING HUD IMFORMATION

Sotby: & Missing HUD Data ¢ Fomat % Mame | [1] Properties
HUD | FT | CTCACH Property Set Azide | Managemen = - Propeity ——

Ferndale 2050  Acme Mana Add

5

L

% in HUD Calumn = MISSING HUD INFORMATION
Soitby: & MissingHUD Data ¢ Fomat % BIN | (1] Buldings
HUD | FMT | BIN Address
14001 1104 Mitchell Avenue 856 Edit

— Buildings —

Delete

i

Hin HUD Column = MISSING HUD CERTIFICATION IMFORMATION
Soitby: & Mizsing HUD Data & UnitlD € Yacant | (0] Units
HUD | UritlD SqfFoot | “Wacant | TC| TIC Statug

 Units
Add

Edit

[

Delete

|" You can check the [Wacant] box here in the grid if the unit waz vacant on December 31st of the Effective Date vear

[Add] - Opens the Building Information form to add a new Building.
[Edit] - Opens the Building Information form to make changes to and existing Building.
[Delete] - Removes the selected Building and all related Units and associated TICs from the report
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Working with Units
Multiple Units can be added to a Building and they are accessed from Units grid on the Home Page.

A Unit must be added to a Building before Tenant Income Certification (TIC) forms can be associated
with a Unit.

In this example, there are not any Units that have been added to the Building CA-93-14001.

In this situation [Add] is selected to add a new Building.

File Repors.. Help Report File Mame: Acme Managment

Spectrum - TCAC Tenant Demographic Report
¥ inHUD Columin = MISSIMG HUD INFORMATION
Sot by ¢ MissingHUD Data € Fomat % Name | [1) Froperties

Property Set Azide | Managemen «
: Ferndale 20/50  Acme Manag Add

]

|
o
: €
0
@
q:|r

Edit

Delete

i

% inHUD Column = MISSING H!_ID INFORMATION ~ Buildings—
Sotby ¢ MissingHUD Data ¢ Format % BIM | (1] Buldings
HUD | FMT | BIN hddress it
CA-93-14001 1104 Mitchell &venus Hollywood Hills E dit

ilz[s

Delete

#in HUD Column = MISSING HUD CERTIFICATION INFORMATION
Soitby: € MissingHUD Data & UnitlD € Wacant | [0) Units
HUD | it D Sa/Foot TC | TIC Status

Delete |

TICs

|" Y'ou can check the [Wacant] box here in the grid if the unit waz vacant on December 31t of the Effective Date Year

[Add] - Opens the Unit Information form to add a new Unit.
[Edit] - Opens the Unit Information form to make changes to and existing Unit.
[Delete] - Removes the selected Unit and all associated TICs from the report file.
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Unit Information Form

The “Unit Information’ form contains basic information about each Unit that includes the following:
Unit ID

Number of Bedrooms

Unit Square Footage
Vacant Unit Status

Howbnhe

Information highlighted in Yellow is required in order to save the Unit information.

Here is a blank Unit Information form. Notice all the information must be entered before the Unit can
be saved.

(= Unit Information -0 J
Unit Information
TCACH: CA-1993-140

Frop Marne: Acme Acres
BIM #: CA-93-1400M - ;
Addiess: 1104 Mitchell Avenue

nit #: |
# Bedrooms; [Init Square Footage:

[ “acant [Check if unit was vacant on Dec 31 of the Effective Date vear)

Here is a completed Unit Information form.

(=] Unit Information - O J
Unit Information
QK.
TCACH: CA-1993-140 -

Prop Mame; Acme Acres
BIM #: CA-93-14001 W i
Addrezs: 1104 Mitchell Avenue

Unit & |107]
# Bedroom:s: 2 IInit Sguare Footage: | 950

[~ Wacant [Check if unit was vacant on Dec 31 of the Effective Date Year)

[OK] — Saves the Unit information and moves to the Home Page.
[Cancel] — Closes The Unit Information form without saving changes and moves to the Home Page.
Vacant - Check this if a unit is vacant on December 31, of the effective year
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Completed Unit

Here is the Home Page with the two newly added Units. Notice that no TICs have been entered for the
units.

File Reports.. Help Report File Name: Acme Managment

Spectrum - TCAC Tenant Demographic Report

# in HUD Column = MISSING HUD INFORMATION
Sotby ¢ MissingHUD Data ¢ Fomat (¢ Mame (2] Properties
Froperty de | Managemen «

» L 140 A &3
| | % | |Ca-2002103  |[Quai Ridge

%@

— Property ——
Add

Ferndale Acme Mana

Edit

ils]s

Delete

¥ in HUD Column = MISSIMG HUD IMFORMATION
Sartby 7 Missing HUD Data ¢ Fomat % BIM

1104 Mitcl 2 Holiywood Hills

#in HUD Calumn = MISSING HUD CERTIFICATION INFORMATION
Sortby:  Missing HUD Data O Urit 1D 7 Vacant_——FmmE——__ [2] Uritz
HUD | UnitiD # Beds | Sq/Fget *Vacant | Status | TIC Status g
101 : 30 | LI WO TICS ENTERED Edit

3
1 Jwe | 2 | @M | [ | U [NOTCSENTERED / |

-

[ ]lelels? | [l

=%

Delete

|" Yau can check the [Wacant] baw here in the grid if the unit was vacant on December 31t of the Effective Date Year

The Unit grid has three columns that behave differently than any of the other columns in all three grids.

*Vacant - If a unit is vacant as of December 31, of the effective year you can set it's status directly in
the grid by clicking in the checkbox for the Unit without having to move to the Unit Information form.

Status - This column displays the unit's Tax Credit status:

LI = Low Income

MKT = Market Unit

EMP = Employee Unit
When a unit is manually entered it's status is set to 'LI' because it is assumed that it is a Low Income
Housing Tax Credit (LIHTC) unit because HUD is only requesting tenant information for these types
of units. If tenant information was imported from your management system you may see ‘MKT' or
'EMP" in the status column.

If the most recent TIC does not have a. Tax Credit in Part VIII. Program Type checked the Low
Income status of the Unit is cleared by the software.

TIC Status - There are two different messages that may appear in this column:

1. NOTICS ENTERED
2. Unitis NOT SET as a Tax Credit Unit

If a Unit's status is not set as a Low Income unit, any tenant demographic information associated with it
will not be submitted to HUD.
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Working with TICS

To Add or Modify TICs you first need to select the Unit you're working with and then select
in the lower left corner of the Home Page next to the Units grid to open the Tenant Demographic and
Income Certification (TIC) form.

For this example we'll add a TIC associated with Unit 101.

[EETRRETRmen———r A WE=IE
Eile Reports.. Help Report File Name: Acme Managment
Spectrum - TCAC Tenant Demographic Report
# in HUD Column = MISSING HUD INFORMATION
Sotby: © Mizsing HUD Data ¢ Format @ Name [1] Properties
Froperty Set Azide | Managemen =
i % Ferndale Acme Mana Add

i

— Property——

Edit

Delete

ils

# inHUD Column = MISSING HUD IMFORMATION
Sortby: ¢ MissingHUD Data ¢ Farmat 0 BIN

Address

1104 Mitchell Avenue Hollwwood Hills

|
IEEN
[en]

= in HUD Column = MISSING HUD CERTIFICATION INFORMATION
Sotby: ¢ MissingHUD Data € UnitlD ¢ Wacant & Status (2] Units
HUD | UnitiD #Beds | SqfFoot | *Wacant | Status | TIC Status
4 10 ; 950 (o LI MO TICS EMTERED

| Jwe | 2 | g0 | [ | LI |NOTICSENTERED |

Ji s

¥ “fou can check the [Wacant] box here in the grid if the unit was vacant on December 31st of the Effective Date Year

- Opens the Tenant Demographic and Income Certification (TIC) form used to work with
TICs.

TCAC FORMS

Please keep in mind that you must continue to complete and file paper TIC forms for all tenants
pursuant to TCAC requirements. This includes both the Tenant Income Certification and Tenant
Household Information forms.

These forms can be found on TCAC web site at:

TIC: http://www.treasurer.ca.gov/ctcac/compliance/tic.pdf

THIF: http://www.treasurer.ca.gov/ctcac/compliance/manual/appendix3/tenant.pdf
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Tenant Demographic and Income Certification Form

The Tenant Demographic and Income Certification form contains information about each Tenant
certification. This includes information about the date and type of certification as well as demographic
information for each household member.

NOTE: The form is based on a standard TIC form but only provides for the collection of the Tenant
Income and Demographic information HUD is requesting. Consequently, if you're manually entering
data you won't need to enter all of the information from your paper TICs.

Immediately below is a blank Tenant Demographic and Income Certification form.

Notice that this form is different than the Property, Building and Unit forms in that when it is first
opened it is not automatically set to edit mode where information can be entered or changed.

This is indicated by the red dots ‘= located near either the [New Cert] or [Edit Cert] buttons.

Consequently, if there are multiple TICs associated with the unit you’ll need to first select the TIC you
want to work with and then select the < [Edit Cert] button.

Here is a blank TIC form for Unit 101 with no TICs entered. The ‘& is located near the [New Cert]
button because that's the only option available since no TICs have yet been added.

@ CA /HUD - Tenant Demegraphic & Income Certification _|a J
TCAC TENANT DEMOGRAPHIC & INCOME CERTIFICATION
Part |. Development Data
Prop Mame: Acme Acres TCACH: CA-1993-140 Close
BIM #: CA-93-14001 Addiess W A~
Unit ID: {101 # Bedrooms: | 2 Square Footage: | 950 Edit Unit Infarmation ‘
Certification [TIC/THIF] Farms on File
) @) o Cerlification Type: v & MewCert
| HUD | Head of Househaold | Cert Date | Cert Type | | | Select 'MWew Cert' to  Effective Date ’—
AddaTIC |
Move In Date: ‘
THIF Only
Effective Date of Income Certification:
M H/Hold Size at LIHTC Certficatior: Date Help

R — I — I —
Part Il. Household Composition T Part*. Income Eligibility / Part 1. Rent T Part VI, Student / Part VI, Programs
Num Occupants: | o
[~ Wacant [Check if unit was vacant on Dec 31 of the Effective Date Year] | | |
[ # [ Last Name First Mame Md | Felste | DOE | F/TStudent | SSN(4) [ Ethniciy | Disabled [«

=

Race
[ AmerIndfblaskan [ Asian [ Black/Afican American [ MatHawaii/Other lsdlander [~ Other [~ “White [ Did Not Respond

Non-Edit Mode (Tenant information cannot be added or changed)
& [New Cert] When no TICs have been entered yet.

& [Edit Cert] When TICs have been entered.

Edit Mode (Tenant information can be added or changed)

2 [Save Cert] When a specific TIC has been selected and & [Edit Cert] has been selected.
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Adding a New TIC

Select & [New Cert] to open the Add a New Certification form.

If there is already at least one TIC associated with a Unit the Verify Carry Forward Certification
Information prompt is displayed providing the option to carry forward information from the previous

TIC for the same tenant.

This is useful when entering a recertification TIC and you don't want to re-enter information that hasn't

changed.

Verify Carry Forward Certification Information

'.0.' CURRENT CERTIFICATIOMN INFORMATION -

Type:  Recertification
Date:  07-02-11
Tenant: Hughes, William

Do you want the NEW Certification you're about to create to carry
forward information from the currently selected 'Recertification’
certification?

Yes - Carry forward existing information to the new certification.

No - Create a new certification without using existing information.
Cancel - Cancel the new certification process.

Mo Cancel

[Yes] — Carries forward information from the pervious TIC to a new one.
[No] — Creates a new TIC without pre-loading any earlier information.

[Cancel] — Returns to the TIC form.

If you elect to carry forward information from a previous TIC you'll only need to enter the following

information.

=] Add a Mew Certification

Add Hew Certification Information

Certific:ation Type: | j

Effective D ate:
Moveln Date: | 07-02-2010

THIF - Self Certification Only

Effective Date of LIHTC Income Certification:

Houzehold Size at LIHTC Certification:

=10 x]

Ok

Cancel

w B

Date Help

i
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This example represents creating a new TIC without carrying forward information from a previous
TIC.

Information highlighted in Yellow is required in order to save the Certification information.

Information highlighted in Blue is requested by TCAC/HUD but if missing will not prevent the data
from being saved.

Here is a blank Add a New Certification form. You’ll need to add information about the certification
as well as demographic data for all of the household members.

NOTE: When an event is first created the Head of Household information is always collected first.

(= Add a New Certification _ O] x|
Add New Certification Information o0
Certification Type: | j
LCancel

Effective D ate: S
Mowve In Date: A rs .Ji“

THIF - Self Certification Only

Effective Date of LIHTC Income Certification:

Drate Help
Houzehald Size at LIHTC Certification;

Add New Houzehold Member Information

Last Mame Firzt Mame kid
Relationzhip

\[H] Head of Househald

Drate af Birth F/T Student SSH [Last 4]
— CcNo Cves || [T 2
Race: [More than one selection can be made]
Select Race designations that apply (1] i Enter Caodes
[ (1] hite li
[ [2] BlackAfican American
[ [3]Amencan Indiandalazkan Mative
[ [4] Aszian
[ [5] Mative Hawaian/Other Pacific [zlander
[ [B] Other
[ [71Did Mot rezpond

Ethnicity Dizabled

| =l -~
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Here is a completed Add a New Certification form for Edward Jones with Disabled not set.

Later, we'll look at how the missing disability information is displayed in the TIC form and how to
correct missing disability information.

(= Add a New Certification N =] E3
fAdd New Certification Information 0
Certiication Type: |Fecertiication |
LCancel

Effective Date: | 05-01-2008
Move In Date: [ 06-01-2006 L7 -

THIF - Self Certification Only

Effective Date of LIHTC |ncome Cerhification;

Date Help
Houzehold Size at LIHTC Certification:

Add Hew Household Member Information

Laszt Mame First Mame kdid
|Jones |Edward |
Felationzhip

[H] Head of Househald

Drate of Birth F/T Student S5HM [Last 4]
11-26-1352 * No (" Yes X a0s 7]
Race: [More than one selection can be made]

Select Race designations that apply (1] ;] Enter Codes
v [1]% hite IT
[ [2] Black/African American

[ [3]Amencan Indiansdlazkan Hative

[w [4]Azian

[ [B] Mative Hawaian/Other Pacific |slander

[ [B]0ther

[ [¥10id Mot rezspond

E thnicity Dizabled

| 3-Did nat respond j | j

[OK] - Saves the Certification information and returns to the ‘Tenant Demographic and Income
Certification’ form.

[Cancel] — Closes the Certification information form without saving the information and returns to the
Tenant Demographic and Income Certification form.

Select the [ X ] button in the F/T Student box if you need to clear the F/T Student selection.
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HUD Missing Requested Information Warning

Whenever you're in a form that contains information that HUD is requesting this prompt will be
displayed when you close the form without entering all of the HUD information.

In this case the prompt is displayed because the Disability status of the new Head of Household
member was not set.

Missing HUD Requested Information J

Information highlighted in BLUE is required by HUD. Do you wish to
! . proceed without providing the information?

Here is the Tenant Demographic and Income Certification form showing the new TIC with Edward
Jones set as the Head of Household.

The & are now “_} and the software is in the Certification ADD Mode which means information can
be added to the TIC.

Notice the Disabled column contains a an X indicating missing information.

@ CA / HUD - Tenant Dermographic & Income Certification -0 J
CA | HUD TENANT HOUSEHOLD INFORMATION
Part 1. Development Data
Prop Mame: Acme Acres TCACH: CA-1993-140
BIM #: CA-93-14001 Address: A7 |

Unit 1D: |1l]1 # Bedrooms: | 2 Square Footage: | 950 ‘

Certification Forms on File
" Sort by Missing HUD Data " Earliest Date Latest Date Certification Type: |F|ecertification j iCancel Mew

HUD | Head of Househald Cert Date | Cert Tupe Certification Mode  Effective Date: | 05-01-2011 Save Cert |
-ADD- —
Mave In Date: | 06-01-2008

Effective Date of Income Certification:
H/Hold Size at LIHTC Certification: Date Help

I — |

Part Il. Household Composition T Part . Income Eligibility / Part 1. Rent T Part 1l Student / Part VIl Programs
Murn Occupants: l_ | MISSING HUD HOUSEHOLD MEMBER IMFORMATION
[T Wacant [Check if unit waz vacant on Dec 31 of the Effective Date vear] Add a Mew Member | E dit termber Delete Member
# | Last Mame First Mame tdid Relate DOB FéTStudent | SSM[4] | Ethnicity Dizabled | «

b1 Jores E dward [H] Head of 11-26-52 4405 2-Maot

Race
I AmerInd/dlaskan v Asian [ BlackAAfican dmerican [~ MNatHawai/Other lslander [ Other W “White [~ Did Mot Respond

[Cancel New] — Deletes the newly created TIC.
2 [Save Cert] - Saves the new TIC and switches back to Non-Edit Mode.
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Here the [Save Cert] button was selected and because HUD requested data is missing the HUD
Missing Requested Information prompt is shown. Notice this prompt is slightly different than the
prompt displayed when the Add a New Certification form was closed (see above).

This prompt provides the ability to turn of the warning notice for the current session by checking the ¥
Turn off notice for this session box. The session ends when the Spectrum software is closed and will
restart the next time the software is started. Until the session is closed and then restarted you will not
be warned when saving a TIC with missing HUD information.

Warnings will still be presented in all of the other forms during the current session.

This option was provided as a convenience to speed up data entry when not all the tenant information
is available when TICs are first entered into the software.

NOTE: Itis expected that the TIC will be fully completed before being submitted to HUD.

Missing HUD Requested Information

& [nfarmation highlighted in BLUE i required by HUD.
Do pou wizh to proceed without providing the infarmation?

| Turn of notice Far thiz session — =

You can manually turn this warning ON or Off in the File\Turn HUD TIC Warning... menu located at
the top of the Main Page.

E Spectrum - TCAC Tenant Demoegraphic Report (Ver: 1.0.5) - |O J
m Reports... Help Report File Mame: Quail Ridge

8’

MNew....
Import XML mn = MISSING HUD INFORMATION
ane [1] Properties

Transfer the Report File to Spectrum City Set Agide | Managemen = Property

Transfer Log Add
v Turn HUD TIC Warning ON Edit

Exit Ctrl+F4 Delete

4 4

[ % in HUD Column = MISSING HUD INFORMATION
| Sotby O MissngHUD Data ¢ Fomat & EIN

| Buildings
—1 Ad

[4] Buldings
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Tracking Missing HUD Data

Throughout the software the letter [X] and the color blue are used to indicate where HUD requested
data is missing.

Below is the TIC after it has been saved. The ' are now & because the TIC is in Non-Edit Mode.

Notice the [X] in the HUD column of the Certification (TIC/THIF) Forms on File grid. This indicates
the TIC is missing HUD requested data.

The notice bars above each tab will be blue to indicate where the data is missing. | |

Later in this section you'll see data entry boxes that are missing HUD requested information. They'll be
displayed as empty blue boxes. Rent: |:|

Part Il. Household Composition

Notice the | MISSING HUD HOUSEHOLD MEMBER INFORMATION | notice. This indicates at
least one household member is missing HUD requested data. In this case, the Disability status has not
been set for the Head of Household. There is also an X in the Disabled column indicating Disability
status is missing.

@ CA /HUD - Tenant Demographic & Income Certification -0 J

CA | HUD TENANT HOUSEHOLD INFORMATION

Part |. Development Data

Prop Mame: Acme Acres TCACH: CA-1993-140 Cloze

BIN #: CA-93-14001 Address: oG |

Unit ID: |1I]1 # Bediooms: | 2 Square Footage: | 550 Edit Unit Infarmation ‘

Certification Farms on File
™ Sort by Missing HUD Data " Earliest Date % Latest Date Certification Type: |Recerification  « Mew Cert
HUD | Head of Houzehaold Cert Date | Cert Type 21| Select'EditCent'to  Effective Date: [ 06012011 & Edit Cent ‘

Jones, Edward 0B-01-11 Rece

Madify the TIC

Move In Date: | 0E-01-2008 Delete Cet
Effective D ate of lncome Certification:
7 H#/Hald Size at LIHTC Certification: w

Part Il. Household Composition T Part V. Income Eligibility / Part 1. Rent T Part VIl. Student / Part VWII. Programs
MNum Occupants: l_ | MISSING HUD HOUSEHOLD MEMBER IMFORMATION O

[~ “acant [Check if unit was vacant on Dec 31 of the Effective Date 'ear) | |

# | Last Mame Firzt M ame hdid Relate DOB F/TStudent | SSMN (4] | Ethnicity Dizabled | «

P 1 Jones Edward [H] Head of 11-26-52 4405 2-Mat

Race
[ Amer Indfdlazskan v Asian [ Black/Akican Amercan [ Mat Hawai/Other [glander [ Other | white [ Did Nat Respond

To add additional household members or modify existing members see Working With Household
Members pg (76).
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Editing an Existing TIC
Here the TIC is not in Edit mode which is indicated by & [Edit Cert].

E CA /HUD - Tenant Demographic & Income Certification - |0 J

CA | HUD TENANT HOUSEHOLD INFORMATION

Part I. Development Data
Prop Mame: ACcme Acres TCACH: CA-1993-140 Cloze

BIM #: CA-93-14001 Address W |

Unit 1D: |1I]1 H# Bediooms: | 2 Square Footage: | 950 Edit Unit Information ‘

Certification [TICATHIF] Forms on File

" Sort by Missing HUD Data " Ealliest Date ¢ Latest Date Certification Type: |F|ecertificati0n ﬂ |
HUD | Head of Household Cert Date Cert Type 1| Select'Edit Cert'to  Effective Date: [05.01-2008 @  Edicen ‘

Jones, Edward 0B-01-08 Recert Lioh Mgd|fy the TIC

Move In Date: | 08-01-2008 Delete Cert
Effective D ate of Income Certification:
»||  H/Hold Size at LIHTC Certification: SERLED

& [Edit Cert] to switch to Edit mode.

Part V. Income Eligibility / Part VI. Rent
Here we've switched into Edit mode. Notice the indicating being in Edit Mode.

Additionally, the second tab Part V. Income Eligibility / Part VI. Rent has been selected. All the boxes
highlighted in blue are required by HUD.

During data entry you'll notice that once you enter the Total Annual Income and Current LIHTC
Income Limit the software will automatically calculate the 140% limit as well as whether or not the
household income exceeds that 140% limit.

Gross Rent is also calculated for you.

Certification [TIC/THIF] Forms on File
s s '3 Certification Tepe: | Fecertification Cancel Edit

HUD | Head of Household Cert Date Cert Type ‘ Cerification Mode  Effective Date: |708-01-2UUE O Gave Cet ‘

-EDIT -

Maove In Date: | 0E-01-2008
THIF Only
Effective Date of Income Certification:
H/Hold Size at LIHTC Cerification: el el

e | e | |
Part 1. Houzehold Composition T Part ¥. Income Eligibility / Part V1. Rent T Part %11, Student # Part V1. Programs
Part ¥_. Determination of Income Eligibility ¥l. Rent O
Total Annual Household [ncame Recertification Only
e A Senrees ] |:| [Calculated) Tenant Paid Maonthly Rent: §
Current Income Limit » 1402 tdanthly Utility Allow: $
rit b eets Unit Mests Deeper k3 Gross Monthly Rent for Unit; $
Project Income Targeting Income
Restriction at: Restriction at:
. " - QOther Monthly non-optional charges: §
[~ 60 |V 50% [ Other hdl 9 Househald Income exceeds
140% at recertification tanthly Rent Azsizstance [0 if none) §
Current LIHTC Income Limit per Family Size: $ e Ves £ Mo
Houzehold Income as of Move-in: §
Houzehold Size at Move-in:
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Here all the HUD required data has been entered. Notice the boxes and the notice bar at the top of the

middle tab are no longer blue.

[Unit Meets Deeper Targeting Income Restriction at] has been checked by the user and the percent

of income has been set at 40%.

The [140% Income] and whether or not the household is over the 140% income has been calculated as

well as the [Gross Rent].

[Monthly Rent Assistance] has 0.00 entered because a value is required HUD and in this case there is

no tenant assistance provided.

Certification [TIC/THIF) Forms on File

o o (+

Certific:ation Typpe: | Fecertification Cancel Edit

HUD | Head of Household Cert D ate Cert Type

Save Cert ‘

Effective D ate of lncome Certific.ation:
H/Hold Size at LIHTC Certification: SESlD

‘ Certification Mode  Effective Date: [ 0501-2008 ()

-EDIT -
ave In Date: | 0E-01-2006
THIF Only

I —

R —

Part |l. Houzehold Composition

Pant ¥. Determination of Income Eligibility

L] 25.450.00

Total Annual Houzehold [ncome
From Al Sources:

T Part V. Income Eligibility / Part VI_ Rent T

Unit Mests Unit Meets Deeper
Project Income Targeting Income
Restriction at: Restriction at:

[~ e0x |V a0x W Other 40 w| 2z

Part Il. Student # Part VI, Programs

V1. Rent O

Tenant Faid Maonthly Rent: § (450,00
Fd onthily Utility Allows; $ 185,00
Grozs Maonthly Rent for Uit § |535.00

Recertification Only
[Calculated)]

Current Incorme Limit = 1403

$| 31.500.00

Current LIHTC Income Limit per Family Size: $ (22 500,00

Other Monthly non-optional charges: § ||
Maonthly Rent Azziztance [0 if none): $ |0.00

Houzehold Income exceeds
140% at recertification

™ Yes * Mo
Househald Income as of Movedin: $ ,m
Hougehaold Size at Move-in: 2
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Part VII. Student / Part VIII. Programs

Here is the Part VII. Student / Part VIII. Programs tab. Part VII. Student Status is in blue and is
requested by HUD so it must be completed.

Notice that a. Tax Credit is checked in Part VIII. Program Type. This is done automatically when the
TIC was created because HUD is only requesting data for Tax Credit units so the assumption is that all
the TICs manually entered are for Tax Credit properties. If the unit is not a Tax credit unit as of
December 31 of the effective year leave the TIC in place but un-check a. Tax Credit.

Additionally, it is not necessary to enter complete TIC information for non-tax credit units and TICs
for non-Tax Credit units that are missing HUD requested information will not trigger the blue bar and
background warnings.

Certifization [TIC/THIF) Forms on File

‘s ‘s ' Certification Typpe: | Fecertification Cancel Edit
HUD | Head of Household Cert Date | Cert Type Cerification Mode  Effective Date: [ 05.01-2008 ‘
- U1+ Save Cert
‘ -EDIT - —

Maove In Date: | 0E-01-2008
THIF Only
Effective Date of Income Certification:
H/Hold Size ot LIHTC Cerification: el el

I |
Part 1. Houzehold Composition T Part*. lncome Eligibility £ Part %1, Rent T Part ¥l Student / Part ¥lll. Programs
Part ¥Il. S5tudent Status Part ¥Ill. Program Type )
Are Al Decuparts F/Time Students? Mark the program(z] listed below (a. through e.] for which this household's unit will be counted toward the property's

OCCUpanCcy rgquiremerjt_s. Under each program marked, indicate the houzehold's income statuz as established by
© Ve: Mo % thiz certification/recertification.

a TaxCredt W | BEHOME [ | c TaxEsempt [ | d AHDP I | & Other Programs [

If yes. Select explanation * I_ See Part above. | Income Status Income Status Income Status Frograrm % |~
o i i i =

" 1 =AFCD / TAMF Assistance ~ - ~

" 2 =.ob Training Program

€ 3=Single Parent/Dep Child = = = =

" 4 = MarmedAloint Retum B 0

" 5 = Farmer Foster Care ﬂ ﬂ ﬂ 4 4 J

** pon recert, H/Hold wasz determined over-income [01) according to eligibility reguirements of the program(z).
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Here the complete data has been entered. Notice that Part VII. Student Status and the notice bar above
the middle tab are no longer blue.

Certifization [TIC/THIF) Forms on File
i i {*
HUD | Head of Household Cert D ate Cert Type ‘

Certification Typpe: | Fecertification Cancel Edit
Certification Mode  Effective Date: [ 05-01-2008 ) Save Cert ‘
-EDIT - —

Mave In Date: | 0E-01-2006
THIF Only
Effective D ate of Income Certification:

H/Hold Size at LIHTC Cartfication: Uiliz Hi

1 |
Part . Houzehold Composition T Part V. Income Eligibility / Part 1. Rent T Part ¥Il. Student / Part ¥Ill. Programs
Part ¥Il. Student Status Part ¥Ill. Program Type i
Are All Decupants FATime Students? Mark the program(z] listed below [a. through e.] for which thiz househald's unit will be counted toward the property's

occupancy requirements. Under each program marked, indicate the household's income status as established by
& Yes € Mo % thiz certification./recertification.

a TaxCredit W | b HOME [ | c TaxEsempt [ | d AHDP [~ | e Other Programs [
If pes, Select explanation * 4

See Part above. | Ihcome Status Incomme Status

Ihcome Status Frogram |-
* Student Explanation ~ -~ ~
" 1 = AFCD / TANF Assistance ~ ~ ~
" 2 =Job Training Program
. . i i i
" 3 =Single Parent/Dep Child
i+ r-; i i

" 5 =Faormer Foster Care . ﬂ ﬂ ﬂ JJJ

= Upon recert, H/Haold waz determined over-income [01] according to eligibility requirements of the programls].

) [Save Cert] - Saves the new TIC and switches back to Non-Edit Mode.
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Completed TIC Missing HUD Data
Here is the completed TIC with all of the HUD requested information entered except for the disability
status of the Head of Household.

Notice the [X] is still in the HUD column of the Certification (TIC/THIF) Forms on File and the notice
bar above the first tab is blue as well as the X in the Disability column.

@ CA /HUD - Tenant Demographic & Income Certification - |0 J

CA [ HUD TENANT HOUSEHOLD INFORMATION

Part |. Development Data

Prop Name: Acme Acres TCACH: CA-1993-140 Close

BIMN #: CA-93-14001 Address: W |

Unit ID: |1I]1 #Bedrooms: | 2 Square Faotage: | 950 Edit Urit Infarmatiar ‘

Certific:ation Forms on File
" Sort by Mizzing HUD Data (" Earliest Date ™ Latest Date Certifization Type: |Recertification - Hew Cert
HUD | Head of Household Cert Date Cert Type 1| Select'EditCert'to  Effective Date: [ 05-01-2011 @ Edi Cet ‘

Jones, Edward 0E-01-11 Recertifization

adify the TIC

Move In Date: | 0B-01-2008 Delite Cot
Effective Date of Income Certification:
- H/Hold Size at LIHTC Certification: Date Help

Part Il. Houzehold Composition T Part. Incarne Eligibility # Part 3. Rent T Part %11, Student / Part*Ill. Programs
Mum Jccupants: l_ | MISSING HUD HOUSEHOLD MEMBER INFORMATION O

[~ Wacant [Check if unit was vacant on Dec 31 of the Effective D ate Year) | |

# | Last Mame First Mame id Relate DOBE F/TStudent | SSM (4] | Ethnicity Dizabled | =

b 1 Jores E dward [H] Head of 11-26-52 4405 2ot

Race
[~ Amernd/dlaskan v Asian [ BlackAtfican Amencan [ MNat Hawaii/Other [slander [~ Other W ‘White [ Did Mot Respond

[Close] — Returns to the Home Page.

See Working With Household Members pg (76). for information on adding and modifying household
members.
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Working With Household Members

Notice how Unit 101 now has a TIC associated with it. We know this because the TIC Status column

for Unit 101 is blank while Unit 102 still shows [NO TICS ENTERED].

Also notice the [ X ] in the HUD column of the Units grid. This indicates there is missing HUD data
somewhere in the TIC information. In this case we know the TIC for Unit 101 is missing the Disability
status for the Head of Household so by entering that data we'll clear the [ X ] indicator from the Unit

grid.

Select the Units button to open the ‘Tenant Demographic and Income Certification’ form.

Eile Reports...

Report File Name: Acme Management

Spectrum - TCAC Tenant Demographic Report

Help

# in HUD Colurin = MISSING HUD INFORMATION

Sort by © Missing HUD Data [1] Properties

 Fomat % Name
HUD | FMT | CTCALC Property

93-140 Ferrndale

Set Azide | Managemen «

# in HUD Colurin = MISSING HUD INFORMATION

Sortby: © Missing HUD Data & Format % BIN [1] Buldings

Address i Zip

Ain HUD Colurin = MISSING HUD CERTIFICATION [MFORMATION

o] x|

]

loze

:

— Property ——
Add

Edit

i

Delete

— Buildings ——
Add

Edit

i

Delete

Sartby:  Missing HUD Data @ UnitlD ¢ Wacant 7 Status [2] Unitz

“MWacant

LritiD Sq/Foot Stz | TIC Status
101 2 950 | LI
. NAroz | 2 | 90 | [ | T~ [NOTICSENTERED __— |

® Y'ou can check the [Wacant] box here in the gnd if the unit was vacant on December 31zt of the Effective Date Year

— Unitz
Add

Edit

Delete

JHE

TICs

- Opens the Tenant Demographic and Income Certification form used to work with TICs.
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Adding Additional Household Members

Here is a TIC with the only the Head of Household entered. Keep in mind that there may be multiple
TICs associated with a Unit so you must first select the TIC that you want to add or modify Member

information for.

For this example we'll add Edward Jones' spouse.

TCAC TENANT DEMOGRAPHIC & INCOME CERTIFICATION

[(5 CA / HUD - Tenant Demographic & Income Certification ] =] P4

—Part |. Develop t Data

Prop Name: Acme Acres TCACH: CA-1993-140 Cloze
BIN #: CA-93-14001 Address:
Unit 1D: |H ol 1 Bedmooms I 2 Sguare Footage: I 950 Edit Urit Information | ‘

— Certification Forms on File

HUD | Head of Household Cert Date
Jones, Edward 08-01-11

Madify

i

" Sart by Migsing HUD Data " Ealliest Date  * Latest Date Certification Type: IHecertification vl Mew Cert
Select'Edit Cert' to  Effective Date: I O6-01-2011 @ Edit Cert |

Effective Date of Income Certification: I

Move In Date: I 06-01-2008 Delet Cart
 THIF Only = |
i H#Hold Size at LIHTC Certification: I Date Help |

# | Last Mame First M ame tid Rielate F/TStudent | SSM[4) Ethnicity Digabled

P 1 Jones Edward [H] Head of

Part II. Household Composition ] Part . Income Eligibility / Part V1. Rent ] Part ¥Il. Student / Part ¥IIl. Programs
Nurn Occupants: | | MISSING HUD HOUSEHOLD MEMBER INFORMATION 9]
[~ Wacant [Check if unit was vacant on Dec 31 of the Effective Date Year) Add a2 Mew Member | Edit Member Dielete Member |

— Race

[~ AmerInd/laskan W Asian [ Black/Afican dmerican [ Mat Hawaii/Other Islander [ Other v Wwhite [ Did Mot Respond

2 [Edit Cert] - Select to switch to Edit mode.

Select the [Add New Member] button to add a new household member.

Part Il. Household Composition T Part V. Income Eligibility / Part V1. Rent T Part ¥1l. Student / Part VI, Programs

MNum Dcoupants: I 1

Delete Member

[~ %acant [Check if unit was vacant on Dec 31 of the Effective Date Yeaq Add a Mew Member Edit Member I

N — —

# | Last Mame Firzt M ame hdid Fielate DOB F/TStudent | SSM (4] | Ethnicity

Edward [HlHead of 11-26-05 Mo 4405 3-Did nat

Dizabled
1-Dizabled

| »

— Race

[~ AmerIndftlaskan v Asian [ Black/8kican American [ Mat Hawaii/Other lslander [ Other v White [ Did Not Respond

Spectrum Enterprises 77 of 122 Version: 6/11/2012




Spectrum-TCAC Tenant Demographic Reporting spsﬁum

Here is a blank Household Member Information form.

When adding non-Head of Household member you'll need to set the relation of the new member to the
Head of Household.

You can either select each Race designation with your mouse or enter the codes in the [Enter Codes]
box.

[=| Househeld Member Information - ||:| J
Add Hew Houzehold Member Information
Last Mame Eirst Mame kdid oK
" | | LCancel
Relationship
| El W e
[ ate of Birth FAT Student S5SM [Last 4]

— cNo Cves X[ 9

Race: [More than one selection can be made]
Select A ace designations that apply OR Enter Codes
[ [1]white Ii
[ [2] Black/&fican Amencan
[ [3] Amenican Indiansdlazkan MNative
[ [4] Azian
[ [5] Mative Hawaiian/Other Pacific |zlander
[ [B] Other
[ [¥] Did Mot rezpond

Ethricity Dizabled

| =l hd
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Here is the completed Household Member Information form with all of the HUD requested information
entered.

[=| Household Member Informaticn ;@J
Edit Houzehold Member Information R E
Lazt Mame Firzt Mame kid o DK
|J-:unes |Susan | Canicel
Relationzhip
|[S] Spouse j “ -"L
D ate of Birth F/T Student S55SH [Lazt 4

4117/1960 “No Cves X|| [Tmes 2

Race: [More than one zelection can be made)
Select B ace designations that apply OB Enter Codes
v [1]hite |17
[ [£] Black/African dmerican
[ [3)amencan Indian/alaskan Mative

[ [4] Azian
[ 5] Mative Hawaiian/Other Pacific |zlander
[ [E] Other
[ [71Did Mat rezpond
Ethnicity Dizabled
| 2-Mat Hispanic | |2Mot Disabled |

[OK] - Saves the Member information and returns to the Tenant Demographic and Income
Certification form.

[Cancel] — Closes the Member information form without saving the information and returns to the
Tenant Demographic and Income Certification form.
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Here is the Tenant Demographic and Income Certification form showing the new household member
Susan Jones. All of her demographic data has been entered

Notice that for Edward Jones that the Disabled cell is blue because his disability status was not set.
Also notice the cell in the ‘# column (HH Mbr#) is blue. This is used as a quick reference to show
which family members are missing HUD data.

Also notice the | MISSING HUD HOUSEHOLD MEMBER INFORMATION | notice. This is indicating
at least one household member is missing HUD requested data. In this case, the Disability status for
Edward Jones has not been set.

@ CA/HUD - Tenant Demographic & Income Certification -|O J
CA JHUD TENANT HOUSEHOLD INFORMATION
Part |. Development Data
Frop Name: Acme Acres TCACH: CA-1993-140
BIN #: CA-93-14001 Address: W

Unit ID: |1 [1]] # Bedroomz: | 2 Square Footage: | 950 ‘

Certification Forms on File

C & (= Certification Type: | Recertification  « Cancel Edit
HUD | Head of Household Cert Date | Cert Type ‘ Cerification Mode  Effective Date: [ 05012011 ¢ Save Cent ‘

-EDIT - —

Maove In Date: | 0E-01-2008
Effective Date of Income Certification:
H/Hald Size at LIHTC Certification: Date Help

|
Parit ll. Household Composition T Part %, Income Eligibility / Part Wl Rent T Part WII. Student / Part VIIl. Programs
Mum Occupants: IT | MISSING HUD HOUSEHOLD MEMBER INFORMATION Oy
[~ Wacant [Check if urit was vacant on Dec 31 of the Effective Date Year) Add a New Member | E dit Member Delete Member |
# | Last Mame First Mame rid Relate Dog F/TStudent | SSH[4) Ethnicity Dizabled | = §

1 |Jones Edward [H] Head of 11-2652 Tes 4405 2-Mot * =
[5] Spouse 04-17-E0 0164 2-Mot 2-Mat

Race
[ Amer lndflaskan [ Asian [ Black/African Amenican [ Mat Hawaii/Other [slander [ Other W 'White [ Did Hot Respond

) [Save Cert] Saves the new TIC and switches to Non Edit Mode
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Editing an Existing Household Member

Keep in mind that there may be multiple TICs associated with a Unit so you must first select the TIC
that you want to add or modify Member information for.

Here Edward Jones has been selected for editing in the Member grid..

If you're not in Edit Mode then select ‘& [Edit Cert].

Select [Edit Member] to open the Household Member Information form.

E CA /HUD - Tenant Demographic & Income Certification

CA | HUD TENANT HOUSEHOLD INFORMATION

o =]

— Part |. Development Data
Prop Hame: Acme Acres

TCACH: CA-1993-140

Cloze |

BIM #: CA-93-14001 Address: ¥4 | | X |
Unit ID: |1l]1 B Bedro-:-ms:l 2 Square Footage:l 950 Edit Unit Infarmation | |
— Certification Forme on File

€ Sort by Missing HUD Data € EalliestDate @ Latest Date Certific:ation Type: IHecertification vl Cancel Edit |
HUD | Head of Household Cert Date Cert Type j Cerification Mode  Effective Date: I_EIB-D1-2D11 S ave Cart |

-EDIT - —
e (1a D I 0e-01-2002 Delete Cert |

 THIF Only —

Effective Date of Income Certification: I

-

[ate Help |

HsHuold Size at LIHTC Certification: I
N |

 —

Part Il. Household Composition

[

Part. Income Eligibility / Part 1. Rent T

Part ¥1l. Student / Part VI, Programs

Num Dcoupants: IT |

MISSING HUD HOUSEHOLD MEMBER INFORMATION

[~ Wacant [Check if unit was vacant on Dec 31 of the Effective D ate ear)

Add & Mew Membeﬁ E dit b ember melele hember
e — —

# | Last Mame

b

Jones

Firzt M ame
Edward

tid DOB

11-2

F/TStudent | 55N (4)

4405

E thnicity
2-Mat

Relate
[H] Head of

Dizabled

2 |Jones Suzan [S] Spouse 04-17-60 Tes 0164 2-Mot
-
— Race
[~ Amerlnd/slaskan W Asian [~ Black/&fican American [ Mat Hawai/Other [slander [~ Other W White [~ Did Mot Respond
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Here the Household Member Information form which is loaded for Edward Jones and has his disability
missing.

=] Household Member Information | J
Edit Hougehold Member Information
(1]
Last Mame First Mame id -
|Jones |E dward | Cancel |
Thiz iz the Head af Hausshald record and the relationzship cannot be n
changed but you can change information about the Head of Household. M —~
[rate of Birth F/T Student S5SM [Last 4)
11/26/1952 & No Yes ®| [ aas =l
Face: [More than one selection can be made)
Select Race designations that apply 1] ;1 Enter Codes
v [1]Whie A1
[ [2) Black/&frican American
[ [3) American Indiandtlazkan Mative
[w [4] Azian
[ [5] Mative Hawaiian/Other Pacific |slander
[ [B) Other
[ [7)Did Mot respond
Ethicity Dizabled
|3-Diu:| ot respand ﬂ || j
Disability has been set.
[=] Household Member Information - O J

Edit Household Member Information

)4
Lazt Mame Firzt Mame hid -

|Jones |E dwsard |

LCancel |

Thiz iz the Head of Hougehold record and the relationship cannot be n
changed but vou can change infarmation about the Head of Houszehold. AN -

[rate of Birth F/T Student S5H [Last 4]
(11726752 GNo Cves X|| [Taas 2
Race: [More than one selection can be made)
Select Race designations that apply OR Enter Codes
[v (1) hite IT
[ [2) Black/&frican American
[ [3) Amenican Indiansalazkan Mative
[v [4] Azian
[ [6]) Mative Hawaiian/Other Pacific [<lander
[~ [E] Other
[ 7] Did Mot rezpond

Ethricity Dizabled
|3-Diu:| nat respond j

Select [OK] to save the form and return to the TIC form.
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Completed TIC

Here we see that Edward Jones’ demographic information is now complete and the cells in the
Disabled and [#] columns (HH Mbr#) are no longer blue.

Also note that the notice bar above the Part Il. Household Composition tab is no longer blue and the
| MISSING HUD HOUSEHOLD MEMBER INFORMATION | notice is gone.

The 'X" in the HUD column of the Certification (TIC/THIF) Forms on File grid is still checked because
the TIC has not yet been saved

Select ‘= [Save Cert] to save the changes.

@ CA /HUD - Tenant Demographic & Income Certification -0 J

CA | HUD TENANT HOUSEHOLD INFORMATION

Part |. Development Data

Prop Mame: Acme Acres TCACH: CA-1993-140

BIM #: CA-93-14001 Address: oG |

Unit ID: |1I]1 # Bediooms: | 2 Square Footage: | 550 ‘

Certifization [TIC/THIF) Forms on File

™ Sart by Mizzing HUD Data i Earliest Date {* | atest Date Certific-ation Typpe: | Fecertification Cancel Edit
HUD | Head of Household Cert D ate Cert Type - Cerification Mode  Effective Date: [ 05.01-2008 O ‘
=i - - Save Cert
‘ -EDIT - —

Maove In Date: | 0E-01-2006
Effective Date of Income Certification:
»||  HeHold Size at LIHTC Certfication: el

I |

Part Il. Household Composition T Part V. Income Eligibility / Part 1. Rent T Part VIl. Student / Part VWII. Programs
Num Occupants: | 2 O
[~ “acant [Check if unit was wacant on Dec 31 of the Effective D ate Year) Add a New Member | Edit Member Delete Member |
# | Last Mame Firzt M ame hdid Relate DOB F/TStudent | SSMN (4] | Ethnicity Dizabled | «

1 |Jones Edward [H] Head of 11-26-62 Yes 4405 3Didmot | 1-Disabled | §
2 [S] Spouse 01-01-60 0164 2-Mot 2-Mot

Race
[ Amer Indfdlazskan [ Asian [ Black/Akican Amercan [ Mat Hawai/Other [glander [ Other | white [ Did Nat Respond
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Here the completed TIC has been saved. Notice the [ X ] in the HUD column of the Certification
(TIC/THIF) Forms on File grid has been cleared.

This TIC is complete with all of the HUD requested information.

[( CA / HUD - Tenant Demographic & Income Certification N =]
CA | HUD TENANT HOUSEHOLD INFORMATION

—Part I. Development Data

Piop Mame: Acme Acres TCACH CA-1993-140 Close |
BIN #: CA-93-14001 Address: ¥4 | E |
Unit ID: |1l]1 # Bedrooms: I 2 Square Footage: I 950 Edit Unit Infarmation | |

— Certification [TIC/THIF] Forms on File

" Sort by Missing HUD Data " Eafliest Date % Latest Date Certification TPDBZIHecertification vl Mew Cert |

HUD' | Head of Household Cert Date Cert Type | | Select'Edit Cet'to  Effective Date: I 0601-2008 (D |Ed|tEert|
Jones, Edward 06-01-08 ation Modify the TIC e d

Fove In Date: | 0E-01-2006 Delete Cert |

r THIF Only

Effective Date of Income Certification: I
~||  H/Hold Size at LIHTC Cetiication: | SEal |

 —
Part Il. Household Composition T Part. Income Eligibility / Part 1. Rent T Part ¥1l. Student / Part VI, Programs
Num Dcoupants: IT '
[~ Wacant [Check if unit was vacant on Dec 31 of the Effective D ate ear) Add & Mew Member | E dit b ember Delete Member |
# | Last Mame Firzt Mame rid Relate DOB F/TStudent | SSM (4] | Ethnicity Dizabled | +|
1 |Jones Edward [H] Head of 11-26-52 Tes 4405 3-Did nat | 1-Dizabled

[515pouse  01-01-60 0164 2Hot

— Race
[~ Amerlnd/dlaskan [ Asian [~ Black/&fican American [ Mat Hawai/Other [slander [~ Other W White [~ Did Mot Respond

Select [Close] to return to the Home Page.
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Here is the Home Page showing the results of the completed TIC. Notice the missing HUD
Information indicator [ X ] is now gone from the Unit grid.

File Reports.. Help Report File Mame: Acme Management

Spectrum - TCAC Tenant Demographic Report Close
# inHUD Column = MISSING HUD INFORMATIOM

Sortby: ¢ Missing HUD Data ¢ Format  * Mame [1] Properties

Froperty Set Azide | Managemen -
20750 Add

5

— Property ——

Edit

Delete

il

# inHUD Column = MISSING HUD INFORMATIOMN Buildings

Sartby ¢ Missing HUD Data  © Format 0 EIM (1] Buldings
Addrezs Zip Add
3-140071 Hallywood Hills 95564 Edit

il

Delete

#inHUD Column = MISSING HUD CERTIFICATION INFORMATION
Sartby:  Missing HUD Data & UnitlD € Wacant ¢ Status [2] Units
dnitlD Sq/Foot | #*Vacant | Statuz | TIC Status
101 2 950 [] LI
N~ | 2 | 80 | [ | Ll |NOTICSENTERED

i[s

I" rou can check the [Vacant] box here in the and if the unit was vacant on December 313t of the Effective D ate Year
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Identifying Missing Data

This section describes how to quickly locate missing HUD and TCAC requested data or incorrectly
formatted TCAC and BIN numbers in the report file so you can access and update it prior to submitting
it to Spectrum.

There are six indicators in the software that direct you to missing data:
1. An X in the HUD column in the Properties, Buildings and Units grid as well as in the
Certification Forms on File grid in the TIC form.

2. An X inthe FMT (Format) column in the Properties grid if the TCAC# is not correctly formatted
and in the Buildings grid if the BIN is not correctly formatted.

3. Notice bars above the three Affiliated Organizations tabs on the Property Information form as
well as above the three tabs on the TIC form that contain HUD requested tenant income and
demographic certification information. These bars turn blue when HUD or TCAC requested
information is missing in those areas.

4. Data entry boxes that are missing requested data are highlighted in blue.
5. Warning prompts when closing a form with missing requested information.
6. Spectrum reports that display missing requested information highlighted in blue with an X in the

box where the data is missing.
This example shows an X in the HUD column in all of the grids on the Home Page.

Keep in mind that there are two possible reasons for an X in the HUD columns but only one reason for
an X in the FMT column which is if the TCAC# or BIN is not correctly formatted.

File Reports.. Help Report File Mame: Broadway Village

Spectrum - TCAC Tenant Demographic Report

# inHUD Column = MISSING HUD INFORMATION
Sartby: O Missing HUD Data ¢ Format @ Name [1] Propertiss

i

Property Set Aside | Management Compa < | [ Property

Broadway Yilage Anaheim 40460 Add

Edit

il:

# inHUD Column = MISSING HUD INFORMATION
Sortby:  MissingHUD Data ¢ Format  ° EIM [2) Buldings
Zip

— Buildings —
Add

C 4501 Anaheim ! Edit

/| 4502 1246 E. Broadway

Delete

il:

#in HUD Column = MISSING HUD CERTIFICATION INFORMATION
Sortby:  MissingHUD Data ™ UnitlD ¢ Wacant ¢ Status [2] Uriit
#Beds | Sg/Foot | *Wacant | Statuz | TIC Status
voX 700 2 950 ml LI
'N_Aw02 | 2 | 9w | C [ | |

izl

|" rou can check the [Vacant] box here in the grid if the unit was vacant on December 31zt of the Effective Date Year

Spectrum Enterprises 86 of 122 Version: 6/11/2012



Spectrum-TCAC Tenant Demographic Reporting spagum

X In the HUD Column in a Grid

An X in the HUD column can be either an Explicit or Progressive (or both) reference to missing
information. An Explicit reference indicates there is information missing from the area the grid is
referencing. A Progressive reference indicates there is information missing from a related area in the
report file that must be cleared before the X in the grid will be cleared

We'll start the search for missing data from the bottom of the Home Page.

A in HUD Colurnn = MISSING HUD INFORMATION

Sotby © Missing HUD Data ¢ Format S B————uo [2] Buldings

Zi

1
m
=)
=3
=

[lw]
o

Add

Edit

il

Delete

#in HUD Column = MISSING HUD CERTIFICATION IMFORMATION
Sotbyw  MissingHUD Data & UnitlD ¢ Wacant  © Status (2] Unitz

— Units
Add

Edit

Delete

g

TICs

I" You can check the [Vacant] box here in the grid if the unit was vacant on December 31t of the Effective Date Year

Unit Grid

There is an X in the HUD column in the Units grid for Unit 101. All the requested information for the
Unit itself has been entered but the TIC for this Unit is missing the Rent amount. This is an example of
a Progressive Reference. The X in the Units grid will not be cleared until the Rent amount on the TIC
form has been entered.

Buildings Grid

There is also an X in the HUD column of the Buildings grid for BIN CA-06-0450. You'll notice the
required Address of the Building is missing. This is an Explicit Reference to the missing Building
Address. The X in the Building grid is also a Progressive reference to the missing Rent in the TIC for
Unit 100.

To clear the X from the building grid you must do two things:

1. Add a Rent amount to the TIC form for Unit 100 to clear the X from the Unit grid.
2. Add an address to BIN CA-06-0450 to clear the X from the Building grid.

If you add an Address to the Building first without adding a Rent amount to the TIC the X will remain
in the HUD column in the Buildings grid because the Progressive Reference to the missing Rent
amount in the TIC form has not been cleared.

On the next page we'll add an Address to the Building first without adding a Rent amount to the Tic to
see how the progression takes place.
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Here is the Building Information form showing the missing address.

Property: Broadway Yillage

0

LCancel

— Building Information
Correct BIM format iz Ca-v-PPPRM

st

' [CA-06-04501 Check Fomat | FomatHelp |
.-’-‘«ddress:l
City: I.&naheim St I Ca  Zip |92BDE

The address has been added

Property: Broadway Yillage

0

Cancel

— Building Information
Cormect BIM format is; T -PPPMN

BIN: [CA-06-04501 Check Fomat | FomatHelp |

Address: I'I 245 E. Broadway

Ciy: [Anaheim st[ca  zip [32805

ail

Here the address has been added but the X is still in the HUD column in the Buildings grid. While the
Explicit reference has been removed the Progressive reference to the missing Rent amount in the TIC
form has not.

¥ inHUD Column = MISSING HUD IMFORMATION
Sort by Missing HUD Data ¢ Format___ G _Eibl [2] Buldings
i Zi

— Buildings ——
Add

i, Ariaheim

N CADBOMSI2  THRGF Prosdway ________— [Arehem |a@05

Delete

% in HUD Column = MISSIMG HUD CERTIFICATION INFORMATION
Sortbw  MissingHUD Data @ UnitlD © Wacant ¢ Status
Sg/Foot TIC Statuz
" 00 : 950 (ml L

y '
I N O I e ¥

|" ou can check the [Yacant] box here in the gnid if the unit was vacant on December 312t of the Effective Date Year
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Here is the TIC form showing an X in the Certification Forms on File grid. You can also see the Blue
Notice Bar over the middle tab where Part VI. Rent information is contained as well as the Blue
Highlighted Rent box that is missing a Rent amount.

@ CA /HUD - Tenant Demegraphic & Income Certification -|O J
CA[HUD TENANT HOUSEHOLD INFORMATION

Part I. Development Data

Prop Name: Broadway Village TCACH: CA-2006-045% Close
EIM #: CA-06-04501 Address: W |

Unit 1D: |1l]l] # Bedooms: | 2 Square Footage: | 950 Edit Linit Infarmation ‘

Certification Forms on File

| " Sort by Missing HUD Data " EarliestDate % Latest Date Cerlification Type: ’_‘ Mew Cert
B Head of Household Cert Date | Cert Type Select' EditCart to  Effective Date: | BRI @
S mith, Heny 081511 Iitial Moadify the TIC i :
Move In Date: | 08-15-2011 T
Effective Date of Income Certification;
H/Hold Size at LIHTC Certification: D ate Help

I — @ I —
COME it art ¥1. Rent T

PatII, Housshald Compesition T Part V. Income Ellgitilig7 Fat vi. R FartVil. Student / Part il. Frograms

Part ¥. Determination of Income Eligibility ¥l. Rent O

Tatal &nnual Houzehold Income
Fram &l S-ourc:es: $ 25.865.00 Tenant Paid Monthly Rént: §

b anthly Litility Allow:

3

4

Linit Meets Unit Meets Deeper i Gross Monthly Rent for Unit: §

Project Income Targeting Income 140% Calculation

Restriction at: Fiestriction at: Not Required

ez I 50% ™ QOther l—Ll o Other Monthly non-optional charges: $
Maonthly Rent Aszsistance (0 if none): $ |0.00

Recertification Income Eligibility Information
Mot Required

Here the Rent amount has been updated and all of the missing information indictors have been cleared.

@ CA / HUD - Tenant Demographic & Income Certification -|O J

CA | HUD TENANT HOUSEHOLD INFORMATION

Part I. Development Data

Frop Name: Broadway Village TCACH: CA-2006-045x Clase
EIM #: CA-06-04501 Address: W |

Unit 1D: |1l]l] # Bedrooms: | 2 Square Footage: | 950 Edit Unit Infarmation ‘

Certification Forms on File

| " Sort by Missing HUD Data " EarliestDate  (* Latest Date Certification Type: | Initial A Mew Cert
ead of Household CertDate | Cert Type Select EditCert'ta  Effective Date: [ 08152011 @ |
Modify the TIC :

Mave In Date: | 08152011 Delete Cert

08-15-11 Initial
Effective Date of Income Certification:
= %HTC Certific:ation: Detplicly

3

£ mith. Heny

| I | |
Fart Il. Houzehold Composition T Part ¥. Income ENgibility 7 Fart ¥1. Rent T Part %Il. Student / Part VIl Programs
Part ¥. Determination of Income Eligibility ¥l. Rent O

Total Annual Household [ncome
From &l Sources: § | 2000000 Tenant Paid Manthly Fént: ¢ [475 00

M anthly Uty Allow: §

Unit Meets Unit Meets Deeper Gross Monthly Rent for Unit: $ |475.00

Project Income Targeting Income 140% Calculation

Restriction at: Fiestriction at: Mot Required

ez I 50% ™ QOther l—Ll o Other Monthly non-optional charges: $
tonthly Rent Assistance (0 if none]: $ |0.00

Recertification Income Eligibility Information
Mot Required
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After returning to the Home Page we see that the X has been removed from the HUD column in both
grids because now the Progressive references to both the Buildings and Units grids have been cleared.

# inHUD Column = MISSING HUD INFORMATION

* BIN

Farmat [2] Buldings

Sort by Missing HUD Data

04501

y 0450
I N ZA = R

Addresz
1245 E. Broadway Anaheim

1246 E. Broadway 52805

#inHU

D Colurnn = MISSING HUD CERTIFICATION INFORMATION

-~ Buildings—
Add

E dit

ils[:

Delete

=

Sortby: ¢ Missing HUD Data (%

UnitlD " Wacant ¢ Status (2] Units

I" “You can check the [Wacant] box here in the grid if the unit was vacant on December 313t of the Effective Date ‘Year

Add

E dit

s

Delete

TICs

On the next page we'll look at how a different progression of clearing missing information notices is

reflected in the grids.
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Here is where we started with an X in the HUD column in both grids.

This time we'll first clear the Progressive Reference to the missing Rent amount in the TIC form for
Unit 100.

# in HUD Calurin = MISSING HUD INFORMATION
St MissingHUD Data " Format (% BIM [2] Buldings
[ | PdT | BIM Address i

Ca 14501 Ang

04 im 05
/| CADE-04502 1246 E. Broadway 32505

r Buildings —
Add

Edit

i

Delete

#in HUD Column = MISSING HUD CERTIFICATION INFORMATION
Sobbw O MissingHUD Data @ UnitlD " Vacant  © Status (2] Units
# Beds | Sq/Foat Statuz | TIC Status
101 : 950

> 2 950 r L
N - - - o

1
=

Add

Edit

ils

Delete

TICs

I" ‘r'ou can check the [Vacant] box here in the giid if the unit was vacant on December 313t of the Effective Date Year

The missing Rent amount was cleared so the Progressive Reference to the Units grid has been cleared
and the X has been removed from the HUD column in the Units grid.

That leaves the Explicit Reference to the missing Building Address indicated by the X remaining in the
HUD column in the Buildings grid.

% in HUD Column = MISSING HUD INFORMATION
Sartby: ' MissingHUD Data ¢ Format (¢ BIN [2] Buldings
=i

~ Buildings ——
Add

501 Anaheim

[/ |Ca0604502  [1246E. Broadway |Anehem  [32805 |

05

Edit

Delete

i:

#in HUD Column = MISSING HUD CERTIFICATION INFORMATION
Sgbbwed” MissingHUD Data @ UnitlD ¢ Vacant ¢ Status (2] Units

Uitz
Add

Edit |
Delete |

TICs

|" You can check the MMacant] box here in the grid if the unit waz vacant on December 31t of the Effective Date Year

Here the Building Address has been added clearing the Explicit Reference to the missing Building
Address and the X has been removed from the HUD column in the Buildings grid.

# in HUD Colurnn = MISSING HUD INFORMATION .
— Buildingzs —

Add

[2) Buldings
Zip

04501 oadway Janaheim

~ |
045 1245 E. Broadway
CA-06-04502 L1246 E. Broadway _—|éneheim  [32a05

=3

Delete

¥in HUD Colurmn = MISSING HUD CERTIFICATION INFORMATIOM Unit

Sortby:  MissingHUD Data % UnitlD Yacant  ( Status [2] Units e
HUL | UnitiCy #Beds | 59/Foot Status | TIC Status

100 z

» 2 5 ] LI
-l e {2 | e | C [0 { |

Add

950

Edit

e

Delete

TICs

* *You can check the [Wacant] box here in the grid if the unit was vacant on December 313t of the Effective Date Year
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Here we show the original Home Page that we first referenced when we started this exercise after the
missing data had been cleared in the TIC and Building forms.

Notice the X is still present in the HUD column in the Properties Grid. This is due to an Explicit
Reference to missing information in the Property Information form. In this example, the Management
Company is missing.

E Spectrum - TCAC Tenant Demographic Report (Ver: 1.0.5) = I O Iil
Eile Reports.. Help Report File Mame: Broadway Village
Spectrum - TCAC Tenant Demographic Report

# inHUD Column = MISSING HUD INFORMATION
Sortby © MissingHUD Data ¢ Format % Name ~_[11 Properties
Property City Set Agide | Management Compa

LClose

e

Broadway ¥ Anaheim 40430
Edit
Delete
K »
¥ inHUD Caolurmtn = MISSING HUD INFORMATION Buildings——
Sartby:  MissingHUD Data ¢ Fomat & BIN [2] Buldifgs g
HUD | FMT | BIN Address Z fed

04501 1246 E. Broadway Anaheim 5

4 CA-0E-0450
|| |canen4s02 1246 E. Broadway 32305

Edit

ils

Delete

#inHUD Column = MISSING HUD CERTIFICATION INFORMATION
Sotby  Missing HUD Data  © UnitlD  © Vacant  © Status (2] Unitz

HUD | UratlD SqiFoot | *Wacant | Status | TIC Statug

— Unitg
Add

3 100 p 950 | LI Edit
!l fe2 | 2 | | C [/ :

Delete

Hdd

TICs

I“ You can check the [Wacant] box here in the grid if the unit was vacant on December 31st of the Effective D ate Year
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Here's the missing information in the Property Information form.

Information About This Status Report
Eeporting Period: | 14172011 ToO | 12/31/20M

Feport Prepared Buw: |T|:|m Brown

Management T Dwaner

I

Managing General Partner

Select a Managment Company from thiz drop down list or add a new one

Mngmnt Agent: ﬂ Mew
Address: Q
Clty: 5t Zip:
Primary Contact: Ph: Help
et al Address:

Here's the corrected Property Information.

Information About This Status Report
RBeporting Period: | 141/2011 TO | 12432011

Report Prepared By |T|:um Brown

Management T Dwner

I

M anaging General Parther

Select a Managment Company fram thiz drop down lizt or add a new one

Mngmnt Agent: |Buckingham Property tanagement

j e

Primary Contact: R ozemary 'w alter

Address: PO Box 5477 E dit
Ciy: Fresno St CA  Zip 93755 Delete

Ph: 553-452-8250

Help

e ail Address: nwalter@buckinghampr.com
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Here's the Home Page showing all missing information indicators cleared. The report file is ready to be
submitted to HUD.

File Reports.. Help Report File Mame: Broadway Village
Spectrum - TCAC Tenant Demographic Report Close

# inHUD Column = MISSING HUD [MFORMATION
Sotbw  MissingHUD Data ¢ Format ™ Name (1] Properties
Froperty Set Agide | Management Compa «
Wi & nahe 40460 Buckingham Property Add

-

— Property——

Delete

i

¥ inHUD Column = MISSING HUD IMFORMATION
Sortbw © MissingHUD Data ¢ Format ¢ BIN [2] Buldings
HUD | FrT | BIM Address Zi

— Buildings ——
Add

Ce 14501 1246 E. Broadway Anaheim Edit

>
|| [CADSMB02  [1246E Broadwsy  JAnehem  [92808 |

i

Delete

#in HUD Column = MISSING HUD CERTIFICATION INFORMATION
Sotby:  MissingHUD Data @ UnitlD  © Wacant  © Status
HUD | UnitlD Sg/Foot | *Wacant | Statug | TIC Status
4 100 2 950 | LI
1 fooz | 2 | % T U/ |

— Unitz
Add

E dit

Delete

s

|" ou can check the [Yacant] box here in the gnid if the unit was vacant on December 312t of the Effective Date Year
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X In the FMT Column in a Grid
This section describes how to quickly locate TCAC# and BINs that are incorrectly formatted.

There are four indicators in the software that direct you to incorrectly formatted TCAC# or BINSs:
1. An X inthe FMT column in the Properties grid if the TCAC# is not correctly formatted and in
the Buildings grid if the BIN is not correctly formatted.
2. TCAC# and BIN data boxes that are missing requested data are highlighted in blue.
3. Warning prompts when closing a form with an incorrectly formatted TCAC# or BIN.
4. Spectrum reports that display incorrectly formatted TCAC# or BINs highlighted in blue.

SPECIAL NOTE

The Spectrum software will prevent you from submitting the report file to Spectrum if the
TCACH is not correctly formatted.

In this example the TCAC# and the BIN for Building CA-06-04501 have 'xx' added to the end of each
value for illustrative purposes.

Notice that besides an X in the FMT column in both the Properties and Buildings grids there is an X in
the HUD column for both grids as well. This is because incorrectly formatted TCAC# and BINs also
trigger the HUD missing information notices.

Eile Reports.. Help Report File Name: Broadway Village

Spectrum - TCAC Tenant Demographic Report
H inHUD Colurn = MISSING HUD INFORKMATION
Sortby:  MissingHUD Data ¢ Format & Mame [1] Properties

Froperty Set Azide | Managemen «
a Anaheim 40/60  Buckingham Add

-

— Property——

# inHUD Column = MISSING HUD [MFORMATION
Sot by  MissingHUD Data ¢ Format @ BIN
Address

— Buildingz —
Add

Anaheim Edit

Delete

ilz[s

#*in HUD Colurmn = MISSING HUD CERTIFICATION INFORMATION
Sotby:  MissingHUD Data @ UnitlD  © Wacant  © Status
HUD | UnitiDr Sq/Foot Status | TIC Status
b 100 2 950 [l LI
1 fooz | 2 | % T U/ |

— Unitz
Add

E dit

Delete

s

I" ou can check the [Yacant] box here in the gnid if the unit was vacant on December 312t of the Effective Date Year
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Here the TCACH# is highlighted in blue because it's incorrectly formatted.

B Property Information -0 J
Property Information
-
R =R E e (Broadway Yillage!

Carrect PIN format is: G-y Y-PPP LCancel
TCACH: |CA-2008-045: Check Format Format Help A7

Physical Address; |1245 E. Broadway
City: |Anaheim St |H Zip: |92305
Federal Minimum
Set Aside: 40780 :‘v
Information About This Status Report
Bepotting Perod: | 17172011 TO | 12/31/2011  Repart Prepared By: | Tom Brown

e — e — e —
Management T Owaner T M anaging General Partner

Select a Managment Cormpary from this drop down list or add a new one

Mngmnt Agent: |Buckingham Property Management j MHew
Address; PO Box 5477 E dit

City: Fresno St A Zipt 93755 Dlckte

Primary Contact: Rosemary walter Ph: 559-452-8260 Help

eMail Address: iwalter@buckinghampm. com

Here the formatting has been corrected and the blue highlight is cleared.

& Property Information - |O J

Property Information

OF.
Property Mame: |Bmadwa}l Yillage -

Carrect PIN format is: G-y Y-PPP LCancel
TCACH: |CA-2008-045 Check Format Format Help A7

Physical Address: |1245 E. Broadway
City: |.~’-‘n.naheim St IH Zip: |32305
Federal Minimum I—_|
Set Aszide: 4080 >
Information About This Status Report
Bepotting Perod: | 17172011 TO | 12/31/2011  Repart Prepared By: | Tom Brown

e — e — e —
Management T Owaner T td ahaging General Parther

Select a Managment Company from this drop down ligt or add a new one

Mngmnt Agent: |Buckingham Froperty Management j Mew
Address; PO Box 5477 E dit

City: Fresno St A Zipt 93755 Dlckte

Primary Contact: Rosemary 'walter Ph: 559-452-8260 Help

ebdail Address: rwalter@buckinghampr. com
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Here the X has been cleared from the FMT column in the Properties grid but the X remains in the
HUD column in the Buildings grid because the BIN for Building CA--06-0451 is still incorrectly
formatted.

(B3 Spectum - TCAC Tenant Demographic Repor Ver .03 W=k
File Reports.. Help Report File Name: Broadway Village
Spectrum - TCAC Tenant Demographic Report

# inHUD Column = MISSING HUD [NFORMATION
Sortby: O MissingHUD Data  ( Format % Name (1) Properties

Property Set Azide | Managemen «

i Anaheim 40/60 B ham Add

Cloze

B

— Property ——

Delete

# in HUD Column = MISSING HUD INFORMATION

Sot by, Missing HUD Data ¢ Fomat & BIN [2] Buldings
Address Zip
1245 E. Bro X Anakeim

1246 €. Broadway 32805

— Buildingz ——
Add

Edit

Delete

i

Here the BIN is highlighted in blue because it's incorrectly formatted.

Property: Broadway Yillage

1]

X]
| Lol |
w B

— Building Information Canicel
Correct BIM farmat iz CA-Y-PPPHM

* BIM: E.A-I]E-IJ-IIEIH R Check Format | Format Help |

Address: I'I 245 E. Broadway
Ciby: I.-'l'maheim St I Ca  Zip IEEEDE

*ou don't need to enter dazhes in the BIN when entering it. They will be entered for pau.

Here the formatting has been corrected and the blue highlight is cleared.

Property. Broadway Yillage

]

— Building Information LCancel
Corect BIM farmat iz CA-v-PPPHM

* BIN: IEA-I]E-I]JIEI]H Check Format | Farmat Help |

Address: |1245 E. Broadway
City: |.-'-‘-.naheim St I Ct g |E|2BEIE

*'ou don't need to enter dazhes in the BIM when entering it. They will be entered for vou,

2l
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Here's the Home Page showing all missing information indicators cleared. The report file is ready to be
submitted to HUD.

Eile Reports.. Help Report File Name: Broadway Village

Spectrum - TCAC Tenant Demographic Report Clase
H inHUD Colurn = MISSING HUD INFORKMATION
Sortby:  MissingHUD Data ¢ Format & Mame [1] Properties
Froperty Set Azide | Managemen =

Anaheim 40/60  Buckingham

-

— Property——

E dit

i

Delete

# inHUD Column = MISSING HUD [MFORMATION
" Format BIM [2] Buldings
Address i

1245 E. Broadway Anaheinm

— Buildingz —
Add

T~ CA-06-04502 1245 E. Broadway 5260

Delete

i

#in HUD Caolumi = MISSING HUD CERTIFICATION IMFORMATION
Sotby:  MissingHUD Data @ UnitlD  © Wacant  © Status
HUD | UnitlD Sg/Foot TIC Statuz
4 100 2 950 (| LI
T 7 O e e

ils

|" ou can check the [Yacant] box here in the gnid if the unit was vacant on December 312t of the Effective Date Year
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Notice Bars

There are notice bars in Property Information form as well as the TIC form. The bars will be blue
when there is information missing form the area immediately below the bar.

Here the none of the three Affiliated Organizations have been entered.

@ Property Information _lo J
Property Information
oK
Froperty Mame: ||
Corect PIN format is: A -PPP LCancel

TCACH: Check Format Format Help W

Phyzical Address:
Cit: | st Zm
Federal Minimum l—_|
Set Aside: h

Information About This Status Report

|| BosolingBeded ! ToT REpET PrEparet £y
q ] —| ] —| ﬂl:|>
ana; L Y Clcumss A tebarramr G EReal Fartner

Select a Managment Campany fram thiz drop down list or add a new one

Mngmnt Agent: | j Hew
Address: 4
City: St Zip: 4

Primary Contact: Ph: Help

eMail Address:

Here information from all three sections of the TIC form is missing.

E CA / HUD - Tenant Demographic & Income Certification -|O J

CA /HUD TENANT HOUSEHOLD INFORMATION

Part |. Development Data

Prop Name: Acme Acres TCACH: CA-1993-140 Close

BIM #: CA-93-14001 Address: g

Unit ID: |1 [1}] # Bediooms: | 2 Square Footage: | 950 Edit Unit Information ‘

Certification [TIC/THIF] Forms on File

| " Sort by Mizssing HUD Data " Earliest Date % Latest Date Certification Type: | Recertfication w
HUD | Head af Househald CertDate | Cert Type Select'Edit Cet'to  Effective Date: | 06-01-2008 (T |
R v 06-01-03  Recertification todify the TIC o
Move In Date: | 0B-01-2006

Delete Cert
Effective Date of Income Certification:

3

S Luuuuu.,tcrﬁﬁ‘—"“‘fj, EetBliE |
( I —  — I — p
Pt 1T HouseOIt-Comporsition——— ——aii_lncoms Elgbii.L Bt B sk ———Portli=Sterien PETVIT Frogars
Mum Dccupants: | [ MISSING HUD HOUSEHOLD MEMEER INFORMATION )
[~ Wacant [Check if unit was vacant on Dec 31 of the Effective D ate Year] |
# | Last Mame Firzt Mame Mid Fielate DOB F/TStudent | S5SM (4] | Ethnicity Dizabled | =

P 1 Jones Edward [H]Head of 11-26-52 4405 3-Did not

Race
[ Amer Ind/dlaskan v Asian [ Black/African American [ Mat Hawail/Other Islander [~ Other | ‘white [ Did Mot Respond
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Data Entry Boxes

The Property Information form is a good example of how missing information is highlighted and
includes Yellow highlighting.

Entry boxes for data that is required by HUD that are missing information are highlighted in blue.

Entry boxes for data that is required before a form can be saved (and submitted to Spectrum) are
highlighted in yellow. In the case of the Property and Building Information forms the TCAC# and BIN
boxes are highlighted in blue even though they are required to be entered before the form can be saved.
This is because they are both required by HUD as well.

Yellow is used so that information that is fundamental to the report gets captured even if data HUD is
requesting is not provided at the time the form is open.

@ Property Information J

Property Information

1
O

Property Mame: ||
Carrect PIN farmat iz CA-YYYY-PPP Cancel

TCACH: Check Format Format Help e =

Physical Address: |

i

Citw: | st Zip:
Federal Minimum |—4|
Set Agide: h
Information About This Status Report
Reparting Period: | T0 | Report Prepared By: |
[ | [ | [
Management T Dwaner T tanaging General Partner

Select a Managment Comparwy fram this drop down list or add a new one

Mngmnt Agent: | j Hev
Address: 4
City; Sk Zip: 4
Primary Contact; Ph: Help
ebail Address:
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There are other types of data entry boxes that are also highlighted when missing information.

In the Add New Certification form the F/Time Student, Race and Ethnicity boxes are all different styles
of boxes but operate in the same manner. If data is missing they're highlighted. When the data is
entered the highlighting is cleared.

(=] Add a New Certification N [=] F3
Add Hew Certification Information o
Certification Type: || j
Cancel

Effective D ate:
Move In Date: VAN -

THIF - Self Certification Only

Effective Date af LIHTC Incame Certificatian:

Date Help
Haousehald Size at LIHTC Certification:

Add Hew Houzehold Member Information

Last Mame Eirst Mame kdid
Felationship

|[H] Head of Household

F/T Student S5M [Last 4]

C Mo oves %

Race: [More than one seEch ade]

Drate of Birth

2]

Select Race designations that apply (1] ;] Enter Codes
[ 1] hite Ii
[ [2] Black/Afican Amenican

[ [3] Amencan Indiansdlaskan M ative

[ [4] Azian

[ [5] Mative Hawaian/Other Pacific |=lander

[ [B] Other

[ [7]Did Mot respond

E themeity
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Warning Prompts

There are four different warning prompts that are presented based on circumstances within the
software. The prompts are meant to inform you that information is missing will not prevent you from
proceeding.

This prompt is presented when the TCAC# is incorrectly formatted

Invalid TCAC# Format x|

The TCAC#: 'CA-2003-103x" is not correctly formatted to the
L. TCAC/HUD specification.

Do you wish to proceed without providing a correctly formatted
TCACE?

This prompt is presented when the BIN is incorrectly formatted

Invalid BIN Format x|

The BIN: 'CA-2003-10301" is not correctly formatted to the HUD
! ., specification.

Do you wish to proceed without providing a correctly formatted BIN?

This is the general prompt that is presented when leaving a form that is missing HUD requested data.

Missing Information J

l Information highlighted in BLUE is requested.

Do you wish to proceed without providing the information?

Spectrum Enterprises 102 of 122 Version: 6/11/2012



Spectrum-TCAC Tenant Demographic Reporting spﬁum

This prompt is presented when saving a TIC form that is missing HUD requested information. It is
different than the other prompts in that it provides the ability to turn of the warning notice for the
current session by checking the M Turn off notice for this session box.

The session ends when the Spectrum software is closed and will restart the next time the software is
started. Until the session is closed and then restarted you will not be warned when saving a TIC with
missing HUD information.

Warnings will still be presented in all of the other forms during the current session.

This option was provided as a convenience to speed up data entry when not all the tenant information
is available when TICs are first entered into the software.

NOTE: Itis expected that the TIC will be fully completed before being submitted to HUD.

Missing HUD Requested Information

& [nfarmation highlighted in BLUE i required by HUD.
Do you wizh to proceed without providing the information’?

| Turn of notice Far thiz session — =

You can manually turn this warning ON or Off in the File\Turn HUD TIC Warning... menu located at
the top of the Main Page.

1
a

E Spectrum - TCAC Tenant Demographic Report (Ver: 1.0.5) J
m Reports... Help Report File Name: Quail Ridge

Open-..

Mew....
Import XML mn = MISSING HUD INFORMATION
ame [1] Propertiez

Transfer the Report File to Spectrum City Set Agide | Managemen = Property
Transfer Log 4d

v Turn HUD TIC Warning ON Edit
Exit Ctrl+F4 Delete
‘ . ;If

| # in HUD Column = MISSING HUD INFORMATION
| Sortbw: 7 Missing HUD Data ¢ Format & BIN (4] Buldingz

5

ilz[:

| Buildingz

dd
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Reports

The Spectrum software provides three reports for viewing and printing the information in a report file.
You can review the data for all of the properties in the report file or only a single property.

The Reports are:
1. All Certifications

2. ONLY Certifications Missing Data
3. Vacant Units

To run reports got to menu bar at the top of the Home Page and select [Reports...].

| ¥ inHUD Column = MISSING HUD INFORMATION

" Farnat (¢ Mame

Sort by 7 Mizgsing HUD Data

[1] Properties

Property

Set Agide | Managemen -

o

K1l
| # i HUD Column = MISSING HUD INFORMATION
Sotby: 7 Missing HUD Data ¢ Format & BIN [4] Buldings
HUD Address City =

W 301 13600 E Parlier duw Pailier
* ¥ |CA-2003-10302 13600 E Parlier Ave Bldg B Farlier
bl X |Ca-2003-10303 13600 E Parlier Ave Bldg C Parlier 93648
bl X | CA-200310304 13600 E Parlier Awe Bldg D Parlier 93648
| #inHUD Caolumn = MISSING HUD CERTIFICATION INFORMATION
Sortby: © Missing HUD Data & UnitlD  © Vacant Status (18] Unitz

HUD | Unitl D H#Bed: | SgfFoat | *“acant | Statuz | TIC Status =
X |02 3 1033 r LI
® |03 3 1033 r LI
® (04 3 1033 r LI
® |05 3 1033 r LI
¥ |06 3 1033 r LI
® |07 4 1207 r LI hd

I 'ou can check the [Wacant] box here in the grid if the urit was vacant on December 312t of the Effective Date Year

[« L

=1of |

LCloze

i

Property

Edit

T

Delete

Buildings
Add

Delete

ow |

Units
A

o
[=n

Edit

Delete

TICs

Select the reports you want to run. You can run just one report or all three reports.

Select the reports you want to run. You can run just one report or all three reports and they can be run

for all of the Properties in the report file or only a single Property.
[ElWiew Reports (2 view Reports
Select Reportfz] o Wiew/Print
[v AL Certifications
[ OMLY Certs Mizzing HUD Data
[v Wazant Units

Select Report(z] to ViewPrint
[~ alLL Certifications
v OMLY Certs Miszing HUD Data
™ Yacant Units

 elected Propet ) Celeeize fiey

(" Al Properties

[View] — Runs the reports and displays them on the computer screen where the report can be printed

from.
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This is a sample of the report Showing ONLY Certifications Missing Data.

[ HUD Report: Certifications Missing Date 1O x|

| x 14 126 b M o= S &&= ]| Teeaz 100z 1720172
E{HUD Report Certs Missing Data|

Quail Ridge

I I.l :LI Tl LIHTC Tenant Data Collection

TCAC - Missing HUD Income and Demographic Data Report

Showing Only Certifications With Missing Data

Reporting Period
01/01/2009 to 12/31/2011
Printed
06/07/2012

spgﬁqm

45 Shers Rosd - Cape Elizsbeth, ME 04107
CALIFORNIA TAX CREDIT ALLOCATION COMMITTEE P s

In this example there are there are a variety of different pieces of information that are missing and they

are shown in blue. The BIN is in blue because it's not correctly formatted.

Use the navigation arrows at the top of the form to move through the pages of the report. Use the

printer icons at the top of the screen to print the reports.

=10l x|

PR S E & S]] TR w6

TCAC - Missing HUD Income and Demographic Data Report

Quail Ridge

CTCAC # CA-2003-103 Federal Set Aside: 40/60 Reporting Period: 01/01/2009 to:12/31/2011

BIN: CA-2003-10301 Aggre=s: 13600 E Parlier Ave Bldg A Ciy: Parlier Zip Coo=: 93648

Unit: 01 Bedrooms: 3 acart [Check if unit was vacant on Deczmber 31 of the Effective Dats Year)

Other Programs: Nene
Erograms Mizsing Income %

Recertifiestion  ET Date: 01/05/11  Number of Oc ts: 5
LIHTC Qualification Date: 01/05/05 &nnual Income: $24,054.00 &1l Stusents: No Tax Cresit Yes

Ircome st Quaitiction Date: [ %] P : $45,51600 | Stugent Use: HOME Nz
: $735.00 Tax Sxzmet: Mo
= istance: $0.00 AHDP: No

Relationship /T Student  SSN Ethmicity Dissbled  Race
Did Not Respond
Did Not Respond
Did Not Respond
Did Not Rezpand
Did Not Respond

Head 06/15/71 No 1460 Did Not Respond No
Soouse 07/18/65 No Did Mot Respond ™

Child/Step 05/25/01 No 2365 Did Net Respond No

Child/Step 03/13/84 8618 Did Not Rezpond No

Vasquez, Lizandrs Child[Step 12/24/35 2658

Did Not Respond No

Unit: 02 o ‘Vacant (Check if unit was vacant on December 31 of the Effective Date Year)

Recertificstion  EIT Dste: 06/27/11 Other Programs: Non=

LINTC Qualification Date: 08/27/08
Ircome st Qualification Date- [ % |
Date of LIHTC Certificstion: - $682.00
HH Size ot LIHTC Certification: - 50.00

All Stugents: No Tax Cregit Yes

Student Use: HOME Ko
Tax Ex=mpt: N
AHDR: Nz

Mbr#  Tenanl F/T Stug=nt  SSN Ethricity Dizabizal

Programs Mizsing Incoms %

Correa, Nain 0000 Hispanic No

z Galan, Maria Somuz= 000D Hizpanic Na

3 Comea, Ruben Child/Step Hizpanic Ne

4+ Carres, J=nriter Cnila/Step Hinpanic Ne

Showing Only Certifications Missing Data Page 1 of 25 Print Date: 06/07/2012
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Submitting Files to Spectrum

Once you have completed data collection the file is sent to Spectrum over the internet from within the
Spectrum software. To use this process you must have an active internet connection. The report file
you want to send to Spectrum must first be loaded in the Spectrum software. If you have more than one
report file you’re working with, simply load each one and then send it.

To submit the report file to Spectrum go to the menu bar at the top of the Home Page and select
Transfer the Report File to Spectrum.

E Spectrum - TCAC Tenant Demographic Report (Ver: 1.0.5) iy | J
Reports.. Help Report File Mame: Acme Managment
Open... - Tenant Demographic Report
Nev.. ‘ SC s TR _ oo |
I t XML mn = MISSING HUD INFORMATION e
i ame [2) Properties “ .
Transfer the Report File to Spectrum City Set Aside | Managemen ~ Property
Transfer Log Femdale 20/50  Acme Manar Add
40/60 |0 ]
Exit Ctrl+F4 ﬂ

om o

| #* inHUD Column = MISSING HUD INFORMATION
| Sotby ¢ MissingHUD Data € Format (% BIN [1] Buldings |

Buildings

Here is the ‘Send Report File to Spectrum’ dialog box ready to send the report file to Spectrum. Notice
how the name of the report file being sent is different than the name of the report file on your
computer. The Spectrum software adds the date the file was sent to Spectrum for our internal
monitoring. The name of the file on your computer is not changed.

For your reference, the ‘Properties Being Sent” box will list all of the properties that are in the report
file being sent to Spectrum. In the example, Acme Acres and Quail Ridge will be sent in the single
report file named Acme Management.eoy.

Send Report file to Spectrum (Mot Connected) J
File Infarmation
. . Done
Mame of the Report file being zent to Spectrum
[uail Ridge. eoy Send File to
Spectrum

Propertiez that will be zent to Spectum
[uail Ridoge

| B

Tranzfer Log

[ 0% Canfigure

[Done] - Closes the ‘Send Report File to Spectrum’ dialog box and returns to the Home Page.
[Send File to Spectrum] — Transmits the file to Spectrum.

[Cancel Transfer] — Cancels the transfer process.

[Transfer Log] — Displays the Transfer log where you can view and print the log.
[Configure] — Displays the “‘Configuring File Transfer Protocol’ dialog.
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File Uploading
Select [Send File to Spectrum] to start the transfer of the file to Spectrum.

Here the report file is being transmitted to Spectrum.

Sending Report file to Spectrum (Connected...) J

File Information

Mame of the Repart file being zent to Spectum

[uail Ridge.eop

Propertiesz that will be zent to Spectrum Cancel
— Tranzfer
(luail Ridge —_ 1

I

Cancel Transfer — Cancels the transfer process.

Successful Transfer
File Transfer was successful.

Transfer Successful ﬂ

- —

| 1 Thank you.

The file 'Quail Ridge' has been successfully submitted to Spectrum.
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File Transfer Log

Once the file has been transferred the File Transfer Log opens automatically. Transfer Log dialog box
lists the file transfer history and provides a way to view and print the log.

]
Spectrum Report File Transfer Log

Status Repart File Mame MHame of File Sent
2012 5 Quail Ridge Quail Ride

p EAM0/20 S
MEEE

Report I Close

Report — Displays the ‘“TCAC/HUD File Submission Report’ for viewing and/or printing.
Please help us make our software as easy to use and trouble free as possible

We welcome your comments, observations and suggestions.
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File Transfer Log Report

The TCAC - HUD File Submission Report shows the details of the each file transfer event including
when the software was registered. The report can be printed.

Use the navigation arrows at the top of the form to move through the pages of the report. Use the
printer icons at the top of the screen to print the reports

2 =1o] x|

<EE Tof 1 bH e & &d& =[] Tz 0m

- File SUBMISER

TCAC - HUD File Submission Report

Print Date  06/10/2012

= 06/10/2012
:  OD:0D:38

: Success

am=:  Quail Ridge

File Name= S=rt:  Quail Ridge{S=nt-06-10-12} zip
- Qusil Ridge

: DB/D7/Z012

s:  Registration Success

ame: Registration Information

File Transfer Log Page1of 1 Print Date: 06/10/2012
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File Transfer Blocking

When sending a file to Spectrum, you may encounter a message from either Window’s firewall or your
anti virus software notifying you of the transfer process. If you are given the option, select ALLOW,
DO NOT BLOCK or UNBLOCK to allow the file transfer process to complete.

The Spectrum file transfer is secure and presents no security risk to your computer. Once the file is
transferred, the connection is closed immediately.

If you don’t have an active connection or you do not want to unblock the file transfer process, please
contact Spectrum support at the numbers found in the Help\About menu at the top of the Home Page.

Configuring File Transfer Protocol

If you are repeatedly not able to successfully transfer a file to Spectrum you may need to reconfigure
the Active/Passive transfer mode. If the problem persists please contact Spectrum support at the
numbers found in the Help\About menu at the top of the Home Page.

The default setting is Passive and works in virtually all circumstances. If you’re having problems
switch the mode to Active. If switching to Active doesn’t fix the problem then switch the mode back to
Passive before trying other approaches.

Send Report file to Spectrum (Disconnected) J

Configure File Tranzfer Protocol

Set Transfer Mode [Passive iz Default] 0k

* Pazzive " Active Port: | 21 Default = 21

e

Cancel
Only change configuration settings IF vau're systern and/ar nebwork 1z
having trauble tranzmitting the report file b Spectrum othensvize
unerpected results may ocour.

Problems may occur with your network's firewall setting or any anti-viug
goftware that may be installed on your compker.

[k

[f the: problem persiztz please contact Spectrum support at the numbers found in
the Helpddbout menu at the top of the main screen.
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Support
All of the support options are available under the Help menu located at the top of the Main Page.

User Guide

Training Materials

Registration

Check for Spectrum Updates

Send a Comment to Spectrum
About (Contact Spectrum Support)
Contact TCAC

NougkrwdE

E Spectrurn - TCAC Tenant Demographic Report (Ver: 1.0.5) -0 J
File Reports... m Report File Name: Bakersfield

- Complete User Guide \ant Demographic Report Close

Training Materials I55ING HUD INFORMATION M

Sotby b [1] Properties

Registration Pro

: . - perby
Check for Spectrum Updates Ciy Setasidsl Maragsman Add
Send a Comment to Spectrum Edit

About (Contact Spectrum Support)

Delete
TCAC Contact Information -
ki ;ﬁ
[ # inHUD Column = MISSING HUD INFORMATION Buildings
Sotbye © Missing HUD Data ¢ Format % BIN [10] Buldings
HUD | FMT | BIN Address City Zip - A
* * 0340 710 Brundage Lane Bldg A B akerszfield Edit
x, x| Ch- -05402 710 Brundage Lane Bldg B B akersfield 93307

[ 1 [ [a 2002 n0ans (290 et 1 Dl el ol [oan ] i

Complete User Guide - A completed manual in PDF format that can be viewed and printed. This does
require that the Adobe Reader software be installed on your computer. If it's not, there is a link to the
Adobe download site in the Training Materials form under the Help\Training Materials menu.
Individual chapters are available in the Training Materials form as well.

Training Materials - A complete list of the available trading videos that are located on the Spectrum
web site. These videos can be accessed directly form the Training Materials form by simply clicking
on the appropriate link.

Registration - By registering with Spectrum you guaranteed the highest level of support and
communication.

Check for Spectrum Updates - Easily check to see if there are updates to the Spectrum software as
well as review a log of previously installed updates.

Send a Comment to Spectrum - We're always interested in making the Spectrum software as easy
and friendly to use as possible. We welcome your comments and suggestions.

About (Contact Spectrum Support) - Information about the Spectrum software as well as all the
ways to contact Spectrum for technical support.

Contact TCAC- Contact information and links to the TCAC web site to download TCAC forms.
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Complete User Guide

The Help\Complete User Guide menu at the top of the Main Page provides access to the Complete

User Guide.

There are number of ways to navigate through the User Guide. The simplest way is to use the Adobe
Bookmarks feature which will display the Guide's table of contents to the left of the page. You can

scroll through the contents and simply click on the topic you're interested in.

If the Bookmarks pane is not open click on the Bookmark icon on the left edge of the window.

E Spectrum-TCAC User Guide.pdf - Adobe Reader

File Edit Yiew Document Tools Window Help

=o)X

= &l @ $ 21 /@ @®[se2x- o [H [Fine -

Spectrum - TCAC Tenant
Demographic Reporting
User Guide

Ix

I ‘ LIHTC Tenant Data Collection

Welcome
Spectrum - TCAC Tenant Demographic Report

i

Ad

If you don't have the Adobe Reader software on you computer or you want to update your version of it

go to http://get.adobe.com/reader/ for the latest version.
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Once the bookmark pane is visible simply click on a topic and you'll jump right to it.

In this example the section on Installing the Software has been selected.

| Spectrum-TCAC User Guide.pdf - Adobe Reader - 0] x|
File Edit View Document Tools Window Help *
= &l Qg'j 24 P=z/u/mwe®[E%- o o [fd =

Bookmarks

-
E Table of Contents
E| Introduction
|E| HUD Requirements
=¥ software Overview
D Computer Requirements
E Multiple Properties
D Data Entry Methods
[ xmL Import
D Manual Entry
|E| Data Submission to Spectrum

=& BIN and TCAC# Entry and
Formatting

E Tcace

D BIN Formatting

|E| Special Note

& when Using XML Import for

Installing the Software

Cmce the mstsllation file has been downloaded and started, the installation software will walk you
through a few steps. In arder to be able to provide the highest level of support possible, it is
recommendad that you accept the dafmlt options.

' Spectrum TEAL HUD Data Callection Setup 3

Welcome to the Spectrum
TCAC HUD Data Collection
Setup Wizard

The Setup Wizard wil netall Spestrun TCAC HLD Dsta
Call=cton on your computer. Click hext™ ta contnue ar
“Cancel" tn eit the Setp Wisard,

Select [Next]

Data Entry —
ectrum HUD Data Collection Setup
EE] mnstalling the Spectrum Select the Start MenuShortcuts Folfer
Software

This i the Focer here Specinum LD Dits Calecton shirtruts villbe nsiaied. (8

Tainztsll shorbaus m ths falder, dok Next” Ta nstsl o = diffarst folder, anber £
betow ar select one fran the comba boa.

Start Menu Shor touts Folder:
Speciium HUD Data Collecton =

D Splash Screen

[E Firewa Blocking Internet
Access

|E| Registration

[ step 1 - New Report File
Options

[ step 2 - Select File Options

E Creating a Report File for
MANUAL data entry

D Home Page

E Creating a Report File for
XML IMPORT

1 I arder ke mskal n @ subfokdor, opperd the subfobs name,
i seperatec by 2 Y

“Eack Pest = Cannel

Select [Next]
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Individual Sections

Sections of the User Guide are available for viewing and printing in the Training Materials form
located in the Help\Training Materials menu at the top of the Main Page.
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Training Materials

The Help\Training Materials menu at the top of the Main Page provides quick access to all of the
Spectrum Training Materials. Additionally, there are help buttons on most forms that will take you
directly to help for that form.

There are two types of training materials available to help you understand how to use the Spectrum
software:

1. Printed Material
2. Online Video Tutorials
Printed Materials

The printed materials consist of a complete User Guide in the Adobe PDF format, which is installed on
the computer the same time the Spectrum software is installed. The complete Guide can be viewed and
printed from your computer. Additionally, individual sections can be accessed and printed from the
Help\Training Materials menu as well as from most of the forms in the software.

Video Tutorials

Video tutorials are only available on line but are accessed directly from within the Spectrum software
Help\Training Materials menu as well as from most of the forms in the software.

R Spectrumn Training Materials ﬁ

Spectrum - TCAC Training Materials

Uszer Guide Chapters

1. Software Owverview &G P | 10 warking With BIN: Cloge

2. Software Inztallation V4 I8 | 11, wWorking Wwith Urits

3. Registration E P8 | 12 wWorking with TICS

4. Running the Software far the First Time “ _{L 13, Working With Househaold Members

5. Manual Data Entry E P8 | 14 |dentifying Mizsing Data

Ba. Adding a CTCAC Property E P8 | 15 Submitting Files to S pectium

Bb. Looking up a CTCAC Property M _,L 16. Reports

Va. Importing =ML Into a Mew File W\ P8 | 17 Support

7b. Importing =ML Into an Exigithg File IS | Complete User Guide

8. Working ‘with Properties -,L Get Adobe Reader

9. Working ‘with Affiliated Organizations - @
SPECIRUM

ﬂ Takes you directly to Spectrum's web site to a Video Tutorial for the form that your working
with. You will need internet access to view the tutorial.

Opens the section of the Complete User Guide that pertains to the form.

[Get Adobe Reader] - If you don’t have the Adobe Reader software on you computer select this
to go to Adobe's download site to install it.
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Online Help

Spectrum’s web site contains all of the Training Materials that are available from within the Spectrum
software providing you with full time access regardless of your location and whether or not you have
access to the computer with Spectrum software installed on it.

HOME STATE MONITORING  SERVICES TRAINING RESOURCES ABOUT BLOG CONTACT

SPECIRUM

ENTERFEISES

Search Our Site GO

I State Monitoring
American Samoa
California

« SpectrumTCAC Training Videos Connecticut

Hawaii

Maryland

Massachusetts

US Virgin Islands

WestVirginia

Wyoming

I I 1 LIHTC Tenant Data Collection Compliance Bulletin Board

Spectrum Tutorial Videos for California

\ " I Services

I Training

CA Video Training Tutorials

VIDEO TUTORIALS

Video training tutorials for the Spectrum/TCAC Tenant Data
Collection Software program will be posted here during the

Week of June 11 =15, 2012
SPE%UM

Spectrum Enterprises is pleasedto have been selected to partner with the California Tax Credit Allocation
Committee (CTCAC) to collect HUD tenant demographic data electronically for all tax credit projects in
California. Spectrum Enterprises has been performing LIHTC compliance sernvices for over 25 years and
provides compliance monitoring senvices as the authorized delegate for a number of state housing agencies.

CALIFORNIA TAX CREDIT ALLOCATION COMMITTEE

Spectrum/TCAC Training Videos Will be Posted Here.
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Registration
The Help\Registration menu at the top of the Main Page provides access to the Registration form.
It is very important that the registered email contact information be accurate. Besides notices on

TCAC and Spectrum's websites, email is the only way information about the Spectrum HUD
Data Collection software will be provide.

Before registering and downloading the software, you must decide who in your organization will be
the primary contact for support. You'll need to provide this person's contact information, including
email address and a telephone number, as well as the Owner's business name and their representative's
contact information. You'll also need to provide the number of properties being managed as well as an
estimate of the expected number of computers the software will be installed on and the expected
number of users.

When the software is first started you’ll be prompted to provide contact information to Spectrum by
completing the Registration form. This is information you may have already gathered by using the
Registration Worksheet that has been available at the Spectrum website.

Items highlighted in yellow are required. You will prompted to register each time you start the
software until the registration has been completed and sent to Spectrum.

While providing all of the requested information will ensure that you’ll receive the highest level of
support, only the information in the yellow boxes is required.

Management Information

12} x|

Spectrum HUD Data Collection Software Registration

The reqistration process is uzed to collect contact and expected uze information 2o we can communicate with you in the mozt expedient and efficient manner.

It iz very important that the registered email contact information be accurate. Besides notices on TCAC and Spectrum's
web sites. email is the only way information about the Spectrum HUD Data Collection software will be provide.

Management Information T Dwner Information T Property Information

Property tanagement Company: | Enter the Property Management company name.

sy Bt Memies | Enter the name of the primary contact far user
) infarmation and suppart. This is the person we would
contact with information about the data collection

process and how to uze the software.

Uszer Contact Phone: | Enter th§ phone number of the primary contact for user
information and suppart.

User Contact ebail; || Enter the email addres= of the primary contact for uzer
information and support.

Enter the name of the primary contact for zofbware
technical support. Thiz iz the person we would contact
with information about the technical aspect of the
software such as installation and upgrades.

Technical Contact Marne: |

Enter the phone number of the primary contact far

Technical Contact Phone: | "
zoftware technical support.

Enter the email addrezz of the primary contact for

Technical Contact eMail | ;
software technical support.

Enter the name of the praperty management software
your company uges [e.q. vardi Clagsic, vardi Woyager,
Feal Page. Real Page One Site, Boston Post, etc).

Froperty M anagement S oftware: |

i If pou are not uzing property management software
s = enter Mane'.

LComplete Registration | Fegister Later | “

[Complete Registration] — Sends the registration information to Spectrum.
[Register Later] — Saves the current Registration form and returns to the Home Page.
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Owner Information

2 g

Spectrum HUD Data Collection Software Registration

The reqistration process is uzed to collect contact and expected uze information 2o we can communicate with you in the mozt expedient and efficient manner.

It iz very important that the registered email contact information be accurate. Besides notices on TCAC and Spectrum's
web sites. email is the only way information about the Spectrum HUD Data Collection software will be provide.

Management Information T Owner Information T Property Information
Dwner Legal Name: | Enter the legal name of owner. If thiz registration is for
multiple properties with multiple awners then enter
Maty'.

Enter the name of the primary owner contact. If this
registration iz for multiple properties with multiple owners
then enter hary’

Owrer Contact Narne:

Enter the name of the primary owner contact's phone
number. If this registration is for multiple properties with
multiple owners then enter 'Marny'.

Owner Contact Phone:

Enter the name of the primary owner contact's email
address. |f this registration is for multiple properties with
multiple owners then enter ‘Mary'.

Owner Contact ebail:

LComplete Registration Reqister Later

Property Information

= x|

Spectrum HUD Data Collection Software Registration

The registration process is uzed to collect contact and expected uze infarmation so we can communicate with you in the most expedient and efficient manner.

It iz very important that the registered email contact information be accurate. Besides notices on TCAC and Spectrum's
web sites. email is the only way information about the Spectrum HUD Data Collection software will be provide.

Management Infarmation T Dwner Infarmation T Property Information

Froperty Mame: If managing more than one property enter 'karny’.

If managing more than one property and they are not all
within the same city or metropolitan area then enter

M any',

Property City:

Hurnber of Properties Managed: Enter the total number of properties being managed.

Enter the total number of both Tax Credit and Market
units in the property. [f managing mare than one
property then enter ‘tany’.

Total Mumber of Units:

Enter the estimated number of people that will be using

MNumber of Users: the Spectum software.

Enter the estimated number of computers that the

Mumber of Computers: il
p Spectum software will be installed an.

Lomplete Registration | Reqister Later | “
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Check for Spectrum Updates

The Help\Check for Spectrum Updates menu at the top of the Main Page provides access to the Check
for Updates process.

Checking for software updates happens every time the Spectrum software is started up. If you think
you may have missed an updated or you want to see what updates have been done on your computer
you can manually check.

When the About the Spectrum Report form opens Spectrum'’s web site is automatically check for any
current updates.

f’} About the Spectrum Report _J

E Spectrum - TCAC Tenant Demographic Report oo |
Version 1.0.5 "V -

Developed by Spectrum Enterprizes [c]1998-2012
545 Share Rd.

Cape Elizabeth, ME 04107
207-767-8000 (Mot a support nunmber) System Inf
For Technical Support Information Contact:

Spectrum Software Support Group el adal

517-277-0120

HUDHelp@SpectrumLIHT C.com v Lndat
Click to go to Spectium's web site for California.

hittp: A v spectrurlibbe. comdstates/california Lancel Update
Chick to go te send an email to Spectrum

maitta: HUDHelpES pectuml IHTC. com Click to copy email address to clipboard I

Click when instructed to by a Spectrum support technician
hittp: /A, Loghdelnd 23 com

HERENERNENENNENERENENNNNENNNNNNNNNNNEEN] 1002

Report File Location and Hame
C:hJzers\PaulhD ocumentshS pectrum RepartzhQuail Ridge. eoy

Spectrum Application Location
CAE_Spectumb3-E00T Wiorking Code

If there are any updates they are automatically installed for you. If you decide to postpone an update by
selecting [NO] you'll be reminded again about it in seven days.

Update Status x|
i The Spectrum software is currently up to date. Thanks for checking

L with us.
Delay Update Notice x|
Would you like to review the update history log?

YES - Review the Update Log report
MO - Return to what Iwas doing ! . You will be reminded again in 7 days.

Have a great day!
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This prompt indicates that there are not any updates available and provides the option to review
previous updates.

UpdsteSates
The Spectrum software is currently up to date. Thanks for checking
with us.
Would you like to review the update history log?

YES - Review the Update Log report
MO - Return to what I was doing

Have a great day!

No |

[Yes] to open the Update Log where you can review and print previous updates.
[No] to return t the Home Page.

]
Spectrum Program Updates Log

| I # I Wersion I Izsue Date I Completed ISubiect IDetaiIs -

1045 BA2452M2 | File Maintenance [WEW FILE] Frogram file(s] will be updated. Mo databaze updates wil
dohe.

b

Report I Close

[Report} - Loads a report that can be printed.
[Close] - Returns to the About the Spectrum Report form.
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Send a Comment to Spectrum

The Spectrum Suggestion Box form is meant as way to easily provide us with any comments or
suggestions you may have about the software. Our goal is to make our software as easy to use and
trouble free as possible.

If you would like a response to your comments or questions please send us an email by selecting the
[Help About]. We will respond to you in a timely manner. Usually within a few hours.

Elect a topic from the [Subject] list.

@ Spectrum Suggestion Box

Please help us make our software ax easy to use and trouble free az possible. Dane
We welcome your comments, observations and suggestions.

x|
If wou would like a responze to your comments or questions please select the Send

[Help About] button and gend us an email. ‘»e will regpond to you in a timely

manner. Usually within a few hours, Help Ahout
Thark far pour interest in helping us improve our service to you.

Subject @
|Installing the Software ﬂ SPI EE RUM
[General - J

BIM Formatting
Downloading the Software
Importing #hdL

Ihztalling the Software

Registration

Reports

Send the File bo Spectrum =

Rl

Enter your comments and/or suggestions.

@ Spectrumn Suggestion Box

Pleaze help uz make our software az easy to uge and trouble free as pozsible. Done
W welcome your comments, observations and suggestions.

x|
If pou would like & rezponze to your comments or questions please select the Send

[Help About] buttan and send us an email. \We will respand ta vou in a tirmely

manner, Usually within a few hours., Help &bout
Thank for wour interest in helping uz improve our service o pou.

Subject @
|Insta||ing the Software j SPIE(I:‘ R!JM
The fnstallation process went very well especially on our new YWindows 7 computers, J

| 0

123

[Done] - Closes the Spectrum Suggestion Box form.
[Send] - Sends your comments to Spectrum

[Help About] - Closes the Spectrum Suggestion Box form and opens the About the Spectrum Report
form
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Contacting Spectrum

To access support information go to the Help\About (Contact Spectrum Support) menu at the top of the
Home Page.

Spectrum provides technical and user support via telephone between the hours of 8:00 am and 5:00 pm
PST as well as eMail support at HUDHelp@SpectrumLIHTC.com. Additionally, support information
is provided at our web site at http://www.SpectrumLIHTC.com/States/California.

While the software is automatically updated when ever it's started, there may be an occasion when you
want to check for an update. Select [Check for Update] to check the Spectrum website.

Clicking on any of the links in blue will perform the action they describe.

@ About the Spectrum Report J

E Spectrum - TCAC Tenant Demographic Report

Version 1.0.5 VA -

Developed by Spectrum Enterprizes [c]1998-2012

545 Shore Rd. Swstem Info...

Cape Elizabeth, ME 04107

207-767-8000 Mot a support number] TCALC Forms & Links
For Technical Support Information Contact:

Spectrum Software Support Group Check for Update

517-277-0120

HUDHelpfES pectrumUIHTC. com Review Updates
Click to go to Spectrum's web site for California.

hittg:# fva, spectiumlinte. comdstates/california

Click to go to send an email to Spectrum

maito: HUDHelp@S pectiuml IHTC.com Click to copy email address to clipboard |

Click when instructed to by a Spectrum support technician
hittp: A v, Loghd el 23 com
| 1]

i

Report File Location and Hame
"::\Users'\F’auI\Dncuments'\Spectlum Reportgi<tLFilezhTemp'B akersfield eop

Spectrum Application Location
‘C:\E_SpectlumkE-EDY'ﬂ Aforking Code

[Close] — Closes the Help About dialog box.

[System Info... ]- Provides information about the software operating environment and the computer
hardware.

[TCAC Forms & Links] - Displays TCAC contact information.

[Check for Update] - The check the Spectrum web site for any updates that need to be applied.
[Review Updates] - Displays a log of all the updates that have been completed.

[Cancel Update] - Cancels the update during its download.

[Click to copy email address to clipboard] - Use this if clicking on the direct mailto link doesn't open

up your email software. After copying the email address to the clipboard you can paste it into an email
message you started on your own (right click in the Send To: box and then select paste).
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Contacting TCAC

To access TCAC contact information go to the Help\Contact TCAC menu at the top of the Home Page.

@ About the Spectrum Report

E Spectrum - TCAC Tenant Demographic Report Close
Version 1.0.5 LV -

Developed by Spectrum Enterprizes [c]1998-2012

545 Shaore Rd. Swstem Infa...
Cape Elizabeth, ME 04107

207-F67-8000 [Mot a support number]

TCAC Information & Links
Chick on a link to go directly to the TCAC web site Spectrum |nfo

TCAC Home Page
hitkp: A treazurer. ca, govdctoacy

TCAC Complinace Monitoring
hittpe A A treasurer. ca. govdctcac/compliance. azp

TCAC Tenant Income Certification [TIC) form
hitkp: A treazurer. ca.govdcteac/compliancetic. pdf

TCAC Tenant Houseold Information Form [THIF]
httpe A v breasurer, ca, govdchoac/compliance/manual/ appendisatenant. pdf

For questions questions please contact
Elizabeth Gutierez at [316] 651-0410

Or click to email to:
mailto: Elizabeth. Gutienez@ireasurer. ca. goy

Click to copy emaill addrezs to clipboard

[Close] — Closes the Help About dialog box.

[System Info... ]- Provides information about the software operating environment and the computer

hardware.
[Spectrum Info] - Displays Spectrum contact information.

[Check for Update] - The check the Spectrum web site for any updates that need to be applied.

[Review Updates] - Displays a log of all the updates that have been completed.
[Cancel Update] - Cancels the update during its download.

[Click to copy email address to clipboard] - Use this if clicking on the direct mailto link doesn't open
up your email software. After copying the email address to the clipboard you can paste it into an email

message you started on your own (right click in the Send To: box and then select paste).
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