Setting Up Users By Development – Property Manager

1. Log in to the MITAS Web Portal as Property Manager

2. Select Web User Account Maintenance
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3. Set Up all users for all developments

a. Owners

b. Auditors

c. Property Manager – Financials

d. Property Manager – Compliance

4. Select Property Information

5. Retrieve your property using the 4 digit MSHDA number (ie MSHDA #15 = 0015)

6. Click User Access
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7. Check all users you would like to be able to access this development.
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Web Profi Sub Customer [Sub Sub Customer [Username Grant Access
Property Menager MSHDA BROWNCAS O
Property Manager MSHDA caRDIC O
Property Manager MSHDA Mras O
Property Manager MSHDA MTast O
Property Manager MSHDA THEMTAS O
Property Manager - Complince MSHDA BROWN O
Property Manager - Complince MSHDA BROWNCAS O
Property Manager - Complince MSHDA Mras O
Property Manager - Complince MSHDA MTast O
Property Manager - Complince MSHDA THEMTAS O
Inspector Test inspector 1 oy O
Inspector Test inspector 1 Mras O
Owner MSHDA MLLER O
Auitor MSHDA MLLER O
TRACS-AGENT MTAS MTAS (]




8. Click Save Changes

9. Repeat Steps 5-8 until all developments you manage are complete.

Financial Auditor 

1. Log onto the MITAS web portal as Auditor (Upon 1st login you will be prompted to change your password)  NOTE:  The Management Agent will provide you with Property Auditor ID, Username & Password
[image: image4.png]Welcome to the MSHDA - TEST
Internet Property Management Site

3 Please log in:
Web Profile: ik

property Aucitor 10: || | [ [ N N

Password is case sensitive.

Login Clear





2. Select Property Information
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3. Retrieve the property you are submitting a financial audit for by using the 4 digit MSHDA Number (ie MSHDA #15 =0015)
4. Click Retrieve 
5. Click Financials Upload
6. Select Year = 2005, Month = December & Which Report to Upload = Audited
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7. To view Uploaded Numbers  Click Enter Financials and select the following Report = Annual Financials, Fiscal Year = 2005, Month = December & Financials = Audited
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8. Click Enter Financials

9. View Uploaded numbers
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5.Assets
10-Cash

15-General Operating Cash

15.00

20-Security Deposit Cash

20.00

25-MSHDA-Held Oper Reserve Cash

25.00

30-Other Non-Restr Cash Reserve

3000

35-Partnership Cash

40-
45-Escrows

35.00

50-MSHDA-Held Replert Reserve

50.00

55-MSDHA-Held Tax Escrow

55.00

60-MSHDA-Held Insurance Escraw

60.00

65-DCE Principal

0

70-Development Cost Escrow Int

70.00

75-Operating Assurance

75.00

60-Sinking Fund

80.00

65-Operating Reserve

[85.00 1

90-Other a0.00

9.

100-Accounts Receivable

105-Resident Rent Receivable [105.00 1
110-Other Resident Charges [110.00 1
115-Nan-Resident Receivable [115.00 1
120-HUD Subsidy Receivable [120.00 1

125-MSHDA Subsidy Rec -Tenant Base

125.00




10. Log off and Contact Owner
Owner

1. Log onto the MITAS web portal as Owner (Upon 1st login you will be prompted to change your password) NOTE:  The Management Agent will provide you with Property Auditor ID, Username & Password
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2. Select Property Information
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3. Retrieve the property you are submitting a financial audit for by using the 4 digit MSHDA Number (ie MSHDA #15 = 0015)
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4. Click Retrieve Property
5. Select Financials
6. To view Uploaded Numbers  Click Enter Financials and select the following Report = Annual Financials, Fiscal Year = 2005, Month = December & Financials = Audited
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7. If changes are not needed click Finalize
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8. When you Finalize the Data you will first see the following on the screen
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9. If changes are needed contact auditor to resubmit if changes are not needed click Accept Data
10. The following can be used as a receipt that the Audit was complete
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11. Once the data has been finalized you will have to contact the Authority to unlock property in order to adjust any numbers
12. Click Log off
