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Topics Covered



M I C H I G A N . G O V / M S H D A

• Effective June 2022 the website address used to access 
COL was changed to:

• https://certonline.achieve.housing.systems/

• Also effective in June the software became compatible 
with the web browser Microsoft Edge in order to 
compensate for the sunset of Internet Explorer.

• Please let us know if any error is happening consistently while using the 
new browser.

2022 URL Change and Browser 
Compatibility

https://certonline.achieve.housing.systems/


M I C H I G A N . G O V / M S H D A

• Admin vs. User Level 
Access

• COL User in MAPPS per 
property

• Change in System Contact 
Form

• Monthly or Quarterly 
Reporting 

Owner/Agent Preferences

https://www.michigan.gov/mshda/-/media/Project/Websites/mshda/rental/Property-Managers/Compliance-for-Rental-Housing/Compliance-Forms/Management-Agent-Forms/mshda_crh_f_maf_06_system_access_contact_change-doc.doc?rev=c5a83c6bf0034a05baa593d4a9d037a6&hash=FEC6F6FDE44171F8129A551D8206CE5B


M I C H I G A N . G O V / M S H D A

• Tenant Data Submission is due to MSHDA by the 15th of the 
month after the close of the reporting period.

• Quarterly Deadlines: 
1st Quarter Deadline - 4/15
2nd Quarter Deadline – 7/15
3rd Quarter Deadline – 10/15
4th Quarter Deadline – 1/15 

• Uploading/Updating Data is the process of entering all Move-Ins, Move-
Outs, Transfers, and Recertifications into the COL system, either manually 
or using XML Files.

• Submitting the Data isn’t complete until the Owner/Agent has used the 
“Ready All Units” and “Submit Tenant Certs” buttons for all BINs.

Deadlines and Upload vs. Submission



M I C H I G A N . G O V / M S H D A

Failure to submit Tenant Data in a timely manner could result 
in:
• All Properties

• Notice of Non-Compliance
• Non-Compliance Fee - $50.00 per unit
• Negative Points in future funding rounds

• LIHTC Properties
• Uncorrected 8823 for failure to comply with Agency request

Potential Penalties



M I C H I G A N . G O V / M S H D A

• Reporting Periods
• The system does its best to “guess” but it is important to MAKE SURE 

you’re on the correct reporting period.

• Manual Entry – Important for Everyone!
• New Tenant Cert/Re-Cert button vs. View/Modify Current Tenant 

Cert button
• Over Rent Limit issues – MA must break the rent down into its 

component parts!
• Move-Outs & Reversing a Move-Out done in error

COL In-System Demonstration



M I C H I G A N . G O V / M S H D A

• XML Entry – MA’s using XML reports should all download 
a free XML reader (XML Notepad)

• XML reports – Are you using the correct version?
• Commonly missing the new income averaging and RHS Overage fields

• When do you Overwrite the xml data? Only when you’re uploading 
a 2nd XML report to correct errors on your first report.

• Project level vs. Building Level Upload – if the period has a transfer 
between BINs, you must complete a project level upload via XML.

• BIN 02 “The Good One”
• Remember! Uploading/Updating the tenant data is not the final step. 

You must Submit the tenant data to MSHDA by using the “Ready All 
Units” and “Submit Tenant Certs” buttons before the process is 
complete.

COL In-System Demonstration

https://microsoft.github.io/XmlNotepad/


M I C H I G A N . G O V / M S H D A

• BIN 03 “The Bad One”
• Errors prevent the ENTIRE upload of new data.
• Common Errors

• Move in dates don’t match the dates already listed in COL
• Part of a Transfer is missing from the XML report
• BIN and/or Unit Numbers don’t match COL (no dashes!)

COL In-System Demonstration



M I C H I G A N . G O V / M S H D A

• Reports
• Reviewing these reports PRIOR to using the “Ready All Units” button 

will allow you to make necessary changes before Submission to 
MSHDA and save time for the MA and the Compliance Officers.

• Send the Tenant Data even for BINs with no changes that period.

In System Demonstration



M I C H I G A N . G O V / M S H D A

• MA Known Errors
• Send your Compliance Officer an email when you submit the  Data if 

you KNOW there is an issue – missing recert, etc.
• Stop if you make an error & reach out! Adding more data to the mix 

will not make it better.
• Unit Transfers tend to be MUCH more successful if done 

manually than with the XML reports.
• Ask for Training – available to each Owner/Agent
• The COL Manual is available online (revised version 

coming 2023)

Tips, Tricks, & Processing Issues

https://www.michigan.gov/mshda/-/media/Project/Websites/mshda/rental/Property-Managers/Online-Systems/Revised-COL-Manual.pdf?rev=527faa800923445d88a0d2c2ba7367a9&hash=F9FB9F966887B0DA592F86A040EAD3A4


THANK YOU
It is your hard work that helps MSHDA reach our shared vision 
to make Michigan a place where all people have quality 
affordable housing as a foundation to reach their full 
potential.
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