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Getting Started-Logging In

 

The management company initial username is 
its’ Management Company Number. There is 
only one primary user per company. All on-site 
managers are treated as subsidiaries of this 
one primary user for the company. 
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Note: If logging in as an on-site manager, you 
must use the username and password the 
primary account holder for your management 
company grants you. 
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A new username and password must be 
chosen at initial login. This event will only 
occur at initial login. At all subsequent logins, 
the newly selected username and password 
should be used to access COL. Note: All on-site 
user password resets are to be handled by the 
primary account holder for the management 
company. 
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For the primary user, all properties managed 
by the management company are listed. On-
site users will only see properties to which the 
primary user gives them access. 
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Familiarizing Yourself – COL Page Layout 

 

 Clicking the Home button at any point in the 
process will take you back to this main screen. 
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Clicking the Document Templates button will 
provide a screen like this one, where financial 
documents can be uploaded to MSHDA Asset 
Management. 
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Just like Document Templates, you can access 
the same screen to allow financial documents 
to be uploaded to MSHDA Asset Management 
by clicking on the Upload Files button. 
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The User Management button is the next one 
down the line. Only the primary account 
holder for the management company has 
access to this button; on-site users will see the 
button grayed out. This button is discussed in 
greater detail in the User Management section 
of this presentation. 
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The Contact Us button refers you to an email 
account where you can voice your comments 
and concerns to MSHDA. 
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When you click the Contact Us button, a new 
email window opens on your screen. The 
address to send to is listed as 
mshdacompliance@michigan.gov. 
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Whenever you get stuck or have questions 
about something in the system, click here on 
Help. 
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If you click on Help, a new window opens that 
looks something like this, there to guide you 
through trouble areas. 
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Click the Log Out button when you wish to end 
your session. A message will appear asking 
“Are you sure…?” Clicking OK will return you 
to the main login screen. 
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For more help and access to other online 
resources, use this link to the MSHDA website. 
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This button will open up a new window linking 
you to the Property Managers tab on the 
MSHDA website. The only button that now 
remains is User Management. 
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User Setup – Establishing On-Site Managers 

 

Clicking the User Management button will 
bring you to this screen. Reminder: Only the 
primary account holder for the management 
company has access to this button; on-site 
users will see the button grayed out. 
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The Create, Edit, & Remove On-site Managers 
button allows the primary account holder to 
designate other users to enter information 
into the system. 
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All on-site managers associated with the 
management company are listed. 
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Clicking either New or View/Update brings 
you to this screen where you must enter the 
user’s information. When finished, click 
Update. Please note: Once a username has 
been chosen, this field cannot be changed at 
any time. 
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Clicking Delete will provide you with this 
message. Be very sure before you click OK. 
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After creating the users you must assign them 
to the properties they manage. Each property 
can only have one user beyond the primary 
account holder assigned to it. 
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To assign a project, select a user from the 
dropdown menu, check the boxes of their 
properties, and click Update. 
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Password resets are handled exclusively by 
the primary account holder for your 
management company. 
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To reset a user’s password, first select a user 
from the dropdown menu then click Reset 
Password. 
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The Reset Locked Projects option allows the 
primary account holder to release/unlock all 
projects assigned to a particular on-site 
manager. 
  



28 
 

 

A project displays as “locked” whenever one 
manager is working in it and another manager 
tries to access the same project. When you log 
out, the project unlocks. If your session is 
terminated due to system error or power 
outage, for example, these projects will 
sometimes stay “locked.” To correct, use this 
screen. 
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Return to the main menu by clicking Home to 
begin learning about the Annual Owner’s 
Certification in the next section of this 
presentation. 
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Processing Annual Owner’s Certifications 

Obsolete 

 
 

To process the Owner’s Certification click on 
the Annual Owner Certs button. For 2010 and 
2011, the Owner’s Cert needs to be submitted 
in the system and then again using MSHDA’s 
format. For 2012 and moving forward, MSHDA 
plans to make the form available for online 
submission. 
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Obsolete 

 
 

Enter the dates of the reporting period and 
answer the questions as appropriate. Note: 
Answers have already been checked according 
to compliance standards. Please change your 
answers as needed to appropriately reflect the 
status of your property. 
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Obsolete 

 
 

This slide continues from the last, showing a 
scrolled down view so you can see the rest of 
the questions. There are 16 questions in total 
for the owner to answer. 
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Obsolete 

 
 

If there are changes in ownership of the 
property or change in owner or management 
contact, mark “CHANGE” on question #16 and 
click on the appropriate change type. 
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Obsolete 

 
 

The Ownership Transfer button takes you to 
this screen. 
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Obsolete 

 
 

The Owner Contact Change button takes you 
to this screen. 
  



36 
 

Obsolete 

 
 

The Management Contact Change button 
takes you to this screen. 
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Obsolete 

 
 

Click on the Annual Owner Cert Form button 
to print the completed form. 
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Obsolete 

 
 

This is a print preview of the completed 
document before printing. To print, click the 
Print button. 
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Obsolete 

 
 

If you would like to stop before submitting to 
MSHDA and return to your entries later, 
remember to click Update. All current-year 
Annual Owner Certifications should not be 
submitted until year-end. 
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Obsolete 

 
 

Upon completion of the entire form, click on 
Submit to send the document to MSHDA for 
annual review. 
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Obsolete 

 
Annual Owner Cert Status will now show 
“SUBMITTED” and the date sent. 
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Unit Updates & Changes 

Obsolete 

 
 

Now you are working toward tenant data 
entry. Begin by clicking the Proceed to 
Buildings button. 
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Obsolete 

 
 

This slide shows the layout of the Buildings 
page. From this page you can access all of 
these different building functions. The Upload 
Building Data button is covered in a later 
section of this presentation, so first we’ll look 
at View Details. 
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Obsolete 

 
 

To view building detail information click on 
the View Details button. 
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Obsolete 

 
 

Here you can see the compliance status as of 
the last reporting period. Statuses with the 
IRS, MSHDA Agency, and HOME Program are 
shown. This is a “view only” screen – You can 
not enter any information here. 
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Obsolete 

 
 

Next, click on the Change Report Period 
button. When submitting a reporting period 
that ends on 12/31, the Annual Owner’s 
Certification must first be submitted or an 
error will appear. 
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Obsolete 

 
 

Enter the dates of the new reporting period in the 
available boxes. Note: MSHDA has the capabilities to 
set up your reporting period as either Monthly or 
Quarterly, but may also use longer frequencies of Semi-
Annually or Annually to allow properties to get caught 
up to current data quickly when first starting their data 
entry. Upon entering 2012 data, all frequencies must be 
set as Monthly or Quarterly and remain this way 
moving forward. 
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Obsolete 

 
The Submit Tenant Certs button will be 
addressed in a later section of this 
presentation. To continue, select a building by 
checking the dot along the left-hand side and 
click on the Proceed to Units button. 
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Obsolete 

 
 

All of the units in the selected building are 
listed here. 
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Obsolete 

 
 

To access unit information click on the Unit 
Definition button. 
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Obsolete 

 
 

You may create a New unit, View/Update a 
unit, or Delete an existing unit. 
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Obsolete 

 
 

New units are created and existing units 
changed on this screen. 
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Obsolete 

 
 

An existing unit can be deleted by clicking the 
Delete button. 
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Obsolete 

 
 

Be very sure before you click OK. 
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Obsolete 

 
 

Return to the Buildings page to continue this 
process with all buildings. Once all buildings have 
been updated, you are ready to begin manually 
entering tenant data. Note: If your management 
company uploads their tenant data from another 
system into MSHDA’s, please jump to the 
Uploading Building Data section of this 
presentation next to learn about the process. 
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Processing Occupancy Information 

 
At any point before or after you are entering 
certifications, you can use the Income & Rent Test 
button to verify that a household is below the 
maximum allowable income and rent limits set for 
the unit. Note: When calculating these maximums, 
COL does not take into account any of the deeper 
targeting AMI percentage levels at a property. On 
this screen, the system calculates only the 
maximum allowable limits based upon the largest 
AMI percentage permissible at the property. 
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To enter a new move-in certification or an 
existing tenant recertification, click on the 
New Tenant Certs button. 
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This is the layout of the page where you can 
enter Tenant Income Certifications (TICs). Start 
by entering the dates of the reporting period 
in the upper left (these fields will already be 
updated if you entered your reporting period 
for the entire building using the Change 
Report Period button earlier as instructed). 
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If you would like to stop at any time during the 
process before submitting to MSHDA and 
return to your entries later, remember to click 
the top Update button. 
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Next, click on the General Information button 
along the left side of the screen and proceed 
to enter all Head of Household information. 
Note: If entering a new move-in TIC, the 
Initial/New Cert Date box should match the 
Move-In Date box. 
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Click on the Household button. Members may 
be added, deleted, or updated here. 
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For all units with more than one resident, 
enter all other member information. When 
finished entering each person, remember to 
click Update to save your changes. 
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The Income button is next. Here, income for 
each household member may be added, 
updated, or deleted. 
  



64 
 

 
Within Income, the Calculate button opens a 
window to assist with annual income if 
needed. When finished, remember to click 
Update to save your changes. 
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The Assets button is where all household 
assets must be entered. Use the New, 
View/Update, and Delete buttons to make all 
entries and modifications. 
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Fill in all of the information boxes. You can 
select the Member Name, Type of Asset, and 
Verification Source by clicking on the 
dropdown menus. When finished, remember 
to click Update. 
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The last tab is Unit Rent. The different 
components of total gross rent are entered 
here. 
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Reminder: If you would like to stop at any 
time during the process before submitting to 
MSHDA and return to your entries later, 
remember to click the top Update button. 
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When you are ready to return to your saved 
work, click the View/Update Current Tenant 
Cert button. This will access the information 
for (re)certifications-in-progress. 
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Upon completion of all entries for the unit, use 
the Tenant Income Cert Form button to print 
the completed TIC. 
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This screen acts as a print preview of the 
document. To print, click the Print button in 
the upper right-hand corner. 
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When the recert is complete, check the box 
marked Ready to Submit, then click Update. 
This returns you to the Units page. Note: The 
image of the envelope should now show as 
closed when you go back in to view the TIC. 
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To delete a tenant certification, select a tenant 
and click on the Delete Tenant Certs button. 
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Only certifications entered in the current 
reporting period can be removed. 
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Be very sure before you click OK. 
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To move-out an existing tenant, click on the 
Moveout button. 
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Enter the move-out data, then click on the 
Update button. 
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To transfer a tenant into another unit, click on 
the Unit Transfer button. 
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Select the building and unit from the 
dropdown windows and enter the applicable 
information, then click on the Update button. 
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You can easily track which units are complete. 
Each individual unit can be marked to say 
Ready to Submit throughout the entry 
process, or the Ready All Units button may be 
used at the end when all units within one 
building are completed. When all units in all 
buildings are completed, proceed to the 
Submission to MSHDA section of this 
presentation. 
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Uploading Building Data 

 
The Upload Building Data process enables 
property managers that use property 
management software to transfer their tenant 
data (move-ins, move-outs, (re)certifications, 
and unit transfers) to the Certification On-Line 
reporting system. It is accessed from the 
Buildings page. Click on the Upload Building 
Data button. 
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Click on the Browse button. This opens your 
computer files directory. Locate the XML file 
that you want to upload and highlight the file. 
Then click on the Open button. The file path 
will show in the XML file window. 
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You can also overwrite existing data in COL 
and replace it with the new XML data. To 
activate this process, click on the Overwrite 
Existing Unit Activity box to place a check 
mark in the box. If you do not want to 
overwrite existing data, leave the Overwrite 
Existing Unit Activity box blank. Click on the 
Upload button. 
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Please be patient while the system processes 
your uploads. 
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If errors are detected in the XML file, you will 
get the Upload Status box with this message. 
Click the “Click Here” text. This will take you to 
the Error Log Main Screen. 
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From the Error Log Main Screen, you can 
choose to download or print the file, or close. 
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To download the file, click Download and 
follow the instructions on the pop-up window. 
Go back to the property management 
software and correct the errors listed in the 
Error Log. Return to the Upload Building Data 
screen and repeat the Upload process. 
  



88 
 

 
From the successful Upload Status box, you 
can print TIC forms for all tenant transactions 
uploaded. To complete the process, click on 
the OK button. This will return you to the 
Buildings page. All of the information for the 
covering period is now in COL. 
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Next, click on the Proceed to Units button to 
finish preparing the TICs for submission. 
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All uploaded tenant files will still show as “No” 
under the Ready to Submit column. Select a 
tenant and click the New Tenant Cert button. 
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Check the box marked Ready to Submit, then 
click Update. This returns you to the Units 
page. You may do this for every tenant as you 
review the data, or simply use the Ready All 
Units button to complete this action in one 
quick click. 
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Upon completion, all TICs are now uploaded in 
COL and ready to be submitted to the Agency. 
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Submission to MSHDA 

 
Submissions in COL must be completed one 
building at a time. Upon completion of all data 
entry, return to the Buildings page. 
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When all units in a building are completed, the 
Tenant Recert Status box will show “Ready.” 
This building can now be submitted. Note: 
Buildings will not show as Ready until the 
Ready All Units button has been clicked or 
until each individual unit has had the envelope 
box checked to indicate Ready to Submit. 
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The system will not allow you to submit until 
all units in the building are ready. 
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Upon completion of all units in a building, click 
the Submit Tenant Certs button. You will be 
questioned to make sure. 
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Once the building has been submitted, the system 
attempts to automatically process your data and push 
you through to the next reporting period. If no potential 
items of non-compliance are detected, you will see the 
Last Report Date change to be the last date for the 
successfully posted reporting period, and the status will 
show as “Not Ready” again, this time in reference to the 
next reporting period due. If potential non-compliance 
is detected, the status changes to “Submitted” and 
shows the date until MSHDA approves the data or 
contacts the administrative account holder via email. 
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At year-end, after the submissions of both the 
Occupancy Data (top screen) and Owner 
Certification (bottom screen), this concludes 
the submission process for the entire year. 
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Quick Recap & Final Checklist 
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