
QUARTERLY PROGRESS 
REPORT PROCESS

AHFA DMS AUTHORITY ONLINE SYSTEM



The Objective of this 
training isto provide 
instructions on how to 
complete the 
Quarterly Progress 
Report in the DMS 
Authority Online 
System.



Things to know

 Notices regarding the Progress Report due dates, updates
and instructions will be posted at https://www.ahfa.com/multifamily/post-award/construction.

 There is a $1,500 late fee for Progress Reports that are submitted after the due date.

Progress Report Quarter due dates:

March 31st due 
by April 15th

June 30th due 
by July 15th

September 30th due 
by October 15th

December 31st due 
by January 15tth

This report is required to be completed for all approved projects on a quarterly 
basis and submitted to AHFA by the 15th of the following month that it is due. 

The initial submission due date is provided in the reservation letter.

The new Quarterly Progress Report is replacing the current "Quarterly 
Status Report" and will allow users to submit the report electronically.

https://www.ahfa.com/multifamily/post-award/construction


The Progress Report and (4) site photos are due quarterly 
until the development; (a) reflects (100%) physical 

completion for two consecutive quarters or (b) the Low-
Income Housing Credit Allocation and Certification (IRS 
Forms 8609) have been issued. If the Progress Report is 
due prior to construction commencement, updated site 
photos are required to be submitted as assurance that no 

"choice limiting" activities have taken place.

Take Note



The first step is to Log into the DMS Authority Online 
system at
https://multifamily.ahfa.com/AuthorityOnline/Default.aspx

DMS Authority Online 
Supports:

 Google Chrome

 Microsoft Edge



After logging in to the system, in order 
togain access to a specific 

project's Quarterly Progress Report you 
must submit a request to access it.

TO COMPLETE A REQUEST

 1. Select "My Organization" or "My Profile" from the 
main screen.

 2. Select "Request New Access" from the profile section 
located on left of the screen.



1. From the dropdown, select the entity which will be completing 
Quarterly Progress Report on behalf of the project(s).
This is typically the development entity but may also be an ownership 
entity or another designated organization.

2. Go to the "Access Type" box , select "Progress Report for Properties" 
and then click on "Next".



 The system will ask the user to enter the
award/project number for the specific project, next select
“Owner” as the “Access Type” (always select “Owner”)
then finally click "Next“.



Review the "Registration Summary" then 
click submit to complete the request.

When approved, an email 
notification should be received 
informing the user they have been 
granted access.



THE QUARTERLY 
PROGRESS REPORT

THE OPTION TO ENTER THE "PROGRESS REPORT" WILL APPEAR 
IN THE LIST OF PROGRAMS.

SELECT "PROGRESS REPORT" AND ANY PROJECTS REQUESTED 
AND APPROVED WILL BE LISTED IN THE "AVAILABLE 
PROPERTIES LISTING".



When creating a newQuarterly 
Progress Report, select add 
new. Next answer and reviewall 
questions on the page.

Please note: the system will not allow 
the user to submit/finalize the Report 
until all questions have been answered
and photos uploaded.



Key Tips:
 Save often while working on the document.

 Do not report changes previously reported on a Quarterly Progress Report.

 Photos cannot be uploaded, and the report cannot be finalized until all fields 
are complete.

 Once the report is finalized, no changes can be made. The only way to correct 
an error is to create a new Quarterly Progress Report.



Once all fields have been completed, photos uploaded and report 
reviewed , select "Finalize Report".

Next click "View Progress Report PDF", this will provide a PDF for 
printing and/or saving to keep for your records and to forward to 
AHFA.

What's next.....
1. Save the PDF copy to your local machine.
2. Email AHFA an electronic copy of the PDF Quarterly Progress Report,

the (4) site photos and any additional correspondences i.e. (verifications for
specific changes) to ahfa.mf.construction@AHFA.com

The Quarterly Progress Report is not considered submitted until all steps 
are completed including email sent to AHFA.

mailto:ahfa.mf.construction@AHFA.com


To view a list of Progress Reports submitted select 
"Return to Property Listing".

The PDF will appear as the completed Quarterly 
Progress Report.



THINGS TO REMEMBER

Users must request access to the 
specific projects Progress Report.

The Progress Report is required to 
be completed for all approved 

projects on a quarterly basis and 
submitted to AHFA by 

the 15th of the following month.

There is a $1,500 late fee for 
Progress Reports that are submitted 

after the due date.

Save often while working on the 
document.



EMAIL LINKS
• Quarterly Progress Report specific questions and 

submissions: ahfa.mf.construction@AHFA.com

• Authority Online DMS questions and issues: ahfa.mf.dms@ahfa.com

• Additional instructions and Progress Report 
updates: https://www.ahfa.com/multifamily/post-award/construction

mailto:ahfa.mf.construction2@AHFA.com
https://www.ahfa.com/multifamily/post-award/construction
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