v QUARTERLY PROGRESS
REPORT PROCESS

AHFA DMS AUTHORITY ONLINE SYSTEM



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



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

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.

Things to know

Progress Report Quarter due dates:

March 31st due June 30th due September 30th due  December 31st due
by April 15th by July 15th by October 15th by January 15tth

= 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.


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

Take Note Forms 8609) have been issued.




ALABAMA HOUSING
FINANCE AUTHORIT
Come on howe. Alibamed, AHFA DMS Authority Online

Welcome to the DMS Authority Online Management System

The site will allow organizations working with AHFA to manage information about their awards. Some of the features of site are the Online
Application, Owner Certification, etc. This site continues to be expanded to allow our partners to work closely with us and to streamline
OUr processes.

Username: | | Mew User? Register Here.

Password: | |

Forgot Your Password?

DMS Authority Online
The first step is to Log into the DMS Authority Online Supports:

system at

Google Chrome

Microsoft Edge




TO COMPLETE A REQUEST

= ].Select "My Organization" or "My Profile" from the
main screen.

Programs

My Organization Manage the information about your organization such as confact information, users,
partnerships, and partners

My Profile Manage your profile including your password. contact information. yeur arganization information

and other information about your organization

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

re based your organization. In some cases, you may need fo share your "Organization
an

ion Code’
ization who ks ragistening as a new user This arganization code can be found frem

el

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

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

Return To Programs Listing

i Profile I

User Details
L Request New Access
Change Organization

@ Organization I

Information

Users

Affiliated Organizations
Partnerships

Contacts

Bank Information



Request New Access

Plaase salect the arganization you ang requasting accass 1o and 1
should only request accass to the programis) thatl you aré direct'y
involved with, you may find that your requast will be denied for all

Organization: [ Attorney, Lawyer P.C> « |

— Cirganization Details -

Organtzation Code: (DD70F39G80 J
Name |Attorney, Lawyer PC> |
Address | Court Street |
1. From the dropdown, select the entity which will be completing City Birmingham |
Quarterly Progress Report on behalf of the project(s). State AL |
This is typically the development entity but may also be an ownership Zip Code (36119 I
entity or another designated organization . Felephane (256) 555-5555 |
Fax |

2. Gotothe "Access Type" box , select "Progress Report for Properties”
and then click on "Next'. — Access Types

Fraograms that you curréantly have an active réequest for will faot .

Jasnnual Chwner Carification

'M;lr:m_jq- your organizations information and usars
| Funds Managemant

| Online Application Access for Devalopers Only

A Project Costs Access

|

C
—
—
L
I Financial Raporting

[lLoans
B3 Progress Report for Properies
L Bocument Canter

Ll Quarterly Reserve Raporls

[ Cancel B Next B




Progress Report Access

- Hroperty BIN Mumbars =

Add the project number for the property whose progress repons you would like access to. Indicate whether or not you are the owner

by checking the box before chcking Add

Award Numbar
Example: 9999999.TC Access Type

) ) Owner Adid

'® Property Manager

Other
Owner Remove

2016013-TC

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‘“.




Registration Summary «—

Please Review the following information before submitting your registration request
— User Information

First Name: Test

Last Name: Owner

E-mail: jperry@ahfa.com
Username: architect

— Organization Details

Organization Code:  5B8F59E6T0

Name: Loveman Redevelopment |, Ltd.
Address: 527-A Main Ave.,
Review the "Registration Summary" then o Nertrpot
click submit to complete the request. Zip Cote: 3476
Telephone: (205) 345-0955
Fax:

r—Progress Report for Properties

Project Number QOwner

When approved, an email 2016019-TC Ouner
notification should be received

informing the user they have been a
granted access.

Ty Pro 6 ' Tell e wihat pow want Lo dc
= P [T |ERery g [M e mane e rlellQ | BB
3t Reply AN = Te Banager - o ]
= - Delete Archive R~ | =9 Toarn Exail Bbowe T Tags Editing Zoom Customer
- g Fonwand 4 4 - ke - - PAARAGET
Drelete Raspand Quick SEeps = Blonve Taam -~
noreph @ ahfa, com Ao e i eac
L]

Parmission Change

This email is being sent from an unmonitored account. Please do not reply to this message.

P You have been granted access to 2013017=-TC.



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

_ o

Progress Report This wiill allow the owner or developer to enter the progress report

This will allow a property manager 1o complete their Owner Cerifications for the RHTC, CDBG
HOME, and Development Fund programs.

Manage the information about your organization such as contact information, users.
partnerships, and partners.

My Profile Manage your profile including your password, contact information, yo

ur arganization informatic
and other information abeaut your organization.

THE QUARTERLY
PROGRESS REPORT

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

Reguesi gnother H H ieti
HW;_,“ Available Properties Listing
My Profile Architect Fam 334-555-5555

2121 T squeare

Retum To Programs |y viom MY 01256

LEsting
Properties Assigned to you;
Propey Hame fswored My Fymiby Anghs el Mournbory Saied  Eoolzed  Add
Brookevile Apanments G506 1-HEXT, 85061-HEXT, 2016014-TC, 85061-TC, 85061-H
Clafioh Covg 2013017-TC 2018
Lenox Park 2015030-TC T0IW2T 101020 T
J063810-TC, 20135 10-MFBE- 20148, 50083-TC

Message Board



Alabama Housing Finance Authority Progress Report

Fialds lsted with @ * nid 10 tham are inked 10 the syshem dalabase and cannol be changed. If you s8e SomMething i missing of incomect

pieasa indicate 2o in the Additional Commanis of Concams
A. Information

* Project Mame I_L,bq_-r::,- kil |
* Project # [2018018-TC |
* Program Type :FtH'I"E |
* Project Owner ;L-bert',' Hill, Ltd I
" Project Contact {Winten Yerby

* Emad :mrby.@bclﬁ-h;nq..c.p;ﬁ

* Telaphone |[205) 345-0955

" Addregs 552? Main Ave Ste A

* City | Marthpart

* Stale |aL

" Zip 38476

B. Status

Undger construction L
INin Lease Up, whal 5 1he Leased Up Percentage?

How many buildings are in the project?

indicate % of Construction Complation

Are there any changes o the Development Team?

Dascribe these changas

* Property Management
Company

.I-.‘nllyhaﬂ-d Companies, Inc. ]

* Property Management Conlac

" Ematl

" Telephone
* Addrass.
" City

* State

= Jip

In Leasa Up L]

Cra=25% O

Brian Hollyhand

brian@hollyhand.com

((205) 345-0955

_'52?-5 Main &ve.

Narthport
AL
35476

D= 75% Ol=100% O=100%

When creating a new Quarterly
Progress Report, select add
new. Next answer and review all
guestions on the page.

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



|

| =

Anticipated Inspeciion date reguired

Anticipated Cost Certification date

D, Additional Comments or Concems: . required
3 ) Oives @ No

Oves @ No

i | =

E. Phatos and Documents - 0 fila{s) uploaded

Pleasa upload 4 cotof photos that fiava baen takan within the 1ast 30 days. Pleasa include both intenar and axtenar phitas. You must save Oves ONo

your rapor belore vo can upload phofas. Once it has bean saved Ine Upload Phitas buttan will be anabied Has Lease-up begun required
. . | ol
Once you have completed your repor and are ready to submi i to Alabama Housing Finance Authorty - piease click the Finalze Report | o

button. This will save any changes and mark the repor finalzed. You wil nat be able 1o edd thes upan completion aie Oves Ono
- T - Has Declaration of Extended Low Income
Upload Documents § Finalize Report Uelete This Report Housing Commitment submission required

nd

Save often while working on the document.

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

Key TI pS : 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.

=

ProgressReport (7).pdf

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



mailto:ahfa.mf.construction@AHFA.com

The PDF will appear as the completed Quarterly Toview alistof Reports submitted select
Progress Report. "RetumtoPropertygListing".po

s oot

Quarterly Progress Report Thank g for g your sam-aua poges ot 1 g0 s b AT e Yoy gk g 2
S5, Yur v s D, bl g onin sl o ey O s

o A e
Project Name: Libarty Hill | Submited DN gy /242020

Mt A019018-TC WH“I UMHW
Program Type — Pioect BN, AiEiETC
Project Cwner, Liberty Hill, Ltd. | Propefty Management Company.  Mollyhand Comp: Suomisgon Ot QW04 5 00PY
Project Contact  wintem Yesdy | Property Managésmént Corlact: Brian Hollyhant bty T v
Emait wyarbyshollyhand , com | Emai; Drianshal lyhant

Telphone: {205} 345-0955 | Telophone: _1208) 3450958

Address: 527 Main Ave Ste A | Address: 527-B Main Ave. Pt R PO

City: worthport | ciy: ‘morthport

State AL | stae An

2 5476 | o 15476

B. Status

Under Construction ¥es LA 0

I I Liease Up, what & e Leased Up Percentags?

Hirw ity Bulldings ane in s pRoJeCT? 7

Percent of Construction Completion AT

Are thene any changes to the Development Team? ¥o

Digcribe thass Changis:

KA —

Are there any changes 1o the CHDO ownership or stafl

{if applicable]? -



Users must request access to the The Progress Report is required to Thereis a $1,500 late fee for Save often while working on the
specific projects Progress Report. be completed for all approved Progress Reports that are submitted document.
projects on a quarterly basis and after the due date.
submitted to AHFA by

the 15th of the following month.



" EMAIL LINKS

* Quarterly Progress Report specific questions and
submissions: ahfa.mf.construction@AHFA.com

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

e 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

	QUARTERLY PROGRESS REPORT PROCESS
	The Objective of this training is to provide instructions on how to complete the Quarterly Progress Report in the DMS Authority Online System. 

	Things to know
	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. ��
	The first step is to Log into the DMS Authority Online system at �https://multifamily.ahfa.com/AuthorityOnline/Default.aspx  
	After logging in to the system, in order to gain access to a specific project's  Quarterly Progress Report you must submit a request to access it. 
	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".��
	Slide Number 8
	Slide Number 9
	THE QUARTERLY PROGRESS REPORT
	When creating  a new Quarterly Progress Report,  select add new.  Next answer and review all 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:
	Slide Number 13
	�To view  a list of Progress Reports submitted select "Return to Property Listing". 
	Slide Number 15
	EMAIL LINKS

