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Section One
Objectives

In this section, you will learn how to create a correction transaction using the MITAS Internet Property Management site.  An interactive simulation will show you how to complete this task.  
Notes
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Scenario

Doug, a property manager calls you...

"Hi Becky, I need to make a correction to a transaction in Mason Ridge on the MITAS Internet Property Management site for the first time.  How do I do this?"
Let's find out how we can help Doug.
Notes
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When a correction transaction is made, the original transaction data is not deleted, the transaction status is changed to
"Cortected.” A copy of the original transaction data is made, and available for you to modify with necessary corrections.
This new record has a status of "Not-processed” if data was changed that requires the systern to perform the compliance
testing, or the new record has a status of "Processed” if data was changed that does not reguire the syster to perform
the compliance testing. The new record contains the same Effective Date as the original transaction. If you are changing
data that requires a compliance check, when compliance testing is performed, the new data record is used

A change in ane of the following data items requires the compliance testing to be run: Income, Gross Rent, Student
Status, Household Size, Nurnber of Children, Homeless Status, Special Needs Status, Bith Date, and Social Security
Nurnber.

For processed transactions only personal information can be changed, a correction transaction cannot be used to correct
an Effective Date or a Transaction Type (such as MoveIn, Move-Out, Recertiication, etc.). To correct the Effective
Date or Transaction Type, you must contact the agency.

Note: For transactions that have not been processed, you can change tenant data as needed without creating
cortection transaction. However, if you have an incorrect Eflective Date or Transaction Type, you will have to delete the
transaction record and insert & new record with the correct Effective Date or Transaction Type.
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When to Use a Correction Transaction
A Correction transaction can be used to make a change or correction to an existing transaction that has already been processed.

When a correction transaction is made, the original transaction data is not deleted, the transaction status is changed to "Corrected."  A copy of the original transaction data is made, and available for you to modify with necessary corrections.  This new record has a status of "Not-processed" if data was changed that requires the system to perform the compliance testing, or the new record has a status of "Processed" if data was changed that does not require the system to perform the compliance testing. The new record contains the same Effective Date as the original transaction.  If you are changing data that requires a compliance check, when compliance testing is performed, the new data record is used.

A change in one of the following data items requires the compliance testing to be run: Income, Gross Rent, Student Status, Household Size, Number of Children, Homeless Status, Special Needs Status, Birth Date, and Social Security Number.

For processed transactions only personal information can be changed, a correction transaction cannot be used to correct an Effective Date or a Transaction Type (such as Move-In, Move-Out, Recertification, etc.).  To correct the Effective Date or Transaction Type, you must contact the agency.  

Note: For transactions that have not been processed, you can change tenant data as needed without creating a correction transaction.  However, if you have an incorrect Effective Date or Transaction Type, you will have to delete the transaction record and insert a new record with the correct Effective Date or Transaction Type.

Notes
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How to Create a Correction Transaction
It is easy to create a correction transaction using the MITAS Internet Property Management site.  In order to do this, you must first login as either a Property Manager or Property Manager - Compliance.

Then you retrieve the property from the Property Information screen.  Choose the Transaction option.

On the Transaction screen, choose the corresponding Building and Unit, and then click on the correponding transaction that you would like to correct.

On the Tenant Information screen, choose the Correction option.  Input data corrections, and choose Update.
Notes
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Simulation
Creating a Correction Transaction
The following simulation takes you through the steps needed to create a correction transaction using the MITAS Internet Property Management site.  You will be shown the appropriate steps to follow.
Notes
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Select the Address text box.  Type in the web site address of the MITAS Internet Property Management site.
Notes

Slide 8 - Slide 8

[image: image8.png]Ackivess | ) SRVRRRRY——————— >0

Press Enter key





Text Captions

Press Enter key
Notes
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The MITAS Internet Property Management Login page appears

Select the Web Profile combo box
Notes
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Select the appropriate Property Manager item (Property Manager or Property Manager - Compliance)
Depending on the way your agency is set up, there are two valid Property Manager items that you could choose: Property Manager or Property Manager - Compliance.  A Property Manager can view and input data for both compliance and financials.  A Property Manager - Compliance can view and input data for only compliance.  Your agency may have established both types of property manager items or only one option may be valid.

Notes
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Select the Property Manager Number text box, and input the appropriate number
The Property Manager Number is the company or agency number.  You cannot view or input data for more than one company or agency at a time.

Notes
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Select the Username text box, and input your username (do not use an administrator username)
Notes
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Select the Password text box, and input your password
Notes
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Click the Login button
Notes
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The Main Menu page appears

Select the Property Information menu item

Notes
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The Property Information page appears

For security reasons, you must know the property number for which you are trying to create a transaction

Select the Retrieve Property text box, and input the Property Number
Notes
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Click the Retrieve button
Notes
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The Property Information page appears

Verify the property address information is correct.  If the information is not correct, contact your agency.

Click the Transactions button to create a Correction transaction

Notes
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The Transaction detail page appears

Select the Building combo box
Notes
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Select the appropriate building number item
Notes
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Select the Unit combo box
Notes

Slide 27 - Slide 27

[image: image22.png]orF Hewisd, Run: 1011812005

Name:/ MASON RIDGE

37 v|

101

10

| Select the
Effective Date | Certification Type 4| appropriate unit
o801 2002 ove n number itern
o801 2003 Recertifcation LoriCoste ST
o6i152005 e Ot LoriConke Se9874103
oS08 ove n Jack Thompson | 394433221





Text Captions

Select the appropriate unit number item
Notes

Slide 28 - Slide 28

[image: image23.png]0P Hewta Run: 1011372005
Name:/ MASON RIDGE

Effective Date - Status.
0812002 Click the Retrieve button to obtainthe  f103  Frocessed
08101/2003 transaction data for this building and unit [103 Processed
0811572005 103 |Processed
071572005 Wove In Tiack Thompson (884433221 | Processed




Text Captions

Click the Retrieve button to obtain the transaction data for this building and unit

Notes
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The Transaction page appears

Select the appropriate tenant  link for which you would like to make a data correction
Notes
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Notes
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The Transaction Tenant Information page appears (as read only)

Click the Correction button to make a correction to this tenant's record

Notes
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The Tenant Information page appears (allowing data modifications)

Notes
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Verify the tenant information making any necessary corrections to the tenant data.

Notes
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In this simulation, the tenant income was corrected.  Because income affects tenant eligibility, a compliance test will need to be run including this record.

Click the Update button once you have corrected the tenant information

Notes

Slide 38 - Slide 38

[image: image30.png]0P Hewta Run: 1011372005
I Property: | 75070 Name: |MASON RIDGE

The Tenant Information page appears

Income: [JOver Income
Income Source: | PE Pensians ]
Race: | Black/African American | OHispanic or Latino
Date of Birth: 02131960 | (MMIDD/YYYY)
No Family Members:[1 | Number of Children:[0__ |
Student: @No OYes O Yes & Qualify
Handicapped: [ Live In Aid: 0]
Temp ABS HH: O Homeless: 0]

Special Needs: [





Text Captions

The Tenant Information page appears

Notes
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Click the Back button once you have completed the necessary corrections and updated the record (by clicking Update).  The system will return you to the Transaction detail page.
Notes
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The Transaction detail page appears

Notes
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The original transaction remains, but the Status has been changed to "Corrected."

The system created a new record which includes the tenant information that has been corrected.  Because the information that was corrected affects tenant eligibility, the record Status is "Not-Processed" indicating that the compliance testing must be completed on this record.

Notes
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Now that this transaction is complete, you can either perform more tasks, or log off the system.

This simulation will now demonstrate a correction where the tenant eligibility data is not affected.

Notes
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Select the Building combo box
Notes
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Select the appropriate building number item
Notes
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Select the Unit combo box
Notes
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Select the appropriate unit number item
Notes
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Click the Retrieve button to obtain the records for this building and unit

Notes
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The Transaction detail page appears
Select the tenant transaction link for which you would like to modify data
Notes
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Notes
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The Tenant Information page appears

Click the Correction button to make a correction to this tenant's record

Notes
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The Tenant Information page appears

Select the appropriate data text box for which you need to correct data
Notes
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Click the Update button once you have made the necessary corrections

Notes

Slide 58 - Slide 58

[image: image45.png]| Move-In/Move-Out

P Hswiaa

Screens

Property: | 75070 Name: |MASON R

Effective Date: 091012005
Certification Type: Inital Certification

armity Members Update Pre-Qualfy

TENANT INFORMATION

Click the Back button to
return to the
Main Menu Transaction detail
System Help page
Screen Help

Logoff

Name:|Sabrina Edward
SSN: 431509812
Income: 32,000 [ Over Income:
Income Source: |F Federal Wage v
Race:| Asian_White ~| OHispanic
Date of Birth: |09/01/1970 | (MMIDD/YYYY)

No Family Members:[1 | Number of Children:[0_

Student: @No OYes O Yes & Qualify
Handicapped: [ Live In Aid: 0]
Temp ABS HH: O Homeless: 0]
Special Needs: []





Text Captions

Click the Back button to return to the Transaction detail page
Notes
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The system created a new record which includes the tenant
information that has been corrected. Because the information
that was corrected does not require the compliance testing, the
Status is "Processed.”
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The Transaction detail page appears

The original transaction remains, but the Status has been changed to "Corrected."

The system created a new record which includes the tenant information that has been corrected.  Because the information that was corrected does not require the compliance testing, the Status is "Processed."

Notes
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Now that this transaction is complete, you can either access the Main Menu to input more transactions, or log off the system

Click the Logoff button to log off the system

Notes
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The Logoff page appears

End of simulation

Notes
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Congratulations! 
You have completed Creating a Correction Transaction

Notes
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