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About This Manual 

This manual has been designed to provide basic familiarity with the functionality of 
Certification Portal, showing capabilities and to aid the user in all facets of the system’s 
procedures and screen entry.  
 
✓ Dashboard: 
    A comprehensive dashboard provides an overview of projects and processes. 
 
✓ Document Repository: A secure location where users can access, view, and download 
    important documents that have been uploaded into the system. 
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Legend 

 Search/Filter 

 Extract to Excel and Word 

 
 

 Applicable Save Options 

 Change/Correct Information  

 Create New Record 

 
Set current screen as HOME 
screen 

 Print Screen 

* Required Field 

 Delete Record 

 Edit Record 

 View Record 

 

Indicates the record is in Edit 
mode. 
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SEARCH FOR PROJECTS 

 
 

Users can access all or single projects, multiple ways. 

 
 

  On the side menu bar, Projects will show all projects.  Users can search for projects from this screen. 
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  Click the Search icon to search by a specific project name or number. 

 
 
 

BEGINNING DATA ENTRY 
To access buildings, highlight the project name and click Proceed to Buildings or click the number under the 
Buildings header. 

 
 
 

Highlight the building, click Change Report Period and enter the period you are entering data for.  This can be 
done by Building or Update all Buildings. 
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Enter the New Reporting Period.  Check the Update All Buildings if user wants the report period entered for all 
buildings and click Save. 

 
                                
 
Highlight the building user will be processing data in and select Proceed to Units or click the number under the 
Units header to begin processing data. 

 
 

To enter a New Move In or Recertification, highlight the unit and click on New Tenant Cert. 
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Enter General Information.  All fields with a * are required. 

 
                                  
 
When you choose an applicable SAVE above, the additional fields below will open for additional data input. 
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Add additional Household Members where applicable.  All fields with a * are required. 

 
 
Enter household member information and click applicable Save.   

 
                                
 
Enter all incomes per household member where applicable. 
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Select Member from the dropdown and add incomes then choose the applicable Save. 

 
                                     

 
Enter all assets per household member where applicable. 

 
 
Select Member from the dropdown and add assets then choose the applicable Save. 

 
                                         



11 
 

Click Edit to enter Rents. 

 
 

Enter applicable data.  Note the Rent Change Date is specific to rent changes that occur outside of the 
certification date. 

 
 
RHS Rent Overage only appears on the screen when a project is specifically identified by the agency as a Rural 
Development (Section 515) project. 
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If the user determines there has been an error in data entry, and the entry has not been submitted and posted 
by the agency, you can delete the entry and make the corrections. 

 

User can only delete an entry that has a red X.      

    

 

Once data has been completed, the user needs to check the box Ready to Submit or at the building level, user 
can Ready All Units. 
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When all units are marked Ready to Submit, the building will show Ready.  Click Submit Tenant Certs for each 
building in the project.  

 

 

The system will test the building and notify the user if there is out of compliance or if in compliance and auto 
posted.  If out of compliance, the building data will locked and sent into the State agency for further testing. 
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IMPORT BUILDING XML FILES 
To IMPORT ALL BUILDING DATA using an XML file from a 3rd party software, i.e. Yardi, RealPage, etc, select 
the project and click CHOOSE FILE.  Locate the file on your drive and click UPLOAD DOCUMENT.  If the 
document has errors and subsequent uploads need to be run, the user can check the box Overwrite existing 
Unit Activity.  Note: if there has been any manual entries made in the units, these will be overwritten. 
 

 
                                   
 
To import individual buildings, select the building and click IMPORT BUILDING DATA.  If the document has 
errors and subsequent uploads need to be run, the user can check the box Overwrite existing Unit Activity.  
Note: if there has been any manual entries made in the units, these will be overwritten. 
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REPORTS 
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TEMPLATES AND DOWNLOAD/UPLOAD DOCUMENTS 
Upload files – Select the section you want to upload a file and click New. 

 

 

 

Choose Document Type, Document Title and Select File from user device. 
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File uploaded successfully. 

 

Click on the file to open and it will pop up as a download in the top right corner of the screen. 
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Templates are accessible system wide and not by project.  Choose Templates and the file you would like to 
add or download.  If you download, the user can complete and upload back under Upload Files (above) at the 
project level. 

 
 
 
 

Please reach out to your State Agency if you have any questions or need assistance. 
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