DevCo Compliance User Guide

SECTION I

MANAGE (PROPERTY) USERS
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DevCo Compliance User Guide

Il. MANAGE (PROPERTY) USERS

Users with online owner or property manager access are responsible for approving access for their properties.
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Online - Property Manager
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OC Editor
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Step 1: Make sure you are on the Correct Organization, if you are managing more than one.

Request another property H Y
oy prarie Properties Listing

Return To Programs Listing

Earhart Properties (test) 614-466-4385
23 Test 5t
Cleveland OH 43215-G906

Jmer Certificates

* The organization can either be viewed under My Profile or Properties Listing (Tenant Income Certification/Owner Certifications)
* To change your organization, go to Profile: Change Organization
¢ Highlight the Organization you want
¢ Check for errors in the Organization information
o |If there are errors use the DevCo Helpdesk at https://devco.ohiohome.org/devcoinquiries
¢ Select: Set

Return To Programs Listing Current Organization: Earhart Properties (test)

Return

Profile | Earhart Properties (test) | Set |
User Datail Earhart Properties (test)

il OHFA Test Organization, Lid.
1: Change Crganization >

Organization

Infarmation

Users

Affiliated Organizations
Partnerships

Contacts

Bank Information

MOLU Management
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Step 2: From the Programs Screen; Select: Tenant Income Certification/Owner Certification
* Double click on the Project
¢ [f you have more than one project you will have to manage the users for each project separately

Step 3: Select: Manage Users from the Side Panel

Return to Property Listing Proper‘ty Details
< There is 1 error for this property. Click to display.
View Documents Forest G. R EST) OHFA Utility All
El Forest G. Run (TEST) ores un (TEST) RiyASowances
OH-85-02000 57 East Main Street Import Events
OH-88-02001
Columbus OH, 43215 Scattered Site: No Export Events
Remove Property
Program Lward Number Award Date Buildings Units
HDAP-LIHTC(HOME) F-A-10-999-99 1182011 o 5
LIHTC - Competitive 198999 1/5/2011 2 5
Restriction Type: Rent and Income Floating Units: True
Rental Assistanca: /A Extended Use Dates:
Cwner Certification Year: 2014

Step 4: Review Current Users
e Current Users will be shown in the upper area of the screen
* The access given is highlighted in blue
* You can Update or Remove access with the buttons to the right

All Access Groups that are available in the drop down box include: Manage Users
- . r— Current Users
8609 Related Access (Note: this group is not used) "L .
ast irst Email Address Access Groups
H H Name Name
o Online- 8609 Progress Report Viewer e o
> Online- 8609 Progress Report Editor Gring - 3500 Pegees Fopo Managr || s
X bndemeod Frank frankunderwoodiest@gmail.com  [Online SOCIEGiter
o Online- 8609 Progress Report Manager = Oniine - OC Viewsr
Online - Property Manager
Annual Reporting/ Compliance Related z:"%ég;@“ —
nline — rogress Report Viewer
o Online- OC Editor - Grine — 3603 Progres Fepot ger| | g
. . & &l deveohelp@ e Online - OC Edi
Can edit Tenant Events (TICs) in DevCo Mo e 0C Viewer
Online - Property Manager
o  Online- OC Viewer Online - Project Owner -

Can view Tenant Events and Annual Certification in DevCo
o Online- Property Manager
Can approve some access to properties, complete Tenant Events, and edit the Annual Certification
o Online- Project Owner
Same access as manager & can submit Annual Certifications, Finalize Year, and approve organization access

Step 5: Review Users that requested access
¢ User Access Requests will be shown in the lower area of the screen
* You can Approve or Deny with the buttons to the right
o Highlight the Access Groups and Select Approve or Deny
* An email will be sent to the address on the screen approving or denying access

o Note: There may be a time delay or the email could get stuck in a spam folder. If they need to know immediately that
they have access, contact them separately from the automated email.

— User Access Requests

Last First :

Name Name Email Address Access Groups
COnline — 8609 Progress Report Viewer
Online — 8609 Progress Report Editor Approve

Smith Amelia ohiohousinglocator@gmail.com . g P

Online — 8509 Progress Report Manager Deny
Online - OC Editor -

OHIO HOUSING
@ FINANCE AGENCY Page 14 of 67 @@ Dev Co



