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> What is NextGen?

NextGen is a web-based application used to collect tenant occupancy and demographic data for properties with low-
income housing tax credits (LIHTC) or CHFA Loans. NextGen is replacing the system known as WCMS.

< What data do | need to enter in NextGen?

All certification activity is required to be uploaded or manually entered in NextGen on a monthly basis, preferably by the
10" of the month but no later than the end of the month following the certification date. Certifications that must be
entered include:

All move-in and initial certifications*
Annual recertifications

Interim certifications**

Unit transfers

Move-out certifications

=A =4 =4 =8 =4

* An initial certification should only be created if a property is leasing up after substantial rehabilitation or if an existing
market-rate tenant has become eligible for the low-income program. Do not use this option for new occupants to your
property.

** Interim certifications are only required by CHFA if an adult (18 years old or older) is being added to the household
before the next-scheduled annual recertification. All other changes can be entered with the next annual recert.

Tenant Data Uploads:

Certain property software products can create a data file that contains your tenants’ certification data. This data file,
which is formatted especially for the purpose of uploading tenant data, can then be uploaded into NextGen. Uploading
your monthly tenant certifications can save you time by eliminating the need to manually enter this data.

Currently, this feature is available with:
A Yardi

Real Page’s OneSite

HAB, Inc.

Boston Post

> > >

Please contact your property software’s technical support for more information. PLEASE NOTE: If your product is an
older version that only supports NAHMA versions 3.1 or 4.0 (NextGen currently accepts versions 5.0 and 6.0 only), you
will need to request that your property’s software is updated to support these newer versions.

For more information about uploading your tenant data, please refer to “XML Tenant Upload Tab” on page 22. If you
have any questions, please contact Peggy Boyd at CHFA for more information (pboyd@chfainfo.com).
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> Registering for a new account

If you do not already have a WCMS or NextGen account, you will first need to complete the registration request form.
CHFA staff cannot create an account for you. If you previously had a WCMS account, you will be able to log into
NextGen using your WCMS credentials.

To register, please follow these instructions:

First, navigate to the NextGen Log In screen: https://co-ng.hdsoftware.net/auth/login, and click the link to create a new
account.

8.
9.

To complete the registration form, please follow these steps: (Figure 1, next page):

Select “Compliance User” from the Account Type drop-down.
Enter your first and last name
Enter your company email address.

NOTE: The NextGen system will not allow for users to use an email address that is already assigned to another
user. If you share an email address with others in your organization, please contact Peggy Boyd at
pboyd@chfainfo.com.

Create a “generic” username, such as your first initial and last name. It is recommended that you do not use the
property name as your username, since multiple properties can be added to an individual account and your user
account can be used if you move to a different property. Don’t forget to make a note of the username you
create.

Create a strong password, containing at least 8 characters.
Confirm the password you created. Don’t forget to make a note of the password you create.

Enter your Organization Name (this can be either the property you manage or the management/ownership
company you are employed by)

Enter your Organizational Role (select the option that best fits your position)

Enter the address, city, state and zip code of your property/organization

10. Enter your business phone number

11. Click the blue “+” under the Request Site Access section. @

a. Inthe Add Site window (Figure 2), type the CHFA property name and/or property number for each
property that you will need to access in the system.

*Note: Property names/numbers must be entered exactly as they appear in CHFA’s system; if you do
not have this info, please refer to the LIHTC/CHFA Loan Properties report located at:
https://www.chfainfo.com/arh/asset/Pages/wcms.aspx.

b. Click the blue Add Site button.

C. Repeatsteps 11a. and 11b. for each property that needs to be accessed in NextGen

12. To complete your registration, click the “I agree to EULA terms and conditions” box then Create Account

NOTE: All registration requests will need to be approved by CHFA before you will be able to log into the system. You
will receive an email once this has been completed.
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Registering for a new account (continued)

Information entered into the NextGen system is of a personal and sensitive nature. To help maintain

I the security of this data, PLEASE DO NOT SHARE ACCOUNT LOG INS. All users should have his or her

° own NextGen account.

[J Asset Management User

Compliance User

Registrant Information

Figure 1

MuTFEAMY :
Already have an account?

Organization Information

First Name * Name *
Peggy ABC Management
Last Name * Organizational Role *
Boyd Management Agent -
Email * Address *
pboyd@email.com 123 Main Street
User Name * City*
peggyb Denver
Password * State * Zip Code *
--------- Colorado ~ 80202
Confirm Password * Phone *
""""" (303)297-7312
Request Site Access
Site Name = Site Number =
o WCMS Test Property WCMS-Test

| agree to EULA terms and conditions.

Figure 2

Add Site

Site Name
Altitude

Site Number

9Z00-617
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> Logging In to NextGen

To log into NextGen:

Navigate to the NextGen Log In screen: https://co-ng.hdsoftware.net/auth/login

Enter the Username and Password you created when registering, or your current WCMS credentials
Agree to the EULA terms and conditions
Click Sign In. (Figure 3)

A wonp o

Figure 3

O Remember Me Trouble Signing In?

Don't have an account?
Click here to create one

| agree to EULA terms and conditions [ERISUEIUNA

If you have forgotten your username or password, click the “Trouble Signing In?” link on the NextGen login screen.
Then, select the appropriate selection in the “Trouble Signing In” screen (Figure 4), and click “OK”. The system will
send an email with instructions on how to proceed.

Figure 4

Trouble Signing In

O | forgot my User ID O | forgot or need to reset my password

Back to Sign In “
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< Welcome to NextGen!

Landing Page:
With each new login, you will be directed to NextGen’s Landing Page (Figure 5). Click on the M (Multifamily) icon @
to continue to your Home Page.

@ If the Multifamily icon is greyed-out, please refresh your browser.

Figure 5

. Peggy Boyd-Test

Welcome back Peggy Boyd-Test!

Your last sign on was on Mar 3, 2021, 3:43:51 PM

m’

Muttifamily
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> Home Page Features

Profile:

On the Landing Page, and all the other pages throughout NextGen, you will see your name at the top right of the screen
(Figure 6). Clicking the down-arrow next to your name will allow you to view/edit your Profile and logout of the system.

Figure 6

. Peggy Boyd-Test +

Welcome back Peggy Boyd-Test!

Your last sign on was on Mar 3, 2021, 3:43:51 PM

0 eofie
ﬂ Logout

When making edits to your Profile Details, please be sure to click Save in the top right of the screen before exiting.
Included on your Profile Details screen is a list of all the sites for which you have access in the system, including the

CHFA Site # (Figure 7).

< l Profile Details

Figure 7

About

Registrant Information

Peggy

Organization Information

CHFA

Last Name * Organizational Role *
Boyd-Test Division of Housing Person -
pboyd@chfainfo.com 1981 Blake Street
ser Name City *
PEGGYF2 Denver
Colorado ~ 80202

Confirm Password *

(303)297-7312

Site Access

Red Oak Park

Reserve at Northglenn
Reserve at Thornton |

Reserve at Thornton Il

9Z01-443
9201187
9701-232
9201-321
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Home Page Features (continued)

¢ NAVIGATION TIP: Click the “Home” icon from any screen within NextGen to navigate back to - E

the Home Page, or the “Waffle” icon to return to the Landing Page.

On your NextGen Home Page, you will see a variety of menus and icons to help you navigate the system (Figure 8).
Additionally, if your portfolio includes properties with low income housing tax credits (LIHTC), you will see a graph of
Vacant Units by Site. To select a different property for this graph, click the down-arrow next to the property name to
access the drop-down list.

If you have properties that only have CHFA Loans, those properties are not currently available in the “Vacant
@ Units by Site” graph. We are working with the software company to add these other property types in a later
release.

Figure 8
@> Hosmuitfamily ¥ g Ve . Pegay Boyd-Test ~ A

Bl Exoperty Godp Benedict Park Place 4B
Vacant Units by Site

€0-08-00095 €0-08:00034

u
Occupied ~ Vacant

Icons:
Top right corner (Figure 9)

These navigation items are viewable from all pages throughout NextGen:
1 Your Profile (found by clicking the arrow or “carrot” next to your username)
9 Guide: The software company’s user guide
9 Bellicon: If any alerts or notifications are available, they will appear here.

Figure 9

‘ Peggy Boyd-Test ~
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Home Page Features (continued)

Icons:
Top left corner (Figure 10)

This navigation pane is viewable from all pages throughout NextGen. The icons below from left to right are:

1 “M” HDS Multifamily — indicates that you are currently active in the Multifamily module. Click the “push-pin”
icon to show or hide the left navigation menu. (See page 10 for more info)

9 Waffle icon — Use this icon to navigate back to the NextGen Landing Page

9 Home icon — Use this icon to navigate back to the Home Page

1 Staricon - Screens that are marked as favorites can be found here. To save a favorite, click the Star icon and
then select which screens you wish to keep as a favorite. Your favorites will then appear as icons at the top.

1 Treeicon - Allows you to navigate to a specific site’s units and tenant certifications in “Edit” mode. (Figure 11)

Note: Navigation to the Site Info and Building Info pages is not available to external users.

Figure 10

(> HDS Multifamily ¥

Figure 11

v WCMS Test Property

v C0-99-99991

v 100

Sheeran, E-3/1/2021 - AR - LIHTC - Un-Submitted

Sheeran, E - 3/4/2020 - UT - LIHTC - Unit Transfer In

Boyd, P-6/1/2018 - UT - LIHTC - Unit Transfer Out

Boyd, P - 5/21/2018 - Ml - LIHTC
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Home Page Features (continued)

Menus:

Left Navigation (Figure 12):

1 Select the area you wish to view by clicking on either Unit or Tenant from the left navigation menu.

1 Click the “push-pin” to the right of “HDS Multifamily” to hide/unpin or show/pin the left-navigation menu.
Hiding the menu will give a larger desktop view of the screens you are viewing.

Figure 12

(> HDS Mukifamily X

@ Property Group
@ Unit

fe2 Tenant

@ By design, external users will only see the options to view the units and tenant data for their properties. At this
time, external users will not see any property or building data.
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> Unit Page Features

To navigate to the Unit page (page 12, Figure 14), you can either click “Unit” from the left-navigation menu or select the
unit from the . tree icon.

@ To select a Unit from the tree icon, first click the “carrots” to the left of the Site name and Building number. Then,
click on the desired Unit number to select it. (Figure 13)

Figure 13

Q wcms

’ »~ WCMS Test Property
S
v  (C0-99-99991

v 100

I Sheeran, E-3/1/2021 - AR-LIHTC

Adding a Unit:
To add a new unit to the building, click the blue “+ Unit” icon at the upper right portion of the Unit page

The Unit page has two tabs at the top: Search and Reports

Search tab:

When navigating to the Unit screen, the system takes you to the Search tab by default (tabs are shown at the top of the
page). Users can do a simple search from this screen or choose to click on the blue Advanced Search button to enter
other criteria, such as:

1 BIN

LIHTC Unit Number
TRACS Unit Number
Building Name

Site Number

Site Process Type

= =4 =4 =4 =4
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Unit Page Features (continued)

Once you have entered the criteria for your search, click the looking glass icon.

Figure 14

Reports

Unit Number

BIN

Site Name

LIHTC Unit Number

e Advanced Search A Clear

TRACS Unit Number

Building Name

Site Number

Site Process Type

Site Programs

. . Display
Display Display Olit-of
[ Archived [ Inactive O )
. . Service
Sites Units

Units

Upon clicking the looking glass icon, the system will display the search results in a grid at the bottom of the screen (page
13, Figure 15). Use the grid in the following ways to edit the way you view the data:

1 Click on column headers to sort by specific columns. For instance, clicking on the Unit Number heading will sort
the search results in ascending or descending unit number order.

9 Click on the Column Chooser ico
that window.

1 Click on the Export all data icon

E-

k3

1 Tofilter data, click the smaller looking glass at the top of the column
see units in Bldg. 3, you would click the looking glass in the Building Name column, the select the filter criteria

of “Contains”. Finally, type 3 in the field just below the column’s heading. The result will show only the units
that are in that building. To get back to the unfiltered list, just select “Reset” from the filter criteria.

to open that window, then drag column headers that are not needed to

0 export the search results to Excel.

Q :
~_|. For example, if you only wanted to

1 Togroup your data by a specific column, click on the column header of your choice and drag it to the area above

the grid.
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Unit Page Features (continued)

Specifc Actions can be done from the Unit grid, by clicking the three dots (...) to the left of the unit number, under the
“Actions” column header (Figure 15):

pg. 13

Figure 15

Search Reports

Unit Number Site Name
Advanced Search v Clear
wcms

Drag a column header here to group by that column @] PE Q_search
[ hcions | UnitNumbor 1| LWTCUn Number | TRAGSUntNumber | Vocart | BN | Budingame | Sioumbr | Sitame |
Q Q Q Q Q Q Q
ooe: 100 100 O C0-99-99990 Bldg 1 WCMS-Test WCMS Test |
101 101 ] C0-99-99990 Bldg 1 WCMS-Test WCMS Test |
102 102 C0-99-99990 Bldg 1 WCMS-Test WCMS Test |
) 103 103 O C0-99-99990 Bldg 1 WCMS-Test WCMS Test |
Edit 104 104 O €0-99-99990  Bldg 1 WCMS-Test WCMS Test |
) 200 200 O C0-99-99991 Bldg 2 WCMS-Test WCMS Test |
CertActions  |9g 201 O €0-99-99991  Bldg2 WCMS-Test WCMS Test |
ot 202 202 C0-99-99991 Bldg 2 WCMS-Test WCMS Test |
1 Edit- Used to edit the Bedroom Size, Unit Type, or unit Square Footage. (page 14, Figure 16)
1 Cert Actions — Allows you to select a certification action of either “Create Certification” or “Modify

Current Certification”, based upon the action that is appropriate for that unit. This will be covered in the
Tenant Page Features section. (page 14, Figure 17)




Unit Page Features (continued)

Edit:

Cert Actions:

Figure 16

Unit

WCMS Test Property | C0-99-99990 | 102, LIHTC # 102

> Details Email Files

General Information

General Information Unit Characteristics

Unit Number *

102 ) Status

site [[] Archived [[] Inactive [[] Outof-Service
Bldg [ inactive [] Out-of-Servid
Unit [ inactive [] Out-of-Serviea

Bedroom Size *

2

Unit Type *

2 bedrooms >

Square Footage *

1000

Figure 17

Certification Actions

Certification Format @ TIC
Site Programs LIHTC/Bond/Other Site Process Type  Program Compliance
Unit Program LIHTC

Current Certification

Site Name - # WCMS Test Property - WCMS-Test

Building C0-99-99990

Unit# 102 LIHTC Unit# 102 Not Occupied
Cert Program LIHTC Cert Info 06/14/2017 MI (Unsubmitted)
Household Davis, Sammy

Select a Certification Action

@ Create Certification () Modify Current Certification

Create Certification

g | o

Reports tab:

Currently, there are no reports available under the Unit’s Reports tab.
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> Tenant Page Features

To navigate to the Tenant page, you can either click “Tenant” from the left-navigation menu or select a tenant
certification from the tree icon. Selecting a tenant certification from the Tree icon will open the certification in “Edit”

mode. .

@ To select a Tenant certification from the tree icon, first click the “carrots” to the left of the Site name, building
number, and unit number to expand the view. Then, click on the desired Tenant Certification to select it (Figure
18)

Figure 18

Q wcms

~  WCMS Test Property
S

v C0-99-99991

v 100

l Sheeran, E-3/1/2021 - AR- LIHTC

Adding a Tenant Certification:
To add a new certification to the specific unit, click the blue “+ Certification” at the top, right of the Tenant page.

Depending upon the status of the unit (occupied vs. unoccupied) and the previous certification type, the system will
provide a drop-down list of appropriate Actions in the “Add Certification” window (Figure 19):

Figure 19
Add Certification

WCMS Test Property - WCMS-Test X ~
Building Number

C0-99-99991 X ~
Unit Number

102 X =
Unit Transfer

Move-Out

Recertify
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Tenant Page Features (continued)

The tenant page has three tabs at the top: Search, Reports and XML Tenant Upload.

Search tab:
When navigating to the Tenant screen, the Search tab is the default view. Users can do a simple search from this screen,
filtering any search results by “Current MF Tenants” (default), “All” tenants, or “Current S8 Tenants”.

For more robust searching, you can click on the blue Advanced Search button and enter other criteria (Figure 20), such
as:

Program (HUD MF or LIHTC)
BIN

Building Name

Site Number

Site Process Type

7 Site Programs

= =4 =4 =4 =4

Once you have entered the appropriate criteria, click the looking glass icon. e

Figure 20

Search Reports XML Tenant Upload

Certs Filter from to Site Name

O A 4/9/2019 v 4/9/2021 - Select... -
@ Current MF Tenants
O Current S8 Tenants

First Name Last Name Unit Number
e Advanced Search A
ear
Program BIN Building Name Site Number Site Process Type
O HwwmE O UHTC Select... -

Site Programs

Select... [ Display Archived Sites
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Tenant Page Features (continued)

Upon clicking the looking glass icon, the system will provide a list of matching tenants in a grid (Figure 21). Use the grid
in the following ways to edit the way you view the data:

1 Click on column headers to sort by specific columns. For instance, clicking on the Last Name heading will sort
the search results in ascending or descending last name order.

E-

9 Click on the Column Chooser icon
needed.

to open that window, then drag column headers there that are not

&

1 Click on the Export all data icon to export the search results to Excel.

9 Just below the header row, you will see a smaller looking glass at the top of each columnL__1. You can this icon
to filter your data as you want. For instance:
A Hover your mouse over the looking glass to select the filter criteria
A Once you have selected the filter criteria, type in the field to the right of the looking glass. For example, if |
only wanted to see “AR” cert types, | would select the filter criteria of “Contains”, then type AR in the field
just below the Cert Types heading. The result will show only the tenants who had an AR.

9 Togroup your data by a specific column, click on the column header of your choice and drag it to the area above
the grid.

Specific actions can be done from the tenant grid, by clicking the three dots (...) to the left of the tenant name, under the
Actions column header (Figure 21):

Figure 21
C?{'i!} a column header here to group by that column @J r‘a O\
[ sciens | Fisiame | Lasttame | Progam | Gl 12| tpe | s Comcin | Unitumber 11| LWTCUnt Nanber | TRACS U | M unitTpe | S
- (All) -
Lol Ed Sheeran LIHTC 03/01/2021 AR 100 100 2 bedrooms
Justin Merle LIHTC 01/01/2020 AR 101 101
Sammy Davis LIHTC 06/15/2017 Mi 102 102 2 bedrooms
John Wayne LIHTC 03/01/2020 AR 103 103
Jane Goodall LIHTC 07/23/2017 Ml 104 104
Bugs Bunny LIHTC 10/01/2017 AR 200 200
Alan Ivan LIHTC 02/15/2017 Mi 201 201
Ed Sheeran LIHTC 03/04/2020 UT-0 202 202 2 bedrooms
0: - owertzionens @)
[J Wrap Text [J Show all Rows

Edit — Opens the current certification record (page 18, Figure 22)

Cert Actions — Allows you to select a certification action of either “Create Certification” or “Modify
Current Certification”, based upon the action that is appropriate for that unit. (pages 18-19, Figures 23
and 24)

=A =4
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Tenant Page Features (continued)

@ If a certification was entered for a unit but not submitted, the “Create Certification” will not be available.
Instead, the “Modify Current Certification” will offer the option of either “Submit” or “Delete”. Similarly, if the
last cert was submitted, the system will offer the option to “Create Certification” and provide certification types
that are appropriate, or “Modify Current Certification” to correct or unsubmit the cert.

Edit:
Figure 22
€a ::0 Certification LIHTC-3/1/2021 AR Sheeran Ed Z=cert Actions [ TiC Report
. WCMS Test Property | C0-99-99991 | 100, LIHTC # 100
> Details Email Files
= ah =
Summary Cert Information Member Financials Other Programs
Household
Household Type
Household Members 2 Family e (@ units
Move-In Date 243 Certs
05/06/2017 @ Social Services
E Priors
Single-Parent Household
Number of Bedrooms 7 No
Dependents Under 18 Disabled Household
0 No

Full-Time Students Occupants 62 and Over

0 0

Cert Actions — Create Certification:

Figure 23
Certification Actions
Certification Format @ Tc
Site Programs LIHTC/Bond/Qther Site Process Type Program Compliance
Unit Program LIHTC
Current Certification
Site Name - # WCMS Test Property - WCMS-Test
Building C0-99-99991
Unit# 102 LIHTC Unit# 102 Occupied
Cert Program LIHTC Cert Info 06/15/2017 MI (Submitted)
Household Davis, Sammy
Select a Certification Action
(® Create Centification () Modify Current Certification
Create Certification
Certification Type Oa Or Qur Owmo
Effective Date * fa
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Tenant Page Features (continued)

Cert Actions — Modify Current Certification:

Figure 24

Certification Actions

Certification Format @ TIC

Site Programs LIHTC/Bond/Other Site Process Type Program Compliance

Unit Program LIHTC

Current Certification
Site Name - # WCMS Test Property - WCMS-Test
Building C0-99-99991
Unit# 102 LIHTC Unit# 102 Occupied
Cert Program LIHTC Cert Info 06/15/2017 MI (Submitted)
Household Davis, Sammy

Select a Certification Action

(O Create Centification @ Modify Current Certification

Modify Current Certification

Current Certification 06/15/2017 Mi

Reports tab:
Under the Tenant screen’s Reports tab (Figure 25), you will find the following reports:

1 TIC Report (Tenant and Income Certification Report)
1 Occupancy and Demographics Report

Figure 25

+ Certification

Search Reports XML Tenant Upload

HDS Tenant Reports Agency Tenant Reports

Custom Reports

TIC Report
HDS Current Tenants v [ View Report
m Occupancy and Demographics Report

pg. 19




Tenant Page Features (continued)
TIC Report:

To run a tenant and income certification (TIC) report from the Reports tab, first click the TIC Report icon (see page 19,
Figure 25). The system will then require you to enter one or more pieces of data to search for a specific tenant, then
click “Search” (Figure 26).

Figure 26

TIC Report
First Name Last Name Unit Number
Program LIHTC Unit Number TRACS Unit Number
Select... b
BIN Building Name Site Number
Site Name Site Process Type
Select... v

From the search results grid, click on the tenant certification for which you wish to create a TIC report, then click the
blue “Create Report” button (Figure 27).

Figure 27

TIC Report

== - ©

Drag a column header here to group by that column L_E‘ Q_ Search
Gatpe | untnb— 11| UHTOUnt b TRACOUmber | e om |
Q Q Q Q v Q Q Q Q Q Q
Ed Sheeran LIHTC 03/01/2021 AR 100 100 2bedrooms ~ C0-99-99991
Ed Sheeran LIHTC 03/04/2020 UT 100 100 2 bedrooms C0-99-99991
Peggy Boyd LIHTC 06/01/2018 UT-0 100 100 2 bedrooms C0-99-99991
Peggy Boyd LIHTC 05/21/2018 Mi 100 100 2 bedrooms C0-99-99991
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Tenant Page Features (continued)
The TIC will open in a new browser tab (Figure 28):

Figure 28

Occupancy and Demographics Report:

To run an Occupancy and Demographics report, first click the Occupancy and Demographics Report icon from the
Tenant Reports tab (see page 19, Figure 25). The system will then require you to select the site and indicate whether
you want to see “All” tenants for that site, or only “Current Tenants”. Once you have made your selections, click Run.
(Figure 29). For info on how to filter and export the Occupancy and Demographics report, please go to page 51.

Figure 29
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