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introduction

Insight is a web-based application that allows CHFA’s multifamily property owners,
management agents, and business finance customers secured access to property, loan,
and contact information.

External customers will initially log into the application with a user ID assigned by the
system administrator and a system-generated password, which may be later changed by
the user.

The current version of Insight offers the same great account maintenance functionality.

For more information, please contact us at cssupport@chfainfo.com.
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1. registering for insight

To register for an Insight account, please go to: https://www.echfa.com/Insight/login
and click the link under New to Insight?

Mew to Insight?
If you are new to Insight, you can request a new user account. Once your account is created, return here to login.

Select which type of account you would like to request:
e Business Loan Registration — for commercial loan users

e Multifamily Property and Loan Registration — for multifamily management
agents and owners

Complete the registration form in its entirety and allow up to 24 hours for approval.
Missing information such as your CHFA property names (multifamily registrants only)
may cause a delay in approval.

If you are requesting access to the CHFA loan and you are not named on the original
loan documentation, it is CHFA’s policy to require a completed Authorization to
Communicate to a Third-Party form before CHFA can release any loan-specific
information. The form can be found at: https://submit-irm.trustarc.com/services/
validation/9ddb3af5-7565-4f84-af16-71185b5b4fc3.


https://www.echfa.com/Insight/login
https://submit-irm.trustarc.com/services/validation/9ddb3af5-7565-4f84-af16-71185b5b4fc3
https://submit-irm.trustarc.com/services/validation/9ddb3af5-7565-4f84-af16-71185b5b4fc3

2. logging in

To log in to Insight, enter in your username and password and press the “Log In”
button. You can also recover your username and reset your password if you have
forgotten them. If you are a new user to Insight and do not have a username/password,
click on the “request a new user account” link and follow the registration instructions in
the previous section.

insight chiaindo.com

User Name New to Insight?
User Mame If you are new to Insight, you can request & new user sccount
Once your account is created, retum here to login
Password
Forgot Your Password?
Password If you have forgot your password or password expired, please
click here 1o reset your password
g Forgot Your User Name?
If you have forgotten your user name click here to recover your
user name

Fer more information, please contact suppon at cssupporti@chfainio.com or 303.297.CHFA (2432)
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3. home page

Your home page will differ depending on what type of customer you are (business
finance versus multifamily). You may use the “Search” bar to filter your list of properties
by the info listed in the columns, such as property name or loan number. To view
additional information for a property or a loan, hover over the action icons to see the
name of the page you will be navigated to, then click.

Prothitimabie [dkan For multifamily property users with access to view loans,
simply click the “Show Loans” link to the right of the
5701-33 =EaBo property name to view the loans related to the property
and the loan-related action items.
Actions
EECm From the home page, multifamily property users may
=S also view each development’s property types and next
| management review year by clicking the “Details” icon.
Apartments Show Loans (3) | 1€
Actions

=0 HB

Details

property details

Property Type: CHFA Loan, FHA Insured, 4% Non-Comp
T/C, PAB: CHFA, Resyndication
County: Arapahoe
FHA#: 101-98
Contract Expiration: ---
Funding Expiration: ---
Placed in Service: 11/23/2016
Family: Y
Elderly: N
Special Needs: ---
REAC Score: ---
Last MOR Rating (S8): ---
Last Program Compliance 11/07/2022
Management Review:
Next Management Review (Year): 2023
Contracted/Total Units: 0/80




To view all contacts listed for the property, including CHFA Officer contact information,
click the “Contacts” icon, then “Show Details.”

Contacts

property contacts X
Q  Find a Contact Q
Name Company Role
Show Details Site Contact
Show Details Consultant
Elizabeth Duhegraham COLORADO HOUSING AND FINANCE Asset Management
Show Details AUTHORITY Officer
Show Details Hike Project Owner

4. reviewing documents

Various property documents are available to view and download from Insight, including:
¢ Annual Owner Certifications

® Previous annual submissions

e Governing documents (LURA, CHFA Regulatory Agreement, etc.)

* Management review reports

e Reserve account statements

e Section 8 voucher and contract documents

a. Documents are viewable by individual property. To the right of the Property
Number, click the “Documents” icon under Actions.

L ]
Aﬂ|| Documents




b. In the “property documents” window that opens, you may select a group of
documents from the drop-down menu, or search for a specific document in the
Search box. Once a list of documents appears, click on the document name in
blue to open the document.

property documents X

Y | select a group v 0 Q.  Find a Document [ ]
Group Type Nama
AM-Agreements AM-IRS Form 8609 Allocation Ation
Certification

AM-Correspondence AM-Audit Confirmation - -

AM-Goveming Documents AM-CHFA-Regulatory Agreemeant = alyssa

AM-Coveming Dotuments Al =LURA Armi=lury - 5 == 2212

AM-Management Review AM-Management Review Executed for 2017 - am-managemen ew executed for p
C 21201

AM-Management Review AM-Management Review Executed for - @m-managemen & 2 P
< T/16/2020

AN-Management Raview Al -Managemaent Review Executed for 2023 - am-management review executed for pc
C 3M16/2023

BrassioLe 5 3 : 14 "
Showing 1107 of B3 IOLUS - 2 3 - Mext

5. submitting annual owner certifications

To complete your Annual Owner Certification (AOC), you must be registered for CHFA’s
Insight system. AOCs will only be accessible through Insight and can be prepared by
management.

Please note: the finalized document will require owner registration to electronically
submit and sign.

Please have the following information on-hand before you begin completing and
submitting the AOC:

e Ownership Tax ID [Housing Tax Credit (HTC) only]
e Hazard insurance claims, dates, and causes (Loan only)

e Verification of property’s NextGen Occupancy and Demographics data is current
through December 31st of the reporting year



a. CHFA recommends that Insight users use the latest version of Google Chrome,
Microsoft Edge, or Safari to complete the Annual Owner Certification. Use of other
browsers may affect the functionality of this section. Once you have logged into
Insight using one of the recommended browsers click “AOC” at the top of the
Insight window.

insight

re
“*  home forms & documents aoc

b. On the AOC landing page, you will see a list of all properties that are assigned to
you and eligible for an Annual Owner Certification submission. Additionally, the
landing page will show the following for each property:

e The AOC year
* The current status:
New: AOC is ready for management or owner to complete
Management Company-In Progress: Management has started progress on AOC

Management Company—Complete: AOC has been completed by
management and submitted to the owner for signature

Owner-In Progress: Owner is reviewing AOC for accuracy

Owner-Complete: Owner has reviewed, signed, and submitted AOC to
CHFA for review

Compliance Review—In Progress: CHFA PCO is reviewing AOC for accuracy

Resubmit Required: CHFA PCO has returned AOC and the form is pending
corrections by owner/agent. The corrected AOC will require a new Owner
review and signature.

Compliance Review—Accepted: CHFA PCO has reviewed and accepted AOC
and the final copy is available for viewing and downloading in Insight

e The property type(s) for the property, indicating the types of questions to be
answered on the AOC

e The management contact who is working on or has completed the form
e The owner contact who is working on or has submitted the form.

e The CHFA Program Compliance Officer for the property

e The date of the most current submission

e Actions/AOC Submission Form icon



insight chfainfo.com

a Test
Help RequestInfo Change Password Logout

£
# home forms & documents aoc

annual owner certifications

CHFA Program
Property Name Year Status Type Management Contact  Owner Contact Compliance Officer ~ Submission Date Actions

c. To begin working on your AOC or to continue working on an AOC in progress,
click on the icon under “Actions” to the right of your property name on the
AOC dashboard.

Tip: If you must switch to another screen while working on your AOC, scroll to
bottom, and click “Save Progress” to avoid losing data. All questions and fields
must be complete before the form can be advanced.

The top portion of the form is auto-populated with property information and the
certification period. Use the calendar icon under “Report Date” to enter the date
the report is being prepared. Additionally, if the property has HTCs, enter the
“Tax ID # of Ownership Entity.”

If any data on this section is incorrect, please contact your CHFA Program
Compliance Officer (PCO).

owner certification of continuing program compliance

Housing Tax Credit

Report Date l January 1, 2023
mmSdd Sy =
i VYR Decermber 31, 2023
Project Mame Project Number
WEMS Test Property e
Address
123 Main Street
City State Zip-4 Coumnty
Denver o bl BO202 Drernver

Tax D& of Cwnership Entity

Mame of Cwnership Entity

COLORADO HOUSING AND FINAMCE AUTHORITY




d. For new HTC properties only, check the appropriate box to describe the
property’s IRS reporting status.

Please note: if either box is checked in this section, the remaining questions will
be hidden. Please proceed to step g.

For new properties only: if either of the following applies, please check the appropriate box and proceed to sign and date the

certification.

[J No buildings have been Placed-In-Service as of the end of the reporting year.

[ At least one building has been Placed-In-Service as of the end of the reporting year but Owner elects to begin Credit Period in a
subsequent year in accordance with the Code, IRS Notices, or Treasury Regulations.

e. For all other properties, proceed with answering the remaining questions on the
AOC form. If a question requires an additional explanation, a pop-up box will open
for you to provide detailed information.

@® True O False

O Change @ No Change

@® True O False

@ True O False

@ Change O No Change

If "Change", specify the changes in ownership or management of the Project.

Previous management was late on conducting Annual Recertifications. New management took over 10/1/2024 and is actively
updating all AR's with a deadline of March 1, 2025.

e

@® True O False o
O N/A (100% Affordable)

f.  Click on the “i” in the blue circle for additional help regarding that question.

question help

If this Project has no market rate/unrestricted units, answer N/A.




g. Please provide current contact information.

Please provide current contact information for the Project

owner

Cravrer Cantact Cranesr Contact Phane

Cravrser Contact Email

Cravroer Addness

City State

Zip+4

management

Management Company Mame Management Phone

Management Contact

h. If you need to navigate back to the AOC landing page from the form, remember
to first click the “Save Progress” button and then click either the “Navigate Back”

button or “AOC"” at the top of the screen.

i. If you are completing the AOC as a management agent, you will click the
“Submit for Owner Certification” button and this will update the AOC status to
“Management Company — Complete.” It will be necessary for the property owner
to then log in to Insight to review, sign, and submit the AOC for review by CHFA.

Submit for Owner Certification




j-

If you are the owner: please read and agree to the disclosures, then type your
name to sign the AOC. The signature date field will auto-populate. If the property
requires additional owner signatures, click the “Save Progress” button. It is the
property’s responsibility to notify the additional owner contact(s) that the AOC

is ready for their signature. The additional owner contact(s) can then log in to
Insight and follow steps 5a. to 5c. to review the form. To add an additional owner
signature, simply click the green “+” to the right of the first owner’s signature date
and then type your name in the blank box to add the additional signature.

Signature Date /
Summer Romero 10/29/2024
Signature Date

mm/dd/yyyy B

| have reviewed the Electronic Record and Signature Disclosure in its entirety, and | agree to use electronic records and signatures.

Submit for Compliance Review

*All fields are required when submitting for compliance review.

Once the AOC has all the necessary owner signatures, click “Submit for Compliance
Review” to submit the signed form to CHFA for review.

disclosures

electronic record and signature disclosure

By selecting the check-box below, you confirm that:

* You can access and read this Electronic Record and Signature Disclosure; and

* You can print on paper this Electronic Record and Signature Disclosure, or save or send this Electronic Record and Disclosure to a
location where you can print it, for future reference and access; and
Until or unless you notify Colorado Housing and Finance Authority as described above, you consent to receive exclusively through
electronic means all notices, disclosures, authorizations, acknowledgements, and other documents that are required to be provided
or made available to you by Colorade Housing and Finance Authority during the course of your relationship with Colerado Housing
and Finance Authority.

1 have reviewed the Electronic Record and Signature Disclosure in its entirety, and I agree to use electronic records and signatures.

chfa esignature disclosure

The electronic signature included in this certification, in any form, is intended to authenticate this writing, bind the signor hereto, and
to otherwise have the same force and effect as manual signatures. Delivery of a copy of this certification beaning an onginal or
electronic signature by electronic mail in pertable document format {.pdf) form, or by any other electronic means intended to preserve
the original form of the document, will have the same effect as physical delivery of the paper document bearing an original or
electronic signature,

signature

The owner hereby certifies that:

The Project is in continuing compliance with the CHFA Regulatory Agreement and/or Land Use Restriction Agreement (the "LURA™)
executed by the Owner, which currently encumbers the Project.

The Prgject is in continuing compliance with all applicable laws, rules, and regulations that govern the Project, including the terms
of the Internal Revenue Code, the Treasury Regulations, the State Allocation Plan, and the State Agency Post Year 15 Compliance
Menitoring Policy, as applicable.

This certification and any attachments are made under Penalty of Perjury.

The information provided in this certification is accurate and complete.

Failure to accurately complete this form in its entirety will result in noncompliance with the program requirements.

Mo person other than the suthonized signatories of the owner or the general partner may sign this certification without the prior
written consent of CHFA,

Mo person other than the authonzed signatories of the Mortgagor may sign this certification without the prior written consent of

CHFA.
Signature Date
Peggy Boyd 12/04/2024
Signature Date
[ Joe Smith ] 12/04/2024 E|

I have reviewed the Electronic Record and Signature Disclosure in its entirety, and I agree to use electronic records and signatures. /

Navigate Ba Submit for Compliance Review

*All fields are required when submitting for compliance review.

If you are unable to access your property’s loan information or have any additional inguiries, please contact support at cssupport@chfainfo.com or 303.297.CHFA (2432).



k.

If corrections are needed to the AOC form once it has been submitted to CHFA,
the owner can click the “Recall AOC” button, which unlocks the form for editing.
This function is only available if the CHFA PCO has not started the review process.
Once the necessary edits have been made, the owner will need to agree to the
disclosures and sign the AOC again before clicking the “Submit for Compliance
Review” button.

Navigate Back ‘ Recall AOC

Upon receiving the signed and submitted AOC, the CHFA PCO will review the form
for accuracy. If the AOC does not require any revisions, the AOC status will show
“Compliance Review - Accepted” and a copy will be available in the property’s
Insight documents and available for download (please refer to Section 4).

If the submitted AOC requires revisions or the PCO needs further clarification,
the management/owner will receive an email with instructions to log back into
Insight with a list of questions needing additional clarification or correction and a
cure date to submit revisions.

Upon opening the AOC form needing revisions, it will be necessary to refer to

the public comments at the top of the form and then scroll down to the Revision
Required notes for the questions needing additional clarification (see below). Only
the questions needing clarification will be available for editing and the remaining
questions will be grayed-out.

Status: Compliance Review - In Progress

) |
™ Owner Submission m Compliance Review

| Started onc 171172024
Submitted onc 1/10/2024

o phone Private Comiment Public Comment
_ Crsestion #4- explain why delay on Ouestion #4- explain why délay on
| AR's and steps FRARSQETENT 11 Lakng AR's and steps management i Laking
B ema 10 resohee, o resobie.

I T
]\

F.J The Owner has completed an Annual Recertification for each kow-income household as required by CHFA

+ Revision Required  Comments

Pleade enplain in delid why Lite arsd stepd management i Laking 1o resabes o lorwand

Once clarifications/corrections are added, please repeat step j to resubmit the AOC.
Please note, when an AOC is returned for revision, the owners’ signatures will be
cleared out. The owner will need to review the revised AOC, agree to the disclosure



statements, and sign the AOC before resubmitting it to CHFA for review.

m. To view, print or save the final, accepted version of the AOC, refer to the
instructions in section 4. The document will be saved as the “AM-Owner Cert Cont
Prog Compl” under the AM-Submissions document group.

6. uploading other annual required documents

Insight offers a secure method to deliver required compliance documents to your
CHFA Officer (e.g., budgets, IRS forms 8609 and 8703, audited financial statements,
management review/MOR supporting and response documents, etc.).

a. Documents are uploaded by individual property. From the Insight Home page, scroll
down to find the property for which the document is being submitted. To the right of
the Property Number, click the “Upload Documents” icon.

Actions

i Upload Documents

SER

b. In the “property documents upload” window, select the “year to view” that applies to
the document you are submitting. For example:

hroperty documents upload

Select year to vi
if submitting documents for more than one year, please update the year selected for each submission,




property documents upload

L4

Select year to view

If submitting documents for more than one year, please update the year selected for each submission.
1. For Properties with Loans through CHFA
Document Due Date

Annual Utility Allowance Schedule February 15
Please select the correct calendar yvear above for the schedule you are submitting.

;ra:i:i‘m:]'h-

Delivered Documents

Audited Financial Statements 20 days after the development?s
Please select the correct calendar/fiscal year above for the statements you are calendary fiscal year end

submitting.

| add file
L

Delivered Documents

i. To submit an audited financial statement for the compliance period January 1 to
December 31, 2018, select 2018.

ii. To submit a budget for fiscal year 2020, select 2020.

The window will load a list of compliance document types and due dates by program.

property documents upload

L4

Select year to view

If submitting documents for more than one year, please update the year selected for each submission.
1. For Properties with Loans through CHFA
Document Due Date

Annual Utility Allowance Schedule February 15
Please select the correct calendar year above for the schedule you are submitting.

;ra:i:i‘m:]'h-

Deliverad Documents

Audited Financial Statements 20 days after the development?s
Please select the correct colendar/fiscal year above for the statements you are calendary fiscal year end

submitting.

| add file
L

Delivered Documents




d. A “Choose File to Upload” window will open. Navigate to your document, highlight it,
and click “Open.”

e. Your document will now appear in red in the “property documents upload” window
with a status of “upload pending.”

Audited Financial Statements
Please select the correct calendar/fiscal year above for the statements you are
submitting.

- 2018 Audited Financial Statements.pdf
select file m upload pending

f. To upload to CHFA, you must click “Upload File(s)” at the bottom of the window.
Once the upload is complete, the document name will appear in green with a status
indicating the upload date and time.

Upload File(s) Close

property documents upload

File{s) harne been successfully uplaoded.

Select year to view | 2018 ¥
if submitting documents for maore than one year, please update the year selected for each submission.

For Properties with Loans through CHFA

Doourment Due Date

Audited Financial Statements 2l days afver the development™s
Pligre Sedect e cormect Condar Tood yedy abowve for the staremenis e are calendas heckl year end
FLAmIRITANG.
et e | e ~eatis )

IRS Forem 8703 for Calendar Year April 30

“Applicable o developments whene CHFA served as the issoer of Private Actively
Bondy and lender. Pledte telect the correct colendlar pear above for ifhe
Cermficadion N g BUIVNILTIG

sefect file
Opaerating Budget for Properties with 542(c) Risk Share Loans &0 days befgre the development's

Phrase sebect e cormect colendorfecol yeor ebowe for the budget you ane calendarfiscal pear end
swhmating.

stect il




g. Once your document is uploaded, the Program Compliance Officer or Section 8 MOR

Specialist assigned to that property will receive notification of the submission within
24 hours.

Remember: if submitting reports for different years, update the “year to view”
dropdown selection at the top of the “property documents upload” screen.

7. making a loan payment

Click on the “Make a Payment” icon and complete all required fields in the “Submit
Loan Payment” window, check the “I agree to the Terms and Conditions” box, then
press the “Submit Payment” button.

Please note: you will not be able to make a payment online via Insight if your
account is more than 30 days past due.

submit loan payment

0O0ES4321

payment details * Indicates required fields.
&1 Current Due  $1,072.95
on 08012018
[] Late Fee $0.00

Total Payment™ 5107395

bank details
Bank Name*
Reouting Number* Confirm Routing Number*
Account Number* Confirm Account Mumber*
Account Type ) Checking Savings Locate Checking Account® and Routing®

contact info

Person Paying* Phone Number®

Email Address™ Confirm Email Address®

O= agree to the Terms and Conditions Submit Payment

Close




b. When the payment confirmation window appears, verify that the information is

correct. If changes need to be made, click on the “Back” button to navigate to the
previous window. Otherwise, click the “Make Payment” button. An email verifying
that the payment was completed will be sent to the email address that was entered
in the contact info section.

submit loan payment

payment confirmation

Total Baymens 5107255

[Bank Mas CHFA

RBontting Mumber NOMTES

Beeoiint Mines 12345

[Parsan Paying lane [oe

Contact Phone 303-207-7432

Mgl fiddress precoedchianfocom

Phaaca seviam thie paymant infomation. it & oo, plicse press thi Teaka Payment’ bumon 1o submit the
payment. H thene are sy isues with the payment, SHRS sl conbact pou

Tranks for uang eFay,

submit loan payment

payment comphels
Think sty or poslyiy your peerem!

Pirrr note e bodcmng
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Q__- colorado housing and finance authority
chfﬂ financing the places where people Ive and work

Dear lane Doe,

Thank you for using CHFA ePay.

Your paymant for loan ®:00000K8212 was submitted. The reference number for your payment is ®323287. Please note that it may t4
If you would like to set up an automated recurring monthly [ACH) payment, please email cisupport@chiainfo.com with your requaest.)

If you should have additional questions, please call 1-800-877-CHFA (2432) and ask for a Commercial Lean Servicing Representative




8. exporting transaction history

To review and export transaction history please follow these steps:

a. From the loan grid click on the “Fees, Transactions and Disbursements” icon.

Fees, Transactions and Disbursements

EECEE

H

b. Click on the green export button.

All Transactions Eup-:-r@
Date Armount Type

OFAQ2NE S4.243.08 Princigal 'E.:Iling I
OTA02ME $19170.9 Interest Billing

0T0R0E 52.291.51 Replacement Risere Account Deposit

OrA0/20ME $57RIT Hazard Insurance Assessment -.._.r
NTANGINE  £974.61 Harard Insurance Astactrmsn

¢. Loan transaction data will be exported. The latest 24 months’ worth of transactions are
available for export.

9. assistance

If you have any questions about Insight, please contact your CHFA Commercial Loan
Servicing representative, CHFA Program Compliance Officer, or email
cssupport@chfainfo.com.
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