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Gaining Access

« The management companies RCRS “admin” is the individual who can give
access within the management company.
* They can reset passwords
* They create and deactivate logins as employees change
« They assign the level of access each person has

« If you are a new management company and no one in your organization
has access, reach out to connecthelp@nchfa.com
» Access is given to mgmt once all the required paperwork is completed

my name is
A DR admin

HOUSING

FINANCE AGENCY

HousingBuildsNC.com

&8

2025 SAHMA Presentation 2



» Tagging staff in RCRS is vital to ensure
the correct people get the notifications
and for Agency staff to know who to
contact for what

» Not tagging staff for physical and file
audits will result in non compliance

* Most important tags are physical
inspections and site contact

» Make sure to update tags as staff changes
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Tagging Staff

9001137 -> Ashley Ridg:

Annette Curtis
Title: Senior Proj
Phone: (919) B4E
Email: annette(

Jennifer Fey

Title: Bookkeepe
Phone: (919) 844
Email: jenniferig
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Property Menu

Summary
Buildings =
Rent / Income Limits

Compliance Resclution

Property Activity Report

Physical Inspections

File Reviews

Property Upioad

Additional Info

Managemept Company Contacts
Documents

L1 Allrwsinanea
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Tags.
P

FR

mFC
PSs
oM
oc
FC

FC - Financial Contacl
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Example:
« Jane Doe can be PI, FR, KC

+ Pl cannot have Jane Doe & Bobby Smith

Tags

Tagging Options

As Of Date’:| 03/29/2015 ™ Reminder:
* One person can be tagged to multiple items
« Only one person can be tagged per item

o
FR
KC

-0

Pl - Physical Inspection Contact

KC - Key

1
1 FR-F
]
]

w Contact
ct

'C - Primary Compliance Contact

&8

2025 SAHMA Presentation



6/19/2025

Layout of RCRS

Home

Announcements V & R Home

Monitorng Home

nt: NAHMA versions 6, 7 and § sne now supported in RCAS
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Home Screen

Announcements
« Sent to ALL RCRS users, not specific to funding type or property type

V&R Home

« Property Profile Sheets

« Vacant Comments

« Referral Comments \
« Vacancy and Referral Summary ‘

Monitoring Home I M Pﬂ RTA N T
* Rental Assistance Payment Requests ANN““NCEMENTI

* Monitoring Activity v

.. NORTH
\ 4y CAROLINA
HOUSING

FINANCE AGENCY

HousingBuildsNC.com

&8

2025 SAHMA Presentation



6/19/2025

py ———

Home Screen — V&R Home

This is where you will navigate all things V&R
» Vacancy Comments

* Referral Comments

» Vacancy and Referrals Summary

Note: Clicking the any of the hyperlinks (except referral name) will take you to
the property summary page and provide even more detail on the property
level. Clicking the referral name will take you to the referral detail.
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Home Screen — Monitoring Home

This is where you will see pending KEY payments and monitoring activity for the
properties in your portfolio
« Lists Rental Assistance Payments
* Includes request #, property name, approval date, and check info
+ Lists Monitoring Activity
* Inspector/file reviewer

« Anticipated review date
* Rough Schedule: only shows month and year
+ Confirmed Schedule: shows a date and time
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Navigation Bar & Notifications

The RED dot: top right hand corner of RCRS

+ This notification area tells you what you have pending under your portfolio

+ If you are an admin you will see all outstanding items for all properties under that
management company

+ Clicking each line item will take you to that specific item
« If an item was sent back, you will be able to see the return reasons
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Navigation Bar & Notifications

Property List

« List every property associated with your login

* You can search in the top right corner if you have pages of properties
+ Clicking the blue APN number will open that property

 Clicking the blue “Rental Assistance” will take you to the payment history
for that property

Clicking the text box will open that activity item
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Navigation Bar & Notifications

0C
APN Date Submitted ACC View AOC Print AOC History
5000708 2024 View

+ Click View to answer the questions for year-end and hit save
» Click Print to generate the Annual Owner Certification for the Owner to sign

AP Property Name Cycin Diate Submitted AT View ADIC Print ADC Hintar:
=+

2001241 2024 Upilaad & Print

9001355 Uplosd & Brint

197806 2024 Uplaad & Subsmit Frint

+ Click Upload & Submit to answer the questions for year-end
+ Once all questions are answered, you can print the certification and have it signed
+ Once it has been signed, you can upload and submit the AOC for Agency review
= |t will either be accepted or returned for corrections
= This is due for every property by Feb 10™ of every year. Those in the IRS period, not submitting on time will result in an 8823
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Navigation Bar & Notifications

Rental Assistance

« This is where you can see all payments made to properties associated with
your login. Clicking on each to view will open the actual payment request

« If there is no “Date Approved” it has not been processed and paid

* You can also Create a New Payment from this screen (top nght)
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Navigation Bar & Notifications

Financial Data
+ This tab is where you will enter your annual audited financials for a property
+ We will go into detail on how to enter in part 2 of this class

Manager User Properties
+ Only users label as an admin will have this access
* This list is all users associated with the management company
+ The only clickable section is the “Assign Properties”
» Once you click you can assign the properties that are visible to that User
[iarme Login Em
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Navigation Bar & Notifications

Add Vacancy
« This is to add a vacancy for Vacancy & Referral ONLY
* This does NOT add unit events to RCRS

Property/Vacancy/Referral Search
« These functions are specific for V&R not RCRS

.. NORTH
\ 4y CAROLINA
HOUSING

FINANCE AGENCY

HousingBuildsNC.com

&8

2025 SAHMA Presentation



6/19/2025

Property Level Menu

On the main navigation, once you select a property by clicking the blue APN it will take you
to the property level information

The “home” screen for the property will show you

* Property Information: County, Address, Agency Programs, Allocation Year, Tax Monitoring
Status

« Unit Mix: the number of required vs reported unit types

« Set Aside Information: 15t year credits were claimed, set-aside types

« General: project type, BIN numbers, Agency programs

+ Tax Credit Allocation

* Management Agent Information

* Owner Information

« Monitoring Information: audit types for that monitoring year, date and monitor
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Property Level Menu

001122 Garden Spril
All items on the “property menu” are

: : property specific. We will discuss some

Address P bl items in this section and some in Part 2.

File Reviews

Property Information

ax s b Zontacts
= side: ;

nc
sl Finar a

Rent Structure Property Property
: a .. Reserve Requests List Menu
= s
nits ;

NORTH IHHS Targeting Units Hoild Fees
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Property Level Menu

Property Property .

Entering Unit Events
« Clicking the “buildings” will show all the BINS for the property.
= This includes this # of required/reported units of each, the PIS date of each and the physical
address of each
» Clicking the BIN will show all the units in that BIN
= This includes all the information listed above and occupied/vacant, unit type, bedroom size, and
tenant name

» Clicking the Unit Number will show all the unit events for that unit and allow you to add
unit events

« Clicking the Event will show the specific details for that event and allow you to upload
documents
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Property Level Menu

D XD DT
List Menu Upload
Adding a Unit Events (Automatically)
« If you are using software that creates a file that can be imported into RCRS
without data entry, you can upload here
. 9002733 -> Mingo Village Apartments -> Property Upload

+ Click Choose File > Select File from Computer > Enter Email > Click
Upload & Validate

« Mgmt will have to check to ensure data was transmitted correctly (including
income and assets)
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Property Level Menu

Property Property -
Bu{tdmgs

Adding a Unit Event (Manually)
+ Click the BIN > Click the Unit # > Add Unit Event
» Located midway on the right side of the page
+ Select Event Type
« Select if HOTMA Rules are applied
« Select Event Date
+ Select Tenant Type (Low Income, Market, Employee)
» Housing Assistance Type (if assistance, those fields will open)
« Enter Tenant Rent
« Enter Program Type (this step is VERY important for HOME and NHTF)
« Select set-asides being assigned to household
» Enter Student Status

FINANCE AGENCY
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Property Level Menu

Property Property _—
BUIIdmgS

Entering Income & Assets (Manually)
» Click the BIN > Click the Unit # > Click the Unit Event
» Halfway down you will be able to add Tenant Information, Income, and

Assets
NO
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Property Level Menu

Property Property i
Bu“d"‘gs

Uploading Documents

* Whether you manually entered the unit event, or uploaded a file from your
software, you must still upload the documents for all move-ins

+ Click the BIN > Unit # > Unit Event > Documents (top right)

» Select the File Type (you can add a description if you want)

= This will bring that file to the bottom
» You have two options to upload 1) drag and drop 2) click and select from your computer

P =
\ ~ CAROLINA Document Ty Fula Mo Date Uplcaded Ugrladed By

Do Mem hore 1o upioad

HousmgBurldsNC com
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Property Level Menu

P P o
ro;?e;ty » Rﬁepsl:ty Bmldings
Helpful Hints

. P;a ur:it event is RED, it has not been completed and will not show on the Property Activity
epo
. '?o mark a unit complete: BIN > Unit # > Event > Edit Unit Event (top right) > Mark Unit Complete > OK
» Unit events MUST be entered within 30 days of the event
+ Documents MUST be uploaded to move-ins within 30-days of Ml date
» Once the AOC is submitted, the events for the year are locked and cannot be edited without
reaching out to compliancehelp@nchfa.com
» For File Reviews, the auditor will look at the oldest date when determining if files were uploaded
on time. We understand you will audit your own files and update some later.

SO02733 > Mingo Vilage Apantments - Buildings

Buikding Browser Unit
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Property Activity Report

Property
Proj Proj R :
s o \
Report By Period

= Will only pull events with effective dates within the timeframe

« This is a great report if you are matching with your software to ensure all events were transmitted properly
+ No information will be listed for a unit if there is not an event in that timeframe

Report By Year

= Will only pull events with effective dates for that year

« If no event occurred for that year, the unit type will say “NO”

Report By Status

+ The most popular

+ Generates a report to show what the current status of each unit is

= Every unit should have an event (except for a rent up where a unit has never been occupied
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Property Activity Report

P
Property Property ,{&pﬁg"
List Menu Report

« Prior to submitting the Annual Owners Certification print this report to
compare to ensure all unit events are reported and reported correctly
» Page 1 of the Property Activity Report

« Shows audit frequency, total # of units, set asides and required/reported, ownership
entity, management entity, all funding types, property type

« If any of the information is incorrect, please reach out to the Agency so we
can look into it and correct it if needed

O REMLEW
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Property Documents

Last Approves Retum Reasan Date Retumed

Affurnative and Fair Housng Marketing plan oz/m/2021

| Blank Lease 09/05/%

Tenant Selection Policy

§  Management Plan

Uitskty Miowance Documentation

Completed Form 8609

FINANCE AGENCY
HousingBuildsNC.com

Date Canceled

6/19/2025

Canceled Reason

&

+ New Funding: All documents (minus UA and 8609) are required prior to loan closing
= Affirmative and Fair Housing Marketing Plan

* Must be updated every 5 years (and/or when managementfownership changes)

= All properties must submit and approval
+ Lease

« Upload required Addenda to match funding (Tax Credit, HOME, NHTF)

= Must be updated if lease changes
= Tenant Selection Policy (TSP

+ Include checklist (found at www.nchfa.com)

= Refer to Agency website for current requirements

= Must be updated when management/ownership changes or ANY change to the TSP
+ 8609

* Upload once Part Il is signed

* This document should only be uploaded one time (unless there is a new allocation)

Property Documents

i
4

FINANCE AGENCY
HousingBuildsNC.com

HMP and TSP posted

 at the site matches what is
approved in RCRS.
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Audited Financials

» This tab is where you will enter your annual audited financials for a property
All audited financials are due May 1stif the FYE is 12/31 (or 120 days after FYE)
« Instructions to enter are located on the Agency website

» Rental Housing > Rental Owners & Managers > Policies, Resources and Forms >
Ownership/Management > Loan Requirements > Instructions for Data Entry of Audits

« Search function allows you to type property name or cycle year to narrow your search

+ Click start to begin the data entry. The bottom of the screen will allow you to upload the
PDF version of the audited financial

+ This screen will also show if an audit has been returned and the return reason. Once an audit has
been approved/accepted it will disappear from this screen

+ If you see update, the process has already been started but not fully submitted

\’\ CAROLINA
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Instructions include
helpful tips to ensure

submissions meet all

required crteria Rent Increases

« Instructions to enter are located on the Agency website
« Rental Housing > Rental Owners & Managers > Policies, Resources and Forms >
Ownership/Management > Loan Requirements > Rent Increase Process
* Who needs to seek Agency approval prior to increasing rents:

 All properties with active Agency loan

* With HOME/NHTF even if the loan is paid; if the property is still in the affordability period prior approval
is required

» State Tax Credits (WHLP) allocated 2024 or later
= All properties awarded allocations 2025 or later (regardless of funding source)

. NORTH PRIOR
AT} oo APPROVAL
H;usingéi:iigghnéz.:;m REQUIRED (E\ @
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Rent Increases

» Most recent approved rent structure is displayed including the effective date and any
“special instructions” in regards to the increase

» To submit a rent increase
» Click the Add Proposed Rent Structure button

= Enter the effective date, new rents, updated UA (make sure to hit update after each line item).
Click the OK button once completed

Click the Add Budget button (enter the proposed budget for the year of the increase being
suggested). Click OK once completed

= Once you are satisfied and double checked, hit the SUEMIT button in the top right

Last step is to confirm by clicking the Ol button

* You should now see a Pending Approval button that is not clickable. If you do not see this, the increase has not
been submitted for review

704 (+825) 3 0% 15 a =
’\ F $060(+525) 4% a [ pae |
CAROLlNA z — s = —
HousrngBuﬂdsNC com (E\. &

Reserve Requests

* Instructions to enter are located on the Agency website

» Rental Housing > Rental Owners & Managers > Policies, Resources and Forms >
Ownership/Management > Loan Requirements > Reserve Request Process

* Who needs to seek Agency approval prior to withdrawing money:
= All properties with active Agency loan

* Note: Just because another entity approves the request, does not mean the
Agency will
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Reserve Requests

« List shows all submitted/approved/denied/cancelled requests

= List can be sorted by each column

Click the magnifying glass on the left side to open a specific request
« To submit a new request

+ Click the Add Reserve Request button
« If this button is not available, it is very likely there is already one open (more than one cannot be open at a time)
+ Enter the amount, reserve type and comments. Click the Save button once completed
* You cannot add documents until you finish this step mmplelely
* To add documents, click each Upload button, attached document and click OK
+ After all three documents are added click OK
* Once you are satisfied and double checked, hit the SUEMIT button in the top right
+ Last step is to confirm by clicking the Ok button

£5,000 Replacement Pending $0 Please see attached invoice for HVAL replacement.
" ‘ CAROLINA 04/22/2025 S16,447 Replacement  Submitted 0 For the replacement of 3 HVAC units
!T!E,{Hsml_ﬂ,q y  09/11/2023 $5,808 Replacement Approved 10/04/2023 $5,808 For the replacement of 1 HVAC

HousrngBuﬂdsNC,com
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Responding to Audits

« All open items will be found in the notification area (Red dot in the top right)

« Exception: Compliance Resolution Packets will not appear here, mgmt is
responsible for keeping up with if one is needed

Click the link for the item(s) you would like to address and it

takes you to that worklist

Work List: Awaiting Final Report Response

3 Monitoring Activities

NORTH Click the magnifying glass next to the property specific item you would like to
\" CAROLINA address and it takes you to that specific property
HOUSING

FINANCE AGENCY

HousingBuildsNC.com

&8

2025 SAHMA Presentation

17



6/19/2025

Responding to Audits
Ogce you have gotten to the property specific screen, you will see a new Actions
ta

+ Click Actions > Event > Confirm Response
9152319 Riverwood Haven Priysical INspeumn s wreooms - 7

e r——

+ Select the file (only ONE file can be uploaded, less than 10mb). Click OK
« This process is the same for all responses (except compliance resolution
packets)
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Responding to Audits

Final Reports

» Once you have responded to the original audit (if a response was
necessary) a Final Report is created and released

If all noncompliance was corrected/cleared — no additional response is needed

If there are OPEN items — you have 15 days to provide additional documentation
= After this 15 days — all open noncompliance is reported to the IRS
+ The only way to correct these open items is to submit a Compliance Resolution Packet

Feedback Documents

e
NORTH B oo ot e
\’\ CAROLINA e

|
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Compliance Resolution Packets

If all noncompliance items have been corrected/cleared you will NOT be able
to do this step

« Click Add Compliance Resolution Packet in the top right corner

+ Select the Monitoring Activity from the drop down menu
« All audits with open noncompliance will appear

+ Select the open items you are responding to by checking the box to the left
of the year. Click OK

Monitoring Activity

Issue Selection
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Compliance Resolution Packets

* Click Edit Documentation
* Choose File. Click Add. Click Done.

+ This is the ONLY time you can add multiple files to respond to open noncompliance
(once you add a file, it opens the “Choose File” option to add additional)

« Click Submit
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