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Registration 
   
  http://resources.thda.org/ 
   

Enter the web address and click on Housing Credit Management System 

  

To create an HCMS account click the “New User? Register Here.” tab next to the username data 
field.  

 

 

http://resources.thda.org/
http://resources.thda.org/
http://resources.thda.org/
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The user will need to enter all required fields. 

User’s email address will populate as your User name. 

Organization codes are tied to companies, not projects. If yours is unknown, contact 
mcantu@thda.org to provide it to you.   

 

User will then need to select their access type. 

For post application, initial owner access request select “Annual Owner Certification and 8069 
access for rental housing” and “Manage Organizations Information and Users”.  

For non-Owner requests, such as a management entity, select “Annual Owner Certification and 
8609 Access for Rental Housing”. 



3 | P a g e  

 

From here, the user will need to enter the property numbers they are requesting access to in 
the format XX-XXX without the TN prefix and select their role. 

 
Multiple properties can be added by clicking the “Add” button.  

Once finished click “Submit”.  

Indicate the organizations roles. The only options that should be selected in this area is either 
“Owner” or “Management”.  

 
If the owner is requesting access, indicate “Owner”. This access will be approved by THDA, 
therefore if you are not a part of the Ownership Entity, your access will be denied.  
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If the management company is requesting access from the owner, indicate “Management”.  

The Owner will be the person approving any access for management entities, not THDA.  

 
 

 

Once you have reviewed the 
“Registration Summary” for accuracy, 
click “Submit”. 

 
 

 

 

It’s a good idea to print this page to 
help remember your username and 
how you identified your organization. 

 
 

 

 

 

 

 

If this is the initial owner request, please contact mcantu@thda.org to approve.  

If not owner request, you will need to notify the owner to approve your access as the email 
feature does NOT work in HCMS. 
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If you are a new user, you will receive this message prior to entering. You must click “I agree” to 
continue. This will only be asked once.  

 

Once logged in, this is the landing page: 

   
Note: Depending on the user’s access level, not all options under programs may be available.  
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Landing Page 

• Project Data Submission  
o Owner’s Annual Certification  
o Annual Resident Data 
o Asset Management  

 
• Progress Report  

o Not currently used 
o Multifamily Application  
o Initial application 
o Cure 
o Carryover  
o Final application  

 
• My Organization 

o Ability to edit organization’s information, contacts, and roles.  
 

• My Profile  
o Ability to change password, edit contact info, and request access to additional 

properties.  
 

 

Project Data Submission 
OAC Instructions 

 

After clicking on “Project Data Submission” a list of all properties a user has access to will 
appear. 

You will be able to see the current and previous year’s certifications.  
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The “Show all Owner Certificates” box will show all previous submissions.   

You have the ability to sort using the filter icon on the table header.  

Once you click on the applicable property, you will get this screen:  

 

 

   
 
 

 
  

 
 

Click on “Owner Annual Cert.” located on the upper right of the screen. 
 
OACs are due by 2/15 of every year unless otherwise noted. 
 
NOTE: Due to the late release of the OAC, the deadline for submission is 2/28/18. 
  
If an extension is required please contact the compliance coordinator responsible for your 
property. A list of coordinators and properties can be found on our website on the Housing 
Credit Compliance page under Portfolio Assignments.  
 

  

https://thda.org/business-partners/housing-credit-compliance
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User Instructions for the Owner’s Annual Certification of Continuing 
Compliance 
(Existing Properties) 

 
Start with question 1 because questions are triggered by previous responses so it is important to start from 
the beginning and answer all questions correctly. Required responses are noted by a red asterisk and the 
certification cannot be submitted if those are not answered.  

Chapter locations from the 8823 Guidebook are noted under applicable questions as a reference.  

Question 1 
This question is designed to determine what answers are needed to certify compliance based 
on when the property placed in service.   
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If the property has submitted OAC’s in the past, then answer “No”.  

If 1.e. is “No”, you will prompted to upload the complete, signed copy of each buildings 
8609 and Schedule A if the project was allocated on or after 1/1/2014.  

If 1.e. is “Yes”, move on to Question 2.  

Question 2 
(Chapters 4, 10, and 11) 
 
This question can be determined by looking on the property’s 8609 and will not change since it is an 
irrevocable election.  

NOTE: This is the Federal election, not the additional State requirements that points were 
awarded to the property  

  

Should state 1/1/2014 
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Question 3 
(Chapter 9) 
 
Certify if the applicable fraction has changed for any building in the development.  
 
If there has been a “Change”, answer 3.a. 

To enter the change(s), answer question 3.a. “No”.  
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Enter the following information:  

 
 
 
 
Select the building 
number.  
 
Enter total number of 
units in the building. 
 
Enter the number of low 
income units in the 
building.  
 
Enter the total floor 
space of all units. 
 
Enter the total floor 
space of all low income 
units. 
 
 
 
 

Click Save.  

   
  To add a change in another building click “Add building”. 
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Question 4 
(Chapters 4, 5, and 7) 

This question requires a yes/no answer certifying an annual Tenant Income Certification was 
completed each low-income resident during the reporting year and has documentation to 
support the certification. If no, an explanation must be provided.  

Question 5 
(Chapters 4, 5, 7, and 10) 
 
This question will require the owner certifying that each low-income unit in the development is 
rent-restricted. Meaning that they didn’t not charge rents over the applicable income limits 
during the certification year.  
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Question 6 
(Chapters 12, 13, and 20) 
 
This question will require the owner certifying that the units were not used on a transient basis 
unless the indented use was to serve the homeless population or single room occupancy units 
rented on a month-by-month basis. 
 
 If “No”, a detailed explanation is required.   

   
Question 7 
(Chapter 13) 
 
This question will require the owner certifying that there was no finding of discrimination under 
the Fair Housing Act which includes an adverse final decision by HUD, substantially equivalent 
start or local housing agency, or an adverse judgement from a federal court.  

If “Finding”, a detailed explanation is required and additional information may be 
requested by the Compliance Coordinator.  
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Question 8 
(Chapter 6) 
 
This question will require the owner certifying that each building at the property is and has 
been suitable for occupancy and that a state or local government did not issue a report of a 
violation for any building.  

If “No”, a detailed explanation and a copy of the violation report is required.  

   
Question 9 
(Chapter 8) 
 
This question will require the owner certifying that there was no change in the eligible basis of 
any building in the development or if there was a change, describe it.  

If “Change”, a detailed description of the change must be provided.  
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Question 10 
(Chapter 8) 
 
This question will require the owner certifying that all tenant facilities included in the eligible 
basis of any building in the development were provided on a comparable basis without charge 
to all tenants in the buildings.  

If “No”, a detailed explanation is required.  
 
Question 11 
(Chapters 6 and 15) 
 
This question will require the owner certifying compliance with the vacant unit rule.  

  If “No”, a detailed explanation is required. 
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Question 12 
(Chapter 14) 
 
This question will require the owner certifying compliance with the next available unit rule.  
 
If the property is 100% low income then the next available unit should always be rented to a low 
income individual.  
 
If the property has market rate units (mixed use), then this rule must be followed.  

If “No”, a detailed explanation is required. 
 
Question 13 
(Chapter 16 and 23) 
 
This question will require the owner certifying that an extended low income housing 
commitment was in place and that the owner did not refuse to lease to a resident solely on the 
fact that the resident is a section 8 voucher holder. 

If “No”, a detailed explanation is required. 
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Question 14 
(Chapter 22) 
 
If property was not allocated under the nonprofit set-aside then answer “N/A”. 
 
If property was allocated under the nonprofit set-aside and a qualified nonprofit did NOT 
materially participate in the ongoing operations of the property, answer “No”. The Compliance 
Coordinator will contact the owner for additional information.  
 
If the property was allocated under the nonprofit set-aside, answer “Yes” and complete the 
nonprofit’s organizational information, attorney information, and upload the attorney’s opinion 
letter. The template can be located here. 

 
 
 
 
 

http://s3.amazonaws.com/thda.org/Documents/Business-Partners/Property-Managers-Owners/Rental-Housing-Compliance/Housing-Credit-Compliance/Nonprofit-Opinion-Letter-Template.pdf
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Question 15 
Not applicable for this certification year 
 
Question 16 
Not applicable for this certification year 
 
Question 17 
In an effort to ensure correct information, this information will be required prior to submission 
even if a changed has not occurred. 
  
If an actual change occurred select “Yes” and select the date the change occurred and all other 
required fields.  
 
If no actual change occurred answer “No”, and 1/1/2017 will auto populate.  
 
Depending on the “Form of Business Organization”, certain information will be required. 
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Sole Proprietorship 

   
  General Partnership 
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  Limited Partnership 

   
  Limited Liability Partnership 
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  Limited Liability Company 

Corporation 

Question 18 
Not applicable for this certification year 
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Question 19 
If there has not been a change in management, choose “No Change”. 
 
If there has been a change in management, choose “Change” and complete the required 
information.   

Question 20 
 
Enter the occupancy percentage as of 12/31/17. 
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Question 21 
(Chapter 18) 
 
If all utilities are paid by the owner answer “Yes”.   
 
If all utilities are not paid for by the owner, answer “No” and answer 21.a. This is a reminder 
that all utility allowances must be entered prior to entering your resident data.  
 

Upload all applicable utility allowances used during the reporting year.  
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Question 22 
(Chapter 8) 
 
THDA allows one non-revenue unit without obtaining an approval.  
 
Add unit(s) by clicking “Add non-revenue unit”.  Both the unit that did not require approval 
needs to be noted along with any additional that are being requested for approval.   
 
Any additional unit must be approved by the Compliance Coordinator.  
 

 
 
Once you are ready to submit, you will need to click the box below 
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After all questions have been answered, click “Save” in lower left hand corner of the screen. 
Then “Validate”.  

Any errors will show up in a gray box written in red text and will need to be corrected before the 
OAC can be finalized.  

Once all errors have been corrected click validate again.  

If there are no errors, you will now be able to submit and finalize the OAC. 

Once the “Submit & Finalize” button has been clicked, you will no longer be able to edit the 
OAC.  
 
Note: This year the OAC and resident data submission will be finalized separately.  
 
The resident data portion will be finalized by the finalize year button on the property details 
page and the OAC will be finalized by the “Submit & Finalize” button on the OAC page once all 
questions have been answered and validated.  
 
Resident data deadline due 2/28/2018 
OAC deadline due 2/28/2018 
 
If you receive any error messages, print screen the error and submit to Mcantu@thda.org.  
  

mailto:Mcantu@thda.org
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First Year Owner’s Annual Certification User Instructions 

Note: If the property placed in service in 2017, then the answer should be “Yes”. 

Note: If the property placed in service in 2016 and deferred credits to 2017, then “Yes” should 
also be answered. 

If answered “Yes”, the Owner must certify whether or not all buildings placed in service but 
elects to begin the credit period in the following year (1.a.). 
 
If 1.a. is “Yes”, enter first taxable year credits will be claimed in 1.b. 
 
Move to question 17. 
 
If 1.a. is “No”, answer 1.b., as noted above, then answer 1.c. 
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If 1.c. is “Yes”, answer 1.d. 
 
If 1.c. is “No”, details of which buildings are not part of a multiple building project is needed.  

If 1.d. is “Yes”, user must upload a copy of each buildings signed 8609 that was filed with the IRS 
along with the schedule A for each building.  
 
Please ensure that Part II of the IRS forms are completed prior to uploading. 
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If 1.d. is “No”, user must complete the applicable prepopulated building fields “Placed in 
Service” and “IRS Deadline for Closing” for each building the owner has not filed taxes for the 
2017 tax year.  

If some buildings at the property will not be placed in service within the reporting year but 
others will, please identify which buildings will be placed in service during the reporting year in 
the table above. 

Note: In the example above buildings 1-8 placed in service in 2017 and will be taking credits in 
2017 with an IRS deadline for closing of 4/15/2018. Buildings 9-15 are anticipating placing in 
service on 3/1/2018 and will be claiming credits in 2018 and have an IRS Deadline for closing of 
4/15/2019. If any extension has been granted for the owner to file their taxes please indicate in 
the “IRS Deadline for Closing” date filed.  

The “Filed 8609” and “Filed Schedule A” boxes should only be checked if each of these forms 
have already been filed previously to submitting the OAC.  

See User Instructions for the Owner’s Annual Certification of Continuing Compliance 
(Existing Properties) for all other certification questions.  


