
PROPERTY MANAGER
PORTAL
How to Enter Tenant Data

MITAS TRAINING SERIES



AGENDA
Property Managers enter and maintain Tenant Data

New Certifications

Upload Tenant Data – NAHMA Formatted File 

Change\Correct Certifications



PROPERTY MANAGER PORTAL

Tenant Data Entry

• Upload – NAHMA Formats 4.0 – 7.0

• NAHMA Version 8.0 Coming Soon

• Manually Enter Tenant Information

• Manually Correct Tenant Information



HOME SCREEN

Select a Property
Select “Tenant Data” Menu Option



TENANT DATA
New Certification

• Select A Building
• Select A Unit



TENANT DATA
New Certification

• Select A Building
• Select A Unit
• Choose A Certification Type
• Enter the Effective Date

• Continue



TENANT DATA
New Certification

• Entire Transaction 
on one screen

• Follow the Bubbles 
in number order

• Look for Pencil Icons 
to Edit Data

• Green Check Mark 
will Save

• Red X will Cancel
• Adjust your Browser 

for sizing

• Continue



TENANT DATA
New Certification

• Completed Cert
• Enter Qualified 

Program Bubble
• Asset Update coming 

soon with NAHMA 8.0
• Greyed Out fields 

autocalculate
• Affordable Unit 

Designation Required

• Continue
• SUBMIT



TENANT DATA
New Certification

• Same list of 
Transaction Types



TENANT DATA
New Certification

• Transaction will 
automatically 
process with 
submission

• If you do not submit, 
transaction will not 
be accepted, and a 
date of 12/31/9999 
will display in date 
entered

• To finish the 
transaction, select 
Change 
Certification.



Upload Tenant Data

NAHMA Versions
4,5,6, and 7

8 Coming soon



Upload Tenant Data

Check the Error Report

File Cabinets will contain the saved 
XML file and the error report.

Error reports are important. Your 
submission may be rejected, or 
single transactions may be rejected.



HOME SCREEN

NAVIGATION LINKS

The “Home” link in the upper left side of 
the Portal will always bring you back to 
your Home Page.



These are the other videos available for this Portal. Please watch all of them before calling 
NJHMFA staff with your questions.

HOW TO LOGIN AND CREATE NEW USERS

ENTERING A TENANT CERTIFICATION

MITAS TRAINING SERIES

Manually Enter a Tenant Certification

New User Setup and Giving Access to Property Data

UPLOADING DOCUMENTS – DOWNLOADING FORMS

HOW TO RUN REPORTS

Learn to submit required Property documents and how to download the latest forms

How to run reports and export data.



THANK YOU

• WE WILL SEE YOU AT THE WEBINAR COMING SOON!
• CONTACT ??????????????? WITH QUESTIONS

ANNOUNCEMENTS
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