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Accessing FOCUS

Login to FOCUS

A username and password will be provided to you
by a representative at Housing Compliance
Services.

Goto

O Enter the username and password you were
provided and then click LOGIN.

Lost Password

O click Forgot your password? on the Login
screen

A You will be prompted to enter your username
then click Submit. This will start the process of
resetting your password.

Ar\r Housing
Compliance

r[ 'I_I' Services FOCUS

Usemame

assword

Login

New User Request

4/\'\ Housing
Compliance

]—Illl_ll Services FOCUS

New User Request

So you seem to have lost your password

Please enter your username to start the process of resetting your password

Usemame

@ Submit Cancel
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http://www.housingcompliance.org/FOCUS

FOCUS Homepage

O After logging in, you will be sent to the FOCUS Homepage. This page is the management dashboard for the housing

portfolio and is the starting point for accessing the property information. All the properties assigned to your user name

will be displayed on the homepage.

® To choose a specific property, double-click on the “Name” of the property in the matrix shown below. Once you

double-click the specific property you will then be redirected to the Property Compliance Summary page.

FOCUS

Property Search
Property Name
Compliance Manager
County
Application Number

All Tax-Exempt Bond Housing Program
VIEW

Status Tasks Name!

Bogus Apartments e

Property Status Legend Totals
Total :

@ Compliant :

@ Material Non Compliant :

® Under Construction -
New Project

(1) Non Compliant :
Closed

OO0 =000 =

HomePage o

Agency v Compliance Status
Property Contact City
Inspector Company

HOME Program RDA Program Tasks @

Units Agency Ccity

4 City of Hayward Hayward

Report Status Legend Task Status Legend
Submitted . Open Tasks

k. Due o Draft Changes

!._ Completed » Submitted Changes

K Return For Revision
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Alameda County

PSR

Welcome
A
SEARCH
1to1of1
CCPC CDLAC



Property Compliance Summary

Once in the Property Compliance Summary page you will see a total of nine (9) different tabs to select.

The different tabs are as follows:

© Each tab will need to be clicked to access the information on that tab.

Property Details
Units

Programs

Users
Documents
Tasks

Reports

Audit

Notes

1 Focus

O

Non-Compliant

Non-Compliant

R o T}

Move in date

1112008

TH 12009

10102010

2182014

3/1/2005

SI620ME

1M20M6

Property Details Units Programs Users Documents Tasks @- Reports Audit Notes
Units Buildings
Total Units: 15 (7 declared)
Exempt Units: 1 (0 declared)
Market Rate Units: 0 (0 declared)
Unit number Bed rooms Size (sq Footage)
Bed
Unit Building rooms Event Type Date HouseHold Size Current Income Rent
| ] Rental Update  1/1/2016 1 S 100000.00 5 2000.00
2 o Rental Update  S/82016 3 S 150D00.00 51000.00
3 ] Rental Update 612016 4 5 97000.00 $ 1400.00
4 4 Rental Update 21612016 4 S 20000.00 $700.00
5 3 Rental Update 3112015 5 S 200000.00 $ 2000.00
[ Z Maove In SIBI2016 3 5 6200.00 $300.00
10 3 Rental Update  SA10/2016 4 5 32000.00 $ 2000.00
Close

Next Certification Date:

Move in
Income

$ 100000.00

$ 95000.00

$72000.00

$66000.00

$ 74590.00

$6200.00

$96000.00

FOCUS Software Property Manager User’s Guide

Search

1to7of7

Sign out

Welcome

G Edit

Move in
household



Property Details Tab

O click on the Property Details tab to view the general information of the selected property. Information included
under Property Details:

e Agency name

e Address

e Property type

e Development type
e Inservice date

e  Current status

g Sign out
FOCUS Welcome

Non-Compliant

# MNext Certification Date:
@ Non-Compliant

Additional Names:

c Property Details Units Programs Users Documents Tasks -:ii) Reports Audit Notes

Agency Disneyland Status Active O fon
Zip code 94542 Last site visit 4/25/2016 Draft changes
Street 1 Majestic Way In Service date 4/2/2008

City Hayward

County Alameda County

State Califernia

Property Type Senior

Development Type
Total Units 15

Application Number

Close
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Units Tab

When selecting the Units tab, you will see that there are two different tabs that you are able to view:

e Units
e Buildings

O within the units tab, you will see the following property information:

e Unit— Unit number

e Building — Building letter or number.

e Bedrooms — The number of bedrooms within the unit.

e Event Type — The type of event associated with the unit. Options are Move In, Move Out and Rental Update.
e Date — The date in which the event type occurred.

¢ Household Size — The current number of people/tenants in the household.

o  Current Income — The current annual income of the household.

e Rent—-The amount of rent paid on a monthly basis.

o Move In Date — The date the household moved into the unit.

e Move In Income — The amount of income earned by household at date of move in.
e Move In Household — The number in the household at move in.

Focus a—
Non-Compliant

m M Cantification Datg:
Mon-Compliant

Additional Names:

Exerrpt Units: 1 (0 delared
Market Rale Unis: 0 {0 declared]

B Mave i Mown in
et Budding  rooms EventType  Dain Howseold Sie  Curent Income  Rent Move in dete tncume househeld

e o

re

Pastal Lipaats

Mo I

Fental Updase 502016
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Editing Units

Property Managers will need to edit a unit record when an Event occurs. The different types of events are:

e Moveln
e Move Out
e Rental Update
0 Rentchange
0 Income change
0 Household size adjustment
0 Recertification

NOTE: A Move In and Move Out event will only occur once per household. All other changes to the unit will be
recorded by entering a Rental Update as identified in the bullets above. To edit an Event, jump to Editing Units — Adding
Event.

O 1o begin editing unit records, click the Edit button on the
Units tab. Mon-Compliant

Nen-Compliant

A This will open up a new screen for Managing Units. You
will be able to edit the following information:

e Bedrooms — The number of bedrooms within the unit SSS . —
e Event Type — The type of event associated with the unit.
Options are Move In, Move Out and Rental Update. B e = e

e Date — The date in which the event type occurred.
e Household Size — The current number in the household.
e Current Income — The current annual income provided.
e Rent-The amount of rent paid on a monthly basis.
e Utility Allowance — The cost to provide monthly
assistance in making monthly utilities reasonable.
e Rent Subsidy —The portion of rent
subsidized on a monthly basis.

FOCUS
Manage Units e

The Add Units button will enable Property

Managers or the Compliance Administrator
to import multiple units in a batch. This is a one-
time event to create the units listed within the y
property. O — - S S

FOCUS Software Property Manager User’s Guide 7



Editing Units — Adding Events

1 Focus
. . . Manage Units
To begin adding a new event to a unit:
O Click on the unit to be edited —
@ Click the Add Event button. e = — _

1.7

© A new window will open to the Unit Summary

page with event information and to edit the event. e e owotneng.] ] Dm (et

O Details of the individual unit are available to

Signout

Wekome

Mg i L Bt D

view, including: oy o3
e Events tab — View historical events o o
related to the unit and Add Events [ - R
e Programs tab — Programs and set-asides
associated with the unit (ie HOME, RDA,
Bond) M rocus -
e Compliance tab — Current compliance
status of the unit e
O 1o update a unit, click the Add Event button. A -
new screen will open. Q ”
oC =
FOCUS Software Property Manager User’s Guide 8



O select the event type from the Event

Type dropdown. Once you select your Event Sadie

Type (Move In, Move Out or Rental Edit Event
Update), additional fields will appear on the

screen. These fields will be required when | el e 0
creating an event:

e Event Type — The type of event
associated with the unit. The
selection of events are Move In,
Move Out and Rental Update.

e Date — The date in which the event
occurred.

Mot ol Reasan

e Current Income — The current annual
income.

e Rent-The amount of rent paid on a e
monthly basis (tenant portion) — -
Utility Allowance and Rent Subsidy, if
applicable.

e Household Size — The number of
people living in the unit. Aaovony Desn
e Tenant Name — Head of Household.

If you are entering a recertification, a: e

be sure to check the
“recertification” box at the top of the screen immediately above the date.

© when the updates have been completed, click the Save button.

Once you click Save, you will be redirected back to the Unit Summary page. Click the Save button on the Unit Summary
page to return to the Manage Units tab.

FOCUS Software Property Manager User’s Guide 9



Editing Units — Upload Tenant Data

Mass upload your tenant data by using an Excel template. In order upload tenant data, you will need be in the Manage
Units screen (click Edit on the Units tab to access).

To upload a template follow this process:

O inthe Manage Units Screen, click
the Download Template button.

This will download an excel
template, save this to your
computer.
Edit the excel file to include
these unit updates

0 Move-in

0 Move-Out

O Rental Event

= |ncome

= Rent

= Household
Size

FOCUS
Manage Units
Close
Mamie
Tedal Units. 1
Walid Evenl Types Valid Hispanic Origin Ve

1."¥es"
2. "Ne®
3. "Dechned Sate”

Downipad Templat Imoon from Excel File Mw Doy A Units

Gtd Leter Bubdrg  Feetal wreed by Cule of Rartal Eveed  Iriees HH sia Rent Bk sudesicy

=  Recert date

Once you are done editing
save the excel file.

(2] Import the excel file by clicking
the Import Excel File button.

Select the file to upload from your saved documents and click Continue

Review Lines to be imported and click Continue

Import

FOCUS Software Property Manager User’s Guide
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Go to Program

Valid Race Types.

Gheck Compliance:

Sign out

Welcome

Fisparia wign Lt Rreer
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Checking Compliance and Creating a Project Status Report (PSR)

In order to check the compliance of the
programs or create a PSR, you will need be
in the Manage Units screen. You get to
this screen by doing the following:

e Select the initial property in which
the PSR report will be created.

e Click on the Units tab and click the
edit button.

Checking Compliance

O Once in the Manage Units screen, click
the Check Compliance button

(2N pop-up window will ask the due date
for the report. Enter the information and
click Refresh.

O i you have more than one program
you will be asked to choose the
compliance program for which you want to
run the report. Click Calculate Compliance
button.

O A new screen will open to the Program
Report. The default view is the Unit Compliance
tab which shows all units and their compliance
status.

O 710 edit any of the units, click on the Cancel
button to close this screen and return to the Units
tab on the Manage Units screen

Click the Set-Aside Compliance tab to
receive a summary of the number of units
that are in compliance and how many are
required for each set aside.

© Admemtraton= WA s c o [
¥ Focus
Manage Units

=3 o
HName Go o Frogram.
Totsl Units. 15
Valkd Event Types: Valks Hispank Cngin Vald Race Types
1. Mo b o WA 1.7ves"
2. Maove OUE of " 2. M R

SaveChanges  Dowtioad Tempial mponbomEscelFie  AddUSE  New m 08 Evest
-

f
f

viame ¥ vooemon ' vEmm 3

3 1egonce » T o

mE . Vimo 3

1 zzmmce . swomn 3 wEm

wrame 8 2mooonog ' (T

preiegs
!!!5{53

» s 1 . P £

Signout

Eneck Complianes

Dane: Aug

HOME Program

Open Task Date From e o TNRNE

T R L O

- Dot s s

W ot List
Aside Dedfng  UaR Bedvsms Nss el Tessl i A das ey income

@ T4 1 3¥em  mepeyt  Sagee pmne
Qs 1 33 3 MOM  mADEM 3 GMM TN BTG MOOM L Mecewome

3 UagEED  NOIONO0 BIMMDS ASEe L o

B
Weiome

|||||

" e

G 1 33 3 amene

Bmeom  3imeseoe Temme o -

sy

Q= v v swem weev 1 mmemu

=10
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Creating a Project Status Report (PSR)

Sgnout

O After you have reviewed the frrocus ;ome ng{;m Repur; e
Compliance Report, from the Program

Report screen, click the Start PSR - o -
Submission button. s

® vYou will be taken to the View Report
screen.

a

View Crprt b e St PSR ftrmvpnr 1 Indad
= "

© confirm the date range for the report
you are running and choose your company
from the dropdown menu.

O Click Submit.

O The PSR will be generated in PDF format and
is automatically saved. The report Task will be
marked complete. The report will also be

sent to the Agency for review. Once the .
Agency reviews and accepts it as complete, View Report e s
you will receive an email.

- TRy TR LAy ATy

‘Agoro wen Mon. Complant Fisturn 13 Sarces

_31Jul2016.pat (3

Property Status Report (PSR)

HOME
Paport Paricd: Jus 2018
[re———
Proparty Ham: ety
Proparty Andress: t Majessc viry
Propared By-

Mercoted
Prine Dute: e

FOCUS Software Property Manager User’s Guide 12



Programs Tab

The Programs tab enables users to see the individual regulatory programs being monitored for each property. In the
example, the programs being monitored are “Bond,” “Home” and “Inclusionary.”

O inorderto open up a program, the Open Program selection will need to be clicked.

Once Open Program has been selected, you will be able to view the Program details which includes:

Details — Shows both the program calculation and reporting details.

Set-Aside Levels — Specifies the income and rent limit percentages.

Reports — Provides a historical reference to all reports and lets the Property Manager know if any report is
currently open or has been approved by the Compliance Manager.

Units — Matrix of all units and their set-aside level within the program.

Tasks — |dentifies if there are any open, closed or scheduled tasks to be accomplished by the Property Manager
within the specific regulatory program.

Audits — Notates a history of all inspections on the property assigned to the specific regulatory program.

Limits — Chart of the current and historic income and rent limits within the regulatory program for the county in
which the property is located.

Sagn out
FOCUS e
Welcome
Non-Compliant
Compliance Status: Non-Compliant & Manags Programs
BOND: Non-Compliant ‘l & Opan Pragram
Change Frogram Name
# of Restricted Units B Open Tasks
Review PSR report
Please review PSR report
Review PSR report
Please review PSR report
2013
HOME: Non-Compliant (& Opan Program
Change Frogram Mams
# of Restricted Units [:] Open Tasks
PSR report
eview PSR report
Review PSR report
Please review PSR report
Review PSR report
Lij Flease review FER report
Inclusionary: No Current Compliance Report (G Open Program

Change Frogram Hame

# of Restricted Units 0 Open Tasks

FOCUS Software Property Manager User’s Guide 13



Users Tab

When the Users tab is selected, the Property Manager will be able to see all Users with login access to the property.
The following information is provided on each User:

e  Full Name

e Username

e Email Address

e Contact Number

e Position

e Company

e User Role

Owner

Property Manager
Property Compliance Manager
Property Inspectors
Primary Agency Contact

O O O oo

Sign out
FOCUS

Welcome

New Project

Next Certification Date
New Project

Additional Names:

Property Details Units Programs Users Documents Tasks@ Reports Audit Notes

Owners, Property Manager, Property Compliance Manager, Property Inspectors and Primary Agency Contact

Exportto Excel 1to30f3
Full Name & Username Email Address Contact Number Position Company User Role
Hayward Manager haywardmanager clanctot@housingco.. Propertylnspector
Sophie Baumbach sbaumbach sbaumbach@gmail.c Property Manager PropertyManager
admin_test_user admin_test_user nramanan@housingc. PropertyManager

Additional Contacts

Search 1to30f3
Full Name & Position Contact Number Email Address
Caitlin Lanctot Property Manager (925) 933-9229 clanctot@housingcompliance_org Is Primary Contact : Yes / Can S.
Nate R Property Manager (925) 933-3033 nr@housingcompliance org Is Primary Contact - No/Can S.
Omar Cortez Issuer (510) 510-5100 Omar.Cortez@hayward-ca.gov Is Primary Contact - Yes / Can S.
Close

FOCUS Software Property Manager User’s Guide



Documents Tab

When the Documents tab is selected, the Property Manager is able to see a list of all documents related to the

property.

FOCUS

New Project

New Project

Additional Names:

Property Details Units Programs

New Download

Name
7-1-2016 Utility Allowance YCH HCV Progra

7-1-2016 Energy Efficient Garden U.A_for Y.

Close

Users Documents

Type
Miscellaneous/Others

Miscellaneous/Others

Tasks ()

Reports Audit Notes

Name

Description
Utility Allowance HCV Program

Energy Efficient YCH HCV Program

Next Certification Date:

Type

FOCUS Software Property Manager User’s Guide

Created Date ¥
2/22/2017, 2:18 PM

2/22/2017, 2:18 PM

Sign out

Welcome

Search

1to20f2

Reset
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Tasks Tab

The Tasks tab enables users to view tasks and contains two sub-tabs Open and Closed.

O The Open sub-tab contains tasks that need to
be completed by the Property Manager. T T

Sonout
Wisksorw

® The Closed sub-tab contains tasks that have
been completed by the Property Manager.

Bast Conification Date

0 If you have open tasks for a property, you _ e
will see a circled number on the tab next to s

the word Tasks. This indicates the number of open - e
Created Dats Progesm Task Source & Date From Date To Task Deetaits
tasks for the property without the need to click on wianis oo Shmtied e wias T P
BOND

the Tasks tab BATNE Scheduled Lorlrel] R FER Due Flease submt PSR Re.

INI0NE Schedubed EVINE SIE PER Due Pleass submt PSR A

Within the Task tab you will be alerted of any
reports that are due, including:

e PSR reports
e CCPCreports
e CDLAC reports (for the Bond Program)

© ror any Open tasks, double
click on the row and a pop-up
window will appear. Click on T .
Create Report. Task  COLAC Certfcaie Due
Priarity  High
Program property  Bong
Type  COLACCedificate
Date From Meme

Date To 1273172016

Dretails Piease submit COLAC Cerlificate Report

Complzted

Compéetion details
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Reports Tab

The Reports tab provides a consolidated list of all completed Property Status Reports (PSRs), Certificates of Continuing

Program Compliance (CCPCs) and CDLAC Reports for the selected property.

Sign out
FOCUS
Welcome
New Project
Next Certification Date
New Project
Additional Names:
Property Details Units Programs Users Documents Tasks @ ! Reports Audit Notes
Completed
Name Search Reset
Download View History Oto0ofD
Program Name D ipti F Date From Date To Created Date ¥
Close

FOCUS Software Property Manager User’s Guide
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Audits Tab

The Audits tab provides a consolidated list of any and all audits that have been completed at the property and a list of

all open exception items that need to be addressed.

Sign out
FOCUS
Welcome
New Project
Next Certification Date
New Project
Additional Names:
Property Details Units Programs Users Documents Tasks @ Reports | Audit | Notes
History
Cpen Oto0of0
Inspector Date ¥ Description
Close

FOCUS Software Property Manager User’s Guide
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Notes Tab

The function of the Notes tab is to provide a place to make and reference information on a property that may not fit
into another area of the FOCUS system.

O Click the Add Note button to input a new note. All users with accesss to the property will be able to see any notes in
this tab.

Sign out

FOCUS W
elcome
New Project
Next Certification Date:

New Project

Additional Names:

Property Details Units Programs Users Documents Tasks @ Reporis Audit Notes

Add Note

8]

Close

FOCUS Software Property Manager User’s Guide 19



Questions?

If you have any website related questions or concerns, please feel free to reach out to Housing Compliance Services:

Caitlin Lanctot

clanctot@housingcompliance.org

(925) 280-4394

Mercedes Baumbach

mbaumbach@housingcomplaince.org

(925) 478-5855

FOCUS Software Property Manager User’s Guide
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