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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.

Go to

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.

Click Submit. This will start the process of
resetting your password.

ﬁ Housing
Compliance

ﬁll T 1 services FOCUS

| Usemame

Passwor
‘I Login Forgot your password?

MNew User Reguest

Ar\lk Housing
Compliance

r[ I_I' Services FOCUS

‘ Usemame

Mew User Request

So you seem to have lost your password

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

Usemame

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 that provides a summary of the portfolio and is the
starting point for accessing the property information.

A All the properties assigned to your user name will be displayed on the homepage.

© To choose a specific property, double-click on the property row in the matrix shown
below. Once you double-click the specific property you will then be redirected to the
Property Compliance Summary page.

Agenzy Progerty

PSR cere coLaC
Agency = Units Bong  Home  RDA Bond Bond F.Ben Status

Icon Legend:

o Report Approved
o Report Submitted
Report Returned to Submitter

o Report is Due
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Left Hand Tool Bar

O 0On the left hand tool bar you will see 5 options
The options are as follows:

e Home Page
e Property Overview — will inform the status of all properties, property type and total units
e Resources — additional items that can be added by the Agency

e Income/Rent Limit Report — Ability to add a specific income and rent limit report (see below)
e Log-Off

FeCUs Welcome, mbaumbach
Aoy Propurty Compaty.
1wdord
PSR CCPC COLAC
* Proparty Name = City, County Agency * Units Bond  Home RDA Bond Bena PBen Status
= Cotbiestone Villige San Mascos San Diwga Pleasantvilie 5] [ -] In Coenpliaince
IncramesTient Limd Repord
Emeraki Gasdens Escondids San Diego Pleasantvile 1% o ]
Cenge Caurty omEnge Alameda C Pieasantvlle 4 /] [] ] (3] ] In Compliance
@ togon
Sunsfine Lane Sleasam Hil ConvaCos.  Fleasaniile 0 (=] (] (>] [+] MatenaiionCo.

(2] Income/Rent Limit Report

e Users can pull the rent and income limits for a specific program during a defined time period. Select all fields in
order to Generate Report.

FOCUS e —

Rent Income Limit Report

State ncorme Limil Source Rent Linet Somice
MTSP MR
» HCD @ HED
T
L ’ ) HOME HOME
= Ll MTSP Hera MT38 Hera
&

Rent assumed housshold size
c* Log ot Bedroom Se 18
1 Bedroom Size + 1

) Howsenold Size
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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:

e  Units
e Tasks
e Reports

e Programs
e Property Details
e Documents

e Audit
e Notes
e Users

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

F@CUS Welcol

Home / Agency: Pleasantville / Property Details
Emerald Gardens
Units Tasks (1) Reports (4) Programs Property Details Documents Audit Notes Users
=+ Add Unit & Rental Template [ Import Rental Event Set RDA Set Aside Set Home Set Aside
Program Restr Bldg Unit Beds Size Tenants Rent Subsidy utility Tenant Name curr income Recert.
RDA 50% 425 1 2 4 $600 3 $45 Ben Sharpie $23.455 1/16/2018
Home 60%
RDA 50% 425 14 3 2 $280 3 $30 Bobby Brown $100,000 3/5/2018
Home 60% 425 15A 3 2 $670 3 $90 Whitney Houston $67.000 3712018
Home 60% 425 15A 3 2 $430 $60 $100 Martha Stewart $13,000 3/3/2018
RDA 50% 425 2 1 Vacant
RDA 50% 425 4 1 2 $200 $300 $40 June Diablo $14,999 4/2/2018
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Units Tab

© within the Units tab, you will see the following property information:

e Program — The specific program(s) being monitored.

e Restriction — The set aside percentage specific to the unit for each program.

e  Building — Building letter or number.

e Unit— Unit number.

e Beds — The number of bedrooms within the unit.

e Size — The square footage of the unit.

e Tenant — The current number of people/tenants in the household.

e Rent - The tenant paid portion of rent paid on a monthly basis.

e Subsidy — The amount of subsidy provided on a monthly basis.

e Utility — Amount of monthly utility allowance.

e Tenant Name — The name of the head of household in the unit.

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

e Recertification — The last date the recertification was performed.
FOCUS

Home / Agency:Pleasantville / Property Details

Emerald Gardens

Units Tasks (1) Reports (4 ) Programs Property Details Documents Audit Notes Users

Program Restr Bldg Unit Beds size Tenants Rent Subsidy Utility Tenant Name Curr Income Recert.
RDA SGE,: 425 1 2 4 5600 5 545 Ben Sharpie $23,455 1/16/2018
Home 60%

RDA 50% 425 14 2 2 $280 3 $30 Bobby Brown $100,000 3/5/2018
Home 60% 425 13A 3 2 3670 $ $90 Whitney Houston $67,000 372018
Home 60% 425 15A 3 2 5430 360 3100 Martha Stewart $13,000 3/3/2018
RDA 50% 425 2 1 Vacant

RDA 50% 425 4 1 2 $200 $300 %40 June Diablo $14,999 41212018
o Double click on a unit to see the complete unit history

) .
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Editing Units

The different types of events are:

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

O In order to edit the unit, open the Action button to the right-hand side of the screen and select “Update Event”.

e If you would like to change a program or set- aside, please click on the program you would like to edit
(example: “Edit RDA or Edit Bond” from the Action drop down.

[x) Import Rental Event Set RDA Set Aside Set Home Set Aside

Bldg Unit Beds Size Tenants Rent Subsidy Utility
425 1 2 4 $600 ] 545

425 14 3 2 $280 £ $30

425 15A 3 2 $670 % $90

425 15A 3 A $430 $60 $100
425 2 1 Vacant

425 4 1 2 $200 $300 $40

@ This will open a pop-up box that provides drop down for
the event type (Move-in/Move-out/Rental Update).

© when updating a Rental Update for an annual
recertification, please turn on the recertification button in
the right hand corner.

O once all of your edits/updates have been made, press the
save button.

1t060f6
Tenant Name Curr Income Recert.
Ben Sharpie $23,455 1116/2018
Bobby Brown $100,000 3/5/2018
Whitney Houston $67,000 3/7/2018
Martha Stewart $13,000 3/3/2018
June Diablo $14,999 4/2/2018 Action =
New Event
Unit 14 Recertification

Event Type

Rental Update

Date

= Date is required

Household Size

2

* Household size is
required

Additional Details

Tenant Name

Bobby Brown

Income ($)

100000.00

Utility Allowance

30.00

Rent Subsidy

Rent ($)
280.00
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Bedrooms
3

Race

Hispanic origin

Veteran Status

Cancel




Tasks Tab

The Tasks tab enables Property Managers to view open and closed tasks and submit reports.

O you have open tasks for a property, you will see a number on the tab next to the word Tasks. This indicates the
number of open tasks for the property.

@ |n the Tasks tab there are two sub-tabs:

e Open —Indicates reports that need to be submitted by management
e Closed — Tasks that have been closed

© Click on the Open sub-tab click on then arrow drop down to see any open tasks. As soon as all of
your units are updated, you can create reports through the Tasks tab.

O when you click on “Create Report” a pop-up window will open enabling you to create a report.

©CUS

operty Details
meraid f.:}‘.!(l%"a
Tasks | 1

Open

e Type nto Program Dus Date Acvon 5’

Closed
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O inthe pop-up window click the Create Report button and then the Property data will process to
produce a Property Status Report (PSR).

Task

Created Daie Tarsk Priocy
FEIOE PSR Due High

Ermgram Prepeny Baogram Type Date
Home PSR WR2MT - 120312017

Plaass submil PSR Ry

® Once the Property Status Report (PSR) has been created you can view the compliance before submitting report.

@ As soon as you are satisfied with the report, click the blue Submit PSR button.

FOCUS

Address
425-437 West 111 Ave.

Unit compliance

Home | Agency: Pleasantville |

Escondido , California 92028

Indnidual Unn Compliance

| an

Campiant

Nantompiant

ConditionalComplance
| Extmpt

Income
Rest

[/] 60%
(1] 0%

Document Template
PSR

Description

Bidg
25

Date from
1012017

HOME PSR 1/1/2018 | Emerald Gardens

Property: Emerald Gardens | Repor

Set Aside Units Req in Compliance
60% 2 1
income
Uity Gross

Rent Allow. Rent Tenant Movain Current Initial
550 0 8650 Sivestre G Ra 10102008 S26.000 530,030
S50 =58 3549 Carlos Pamalz amzm2 250,250 517600

Date 1o Company

127 b

Welcome, mbaumbach

@ Compliant

£ Refresh

tto2al2

Last Recert.
Detads
10220m7
512016 Late Recenific | Mo
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Reports Tab

The Reports tab provides a consolidated list of all completed and pending Reports for the selected property.

FOCUS

Home { Agency: Pleasantville | Property Details

Cobblestone Village

units Tasks (2 ) Reports (0 Programs Property Detais Documents Auh
Report Typs
| 2018
| 207
Property Name Report Type Program Reporting Period
Cobbiestone Village PSR ROA Program 4206 - 3BV20NT
2016
Property Nams Report Typs Program Reparting Period
Cobblestone Village PSR ROA Program 4102015 - A312016

Notes Usiers

Status
@ compiete

Status
8 complete

Submitted

T

Submittad
aM9/2018

Wiekcone, mbaumbach

@ Compliant

expand all | colapse Al

Oto0elD

Ttetofd

1010t

Reports (<span dass= “tabNumber”> finbip Mdinbg
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Programs Tab

The Programs tab enables users to see the individual regulatory programs being monitored for each property.

O inorderto open up a program, click on Program Drop Down

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

e Program Details

e Calculation Details — Income and rent limit source.

e Report Details — Reporting due dates and frequency.

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

e Limits — Chart of the current and historic income and rent limits. Use “Limits in Calculation” to pull income and
rent limits for a specific date.

FOCUS

Font t
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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 (property address)

e  Property type
e  Current status

e Number of Units

Home Agency: Pleasanivilla | Property Details
@ Compliant
Cobblestone Village
Units Tasks {2 ) Reports (0 ) Programs Property Details Documents Audit Noles Usirs
Agency Status
Fleasantville Active
Address counl\r LastSite Visit
360 € Washingion Avenus San Diego Gounty
San Marcos CaMomia, 52025
Property Type Development Type
Famity
Total Units Affordable Units Exempt Units Market Units
15 w0
Move Out Reason Required Property Managers can submit Report
fai
, .
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Documents Tab

The Documents tab is a document retention center for the Agency and Property Managers. You are able to upload new
documents and download documents.

When uploading documents, you are able to classify them into the following sections:

e Regulatory Agreement
e Legal Documents

e Correspondences

e Miscellaneous

FOCUS
Home Agency: Pieasantvilie Property Details

o Material Non-Complian

Sunshine Lane

Inits Tashs (3) Reports | 2 Programs Property Detals Documents

Search Fasst

Mame Type Description Created Date v

Regulatory
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Audit Tab

The Audit tab provides a consolidated list of any and all audits that have been completed at the property. You have the
ablility to view the Current Audit and see Audit History.

FOCUS

Home | Agency: Pieasantville / Property Details

Emerald Gardens
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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.

© 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.

FOCUS

o gency: Pleasantyiile Property Details

Emerald Gardens

Tasks {1 Reports (4 ) fograms Properly Detaits

Full Hame Created Date Note type Motes

Meredss Baumnach
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Users Tab

When the Users tab is selected, the Property Manager will be able to see a list of all contacts in relation to the
property. The following formation is provided on each User:

e  Full Name

e User Role

e Position

e User Name

e  Email Address

e Contact Number

F@CUS

Agency: Pleasantville | Property Details

Emerald Gardens

Reports (4) Brograms Eroperty Defails Documents AL Hotes Users.

Rals Namas E-mail Address

Full Name Role Pasition User Narne E-mall Address Gontact Number
" yManiager jaeyconan 23 @grail com
Mercedes B ] Manager Property Maniger mibaumbach mbsmbach@housingeompliance oy 975-388.3878

FOCUS Software Property Manager User’s Guide
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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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