
 

LOCAL PROGRAM: COPY DOWN CERTIFICATIONS PROCESS 

(FROM TAX CREDIT CERT STACK) 

DO NOT PROCEED WITH THE BELOW PROCESS UNTIL YOU HAVE BEEN NOTIFIED BY YOUR COMPLIANCE SPECIALIST OR 

RSD TO PROCEED WITH THE COPY DOWN PROCESS. 

Please make sure you are in your Tax Credit Onsite before you begin. 

1. FIRST WE MUST GENERATE THE LOCAL PROGRAMS UNIT MAPPING REPORT.  FROM YOUR SIDE MENU GO TO 

REPORTS>LOCAL PROGRAM REPORTS>UNIT MAPPING 

 
 

 

2. FROM THE FILTER SCREEN ENTER YOUR PROPERTY CODE AND THE CURRENT DATE, THEN CLICK GENERATE: 

 

 

3. ONCE YOU OPEN THE REPORT, YOU WILL CLICK ON THE UNIT MAPPING TAB. 

 

 

 



4. GO TO “MAPPED PROGRAM” COLUMN AND CHECK ALL YOU’RE APPLICABLE LOCAL PROGRAMS AND CLICK OK: 

 

THE UNITS DISPLAYED WILL BE THE UNITS YOU WILL NEED TO CREATE A LOCAL PROGRAM CERT STACK FOR. 

A. IF YOUR LOCAL PROGRAM(S) EFFECTIVE DATES MATCH YOUR TAX CREDIT EFFECTIVE DATE, THE LOCAL 

PROGRAMS CERTIFICATION STACK CAN BE CREATED BY SIMPLY COPYING DOWN THE TAX CREDIT 

CERTIFICATIONS FOR EACH RESIDENT. PLEASE REACH OUT TO YOUR ASSIGNED CS IF YOU ARE UNSURE OF 

THE IC DATES FOR YOUR UNITS.  (IF THE LOCAL PROGRAM EFFECTIVE DATES ARE NOT THE SAME AS YOUR 

TAX CREDIT EFFECTIVE DATES, GO TO STEP 10.D).   

 

YOU WILL NEED TO COPY DOWN THE FOLLOWING: 

1) THE MI OR LATEST IC CERTIFICATION (WHICHEVER IS APPLICABLE TO YOUR TAX CREDIT CERT STACK)  

2) AND LAST COMPLETED (MOST RECENT) AR CERTIFICATION. 

 

5. FROM THE RESIDENT SCREEN, CLICK EDIT SO WE CAN CHECK LOCAL PROGRAMS  

 



6. CHECK THE BOX NEXT TO LOCAL PROGRAMS, THEN CLICK SAVE. 

 

 

7. CLICK ON THE MOST RECENT IC OR MI CERT IN THE TAX CREDIT CERT STACK: 

 
 

 

 

8. FROM THE SUMMARY SCREEN, GO TO FUNCTIONS AND SELECT COPY TO LOCAL PROGRAM.  THIS WILL CREATE 

AN IC OR MI CERT FOR THE LOCAL PROGRAMS CERT STACK.

 

 

 



9. ONCE YOU HAVE CREATED THE IC OR MI FOR LOCAL PROGRAMS, YOU WILL SEE A MESSAGE THAT SAYS “COPIED 

FROM TAX CREDIT.  PLEASE REVIEW AND SAVE”.  YOU WILL SIMPLY CLICK SAVE.   

 

A. IF YOU THEN RECEIVED A “FAILED TO QUALIFY” MESSAGE, THEN MOVE ON TO THE NEXT UNIT.   

**PLEASE CONTACT RSD TO ASSIST YOU WITH TROUBLESHOOT WHY THE CERT FAILED COMPLIANCE**

 

B. IF YOU RECEIVE A GREEN “PASSED VALIDATION,” THEN YOU CAN ENTER THE DATE COMPLETED AND CLICK 

SAVE TO CLOSE.   

NOTE: THE DATE COMPLETED FOR THE “IC” OR “MI” CERT WILL BE THE SAME AS THE EFFECTIVE DATE OF THE CERT: 

 

 

 

 

 

 



10. NEXT YOU WILL COPY DOWN THE LAST COMPLETED (MOST RECENT) AR CERT.  IF YOU HAVE AN INCOMPLETE 

CERT, YOU CAN COPY DOWN THAT CERT ONCE IT HAS BEEN COMPLETED. CLICK ON AR IN THE TAX CREDIT CERT 

STACK: 

  
 

A. YOU WILL FOLLOW STEPS 5-9 AS YOU DID FOR THE IC OR MI CERT. 

1) NOTE: THE DATE COMPLETED FOR THE “AR” CERTIFICATION SHOULD MATCH THE KAGC 

APPROVAL DATE FOR CERTIFICATION (JUST LIKE TAX CREDIT CERT). 

B. COMPLETE THIS COPY PROCESS FOR ALL LOCAL PROGRAMS RESIDENTS 

C. WORK WITH RSD TO TROUBLESHOOT AND FIX ANY RED “FAILED TO QUALIFY” NOTIFICATIONS. 

D. IF YOU EFFECTIVE DATES DO NOT MATCH THE EFFECTIVE DATES OF YOUR TAX CREDIT CERTS, YOU WILL 

DO THE FOLLOWING: 

 

1) CLICK ON THE MOST RECENT IC OR MI CERT IN THE TAX CREDIT CERT STACK: 

 

 

2) FROM THE COMPLIANCE SCREEN GO TO FUNCTIONS>LOCAL PROGRAMS IC. 

 



3) ENTER THE EFFECTIVE DATE OF THE IC AND CLICK SUBMIT. 

 
4) YOU WILL CLICK FAMILY INFO AND ENTER THE INFORMATION FROM THE CERTIFICATION. 

5) YOU WILL ENTER THE TENANT RENT, UTILITY ALLOWANCE, AND SUBSIDY (IF APPLICABLE) IN THE 

COMPLIANCE SCREEN AND CLICK SAVE. 

6) IF YOU GET A GREEN PASSED VALIDATION MESSAGE, ENTER THE DATE COMPLETED ON THE 

CERT.  THE DATE COMPLETED WILL BE THE EFFECTIVE DATE OF THE CERT. 

7) IF YOU RECEIVE A RED FAILED VALIDATION MESSAGE, PLEASE CONTACT RSD. 

 

 


