"» MINNESOTA Multifamily Customer Portal
- HOUSING How to Setup and Change Project
Characteristics

Quick Links: Overview |Add Characteristics | Remove Characteristics | Expand Characteristic Name or
Description | Questions

After you’ve created a project, you must select your project characteristics. Characteristics may include
the funding request type, construction type, or other attributes such as permanent supportive housing
or senior housing.

Project characteristics are used to customize the items that appear on your checklist(s). They can be
changed at any time prior to application submission.

NOTE: in some funding rounds, Minnesota Housing will set up the project characteristics on your behalf.

How do | add project characteristics?

To add project characteristics:

e Go to the Characteristics tab on the project page.

Details Chatter Characteristics Checklists Documents Workbooks Team

Portal Guidance
- Add a Characteristic: Select the appropriate characteristics by clicking the checkboxes in the "Available Characteristics' list. Characteristics are grouped. To add all characteristics within a group, click on

e Select the appropriate characteristics by clicking the checkboxes in the 'Available
Characteristics' list. NOTE: Characteristics are grouped. To add all characteristics within a group,
click on the checkbox next to the group header.

e Click the Add button to add the characteristics to the 'Selected Characteristics' list. This will
create customized checklists based on your project's characteristics.

Available Charactenstics Selected Characteristics
= Group/Characteristic ~ Description ~ Group/Characteristic ~  Description
Add
~ Application Characteristics
v Common Application Forms All applicants must complete the Commeo
Remove

v HTC Seli-Scoring Worksheet S For each Selection Priority and Strategic .
v New Construction Refer to Minnesota Housing's Building St

Rehabilitation Refer to Minnesota Housing's Building St...
v First Mortgage Provide supporting documentation if the ...
v Housing Tax Credits Housing Tax Credits offer a reduction in t..

Permanent Supportive Housing...  Permanent supportive housing is afforda. ..

People with Disabilities Applicants setting aside units to rent to p....

~ Intent To Apply Characteristics

v Common Intent to Apply Forms All applicants must complete the Intent .

MF Customer Portal — Setup or Change Characteristics 1of3 Revised March 2020



How do | remove project characteristics?

To remove project characteristics:

e Go to the Characteristics tab on the project page.

Details Chatter Characteristics | Checklisis Documents  Workbooks Team

Portal Guidance
+ Add a Characteristic: Select the appropriate characteristics by clicking the checkboxes in the "Available Characteristics' list. Characteristics are grouped. To add all characteristics within a group, click en

e Select the appropriate characteristics by clicking the checkboxes in the 'Selected Characteristics'
list. NOTE: Characteristics are grouped. To remove all characteristics within a group, click on the
checkbox next to the group header.

e (Click the Remove button to remove the characteristics from the 'Selected Characteristics' list.
This will update your customized checklists.

Available Characteristics Selected Characteristics
Group/Characteristic ~ Description v - GrouplCharacteristic ~  Description v
Add

~ Application Characteristics ~ Application Characteristics

Rehabilitation Refer to Minnesota Housing's Building Standards we Common Application F All applicants must complete the
Remove

Permanent Supportive Housing for Househ Permanent supportive housing is affordable housing HTC Self-Scoring Work: For each Selection Prierity and S
People with Disabilities Applicants setting aside units to rent te people with di... New Construction Refer to Minnesota Housing's Bu...

~ Intent To Apply Characteristics | v First Mortgage Provide supporting documentatio...
Appraisal Needed - New Construction An Agency ordered appraisal is required to support ... Housing Tax Credits Housing Tax Credits offer a redu...
Appraisal Neaded - Rehabilitation A Minnesota Housing-orderad appraisal is required t ~ Intent To Apply Characteri

~ Pre-Application Characteristics Common Intent to Appl._ All applicants must complete the

Commeon Pre-Application Forms

How do | expand the name of a characteristic or the description?

To expand the name of a characteristic or description:

e Click on the dropdown arrow next to the Group/Characteristic header or the Description
header.

Available Characteristics
Group/Characteristic ~ | Description VI

~ Application Characteristics

Rehabilitation Refer to Minnesota Housing's Building Standards we. .

e Click Wrap Text to expand the characteristic description or name.
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Available Characteristics

Groupl/Characteristic ~ | Description ~

Wrap text

w Application Characteristics

o Clip text

Rehabilitation Refer to Minnesota Housing's Building

Contact mhfa.app@state.mn.us.
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