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Navigating to the Portal

» To access the portal, visit Live Local Act (floridahousing.org)

 Then click on the
Multifamily Middle
Market
Certification

 From here you
can access the
portal at the
Multifamily Middle ~e—m—
M arket FasE ik P
Certification
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https://www.floridahousing.org/live-local-act/multifamily-middle-market-certification
https://www.floridahousing.org/live-local-act/multifamily-middle-market-certification
https://www.floridahousing.org/live-local-act/multifamily-middle-market-certification
https://www.floridahousing.org/live-local-act

Navigating to the Portal

* Once on the Multifamily Middle Market landing page
navigate to the portal located under “Links”
https://apps.floridahousing.org/StandAlone/Extranet/Login

2025 MMM Certified Properties

2024 MMM Certified Properties

& Certification Portal-Open for Accessing 2025 Certificates™>

September 5, 2024 Multifamily Middle Market Certification Program Workshop

Multifamily Middle Market 2025 Workshop Agenda




Account Creation & User Registration

User Registration
Pleage complels he Tolowing Foifm (o egisier & Mew acsiun;

Full W
Emal ddgresy

Fricsm D
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Ak e B lboasteding Agent T SHa | Tes

MuRfarmity Mssdie Warket (MM Tix Exematon Set=catior Porad © Mo e
Crexie 3 Fasswerd u
G erdirms Padswsid
Sutamit Registration Information

Enter your name (Not company Name)

Enter your email address- This is
where notifications will be sent

Enter the phone number where the
account holder can be reached

Do not select Hop or Monitoring Agent

Select Multifamily Middle Market
(MMM) Tax Exemption Certification
Portal

Enter your password

Click Submit

Check email for confirmation
Confirm by clicking link in email

Account will be created, and the link will
take you to the sign in

we make housing affordable




To login

« Once an account is created you can login by:

o Ui Rucitab L
Clicking e e e S Then enter your credentials into the

“Click here login screen.
to return o o
to the S Log In
login page”

Phicns Mumbar Email

Are you 3 Hop Member D LI
Password

Aire you & Monriznng dgent T e L'a = :

pswond Rield i neql
MINgEamy Micdie Markrt (MMM] Tas Exempticn Cershcation Portal 7 s e
Remermiber me?
Creaie a Frsswaornd: .
Log ®
Comtems Panymod Hegister as a new user

Forgot Password
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Main Screen

* Once you are logged in you will see the main extranet homepage

My Account

Welcome  youremail@email.com | to the Flornida Housing Extranet. You cumently have access to the following programs

(I! Tamily Middie Maike! Cerlication Pomal

Update User Password

LUpdate Lser Password

Click here to access the Portal




Submitting a Request — Step 1

* You must first add the company that owns the development.

Click here to navigate to your company page

Multifamily Middle Market Certification Portal (MMM Portal) & Additional Resources

@ How To Manual
Request List < Owner-Company Information , e =TT e
Tax Year 2024 Create a New Request

Request ID Owner Company Development Name Request Status Last Updated Date

10031 Test Company Test Dev. 1 Draft 2023-09-13 02:58 PM [ZEdit’Submit

we make housing affordable




Submitting a Request- Step 1

« This is your company page; from here you can:
« Add new companies to submit a certification request
* View/Edit previously submitted companies

* You must add a company in order to submit a request

Multifamily Middle Market Certification Portal (MMM Portal) ? SR
Federal Emplayer identification CIICk here to add a
Cwner Company Number {(FEIN]
s (an company. Only enter

companies that you
have been authorized
to submit a request for.




Adding a Company

«  After you've clicked “Add Another
? Owner-Company” as instructed in the
Add New Owner-Company previous slide a pop-up window will

appear

Dwner-Lompany Mame Sunshine Properties

 Here you will need to enter the required

FEIM 26 - 455255 |nformat|0n

» If you need to look up your FEIN or
registered agent information you can do
so here - Search for Corporations,
Limited Liability Companies, Limited

Sianns Doe Partnerships, and Trademarks by Name

(sunbiz.orq)

Fh-_'g slered Agu:"n'_ nfarmation:

Mame lahn

Email johnDoe@sunshineprop

*  Once completed, click Add Owner-

Company, this will exit the pop-up

window and add the company to your list

» If there are multiple owners associated
with the property, please enter one here
and account for the rest within the
template (see slide 16).



http://search.sunbiz.org/Inquiry/CorporationSearch/ByName
http://search.sunbiz.org/Inquiry/CorporationSearch/ByName
http://search.sunbiz.org/Inquiry/CorporationSearch/ByName
http://search.sunbiz.org/Inquiry/CorporationSearch/ByName

Company View

Multifamily Middle Market Certification Portal (MMM Portal) - mapphagi
i Cramar Company Dwvalopment Nama Reques Satus Last Updated Date
L1l 1k] Tesd Compary Teest] D 1 el AL 0 0 B A

 Now that a company has been added, it can be seen in the list.

* They can be edited and deleted.

« Only add companies you are authorized to request a certificate for.




Creating a Request

« Once a company has been added, go back to the
applications list tab.

* Click Create a New Request to get started.

« This will open a pop-up window.

Multifamily Middle Market Certification Portal (MMM Portal)

Tau Yoar 2024 «
Regiseal 1D Druretd Ciampay Develogmanl Mame Reguesl Siaus Laad Updated Dais

B reroow ok o di sl




Submitting a Request

Test 2

Required Uploads . / °
tim Sle 7w pumemEh pmiesced | Cheeae Bl | Mo Se chooen | T ——

Step 1: Check that
the Owner Company
iS correct.

Step 2: Enter
Development Name

Step 3: Download
the Template

Step 4: Complete
the Template

Step 5: Upload
the Template




Submitting a Request (Contd.)

Test 2

Required Uploacds

**Submit Button will be available on January 1**

Step 6: Upload
Rental Market Study

Step 7: Check for
Errors and correct as
needed

Step 8: If errors,
remove

old submission and
reupload

the corrected version

Hit Submit
Application



Completing the Request Form

* Once you've downloaded the blank template form, you'll
need to complete it before uploading.

 There are 5 sections to complete

— Section 1: General Information

— Section 2: Rental Market Study Rates

— Section 3: Parcels and Units Under Consideration
— Section 4: Unit Information

— Section 5: Owner’s Certification




General Tips for Completing Request

*Your Excel version must be 2021 or later.*

» Cells that are yellow need to be completed
» Cells that are green are those that have been filled out

« Cells that are white are those that will autogenerate based
on responses provided

« Content controls have been installed to help guide
applicants; however, it will not ensure that a request has been
completed properly or that the property is eligible for certification

« Once downloaded, you may need to click enable editing on the
excel to enter information.

1 PROSFECTERE WP B el Fulas o g §Fxm belarvord o grosiae o " =ha T il F n mePaid By i 0 o Bl yaew I=alow L 1




Sections 1,2 & 3

Middle-tdarket Certification Form Version 2601

Read Before Starting: This request must be submisted to FHFC via the Multifsmily Middie-Markes (MW portal contemporanecus!y with & cument rerdal market shudy by Fanusny 15. Cebls that ane yediow must
b compdeted by owrers, while cells that are wiibe will swio-populate based on previows responses. IF you are unsore of a field that |5 Being requested or Fow o complete the foem, please refer o the FAG ard
& hosv-0o manusl &C_fmes ] g O 15 3 i1 i g 1] pipn. Once completed, thes neguest can b2 uploaded via the MW porad, which will akso check for errors o
Gannk Fielgts, This form is desipned 15 be used Il.'-r"-r Wuitifamity Biddie-Market Certdication nequess alone, use in any ather pragram is nat enderied By the Florida Housing Finande Loparation

Spction 1: General Information Section 2: Rental Market Study Rates

Proviche the rewmfial spdry. found within poor rended merkel shusly in dhe yellow rodues, i yow have

AT el [ieids most be compheted, while fickss will outsgmerane. Pirdse neview “READ BERORE STARTING * focoted above.
L o s itiale TR OIS [0 0 Sedneom RUMBET ENGEY the MghesT Ae fousd

Cevelopmes! e F Bedrogmy Berial Mariort Study Rate | S0% of Bental Mariort Study Rabe
Dewilopment Physical Strest Addreis 1]

Development City |

Zip Code for Development ¥ 3¢

Coaanity of Devalopmant € pelagt» ¥ B

Manapement Company &

Request Prepared bnd Submitted by 5

How many units are within the develogerent (tokal)? Section ¥; Parcels and Linits Uinder Comsideration

How many uhits Bre urdsr condideration les pertilication paer tiabule ) )

195 19TE[3)? Fawoed Rember ik ers tofimd (o o Uit moder

e bl pIOSEITy BpEaiser and

Wihat dete vens the submitied Rentsl Market Study complebed? conskieration per parcel

searrh for parcel number,

Clate of Aental Market Sudy Expiration If there are
Froeiide the Mame of the Certified General Appraiser that completed your multiple owners
e please complete this field
Frowide the certification nember of the certified general property appraiser in the foIIowing way-
thst coenpletesd your rental market study. Clck hers bo be directed to the
Depariment of Business Regulation’s database to find certification number Owner name 1 (FElN),

« gelect » Owner name 2(FEIN);
Mame of Ownen|s]

Owner name 3(FEIN); etc.

To kst mulbiple cwners saponohe wEng o semi-nole
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Section 4

Section 4: Unit Infarmation

Far eference: Please review the number of
Provide information for eeck usT under cerfificolion consderation. Unis must be bsted indhvidually [TE; 14, 24, ete. ) ond eoch peflow field must be compdeted for eoch wnil. Felds in _‘Mr' g o ke
white will guto cokulate, ond ocfusl rent WBUST be equol fo or bess than Hve Masimum Monthly Rental Rate befiore the request will be ocoepbed, Please rote Bhat rends and incomes units par AMI below. i they do not match your
both represent maximems of the identified AMI Cofegory. Unkt Bst, AMY provided, ond acfeal mosthly renfaf rofe provided here do sot resvesent verifiootion by Forido Housing planned submission plaase review the adjacent
umit list,

T5 DERA SERET WRCERT ieten Seeiing @ irE-pear pemimion. )
e

Numbar of units serving Numbar of units serving
annual madian income, | annual median incoma,

BO% or below, B1%-120%.
Building it Parcel Wembes Mumber of | Housrhaold Tenant % Aentsl Mlasi Boyrals] Actual Monthly u [ D
L LITLE oo B sty et Served AN Market Sy Bl hly Rewial Bale Reag
Cappoy Nalw (indudes sl chargey
\ 1hat arc & condition of
\\ norupancy]
< gelert > €SBl > * SEWIL > £ SEElL >
T thpar] davbdr, [l In the first application
< pglegh = it > < pelect = = gplect
caslect = costects | csslects | <osiect> year, Household
< gelet > € SENBIL + ST ¥ € SESECL ¥ H
< gelect @ € glesy < sederi > < Selerl > Slze CannOt be
o pelecs = o gt v = gt = pelect “Vacant”
nplegh = 4 gl « glart > « gplact » )
< select > csetect> | <selert> | <select> All units must
< felet > € SRl > o SEWEL > £ SEWLLE > .
o paigcd = o gl LR T i apkect .
be occupied
Tpelegh ® < gelagt > « palart ® « galect s |
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Section 5

Section 5 Owner's Certification

Initisl =sch bos
em oy

Dl I P il FEa:
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Uploading your documents

You will need to upload 2 documents
— Completed certification request

— Rental Market Study

Once you upload your certification request, the
portal will check for outstanding fields and errors

— This does not indicate that you are approved for certification
— Administrator will review applications for additional issues

Until portal identified errors are corrected you will
not be able to submit your request




Submitting Request

For How To

Required Uploads

MM Template FINAL 9282) with data.clix

E iploaded on 10/31/202Y S20:23 AM
If there are no errors
— - found the submit
e request button
T Uplosded on 10/31/2023 92851 AM will become active on

January 1.

) B «—— Click to Submit




Submitting Request (cont.)

e apps. fleridahousing.org says After yOU CIiCk Su bmit
_ A uthaarz ] v O tha cirer nda that _ 1 H :
s ol i P g o ot sorsED. this window will

approval nor a guaranies of an swemmphon wncer secton 197 1978403)

appear. Read
KEN. . and agree to the

3 terms then
Development Mame For How To CIICk “OK”.
E" .. " " n
-t This will submit your
request. See the next
3 it detiio page if you
129:22 AM are unable to submit
shousing.org . .
due to validation

errors.




If Data Validation Errors Exist

* To correct these errors, open your request
template on your computer

 Correctissues

 Remove the previous submission
* Re-upload the corrected copy




Checking for Data Validation Errors

* When the portal reviews your uploaded document, it will
check and notify the applicant of existing request errors.

* Review the data validation report and correct issues on your
local template.

« Some common errors:
— Required Field Left Blank

— The number of units submitted in section 4 does not match the number
of units in cell “How many units are under consideration for certification
per statute 196.1978(3).” in section 1 — Correct by ensuring the number
of units in section 4 and the identified cell are equal and correct.

— You have less than 71 units in cell 12A “How many units are within
the development(total)?”




Data Validation Errors

* Error: The Market Study is out of date (see line 15)

« What this means: The date you've submitted for your
rental market study completion date is greater than 3
years prior to March 1 of the tax roll application year

« Solution: Double check your rental market study
completion date and change. If rental market study is
out of date (completed 3 or more years prior to March 1
of tax roll application year) you will need to obtain a new
one and resubmit.




Data Validation Errors

Error: The number of units in row 13 must equal the number of
units in section 3 and section 4.

What this means: The number of units you've entered in section

4 does not equal the number of units you entered in section 1 and/or
section 3. The number of units under consideration must match in
each location.

Solution: Double check your submission, all three below must be
equal.

— Cell A13; Section 1- How many units are under consideration for
certification per statute 196.1978(3)?

— Count of units in section 4

— Sum of cells D16-D23:; Section 3- Number of units under
consideration per parcel




Data Validation Errors

 Error: The "...Total units in the development..." Is less
than 71, which is the minimum (see excel line 12)

 \What does this mean: The minimum number of units

required to be eligible is 71 or more. You have entered a
total number of units that is less than 71.

« Solution: Correct your submission, if you do not have
more than 70 units within the development, it is not
eligible.




Reuploading a corrected request

Test Dev. 1

Required Uploads - 1

L7

MMM Template Final Drafe 30023 xhix

 To re-upload a corrected
ploaded ore 282020 1112058 A

request, click “Click Here
to Remove the Current Upload.”
=)

 This will remove the current
request form.

« Then click “Choose File” and
navigate to the corrected copy.

« Upload the corrected copy.

Drlgrle Facquest




Submitting a Request

* When there are no further errors identified by the portal
on your request and a rental market study has been
uploaded, you can upload your request.

« This will be indicated by the submit button turning from
grey to green.

« The submit button will not be available until January 1.
Prior to that date, you can upload your documents to
prepare for submission.




Certification Submitted!

* Once a certification request has been
submitted your request status will change
from draft to submitted.

* The program administrator will review and
either:

— Tentatively approve your request

— Return your request with errors for correction




Receiving Certification

A certification notice, if issued, will be received no later
than February 15th

You will receive an email that the certification is available
to download.

Submit certification notice, the property appraiser’s
exemption application, and any other required
documentation to the local property appraiser by
March 1st

If exemption is received, plan to reapply for certification
the following year with FHFC.




Other Common Questions

« What if | have a MAC?

— Currently, FHFC offers a template that is compatible with Windows
only. You will need Microsoft Office version 2021 or later.

* The white cells are not populating.

— Some security software strips the embedded formulas from the
template when downloading. Check with your IT department for a
solution.

« Can | start by filling out my tenant information?

— No. Some of the data in those fields requires Sections 1, 2, and 3
to be completed. Completing the template in order will reduce
errors.




If you need help or have issues...

« Users can report issues or reach out for help
via middle.market.cert@floridahousing.org

« Or by clicking on the link located on the main portal dashboard

Multifamily Middle Market Certification Portal (MM

Remqaes Lt AT TRy I il

Faguast i CraTl LNy Davalopming Naime REquist S LT Ugaanea Date

T Companny Tesd D 1 Drsfl 050043 02 53 Py m



mailto:middle.market.cert@floridahousing.org

Additional Resources

 There are other resources available via the Florida
Housing Finance (FHFC) Live Local website found here -
Live Local Act (floridahousing.org)

— Frequently Asked Questions
— MMM Portal Access

— Property Appraiser Contact Information

— Multifamily rent and income limit chart

— Other



https://www.floridahousing.org/live-local-act

: :we make housing iﬁordoble
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