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Introduction

The HDC AMPS Portal is a web-based application managed by the New York City Housing
Development Corporation (HDC), designed to support the submission and review of
financial information and rent roll for affordable housing units financed by HDC.

The AMPS portalis still a work in progress and continues to evolve. At this stage, users have
early access to core functionality, but the portal will receive ongoing improvements and
feature enhancements.

As Managing Agents submit application documents and resident information, it is
important to recognize that this data will often include Personally Identifiable Information
(P, which carries a potential risk if disclosed improperly. HDC has designed the HDC
AMPS Portal to offer secure storage and transmission, reducing the risk of unauthorized
access or disclosure. All Pll-containing records must be submitted exclusively through this
portal to maintain data protection standards.

This guide will walk you through each step of using the HDC AMPS Portal effectively, from
initial login and document submission to the final review and approval process.

The HDC AMPS Portal is accessible here: https://nychdcleasing.powerappsportals.us/

For questions regarding submissions or for technical support, please contact
goalsreport@nychdc.com
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REGISTRATION

Managing Agent Administrator

1. Check your email for the invitation from HDC:

New Invitation for HDC Leasing Portal

0 hdcnotification @ | € Reply | € RepyAl | —> Forward | | i | |+

To @ Max Levine Wed 12/4/20

Hello,
‘You have been invited to register in the HDC Leasing Portal.

Please click on the link below to start the registration process.
https://nychdcleasing. powerappsportals.us/Account/L ogin/Register ?returnUrl=962F&invitationCode=052c6635-857e-44c2-3a6¢c-c3701ch1afad1299c381-5635-4033-98e7-1253922a559

Thank you!
Leasing Team

2. Clickthe link and follow the registration steps:
a. Click “Register”

iﬂl HDC A | Signin

=] Sign in Register Redeem invitation

Redeeming code: 0e0d569d-6ed1-4b6d-bcBc-22169fbc582efbe1d121-166¢-4f4b-b8bd-a565b6749bfd

Register using an external account
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3. You willthen be directed to the NYCHDC Sign in page. Select “Signh up now”

gl e

Sign in

Sign in with your email address

| Email Address

| Password
Forgot your password?

I Don't have an account?  Sign up Now I

a. Enteryour email and request a verification code:

Send verification code
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4. Checkyour email for the verification code, enter it in the “verification code” box,
and click “Verify Code”. Then, choose a password, enter your first name, last name,
and display name and click “Create”

il Hoe

Verify your email address

hanks for VEMYING your LiskmiEgmail.Com acoount

Your code is: 590530

e

LR
VILHOLEL

5. Afterthe accountis created, you will be taken to the sign in page:

Sign in failed.
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Upon your initial sign-in, you'll be directed to the profile page, where you can add
optional account information and confirm that all details are correct. Once you've
verified your information, scroll down, and click "Update”

Prafile

Profile

First Mame and Last Hame
Emsil Address v Phone 1
Organization Title

Your Information

First Mame * Last Name *

Organization Name Title

Hickname Wieh Site

Public Profile Copy

How may we contact you? Select all that apply

EQ“NH
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PASSWORD RESET

1. On the sign-in page, click “Forgot your password”

NYC
1 Hoc
Sign in

Sign in with your email address

[ I-nmi Address

| Eorgot your password? |

Dom't have an account?  Sign up now

2. Enteryour email address and click “Send verification code”

Send vedification code

Continue
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3. Checkyour email for the verification code, enter the verification code from the email
and click “Verify code”, then click “Continue”.

NYCHDCB2C account email verification code » e« a8 B

Microsoft on bahalf of NYCHDCB2C «misinessrvicesteam@miconfionl HPM (Imisteagel & @ 4

e v

Verify your email address

Thanics for verifying your shitlandra022 Bgmail.com account :
Your eode is: 614520

Sincerely, Vesity code Send new code

NYCHOCBAC

i

4. Enter and confirm your new password, then click “Continue”

Continue

AMPS Landing Page

After logging in, you will be directed to a landing page with the application tile “GL/OAL
Submission.” Click the green button labeled “Open” to access the AMPS portal.
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Welcome to HDC Portal,

Select an application to continue

G@AL

AMPS Submission

Upload templates and review submission data

Templates:

diisc Asset Management Performance System

Home | Submissions | Create Submission | Test PRIVATE -

Document Templates

Click on the template below to download

Collection Eoss Brosechion

There are four templates that managing agents can use to submit information. When
downloading the template files, please do not change the file name. Changes to the file
name may create issues with the processing of any data uploads.

Budget: The Budget template is the tool managing agents will use to project expected
spending and revenue for each financial line item. It provides a structured way to outline
anticipated costs and income, supporting accurate planning and forecasting.

Collection Loss Projection: Managing agents will use the Collection Loss Projection
template to report the types of bad debt reserves created for arrears.

GL: The GL template is the standardized tool that managing agents will use to submit
actual quarterly financial information. It is designed to capture detailed line items,
ensuring consistency and accuracy across all submissions.
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GOALS Rent Roll: The Rent Roll template is used by managing agents to provide tenant
and rent information, report arrears, and document any related litigation details.

Create a Submission

1. Click on the tab “Create Submission”

NYC

diic Asset Management Performance System

Home | Submissions | Create Submission | Test PRIVATE -

Document Templates

Click on the template below to download

Cotiection Coss Prosestion _

1. Click the magnifying glass button next to the box labeled “Project.” Next click the
checkmark next to the project the upload is for. The click the box “Select.”

Project Name *
| a |
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Lookup records

Search Q

Choose one record and click Select to continue

+« Project Name 4 Project Number 4 Created On
[] Project1 00001 5/6/2024 12:38 PM
[] (roject2z 00002 5/6/2024 12:39 PM

Cancel

1. Click on the dropdown menu for “Submission type” and select the option that
matches the template being uploaded.

Submission type *

Select e
Budget

General Ledger
GOALS Rent Roll

Collection Loss Projection

2. Enterthe year the upload pertains to in the box titled “Submission Year.”

Submission Year *
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3. Ifthe uploadis a GL or Rent Roll submission, click on the dropdown menu for
“Quarter” and indicate what quarter is being reported.

Quarter

Select b

iﬁ?ﬁ"

4. Click “Next - Upload” to move on to the second step of the upload process. You
might have to double-click the button to move on.

e Asset Management Performance System

Home | Submissions | Create Submission | Test PRIVATE -

Upload

There are no folders or files to display.

5. You’ll now be directed to the upload page. Click on the button “Add files” to open
the add files popup.

il New folder
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6. Click on the button “Choose files,” which will prompt you to select the file on your
computer you wish to upload. Please ensure that the template file name has not
been changed prior to uploading.

Add files

Choose files Choose Files | GLxlsx

COwverwrite existing files

7. Afteryou have selected the file, click on the button “Add files” in the popup window.

8. Click the button “Next — Validate Data” to finish the submission process.

Note: Depending on file size, data may be delayed in appearing in this section.

Validate Data

9. Wait up to five minutes and then refresh the page. Any rows with errors that may
cause data ingestion issues will be flagged under the section “Failed Rows”.
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GL

Validation Summary

Your submission will underge a validation process to verify whether all data points have been entered correctly. Please don't close the page until the validation process
finishes loading. Allow up to five minutes for the process to be completed, then refresh the page to view any data points that have been flagged for errors,

Submission Status *

Uploaded

Failed Records
Export fo Excel

Validation Summary Account Mumber Hotes

There are no records to display.

10. Click the button “Export to Excel” to download a spreadsheet listing rows with
detected errors.

Export o Excel I

11. Please correct any errors detected by the system and create a new submission with
the corrected data. The system will not allow you to submit until all data errors have
been resolved. If no errors have been detected, please click the button “Next” to
proceed,
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GL

Validation Summary

Total Records in Uploaded Excel: 264
Successful: 26
Failed: 238

A submission cannot be processed if it contains any detected errors.

Data errors may include cells with extra values, N/As, special characters, and text when only numbers should be entered.

Submission Status *

Validation Failed

Failed Records

Export fo Excel

Validation Summary Account Title Category HNotes

Account Mumber

Amount field cannot be 5490 Revenue from Investments - Financial Revenue

blank!

Amount field cannot be
blamk!

Amount field cannot be
blank!

Amount field cannot be

Miscellaneaus

Laundry and Vending
Revenue

Washing Machines

Electric Income

Other Revenue

Other Revenue

QOther Revenue

blank!

- @ 2 -

Submission

If no errors have been detected, the submission has passed initial validation and can be submitted. Please press

“Submit” to continue. If errors have been detected in your submission, please address them and then create a new
submission with the updated file.

Submission Status *

Validation Failed

Previous -

12. Press “Submit” to complete the submission process.
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Submission

If no errors have been detected, the submission has passed initial validation and can be submitted. Please press
“Submit” to continue. If errors have been detected in your submission, please address them and then create a new
submission with the updated file.

Submission Status *

Validation Success

View Submission

1. Click on the tab “Submissions” to be brought to the submissions window. Every
submission you have made will appear.

diioc Asset Management Performance System

Home | Submissions | Create Submission | Test PRIVATE -
+ Create = Active Submissions 2 Search here
Sub... | Submission t... Project Num... Project ... Managin... Submissi... Submission Y... Submission...
Sub-1297 Budget 002589BHP Brooklyn B... Progressive a1 2026 Submitted
Sub-1270 Collection Loss P... 002589BHP Brooklyn B... Progressive 2026 Submitted
Sub-1269 Collection Loss P... 002589BHP Brookiyn B... Progressive 2026 Submitted
Sub-1258 Collection Loss P... 002589BHP Brooklyn B... Progressive Q2 1970 Submitted
Sub-1257 Collection Loss P... 002589BHP Brooklyn B... Progressive Q1 1970 Submitted
Sub-1256 GOALS Rent Roll 002589BHP Brooklyn B... Progressive Q3 1950 Submitted
Sub-1230 GOALS Rent Roll 002589BHP Brookiyn B... Progressive Q2 1945 Submitted
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