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Section 1: Introduction

This document provides instructions for uploading household and tenant data to CMTS, using the CMTS Unit
Upload feature in CMTS. The terms “tenant data” and “household member data” are synonymous, and both
are used in this document.

Two comma-separated value (CSV) files are involved in data uploads to CMTS.

e The firstis the Household file, which contains household-level information. This is data that is
displayed on the Household Information section of the Unit screen. This data, such as Move In Date
and Annual Income, applies to the entire household.

e The second is the Tenant file, which contains tenant-level information. This is data that is displayed
on the Household Members section of the Unit screen. This data, such as First Name and DOB, applies
to a specific person.

The file layouts, field definitions, and related instructions are contained in the CMTS Unit Upload Specification,
which is located on the same web page (http://www.tdhca.state.tx.us/comp reporting.htm) as the
instructions you are reading.

As of the date the CMTS Unit Upload Instructions were written, three property management software vendors
(RealPage, Simply Computer Software, and Yardi) will be providing features in their systems to extract
household and tenant data in the two file formats. Properties that use other off-the-shelf or custom internal
systems for managing property data can also follow the CMTS Unit Upload Specification to develop household
and tenant data extract capabilities.

Important note about CSV files and Excel: If you open CSV files in Excel to view them prior to uploading them
to CMTS, do not save them in Excel. The reason is that Excel automatically changes some values. For example,
a unit number of '01-00' will be changed to 'Jan-00'. If for some reason you need to edit a CSV file prior to
uploading it to CMTS, use a text editor like Notepad or Notepad++ instead of Excel. Use Excel only to view CSV
files. For more on CSV files, read the Wikipedia page at https://en.wikipedia.org/wiki/Comma-

separated values.
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Section 2: Using CMTS Unit Upload

The Your Property Listings screen in CMTS now includes two links to upload household and tenant data.
Those links are labeled Upload Unit Household Data and Upload Tenant Data, as shown in the screenshot

below.
N L - .
CMTS Property Reporting System
Your Property Listings

PROPERTES

Annual Owners | 8609 Unit Update Edit . Tenant Electronic

F‘rulplé}ert:.r Prr‘? perty Compliance Partll Status Contact Manager Reports Uun HIDE;E Data Document

ame Reports Report Report | Information Password pina Upload  Attachment
Test Unit Update Edit . Upload Unit Upload Attachments
3166 B Status  Contact Managers Reports Household Tenant —IZI‘
roperty Report | Information Password Data Data o

s

Before uploading household and tenant data, the following items must first be completed:

1. The household and tenant files must be created, usually by extracting them from the property
management system that you use and saving them to a location of your choice on your computer or
local network.

2. Buildings and Units that correspond to the household and tenant data to be uploaded must first be
created in CMTS. Use the Add and Edit Buildings and Add and Edit Units links to add and edit buildings
and units. Those two links appear on the Property Detail screen, which is accessed by clicking the
Unit Status Report link on the Your Property Listings screen. Refer to “Instructions for Adding
Buildings and Units in CMTS” for more information.

CMTS Property Reporting System
rint Unit Status Report | Submit Reports | Vacancy Clearinghouse | | Add and Edit Buildings | Add and Edit Units

F'rupel%y Selection | Logout
In the following example household and tenant uploads, a test property (named Test Property) in TDHCA’s test
environment is used. It has two buildings and ten units which have already been created. To view the current

household and tenant data for those ten units in this example, we click the Enter Unit Occupancy link on the
Property Detail screen.
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CMTS Property

;| Print Unit Status Report | Submr

Clicking that link takes you to the Unit Selection screen.

CMTS Property Reporting System

Property Selection | Property details | Logout

Property#5166 Unit Selection
BUIII:IIr'Ig Search sEarch
Bin Bldg Unit#
#
Show All Units ” Search l
UNITS
TXO988776G 1 1 bdrm - 1 bath - 500 sqft Vacant
m THOOS5TTER 1 1 bdrm - 1 bath - 500 sqft Vacant
103 THO985776G 1 2 bdrm - 2 bath - 1000 sqft Vacant
104 THOOS5TTER 1 2 bdrm - 2 bath - 1000 sqft Vacant
105 THO985776G 1 2 bdrm - 2 bath - 1000 sqft Vacant
201 [} TXO9998877 Z 1 bdrm - 1 bath - 500 sqft Vacant
202 TX99998877 2 1 bdrm - 1 bath - 500 sqft Vacant
203 TX99998877 Z 2 bdrm - 2 bath - 1000 sqft Vacant
204 TX00998877 2 2 bdrm - 2 bath - 1000 sqft Vacant
205 TX99998877 2 2 bdrm - 2 bath - 1000 sqft Vacant

**Occupied units marked with asterisks are missing household member information. Either they do not have household member records or
there is no designated Head of Household. You will not be able to submit the USR until all occupied units have complete records for each
household member, and one household member must be designated as Head of Household for each unit.

The household and tenant data are currently blank for all units. The next screenshot shows the blank
household and tenant data for unit 201, as an example.
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Property #5166 Unit #201 (1 bdrm - 1 bath - 500 sqft) | Previous || Next || Exi |

Go ToBuilding: | Bin: 2 Number: TX88776655 ~ GotoUnit# 201 ~ Unit Status: Vacant

Household Information

Move

Mt::\;elq Out Tic Date: Recert?. No =~
ate: )
Date:
Annual HH Tenant Paid - .
Income: Size: Rent(&): AR
Special Assist. : .
Meeds: M Payment: HeSEETE M
LIHTC: - LIHTC - BOND: «~ | BOND {renty -
(rent):
HOME: - FOTE - HTF: - HTF (rent) -
(rent):
HTC
TCAP HTC
TCAP: - . - ) - Exchange -
(rent): Exchange: (rent).
NSP: - EF -

(rent):

Unit Accessibility Design

I ™ N S

[definitions] [add]

[ Save ” Save and Mext Unit ” Save and Exit ” MNews Household ” Mark Dowin

Household Members
First | Last . . : : - . FullTime | SSHN
.mmmm Eﬂlnlcw plsaied Student .

Add

Clicking Exit in the top right of the above screen takes you back to the Unit Selection screen, where you can
click the Property Selection link to go back to the Your Property Listings screen. In the following example,
one household and one tenant file will be uploaded for Test Property. The files in this example contain data
only for unit 201, but when extracting actual files from your property management system, the files will most
likely contain the household and tenant data for every unit in a property.

To upload a household file, click the Upload Unit Household Data link and then browse to the location on your
computer or network where the household file is saved as shown in the next three screenshots.
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Your Property Listings
09 Unit Update Edit Unit Data Tenant  Electronic
itll - Status = Contact Manager Reporis Unload [rata Cocument
port  Report | Information  Password = Upload Attachment
Unit Update Edit Upload Unit | Upload
Attach t
Status  Contact Managers Reports Hougehold Tenant ﬂ
Report Information |Password Dat Data
UPLOAD UNITS HOUSEHOLD DuATa
Upload CSV File: | Browse... | Mo file selected.
PROPERTY SELECTION h‘

Organize « Mew folder = + i @

7 Favorites 3 Documents library Arange by Folder
01-property-files
B Decktop
= Libraries
@ o || 5166-tenant-20170214. csv 271472017 2:40 PM CSV File
ccuments

E] My Documents || 5166-household-20170214.cev 271472017 2:33 PM CSV File

Mame Date modified Type

. 01-property-files

1 02_cdb_ca_and_housing

. email-archive

@l My Music

[2E My Pictures

My Shapes v 4 Tl |

File name: 5166-household-20170214.csv - ’Nl Files (*.%) "]

[ Gqﬁ v| | cance |
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After selecting the household file to be uploaded, click the Upload button.

UPLOAD UNITS HOUSEHOLD DATA
Upload CSV Fie: 5166-household-20170214.csv

PROPERTY SELECTION

If there are no problems with the file, CMTS will display a green informational message that states X result(s)
uploaded, where X is the number of records uploaded, as shown in the screenshot below. If there are
problems, CMTS will display red error messages that indicate what needs to be corrected. No data will be
uploaded until all problems are resolved. The error messages should be self-explanatory, but additional
assistance is available in the HouseholdSpecification tab -- or TenantSpecification tab if uploading a tenant file
-- of the CMTS Unit Upload Specification. Those two tabs include the data type, description, acceptable values,
and required yes/no indicator for each field. Also, refer to Section 4 of this document for two examples of
error messages.

« 1 result(s) uploaded

UPLOAD UNITS HOUSEHOLD DATA

PROPERTY SELECTION

To upload a tenant file, follow the above instructions, but click the Upload Tenant Data link instead and select
a tenant file instead of a household file. In the sample screenshots below, the tenant file that is uploaded
(5166-tenant-20170214.csv) contains two tenant records, also called household member records.

T  Dat Electronic
yortz  Unit Data Upload EHUET dﬂ @ Document
pioa Attachment
i Upload Unit UpluaT}\\:Eﬂant Attachments
ans Household Data |Data [0}

UPLOAD HOUSEHOLD TEMANT DATA

Upload CSV File: Browse.. Mo file selected. Upload

PROPERTY SELECTION
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Organize « Mew folder =~ 0 @
3t Favorites Documents library Anangeby: Folder ~
01-property-files
= DESH:U‘F" Mame Date modified T'_‘.-"F'E
= Libraries
| || 5166-tenant-20170214. csv 2/14/2017 2:40 PM CSV File

@ Documents
©| My Documents

(=1 5166-household-20170214.cov 2714720017 2233 PM C5V File

1. 01-property-files
1. 02_cdb_ca_and_housing

. email-archive

@i My Music
@k My Pictures
i My Shapes v | 4| LI | I
File name: 5166-tenant-20170214.csv - ’F't“ Files (*.") ']
’ Open N |vl ’ Cancel ]
UPLOAD HOUSEHOLD TENANT DATA
Upload CSV File: | Browse... | 3166-tenant-20170214.csv h‘ d

PROPERTY SELECTION

« Z2result(s)uploaded

UPLOAD HOUSEHOLD TEMANT DATA

PROPERTY SELECTION
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Section 3: Viewing Uploaded Data

To view household and tenant data in CMTS after you upload it, click the Enter Unit Occupancy link on the
Property Detall screen. (As stated on page 2, the Property Detall screen is accessed by clicking the Unit
Status Report link on the Your Property Listings screen. )

CMTS Property

¢ Print Unit Status Report | Subm

mation | Enter Unit Occupanc

Clicking the Enter Unit Occupancy link takes you to the Unit Selection screen.

CMTS Property Reporting System

Property Selection | Property details | Logout

Property#5166 Unit Selection
Bin Bldg Unit#
#
Show All Units ” Search l
UNITS
101 THO985776G 1 1 bdrm - 1 bath - 500 sqft Vacant
102 THOOS5TTER 1 1 bdrm - 1 bath - 500 sqft Vacant
103 THO985776G 1 2 bdrm - 2 bath - 1000 sqft Vacant
104 THOO985TTER 1 2 bdrm - 2 bath - 1000 sqft Vacant
105 THO055776G 1 2 bdrm - 2 bath - 1000 sqft Vacant
201 [} TX99998877 % 1 bdrm- 1 bath - 500 sqft Vacant
202 TX00998877 2 1 bdrm - 1 bath - 500 sqft Vacant
203 TX99998877 % 2 bdrm - 2 bath - 1000 sqft Vacant
204 TX00998877 2 2 bdrm - 2 bath - 1000 sqft Vacant
205 TX99998877 2 2 bdrm - 2 bath - 1000 sqft Vacant

**Occupied units marked with asterisks are missing household member information. Either they do not have household member records or
there is no designated Head of Household. You will not be able to submit the USR until all occupied units have complete records for each
household member, and one household member must be designated as Head of Househaold for each unit.
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Because the two files uploaded in this example contain household and tenant data for unit 201, that data is
now displayed on the Unit screen for unit 201.

Property #5166 Unit #201 (1 bdrm - 1 bath - 500 sqft) | Previous || MNext | [ Exit |

Go To Building: Bin: TXOU998877 Nurrber: 2 ~ Goto Unit# 201 ~ Unit Status: Occupied

Household Information

Move In Move
. 01/01/2016 Out Tic Date: Recert?: ves «
Date: .
Date:
Annual HH Tenant Paid - .
[a—— 22000 Size: 2 Rent(s) 1000 VUility Allowe: O
Special Assist . . -
T Yes - Payment 10 Assistance: HOME Rental Assistance -
_ LIHTC . - o -
LIHTC: - frant): - BORD: BOMD {renty: 30
. HOME . - a -
HOME: 40 - s hd HTF: HTF (rent):
HTC
TCAR: - ;I;grﬁ)'j - Excha':Tg - Exchange -
: ge {rent):
; MNEP
RSP M (rent): i

Unit Accessibility Desigh

e e T e

Mot Equipped Sample comments. [edit]
[definitions] [add]

[ Save ] [ Sawve and Mext Linit ] [ Save and Exit ] [ Mew Household ] [ tark Do

Household Members
First Last FullTime SSN
lmmm Ehnicity M- Student -
Tenant

Head of Other Edi
201 Andrew  Wiggin I P didnat M 01/0Bia4 M 0000 I_Delete
raspond Delete]

Other Tenant .
2201 valertine Wiggin Farnily 2;’::; didnot N 002085 ¥ 0000 %te
Metnher raspand Delete]
Add

The two screenshots below show the contents of the household file and tenant file that were uploaded. The
example household file contains a header row and one row of data. If more household records were in that
file, there would be another row for each additional household record.

The tenant file contains a header row and two rows of data (one row for each of the two household members
shown in the screenshot above).
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Screenshot of the example household file:

[ 5166-housshold-20170214.c5v |

PropertyId, Buildinglbhyr,Bin, TnitNbr, HouseholdSize, MoveInDate, MoveOutDhate, T -
enantPaidPent,, Utilitvillowahee, Anhual Income, Rentlzsistance, SourceofRent s
sistance, TicEffectivelbate, Becertification, Specialleads, Thithocessibilityl
Type,UnitiocessibilitylDese, Unithecessibility2d Type, UInithocessikbilityiheso
LBONDOual, BONDREentQual, HOMEQual, HOMERentQual, HTCEXOual , HTCEEZRent Qual , HTFQ
ual, HTFRentoual ,, LIHTCOual , LIHTCERentOual , NSPoual , N3PRentQual, TCAPCOual, TCAP
RBentgual

Elee,2, TEEBE776655,201,2,20160101, 1000, ,22000,10,4, ,v, v, 3, TBample
conmente . ", 3, s s r i

Screenshot of the example tenant file:

[E 3166-tenant-20170214 . csv |

PropertyID, Buildingibr,Bin, Unitlhr, FirstName, LastName, MiddleInitial,Felation -
zhipToHOH, TenantRacel, TenantRaces, TenantRacesd, TenantRaced, TenantRaceS, Ethhic
ity,Disabled, Date0fEirth, 3tudent3tatus, 35NLastd

S166,2, TESGY76655, 201, Andrew, Wiggin, 1,30, ,,,,3,2, 19540106, 2, 0000

S166,2, TESEY76655,201  Valentine, Wiggin, 3,499, , - 3,2 ,1955050Z2, 1, 0000

The final screenshot shows part of the example tenant file, opened in Excel instead of a text editor.

& B = o E F i3 H I J 4
1 Pruéertil!auildingr\l Bin Lnithlbr  Firsthame LastMame Widdlelni: Relationst TenantRac TenantRai Tenant
2 3166 2 THABTTEE: 201 Andrew  Wiggin 1 4dg

3 alek 2 THAETTERS 201 walentine Wiggin 4 4z
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Section 4: Sample Error Messages

The following two examples demonstrate how to track down the cause of an error message in the household
or tenant file that you are attempting to upload.

Example Household File Upload Error Message

In this example, the file 5166-household-20170214.csv has been edited to change the UnitNbr field from 201
to 211. Unit 211 does not exist in our example property. As shown on previous screenshots of the Unit
Selection screen, the example property has ten units, numbered 101 through 105 and 201 through 205.
When an upload of the edited 5166-household-20170214.csv file is attempted, the system does not accept the
upload and returns the error messages shown in the screenshot below.

# Failed during household submission - Lnit 211, BIN TX88776655, Bldg # 2 Mo matching unit found.

UPLOAD UNITS HOUSEHOLD DATA

The error message indicates that Unit 211, BIN TX88776655, Bldg # 2 is not a valid combination of unit, BIN,
and building number. The next two screenshots show the file in a text editor (first screenshot) and Excel
(second screenshot). The problem value is selected in both screenshots. The file contains a unit number of 211,
which does not exist in CMTS for BIN TX88776655, Bldg # 2.

[ 5166-household-20170214.csv ]
A L L L B B D B DAL L LR L B
PropertyId,BuildingNbr,Bin, UnitNbr, HouseholdSize, MovelnDate, HoveCutDate, TenantPaidRent, UtilityAllowanc =
e, AnnualIncome, Renths=sistance, SourceofRentiAssistance, TicEffectivelDate,Recertification, SpeciallNeeds, Uni
thccessibilitylType, UnithAccessibilitylDesc, Uniticcessibility2Type, UnitAccessibility2hesc, BONDQual , BOND
Rent{mual , HOMEQual  HOMERent{ual , HTCEX(ual , HTCEXRentQual  HTFQual , HTFRentQual , LIHTCQual , LIHTCRent{ual , N5P
Qual, HNSPRentQual, TCAPQual , TCAPRent{ual
5166,2,TXBE8T7T6655, paml 2 20160101, ,1000,,22000,10,4,,v,¥,3,"Sanple comment=.", 3, ,,1,. 2, vrvrrrrer

A B C D E F G H 1 ]
1 PropertyliBuildingN Bin UnitMbr  Househol MovelnD: MoveOutl TenantPai UtilityAllc Annualle
2 5166 2 TKEE??E&E&'I 211! 2 20160101 1000 2200

b
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Example Tenant File Upload Error Message

In this example, the file 5166-tenant-20170214.csv has been edited to insert an invalid value for the
RelationshipToHOH field. When an upload of that file is attempted, the system does not accept the upload and
returns the error messages shown in the screenshot below.

» Relationship entry error, please correct: Unit 201 Property 5166.
= Errorin line® 2. Upload Mot Saved because of Invalid Data. Correct Data File and upload again.

UPLOAD HOUSEHOLD TEMANT DATA

The error messages indicate that there is a problem with Unit 201 of Property 5166, and that the problem is
invalid data in the second row of data in the file. The next two screenshots show the file in a text editor (first
screenshot) and Excel (second screenshot). The problem value is selected in both screenshots.

HEM&EMM&MMM%EV]

PropertyID,BuildingNbr, Bin, UnitNbr, FirstName, LastName , MiddleInitial,Relation
shipToHCH, TenantRacel, TenantRace?, TenantRace3, TenantRaced4, TenantRaces, Ethnic
ity,Di=zabled, Date0fBirth, StudentS5tatus=s, S5HNLast4

S5le6, 2, TXB8776655, 201, Andrew, Wiggin, 1,49, ,,,,3,2,19840106, 2, 0000

Slee, THSS??EEEE,EGl,Valentine,Wiggin,,Eﬂ,&g,,,,,S,E,lQSEGEGE,l,GGGG

%

2,
2,

H3 - Je | 99

A B C D E F G H |
Fropertyll BuildingN Bin UnitMbr  FirstName LastName Middlelni Relationst TenantRat Ten
5166 2 TXBBT7606E 201 Andrew  Wiggin 14g
5166 2 TXB87766 201 Valentine Wiggin I 99.|4g

LA P |

The TenantSpecification tab of the CMTS Unit Specification lists the valid values for RelationshipToHOH, which
are the following:

1 = Head of Household

2 =Spouse

3 = Adult Co-Tenant

4 = Other Family Member

5 = Child (including unborn child of pregnant household member)
6 = Foster Child or Foster Adult

7 = Live In CareTaker

8 = None of the Above

As shown in the above screenshots, the second row of data contains a value of 99 for RelationshipToHOH,
which is not allowed. The value for that field must be between 1 and 8.

Page 12 of 12



	CMTS Unit Upload Instructions
	Section 1:  Introduction
	Section 2:  Using CMTS Unit Upload
	Section 3:  Viewing Uploaded Data
	Section 4:  Sample Error Messages
	Example Household File Upload Error Message
	Example Tenant File Upload Error Message



