
Welcome to Procorem!

An introduction for owners and management agents of multifamily 
developments with Asset Management and Compliance oversight by 

RIHousing with a focus on Tenant Event Updates

August 31, 2023



RIHousing has partnered with ProLink Solutions for the 
purpose of monitoring multifamily developments

• RIHousing Asset Management staff will be using ProLink 
going forward 

 LIHTC Compliance

 Ancillary Compliance

 Financial reporting

• Owners and management agents will access
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Procorem Users
 All users are required to submit a 

Procorem User Authorization form

 At least one employee from 
ownership and management agent of 
each site
 LIHTC

 Ancillary funding

 RIHousing financing

 Users will be recertified annually



Procorem Workcenters
 User-friendly

 Site-specific
 Upload tenant events
 Submit documents and reports
 Provide tenant files for review

 System-generated reminders

 Transparency
 Site documents will be available

 Regulatory Agreement 
 LURA
 Other agreements



Tenant Events
• Procorem is replacing WTC
• Due by the 10th of the month
 Sites capable of generating XML file must 

upload a year-to-date XML file monthly
 NAHMA XML Standard 4.0, 5.0, or 6.0

 Manual entry of tenant events required for sites 
without the ability to upload

• Submit only after all certs for the 
compliance year have been captured
 If the submit button is clicked, please notify your 

Asset Manager to unlock the tenant event 
update

• Straight PBCA sites without RIHousing, 
LIHTC, or ancillary funding layer are 
exempt for now

Upload YTD monthly

_ Due September 15, 2023_



Data Integrity
• HUD Data Reporting required annually
 RIHousing submits LIHTC tenant data via 

XML

• Certain fields must match between your 
property management software and 
Procorem
 Property Name

 BIN

 Building Name (Address)

 Unit #

• Excel report in Compliance workcenter



Market Units



Asset Management
• Separate workcenter from Compliance

• Will replace e-mail boxes currently used

• Standardized Templates

• Efficient and secure submission

• Improved communications

• Deadline reminders



Multifamily Inspections 
& File Reviews

• RIHousing offers the option of 
a remote file review
 Partners will be allowed the 

same choice in Procorem

 PBCA sites with no further 
multifamily funding will remain 
in SharePoint until further 
notice

• Procorem will deliver 
notifications and findings
 Cuts down on e-mail and 

centralizes correspondence

Owner’s Certifications

• Procorem will distribute and 
serve as the collection center 
for annual owner’s 
certifications
 The task category exists in the 

compliance workcenter but will 
be built toward the end of 2023



Deadlines September 1, 2023
Register in Procorem

September 15, 2023
2022 Tenant Events in Procorem

October 1, 2023
LIHTC properties begin 
submitting monthly tenant events 
in Procorem



Workcenter Invitations 

When a RIHousing employee invites an 
external user to a workcenter, a 
notification is sent to that user’s e-mail 
address. 

This example focuses on a first-time 
user’s perspective of the signup 
procedure.

֍ Click Sign Up



Sign Up
The Sign Up button opens the link in an 
internet browser; another verification e-
mail will be sent after you finish signing 
up.

֍ Enter your First Name
֍ Enter your Last Name
֍ Create a secure Password using the 

criteria in the window
• No spaces
• At least 1 number
• At least 1 capital letter
• At least 1 lowercase letter
• At least 8 characters long



Check your E-mail

You’re almost done! When you see this 
screen that’s your queue to check your e-
mail for the final step.

֍ Check your e-mail 



Confirm your Account

All that’s left to do is confirm your 
account before you sign into Procorem.

֍ Click Confirm Account and Get 
Started!



Didn’t Get Your Invite?

• Check your junk mail
• Contact your IT Department
• Contact Procorem System Admin to 

confirm your e-mail address
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Tenant Event Portal

Files
Files 
Each property will have nearly identical 
file structures unique to their property 
funding and compliance layers. Site-
specific legal and recorded documents 
such as the Regulatory Agreement, 
LURA, 8609(s), etc. will be available in 
Procorem. If they are not yet available 
when you explore your workcenter, 
please be patient while we perform our 
processes to upload these items. When 
submitting a document for a task, the 
file path will be identified in the 
Location field.



Posts 
Communicate with your Asset Manager 
directly through Procorem using the 
Posts feature. Each Compliance 
workcenter comes with a default post 
directing users to ProLink’s online 
training featuring tenant events and all 
of the available help center resources to 
guide you along the way.
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Tasks 
A Procorem workcenter may be built to 
remind users of upcoming deadlines and 
reminders of past due deadlines with 
built-in tasks.

When submitting a document for a task, 
the file path where the item should be 
stored will be identified within the 
Location field within a task.

You can mark tasks as completed; 
RIHousing staff may approve tasks. 
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Calendar 
Tasks with dates assigned to them will 
be reflected on the calendar in a 
workcenter.

The beginning date of the task, end date 
of the task, and all dates in between will 
be highlighted.
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Activity 
Shows you what you may have missed. 
Entries are logged for each task 
completed, file uploaded, file 
downloaded, etc.

Your e-mail notifications should look 
similar to what you see in the Activity 
section of Procorem.
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Links 
Not applicable to all workcenters. If 
there is only one workcenter for a 
property, it will not have any links.

Remember, some sites have both an 
Asset Management workcenter and a 
Compliance workcenter; those will be 
linked. 

Permission settings and the completed 
Procorem User Authorization form will 
determine whether you have access to 
any linked workcenters.
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Tenant Event Portal 
Available only in Compliance 
workcenters, this portal is where tenant 
events must be uploaded by the 10th of 
each month.
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Tenant Event Portal



Adding Tenant Events
The Tenant Event Portal offers two ways to enter tenant events.

XML Import
Properties with Property 

Management Software that 
provides the capability to 

generate a NAHMA Unit Status 
report can import all events for 
the compliance period (or year-
to-date) using the XML Import 

Function.

Manual Entry
Owner/agents can enter tenant 

events manually for the 
compliance period.

The pale-yellow sections throughout the portal provide much of the information we’re 
discussing and are worth reviewing if you have questions while importing tenant events.



• Generate the year-to-date XML 
file from property management 
software

• Upload the year-to-date XML 
file into the Tenant Event Portal

• Yes, upload a file even if there 
were no changes to tenant 
events.

• Mark associated Tasks as 
Complete

Adding Tenant Events
RIHousing requires tenant event updates by the 10th of each month.

XML Import Manual Entry

The pale-yellow sections throughout the portal provide much of the information we’re 
discussing and are worth reviewing if you have questions while importing tenant events.

• Enter all tenant events that 
have taken place since the last 
update.

• Mark associated Tasks as 
Complete

• If there were no changes since 
the last upload, use the 
Comment option in the Tasks to 
communicate with your Asset 
Manager





Accessing the Tenant Portal 

1 Log into Procorem and select the desired workcenter.

1



Accessing the Tenant Portal 

2
The Tenant Event Portal is accessed via the left navigation panel on the 
selected workcenter. Click on the Tenant Event Portal menu item to 
navigate to the Compliance Periods for the workcenter/property.

2



Accessing the Tenant Portal 

3
Select the View Events button for the Compliance Year you’re working 
on. Best practice is to work from oldest to newest.

3



Accessing the Tenant Portal 

4 If the Compliance Periods page is blank, contact your Asset Manager.

4



Importing Tenant Events via XML

1
Navigate to the workcenter where you would like to import tenant 
events

1



Importing Tenant Events via XML

2 Select the Tenant Portal menu item in the left navigation panel

2



Importing Tenant Events via XML

3
The Compliance Periods screen will display available compliance 
periods. Select View Events for the compliance year you’re updating.

3

If the Compliance Periods page is blank, 
contact your Asset Manager.

If Events: Submitted, you will also be 
unable to import tenant events.



Importing Tenant Events via XML

4 Select Import Tenant Events

4



Importing Tenant Events via XML

5 Click Choose File and select the XML file to upload. Click Open.

5



Importing Tenant Events via XML

6 Upload the XML file into Procorem. 

6



Importing Tenant Events via XML

7 If necessary, work through errors for a successful upload

7

Verify the breadcrumb trail at the top of the 
page to make sure you’re in the right 
workcenter.



Notes



System Errors



Data Errors



Resolving Errors



NAHMA Standards



NAHMA 
Definitions



Resolving XML 
Errors



Success!!





Validation



Properties uploading XML files must 
never make manual corrections in 

Procorem. Instead, update your 
property management software and 

generate a new file for upload.



RIHousing asks that you refrain from 
using the Submit Tenant Events button 
until the end of the Compliance Period.



Importing Tenant Events through Manual Entry

1
Navigate to the workcenter where you would like to import tenant 
events

1



2 Select the Tenant Portal menu item in the left navigation panel

2

Importing Tenant Events through Manual Entry



3
The Compliance Periods screen will display available compliance 
periods. Select View Events for the compliance year you’re updating.

3

If the Compliance Periods page is blank, 
contact your Asset Manager.

If Events: Submitted, you will also be 
unable to import tenant events.

Importing Tenant Events through Manual Entry



4 Expand each Building using the toggle switch to reveal the units

4

Importing Tenant Events through Manual Entry



5 Select a unit by clicking on the unit’s row.

5

Importing Tenant Events through Manual Entry

The most recent certification will display in 
the Last Event Date.



6 Verify the unit to be updated. Click + Add Tenant Event.

6

Importing Tenant Events through Manual Entry

Tenant Events should only be amended in the current 
compliance year. For instance, a 2021 tenant event 
cannot be corrected in 2022.



7
Starting with the Tenant Event tab, populate each fillable field as 
applicable. 

7

Importing Tenant Events through Manual Entry

Required fields are 
identified with red 
ribbons. 

Household information from the 
previous certification record will carry 
over when the record is saved.



8
Verify the Programs associated with the unit. Select Full Time Student 
Status Exception if applicable.

8

Importing Tenant Events through Manual Entry

If Unit Type is Low Income, 
at least one Program must 
be selected.

Your screen will likely have more information 
populated in this section



9 After confirming the details of the tenant event, click Save.

9

Importing Tenant Events through Manual Entry

Greyed out fields may 
be editable on 
subsequent screens.If the event is a recert or correction, 

household members will populate from a 
previous cert after Saving the current tenant 

event.



10 Select the Household Members tab. Add household members as 
necessary.

10

Importing Tenant Events through Manual Entry

Add Household 
Members with the click 
of a button.



11 Delete former household members if applicable.

11

Importing Tenant Events through Manual Entry

The Delete button acts 
as the save button.



12 Select the Household Income tab. 

12

Importing Tenant Events through Manual Entry



13 + Add Household Income by entering one line item for each income 
source for each household member.

13

Importing Tenant Events through Manual Entry



14
Complete one Household Income record for each household member 
and each income source. Save after each entry until all income has 
been captured in the tenant event summary page. Save and Return.

14

Importing Tenant Events through Manual Entry

Save • Saves the record and stays on the page

Save and New • Saves the record and opens a 
new page of the same type

Save and Return • Saves the record and brings 
you to the previous screen



15 + Add Household Income from Assets by entering one line item for 
each asset source for each household member.

15

Importing Tenant Events through Manual Entry



16
Complete one Household Income from Assets record for each 
household member and each asset source. Save after each entry until 
all income has been captured in the tenant event summary page. Save 
and Return.

16

Importing Tenant Events through Manual Entry

Save • Saves the record and stays on the page

Save and New • Saves the record and opens a 
new page of the same type

Save and Return • Saves the record and brings 
you to the previous screen



17
After all tenant events have been entered, click on the breadcrumb 
with Year – Units to return to the Compliance Period page for the 
selected year.

17

Importing Tenant Events through Manual Entry



18 Click the Tenant Event Validation Button

18

Importing Tenant Events through Manual Entry

This screen is a demo; 
established sites will have 

more populated rows



19 Select Validate Tenant Events.

19

Importing Tenant Events through Manual Entry

Click the Return to 
Compliance Period button 
if further revisions need to 

be made.



20
Clear Validation Errors by correcting the fields in the error menu. Click 
the Return to Compliance Period button to make the necessary 
adjustments. Repeat steps 18 and 19.

20

Importing Tenant Events through Manual Entry



21 When you get the thumbs up, do a happy dance!

21

Importing Tenant Events through Manual Entry

Submit tenant events only 
after all tenant events have 

been entered for the 
compliance year 

(January – December)



• Tenant event data that was reported to RIHousing prior to 
November 7, 2022 was migrated into ProLink. 

• Must be updated before working on the 2023 Compliance Year
• The deadline for updating the 2022 Tenant Events is September 15, 

2023
• Each compliance workcenter comes with a detailed list of the 

property name, BIN, building name (address), and unit number

2022 Tenant Event Update Notes



1. Generate the 2022 XML file from 1/1/22 – 12/31/22 from your 
property management software

2. Upload the 2022 XML file into the Tenant Event Portal

3. Validate the tenant event update and address errors as necessary

4. Submit after errors are cleared

2022 Tenant Event Update for Sites Using XML Upload



1. Review the existing certifications in Procorem

2. Enter any tenant events that have not been captured

3. Validate the tenant event update and address errors as necessary

4. Submit after errors are cleared

2022 Tenant Event Update for Sites Doing Manual Entry



Occupancy Report
Generate an occupancy report using tenant event data in Procorem by 
selecting the Export Events button for a given year.

Property Name • BuildingName •  Unit # •  # of Bedrooms •  Unit Type •  Program(s) • HOME Unit Type •  Event Type •  Event Date •  
Transfer To Building •  Transfer To Unit •  Total Household Members •  Head of Household  • Student Status •  Full Time Student 

Exceptions •  Total Household Income •  Gross Rent •  Tenant Rent Portion •  Utility Allowance •  Federal Rental Assistance Amount •  
Federal Rental Assistance Source •  Non Federal Rental Assistance Amount •  Non Federal Rental Assistance Source •  Special Needs •  

Most Restrictive Income Designation •  Most Restrictive Rent Designation 



Tasks
In addition to the monthly tenant event update, management agents 
responsible for updating tenant events must complete the 
corresponding tasks in Procorem by marking them Complete by 
checking the boxes for the month.



Monthly Tasks
1. Tenant Event Update
2. Validate Tenant Events

Annual Tasks
1. Final Tenant Event Update
2. Validate Tenant Events for the year
3. Submit Tenant Events



v

Procorem Help

Tenant Event Training with 
ProLink

Tenant Events in 
the Procorem 
Tenant Portal

Manually Add 
Tenant Events

Import Tenant 
Events

Validate and 
Submit Tenant 

Events
Help is only a 

click away!

https://www.youtube.com/watch?v=3xLPbkdMPtE
https://compliancehelp.procorem.com/en/tenant-events-in-the-procorem-tenant-portal.html
https://compliancehelp.procorem.com/en/manually-add-tenant-events.html
https://compliancehelp.procorem.com/en/import-tenant-events.html
https://compliancehelp.procorem.com/en/validate-and-submit-tenant-events.html#UUID-72422e56-c6d4-d2fb-aaa7-e1408fe33358


Lenore Coughlin
Multi-Family Business Solutions Manager
401-457-1258
lcoughlin@rihousing.com
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