
Welcome to Procorem

Moving the Kansas Tax Credit & HOME Programs into the 

21st Century



A few things before we get started…
Certificates will not be provided for this webinar.

Annual Report Question: Any training you received in 2014/2015 where you 

received a certificate. Elizabeth Moreland’s class should be up and running in 
2016.

We have your audio turned off so all questions will need to be typed and 

submitted using the Q & A window.  Please locate the Q & A window in the 

bottom right corner of your screen.

Questions can be submitted at any point during the webinar.  Only I can 

see your questions and I may stop and answer your question right then or 

hold it until the end.

If you “raise your hand” during the webinar, you will be ignored because 
again, the audio is turned off.



A few things before we get started…

What is your experience with Procorem?

a. Just started using.

b. Have used but limited exposure.

c. Have been using it from the beginning.



What is Procorem?

Procorem is a 21st century web design that allows owner/agents to 

input a variety of data and files into a completely electronic 

system.

Procorem is attached to ProLink, the backend office that KHRC will 

use to evaluate data input in 2015 and forwarded and use for 

allocations applications starting in 2017.

KHRC will test allocation in 2016 with three applications.



Why ProLink and Procorem

KHRC has to move into the 21 Century

Support Harmonization

Less onsite time

Less intrusive on tenants and you

Easier retrieval of demographic data

Historical record of all transactions

Record of notifications (Both ways)

Record of data input (Both ways)

Support of Application Process for Tax Credits

Long term cost savings for all

Environmentally friendly



WorkCenter Assignments 



Adding and Deleting 

WorkCenter Users

KHRC has taken away the ability of Owner/Agents to assign users

If you need somebody assigned or removed from a WorkCenter 

send us  

-Name

-Email Address

-Owner/Agent or Owner/Agent Site

If using a generic email address we need to know whose name it 

was tied to before

Procorem assigns an email address to the property



WorkCenter Owner
KHRC and ProLink people only

Contributor
Owner/agents-may still be a few out there

We need to know so we can change

Owner-Agent or Owner-

Agent Site
Only assignment now to owner/agents

Data input, no deletions

Posts and tasks



Persons have been signed up 

but are 

“Pending WorkCenter Acceptance”
Email sent

-If you have signed onto another WorkCenter you will still 

receive emails for this one



WorkCenter Login 



WorkCenter Login

This is how your Procorem account is first set up.

All accounts can be accessed through the Procorem Invite and you 

will just need to log in and join. 

If you do not receive an email from Procorem check your spam 

folder!

The invite will appear from Procorem and not KHRC.



Email received from Procorem-It 

actually is coming from KHRC.

-Select Visit Procorem.



First Visit.

Fill in the 

blanks to 

sign up.

Agree 

and select 

Sign Up 

Now.



Error 

message 

received if 

you have 

an 

account 

already.



When you respond

You must select the WorkCenter once you are in Procorem.

We will receive a return email noting your acceptance.

Each property will have a WorkCenter. 

We will set you up as 

Owner/Agent 

Or

Owner/Agent Site



We know you have signed up.



OR

After receiving login credentials once you only need to login through 

the website:

https://app.procorem.com

Please do not create login credentials before you receive your first 

email from Procorem.

https://app.procorem.com/


Type in your selected email address & password.

Procorem has increased security on passwords, much longer and harder 

to remember.



Sign in.



Accepted



WorkCenter Profile 



Select this 



Select this 



Please fill this page in



Profile

Picture

Upload your picture or a friendly picture

Poor taste will get you removed

Invites

Invites to the WorkCenter

Password

Change your password

Preferences

Email preferences

Background Processes

Historical record



Select this



Make changes to your preferences then save



When you change your preferences 

You will still receive
Tasks created/update

Tasks finished/restarted

Tasks due

Prior task completed

Task comments

Task reminders (due soon, overdue)

You will stop receiving 
Regular posts

Forgot password

Password was reset

New invitations (to WorkCenters)

Account invites accepted

Account invites rejected

Bulk new collaborator

You must be set as No emails for preferences and Never for your digest



You can select none, you will still receive tasks and 

system messages

Changing your option will not retrieve past 

emails/posts



WorkCenters 



Select this

You will only see 

WorkCenters you are 

assigned 



WorkCenter Files 



Select This 



Select this 



Signed 8609s

8823s less than 3 years old & still open

Registered LURA

Mgrs. units, NAUR, Ownership changes



Select this to move back



Select this 



IDIS, LURA

Changes to original allocation docs 



Select This 



Credit & HOME

Mandated reports of property damage

Bad Property Category

Files, Physical, REAC, Special

Management, Selection Criteria, etc.

All logged now



Select one 

Annual Reports and Inspections are what you will normally deal with



Every annual report from 2014 forward will be in 

Procorem and backed up in ProLink 

Separate Credit and HOME if you have dual funding



Every files, physical, REAC, and special inspection from 

2015 forward will be in Procorem and backed up in 

ProLink 



WorkCenter Files

Uploading

Downloading

Opening 



Select the file folder where 

you want the file to go 



Select upload Files 



You can pull multiple files at one time, 

please don’t upload the files one at a time

Generates an email every time you upload

You can select Status, Type and Description 

but the are not necessary 



Comments will be included in the generated 

email, saves you from creating another post

Filling of these two fields not necessary



Three files pulled from my desktop

Can be pulled individually or multiple at 

one time



Select upload 



Files are in the correct format (pdf) and in the correct file folder

We will delete Word documents!

Jpeg and other picture files and excel spreadsheets are okay

-Do not lock/secure spreadsheets



Email 

shows 

successful 

upload



Select this to open or save to 

another location 



When reviewing files you can open from Procorem or save 

back to your computer



Select this to Sort



Ability to sort by the methods above

Us of Filter not applicable right now



“Boy I wish I had not uploaded that!”

Owner/agents no longer have this option

If something needs deleted, moved, or renamed contact 
KHRC with a post 



Uploading WorkCenter Files

Black Hole Existence! 



We worry about this 

notification



And it is uploaded here



File Naming Format

Procorem Property Name

Procorem Property Number

Today’s Date

File Type by the EDM SOP (on our website)

Happy Living Villas 60945 12182015 Annual Report Documentation

In 2016 KHRC reserves the right to return documents named incorrectly

200-300 emails daily for inspections, annual reports, requests, waivers and more



Property

Property 
#

Allocation
8609 & 
Review 
Sheet

* 
Allocatio
n Review 

Sheet

* 8609’s
Funding 

Documents

* LURA/RUC

*Reservation

*Carryover

*Program Contracts

Waivers

& 
Requests

*LURA/RUC Waivers

*Reserve Requests

*Set-Aside Requests

*Casualty Loss

*Change in 
MGMT/OWNER

8823’sCompliance

Inspections & Risk 
Assessments

60-Day 
Notices for

Files-Physical 
Inspections

REAC 
Inspections

Annual 
Reports

Fair Housing & 
Tenant Complaints

Fair Housing Issues 

Tenant Complaints
Plans & 

Procedures

Management 
Plans

Maintenance 
Plans

Selection Criteria

Grievance 
Procedures

Fair Housing Plan

Tenant 
Files

Current 
Tenant

Past 
Tenant

Declined

Financial 
Data

Annual 
Financials

TCAP/CE

Monthly 
Financials

1

2

3

4



WorkCenter Posts 



Select this 



Type your post into the block



Be careful what you post whether you believe it or not!!!

Select this



The world knows your feelings!



You can reply 

in Outlook and 

a post will be 

created



Noted in Activity Log



And another 

email will be 

created



WorkCenter Tasks 



Select this



Tasks are for KHRC’s workflow monitoring

Only KHRC employees can create tasks

Monitors due dates for submission of reports and responses

Owner/agents must designate when a task is complete



Task Creation 

Drop down  

select by KHRC

Assignees



Approvers

&

Followers



Task has been created



Email 

notification 

for task or 

workflow 

requirement



When you complete a 

task you need to select 

Mark Finished then scroll 

to the bottom and save



Select this



Owner/agent 

indicates the task is 

complete



Email 

created



KHRC accepted that 

the owner/agent felt 

the task was complete

Review of response may 

still be needed



Task 

completion 

email created



WorkCenter Tasks

Our acceptance that a task has been 

completed is only verification that we 

received your response 



WorkCenter Calendar 



Select this 



The calendar show upcoming tasks 

or events

Once complete the calendar event 

is removed



WorkCenter Activity 



Select this 



Our historical record

Example-2015 compliance fee invoices 

and a task completion date for the 

2015 annual report

Due 03152016



WorkCenter 

Compliance Application 



Select this



Pending

Owner/agent can continue to 

input data



Owner/agent has validated the data and 

status has changed to submitted

No more data can be input without KHRC 

unlocking 2013

This may also mean the year has passed or 

evaluation



KHRC ran our evaluation on submitted data and the property 

passed the evaluation

KHRC then finalizes and should not open the compliance year 

again

ProLink screen



WorkCenter 

Compliance Application

Inputting Tenant Events 



Select the year you need to input tenant 

data 



Select this 



No matter the year selected the 

current household will always be named



Select the unit you need to input data on

If you are making a correction or inputting missing data from 

previous uploads make sure you are in the right year



WorkCenter 

Compliance Application

Inputting a Move Out 



“I want to conduct a move out!” Select this



Select this 



Select the date



Move out date selected



Select the unit type

2016 Update Change, This block must be 

filled in on all transactions



Select save



If the units has LIHTC and/or HOME select 

the Program type

2016 Change-This block must be filled in on 

all transactions for the unit to be considered 

Low Income!!!



Program selected



Select save



Sailorman has been moved out with minimal 

information

If it was a low income unit and you did not 

designate low in income and check the Program 

box or boxes you will fail an evaluation



WorkCenter 

Compliance Application

Inputting a Move In 



“I need to input a move in!” Select this



Select this



Select this



Select this

Never select:

-Household Update

-Rent Update

-Student Update

Problems with Data Upload from other software



Select this



If a transfer is required select the 

appropriate 

building and unit 

Minimal data transfers to the new unit and 

the transfer will currently be designated as a

Move in



Automatically calculated later

Automatically calculated later

Automatically calculated later

Automatically calculated later

Input the amount of assistance if received

Select the type of assistance



Input tenant rent portion

Select not applicable or type



Input the utility allowance amount, if none put 0.00

Select if exception is required

Please note that all Section 8 and Y-16 

exceptions are not available

Select the one that fits the best



Select this if needed 

Unit type must be selected on all 

transactions or evaluation will fail 

Note: The program name checkbox will not 

appear until you save



Scroll back to the 

top and select this 

At anytime during the input of data you 

can select delete of cancel and all 

existing data will be removed

If you have completed the transaction 

and now need to delete you can do it at 

any time as long as the transactions are 

not in a submitted status



The LIHTC checkbox is now available, only check if 

this is a low income unit. If there was HOME on the 

property there would be a second checkbox but 

only check HOME if the unit is actually a HOME unit

After checking you must save or LIHTC will not be recognized



Scroll back to the 

top and select this 



Scroll down andTenant, income and asset data can now 

be accessed by selecting the plus sign



Fill in 

Fill in 

Each HH must have a Head of Household

All other elections are agents choice

Note: Some selections will not affect 

income, assets, and/or student status



Block must have an election

The SSN will only display the last four digits for review 

Failure to fill in the birthdate will generate a missing requirem

Must select or decline to respond-2016 this will 

be an annual report violation

Failure to fill in this block will generate a missing require



Once complete

Save-Saves all data input must 

Save and New-Saves data and opens 
new data fields for next tenant

Delete-Deletes all data input for this 
tenant transaction

Cancel-At any time takes you back to 
the main screen and deletes data input



If you select save you will have 

to select Tenant Event to move 

back to the main screen to 

input income and asset data.



Select household income



Select the HH 

member the income 

is attributed to



Select the source of 

income if not present 

select other



Is source is other input other source here 

Verification date must be input

Annual income for only this source

If the HH has no income owner/agent must input $0.00



Once complete

Save-Saves all data input must 

Save and New-Saves data and opens 
new data fields for next tenant

Delete-Deletes all data input for this 
tenant transaction

Cancel-At any time takes you back to 
the main screen and deletes data input



To return to the main 

screen select this again 



Select household income from assets



Select the HH member 



Select the type of asset



Input the actual percentage of ownership

Input the actual cash value

Input the actual annual interest or dividend pct.

Input the actual annual income 



Once complete

Save-Saves all data input must 

Save and New-Saves data and opens 
new data fields for next tenant

Delete-Deletes all data input for this 
tenant transaction

Cancel-At any time takes you back to 
the main screen and deletes data input

Procorem/Prolink will automatically impute at the current rate



Select this to go back to the main tenant screen



All tenant, income and asset information input



Income and assets with the 

imputed amount 

calculated

Income at move in

Total HH members added together



WorkCenter 

Compliance Application

Inputting a 

Recertification 
or 

Annual HH Update  



Remember to first pick the 

compliance year you are 

working with



Select this 



Pick the unit you are going to work with



Select this 



Select event type



Select event date 



Select save 



Recertification Information Not Brought 

Forward

Total Household Income

Rental Assistance Amount

Rental Assistance Type

Utility Allowance

Full Time Student Exception if needed

Special Needs if needed

No Income or Asset Information 

Owner/Agents need to fill out all this information



Recertification Annual HH Updates

Process the same way as a recertification

Owner/Agents need to fill out all this information
But 

You can consolidate all income into one line

Example

$12,000 in SS income
$500 in asset income 

Becomes

$12,500 in total income or other

If you are using State Form 18 there is no need to break it down since 
the tenant may not be giving you that information



WorkCenter 

Data Validation



After all tenant data is input select this



Missing data Validation has failed

Must be corrected and submitted again



Select this



This is what we see on our end if we evaluate



Select the affected unit(s) and make the appropriate corrections



Corrections made select 

this to resubmit



Select This 



Validation passed 

Ready for KHRC to Evaluate



WorkCenter 

Compliance Errors



Evaluation Failed 



Errors noted 



Reasons for Failures

Over income

Excessive rent

Recertifications

Vacant unit rule violations

Next Available unit rule violations

Not enough qualified units causing an applicable fraction error

Not meeting minimum set aside

Total HOME unit count



Import from a NAHMA XML 

File 



Select Import Tenant Events.



Browse and find the NAHMA XML file then select 

upload.

********KHRC does not have access to 

individual XML files-we will discuss data 

validation and input errors/uploads with 

individual tenant events********



We Need Your help
The plan to upload data and information is 

going to take time:

KHRC is going to upload or has uploaded the following between 

4-8 January 2016

LURAs-Must be registered
IDIS completion dates

8609s-must be signed and elections made
Evaluation Sheet

Building Election sheet
Current Waivers and Requests

Open 8823s from last three year

We ask for your help in getting updated plans and procedures

KHRC will not upload previous inspections and annual reports, we will maintain a 
paper copy in storage



Evaluation Questions

1. I would recommend attending this webinar to others: Agree or Disagree

2. The content covered was easy to follow: Agree or Disagree

3. The content covered will be useful to me in the future: Agree or disagree

4. I prefer the following type of training:  Webinar or classroom setting

5. The presenter’s pace was:  Too fast, too slow, just right



Thank you for completing the 

evaluation

Additional comments and suggestions may be submitted to KHRC by using 

the Q & A window.

The slides from this webinar (including the answer slides) are posted to the 

KHRC website www.kshousingcorp.org

http://www.kshousingcorp.org/


We will keep this webinar 

open for an additional 15 

minutes. Please use the Q&A 

box for your questions.

We will answer all questions 

in Q&A format in late 

December


