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TP ID

MA ID

Register Changes to 
System

Website:  
https://usdaminc.sc.egov.usda.gov/

MINC

Presenter
Presentation Notes
PLEASE CHECK INFORMATION– changes are posted by the help desk.



HELP Link



CONTACT US Link



MINC TP ID vs. MA ID
There are 2 IDs:

TP ID – System Administrator ID 

MA ID – Performs online transactions

NOTE:  Pwds for IDs will need to be at least 8 characters (Needs to contain at least one NUMBER)

CHANGE YOUR PASSWORD WHEN PROMPTED TO ENSURE A SMOOTH TRANSITION

ID is not case sensitive
Password is Case Sensitive



IDs

oMust register for a Level 2 ID
o Issued to one Individual
oResponsible for transmitting/accepting the Project Worksheet 

(MA User)
o IDs should not be shared

Presenter
Presentation Notes
IDs are not to be share among employees…. One ID per person to perform transactionsNOTE:  There can only be one user to maintain the TP ID



Resetting your passwords



TP ID Reset
Step 1 Step 2

Step 3 – click on Accept

Presenter
Presentation Notes
The Management Agent Account Number – if you do not know please contact your RD Servicing Office to obtain the number  (This number is generated within our system to from the Mgmt TAX ID# for PII purposes.



MA User ID Password Resets
TP ID – Mgmt resets MA IDs – a new pwd will be given after submission



Tenant 
Certifications



Transmission of Tenant 
Certifications (TCs)

Must be logged in as an MA User
TC Dates:
◦ Effective the 1st of the month
◦ Expires last day of the month
◦ Must be transmitted by the 10th of the month

Examples of Dates:
◦ New move-ins – Move-In May 2nd Effective = June 1st

◦ Vacates – Date keys are turned in (cannot be the 1st of the month)
◦ NOTE – if Tenant moves into another property – (whether receiving RA or not) – Old property vacates tenant 

and New Property receives the tenant of the new effective date
◦ Example:  Tenant leaves Rainy Apts and moves to Sunny Apts on 4/2/2016 & does not turn in keys at old 

property
Rainy Apts vacates tenant as of 4/1/2016
Sunny Apts transmits TC with effective date of 5/1/2016 with a MI date as of 4/2/2016

Presenter
Presentation Notes
Move-In (MI)



Choose – if you have your own software

Choose – if you have NO software



ALL non USDA-software has to contain these transactions

Send 
Financial 
Instruments

Presenter
Presentation Notes
All non USDA-software has to contain these transactions.



TCs

◦ Choose Fill-a-form
◦ Under Certifications – click Send Initial Certification
◦ Fill out the form and remember to add additional household members, if applicable

◦ Dependents = $480 deduction per minor
◦ Elderly or Disabled = $400 one deduction per household 
◦ Childcare Deduction = Reasonable unreimbursed child care expenses for the care of children 

under the age of 13 are deducted from annual income
◦ Medical Deductions - Expenses are in excess of 3% of annual income

Enter all Zero’s if you do not have SSN for dependent (System will auto generate one) –
make sure you have a follow-up to receive SSN and modify TC with SSN.





Click here to add additional 
household members

Enter Effective Date – Initial is always on the 1st of the month

Notice Race Legend is now visible for 
easy access

Presenter
Presentation Notes
Go over line items on this slide and continued on next slideNOTE:  Ensure the Household has exempt income box is checked, if tenant has exempt income and the actual date of initial Project Entry, aka Move-In date



Never on the 1st

MINC Fillable Form will give 
you this message – if you 

entered the 1st

Presenter
Presentation Notes
Vacates must always be from the 2nd thru the 31st – NEVER ON the 1st – our system only reflects the 1st as an effective date of a TC will not allow the 1st for a vacate



Perform Action – Send Inside Transfer

If transferring to Outside Project

– Notify CSC and they can perform the transaction for you.

NOTE:  You do not recertify TC unless income or household size has changed.

Presenter
Presentation Notes
DO NOT VACATE TENANT When transferring to another Unit



Review Transactions - check if whether was accepted or rejected.

This will not print 
the Tenant 

Certification –
only a 

confirmation 
notice

USDA – will receive file at the top of the hour

Presenter
Presentation Notes
Will need to Review Transactions Tab – PLEASE CHECK YOUR TRANSACTION STATUS!!!USDA will receive transmission at the top of the hour of which you transmitted Example:  10:45am transmitted will receive at 11:00am



After transmitting a file the following will appear.

Print this document!

If there are any problems with the transactions not processing 
at the USDA, this document will help us trace your file. 

If you do not see this document, your file did not 
TRANSMIT

Please note: If your non-USDA software package controls the connection to MINC, you will 
need to contact the company to determine how to confirm that the file was sent to USDA.

Computer path/Name on 
your PC of file sent to 

USDA
Date/Time 

USDA received 
the file

Presenter
Presentation Notes
Do not need to print on every transaction (your option) – just the first so you will have a record incase your transmission does not go.



After the transaction is processed, you will receive an e-mail notification 
showing the transmission was received and processed. 

(Make sure your e-mail is kept up-to-date at all times.)

Presenter
Presentation Notes
Check your transactions!!!!  - how many are seeing this e-mail already???? How many are checking their transactions tab????!!!!  We will see the screen later on concerning this topic.



Choose – to view transactions that have been submitted

Click on Arrow to 

choose Project

Type in Beg/End Date

Presenter
Presentation Notes
As prior stated, you should click on “Review Transactions” to ensure submission went after sending files to USDA and to check the status of the transactions sent (pending, accepted or rejected.



Click on 
Edit 

Button

Presenter
Presentation Notes
If the transaction rejected – you can click the edit button and make changes and resubmit.



Can change 
effective
Date to 

match last 
Cert if was a 
MODIFY in 
this case –
so you will 
not have to 

re-input 
information

Presenter
Presentation Notes
Can change effective Date to match last Cert if was a MODIFY in this case – so you will not have to re-input information



If using your own software and you have corrected in 
your system.  You may select the “Edit” option and 
correct.  But DO NOT resend the file thru your software.

Presenter
Presentation Notes
Can edit here thru MINC and resubmit for a quick submit.You need to edit in your own software to have it correct there and resubmit to RD.



Site ID
o Correct Location identified in Software

o Ensures the CORRECT Servicing Office receives your data
o Wytheville – 55601
o Lynchburg - 55602
o Harrisonburg – 55603
o Courtland - 55604



Project 
Worksheets 



Payments are DUE on the 1st of each month
o Grace Period until the 10th of each month

o Make sure you hit Approve and complete payment amounts.
If the project worksheet is not correct, DO NOT SUBMIT until you contact your 

servicing office. Always review it for accuracy. 

If submitted late, late fee will be added
o Late fees charged to a borrower’s account will equal 6 percent of the total regular payments due as 
specified in any promissory notes, assumption agreements, or reamortization agreements related to the 
borrower’s account (HB-2-3560, Appendix 1)
o Late fees are a borrower expense and must not be paid from housing project funds
o Will need to provide evidence that either management or owner funds have been deposited into the 
general operating account to cover these charges within 15 days from the date of this letter.



If not on PAD will only see these options 
– Send is Display

If on Pad will see 
these options

Can cancel 
Payment – if 

future date has 
been entered.

Up to 
Five

Releases 
will be 

available

Presenter
Presentation Notes
Up to Five Releases will be available



The following message will appear 
when you approve your worksheet.

If you enter a date of credit after the 10th, the system may display the following message:

If you are not authorized to CANCEL payments you will get this 
message.

Presenter
Presentation Notes
ID error messagesNotice amount and Bank account number after approving worksheet in message.



Form will pre-fill with all data due for that Month’s Billing

• Print Form 3560-29

• Write the check
• Mail it to CSC

Presenter
Presentation Notes
The 1944-29 must be printed from the MINC system for submission of payment if not submitting on line for PAD withdrawal.PROJECT WORKSHEETS signed off will no longer be accepted for payment.  Check must be submitted with completed 1944-29.If 1944-29 is sent in with wrong information will be corrected by RD office and copy submitted with changes to Management Company.  Payment will be processed according to the current worksheet that has not been paid.  Example:  If November payment has not been paid – and December’s payment is submitted for processing – payment will go towards November’s payment.
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