NextGen efile Access – How To Upload Desk Audit Files

STEP 1: Start on the “Audit Request” tab of the website. Click the blue Audit Request number on the right-hand side of the
page to be taken to the Audit Project page.

STEP 2: To upload files one at a time click the “Create eFile” button (to learn how to upload multiple files at a time, go to
STEP 5).

STEP 3: In the box labeled “Household Name, enter the Household name starting with the last name, then the first name. In
the box labeled “Unit Number” enter the Unit Number. Then, click the red “Submit” button.

STEP 4: Click the “Upload Files” button to choose files from your computer for upload. Choose the desired file making sure
the file name matches the household name. Then, click the “Open” button. When the green check mark appears, the file has
been uploaded. Click the “Next” button to continue to file details. To drop files instead of uploading them, simply drag the
desired file into the “drop files” box.

STEP 5: To upload multiple files at a time (up to 20), click the “Upload eFiles” button.

STEP 6: Click the “Upload Files” button or the “drop files" button. Click and drag your cursor over the desired file names to
select multiple files at the same time. IMPORTANT: When uploading multiple files at once make sure they are labeled in the
following format “lastname_firstname_unitnumber.”If they are uploaded in a different format, they will not upload properly.
Click the “Open” button to add all highlighted files. When the green check marks appear, the files have been uploaded. Click
the “Next” button.

STEP 7: To notify Preferred Compliance that all files have been uploaded and are ready for review, click the “Change Status”
button. A drop-down menu will appear. Select the “Data Submitted” button and then click “Save” to save the status update.

STEP 8: If the Desk Audit requires additional documents such as Utility Allowance or Rent limit documents, mark the “Add
Attachment” button on the “Files” section. NOTE: Do not upload Desk Audit files here. This section is for additional
documentation only.

