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Using the HOME Tenant Income Certification (TIC) Form 
WinTen2+ provides users the ability to generate a Home Tenant Income Certification form. Users would generate this 

form for certification in which the household is living in a Project without LIHTC funding. To generate a form, complete a 

Tax Credit certification. Next, add the HOME TIC Form to the list of available Scribe forms: 

1. To add a letter to specific Scribe menu, click the Scribe button on the Tax Credit Certification Screen. 

 
2. This action opens the Open Report screen. The HOME TIC form is currently not in the list of available reports, so you 

will need to add the form first. 

 
Note: This action only needs to be performed one time per agency. 

  
3. Click on the Add or Remove reports that appear on this menu button. This action opens the Setup Scribe Menu for 

the Certification screen. Click the + Add Existing Report button. 
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4. This action opens the master Report listing, which houses every letter, form, and report in every report group that 

has been created in WinTen2+. Search for ‘home’ in the Search bar. Select the HOME Tenant Income Certification – 

TIC Form. Click OK. 

 
5. This action brings you back to the Setup Scribe Menu where you will see all of the letters available from that 

designated screen. Click OK. Note: The HOME TIC form is now added to this list. 

  
6. You are returned to the Open Report screen. Search for ‘home’ in the Search bar and select the Home Tenant 

Income Certification – TIC Form. Click OK to open the HOME TIC form. 
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7. Click OK and it will open up the selected letter that you’ve now made accessible. Any time you click the Scribe 

button from the Certification screen for a Tax Credit certification, the HOME TIC form will be on the list of letters 

available to you.  

 


