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1.0 
GENERAL INFORMATION

1.0   GENERAL INFORMATION

1.1  
System Overview

The Housing Counseling System (HCS) is an automated web-based system to support HUD’s Single Family Housing Counseling Program.  HCS has several components to collect data for reports and analysis.  Three primary components are Agency information, HUD-9902 Report collection, and Grant Processing.  The electronic form HUD-9902, Housing Counseling Agency Fiscal Year Activity Report, is available from the HUD web site for agencies to file their reports at the end of each fiscal year.  HUD-approved housing counseling agencies, funded state housing finance agencies, and national and regional intermediaries and their funded affiliates are required to submit quarterly and annual HUD-9902  reports on their counseling activities.  

The 9902 component collects individual and aggregate HUD-9902 reports.  HCS provides tools to track agency 9902 submissions and analysis of the data submitted. HUD users can request, by Homeownership Center or HUD-wide, a list of agencies that have reported, a list of those that have not reported, or cumulative totals of data.  The user can also get cumulative data, percentages, and HUD grants as a percentage of all counseling activities, by housing counseling agency, city, state, or HOC.  Housing Counseling Agency data is also maintained within HCS and made available to the public via HUD’s web site.

The housing counseling grant processing component helps HUD Single Family Headquarters and Homeownership Center staff evaluate applications for the annual housing counseling grant awards competition.  HUD-approved housing counseling agencies, state housing finance agencies, and national and regional intermediaries submit applications each spring in response to HUD’s SuperNOFA process.  

HUD staff uses HCS to enter relevant application data and scores with comments on the factors.  HCS determines recommended awards for each agency and produces all required documents to process the grant awards. 

The major outputs from the grant component of HCS are award reports and Congressional notification letters.  It also produces various reports associated with different element/stages of the evaluation process.  The user can get reports on program cost, (to compare the amount requested to the scope and level of services), applicants' scores on the factors for awards, or on strengths and weaknesses of the factors.

The Housing Counseling System's purpose is to facilitate issuance of housing counseling grant funding, and to evaluate results. The Housing Counseling System provides an efficient means of monitoring and evaluating the performance of counseling agencies, keeping track of which agencies apply for grants, awarding the grants and making appropriate Congressional notifications. Direct benefits that result from the Housing Counseling system are pre-purchase counseling for first-time home buyers, foreclosure avoidance counseling for homeowners and rental counseling for the homeless. Additionally, the Housing Counseling system provides a process for investing counseling funds by merit and regulations in a timely manner. 

In October 2006, in support of the Single Family Integration Plan, HCS integrated with the Client Activity Reporting System (CARS).  CARS allow agencies to use their Client Management System to transfer data automatically without manually inputting it directly in HCS.  Agencies will use HCS to verify data and pull reports.

	System Information Category
	System Information

	Responsible organization:
	Office of the Deputy Assistant Secretary for Single Family Housing. Program Development

	System name:
	Housing Counseling System

	System number:
	F11

	System category:
	Major application

	Operational status:
	Release v8.3 is operational 

	System environment:
	HCS operates on the HUD operating standard of Windows XP over the Internet as a Web-base system through HUD’s security server (LDAP) using Cold Fusion.  The HCS data is stored in the cars database on the NTHHQP17 server.  The HCS database has been developed in Sybase.



1.2  Project References
The following project references were used to compile Users Manual:

Business Program Documents

· HUD  9902 FORM

· HUD Handbook 4065.1

· SuperNOFA
Government Documents

· Department of Housing and Urban Development, System Development Methodology, Release 6.01, January 2000

Other Documents

· System/Sub-System Spec – 2006

· Data Requirements Document - 2006

1.3 Authorized Use Permission

HCS is set up to retrieve data electronically.  To safeguard these transactions and users privacy, all users are issued a User ID and password, and the data transmitted is stored on a secure server. The reports and data are only available to authorized users of the system.

1.4 Points of Contact

The key personnel involved in the project are:

	Type of Contact
	Name
	Department
	Telephone

	Program Area/Sponsor Director
	Ruth Roman
	Single Family Program Support Division
	202 708-0614 x2112

	Project Sponsor Manager
	George Grotheer
	Single Family Program Support Division
	202 708-0614 x2294

	IT project leader/GTM
	David Huynh
	Office of Systems Integration and Efficiency
	202 708-0614 x7493

	Contractor Project Mgr.
	Andrey Ignatov
	Dynamic Systems Technology
	703-571-321-0460 

	HCS Development 
	Wendy Smith
	Dynamic Systems Technology
	703-571-321-0460

	Database Development
	Steve Pham
	Dynamic Systems Technology
	703-571-321-0460

	CARS Consultant
	Roman Vichr
	RDMax, Inc.
	


1.4.1 Coordination

HCS will interface with the organizations listed below during the lifecycle of the development effort.

· Single Family Program Support Division - Participate in project initiation, requirements definition, and user acceptance test activities.

· Development Coordination Group (DCG) – This group provides change management and technical support for all Single Family Housing system development teams.

· Test Center and Assigned Field Offices - Performs verification and field-testing of HCS software prior to releases being installed into production.

· Office of Information Technology (OIT) – Provides technical support, monitors adherence to HUD Software Development Methodology (SDM), reviews and approves all project deliverables. Change Control Board (CCB) – Reviews and approves requests for HCS system releases.

· Office of the Chief Information Officer (OCIO).

1.4.2 Help Desk
The HCS Help Desk is handled through HUD’s main help desk and can be reached at 202-708-3300.  Tier 2 and 3 tickets are directed to the HCS system sponsor.  HUD users should contact their HOC HCS POCs for first level assistance.  HOC HCS POCs can contact the HUD Program Project Manager for any unresolved issues.

Agencies will contact their authorized HUD representatives for assistance.

1.5 Organization of the Manual

This User’s Manual for HCS is organized in and contains the following sections:

· 1.0 – General Information including system overview, project references, contacts, and acronyms and abbreviations.

· 2.0 – System Summary which includes System Configuration, Data Flows, User Access Levels and Contingency plans.

· 3.0 – Getting Started includes an overview of logging on, system menus, changing USER ID and Password, and exiting the system.

· 4.0 – Using the System (Online) provides a description of basic functions found throughout the system and define certain terms used in this User’s Manual. 
· 5.0 – User–Agency; provides instructions for Agencies to use HCS.

· 6.0 – User-GTR; provides instruction for GTRs to use HCS.

· 7.0 – User-Office Manager; provides instruction for Office Managers to use HCS.

· 8.0 – User-Program Manager; provides instructions for Program Managers to use HCS.
· 9.0 - Querying capabilities and procedures.

· 10.0 – Reporting capabilities and procedures.
· 11.0 – Trouble Shooting
1.6 Acronyms and Abbreviation
	Terms and Abbreviations

	Abbreviations
	Definition

	CARS
	Client Activity Reporting System 

	CCB
	Control Board

	CMS
	Client Management System

	DCG
	Development Coordination Group

	DUNS
	Dun & Bradstreet number

	FAQ
	Frequently Asked Questions

	GTR
	Government Technical Officer

	HCA
	Housing Counseling Agency

	HCS
	Housing Counseling System 

	HOC
	Homeownership Center

	HQ
	Headquarters

	ISP
	Internet Service Provider

	OCIO
	Office of the Chief Information Officer

	OIT
	Office of Information Technology

	POC
	Point of Contact

	SSL
	Secure Socket Layer

	TIN
	Federal Tax ID Number


2.0
 SYSTEM SUMMARY

2.0   SYSTEM SUMMARY

2.1 System Configuration

HCS is a grant tracking and Housing Counseling Agency management system.  It is a web-based application that runs on a clustered server environment available to HUD personnel and Housing Counseling Agency users located throughout all of the geographical United States.  It is accessible to anyone on the internet through HTTP over Secure Socket Layer (SSL) and through proper authentication using an LDAP server.  HCS is not a distributed system but does provide data feeds into other systems. (See Diagram #1 for over all system flow)     
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2.2 Data Flows

Data input is by two medias; directly in HCS and electronically by agencies through their respective CMS.  Agencies not using an approved CMS will continue to input their data manually directly in HCS.  Agencies using an approved CMS will have access to HCS in Read-Only mode to check their data.

The Housing Counsel System is composed of three business process subsystems, grant processing, client activity reporting, and agency profile management.  The agency profile management system supports the creation, read, update, and deletion of profile information of HUD approved agencies that participate in the HUD Housing Counseling program.  The agency profile information provides the identity data for the grant processing and client activity reporting sub-systems.  The agency profile information is entered and updated at any time throughout the fiscal year.  
The Grant Processing sub-system supports the grant processing for housing counseling agencies.  Before grant applications data can be entered into the system, HUD users prepare for the grant processing business by entering appropriations, grant categories, grant types, and performance evaluation criteria.  These sets of data provide the foundation on which grant applications are processed.  After the appropriations, grant categories, and grant types are entered into the system, grant applications are ready to be entered into the system by HUD users.  Grant applications are reviewed and provided with performance scores by HUD Reviewers to evaluate the grant award amount.  The performance scores are then finalized by HUD Reviewers and the system calculates, based on the performance evaluation criteria, a recommended award amount.  A HUD Reviewer takes that system calculated amount into consideration when updating the application with a final award amount.  In applicable situations, a HUD Reviewer also sub-allocates the awarded amount to sub-agencies that perform counseling services.  The entered grant processing data is then provided to HUD Reviewers, managers, and external systems through a variety of reports and spreadsheets.
The client activity reporting sub-system gathers client counseling activity by approved agencies in the HUD Housing Counseling program.  HUD users and agency users enter in client counseling activity numbers.  The client activity data entered is then used by reviewers during the next fiscal year grant processing cycle to evaluate the worthiness of an agency for grant awards.  The client activity data is also made available to HUD users and managers through a variety of reports and spreadsheets.  The HUD-9902 performance report and Logic Model are created using client data.  
2.3 User Access Levels

The current HCS system design has five kinds of users. They are; Agency Users, Reviewers, HUD GTRs, HUD Office Managers, and HUD Program Managers.

2.3.1 Agency Users

HCS provides HUD Housing Counseling Agency users the ability to:

· Submit HUD-9902 forms
· Submit Agency information
· View Verification of automated Submissions
2.3.2 Reviewers

Reviewers have the least rights within HCS.  They are temporary assigned access to HCS simply to assist in scoring grant application.  The system will automatically terminate their access at the start of the next Fiscal Year.  Reviewers therefore have access only to the Grant Processing feature in HCS and scoring within this section.

2.3.3 GTR/User

The HUD GTR role within HCS is to manage and oversee agency information and performance in HUD’s Housing Counseling Program.  Due to limited user rights within HCS, HOC field POCs are assigned under GTR user in order to assign them to their respective agencies.  HCS provides the GTR with the ability to oversee the business process of the HUD-9902 submission process as well as the Grants Process.  A GTR has access to agency profiles.  A GTR has access only to the agencies assigned to them.  Within HCS, the HUD GTR has the ability to:
· Submit/Review HUD-9902 forms
· Submit/Review Agency information

· Enter the Grant Processing section of HCS to:

· View Funding Allocations

· Setup Grant Applications

· Score Grant Applications

· Calculate Recommended Awards

· Input Awards and Sub-Allocations

· View Reports

· View CARS Submission Information
2.3.4 Office Manager

The HUD Office Manager’s role within HCS also provides the ability to oversee the business process of the HUD-9902 submissions and the Grants Process for all agencies within their HOC area.  In addition to the rights and capabilities of the HUD GTR, the Office Manager also has the capability to view User Information and perform some Management Functions.  Within HCS, the HUD Office Manager has the ability to:

· Submit/Review HUD-9902 forms
· Submit/Review Agency information

· Enter the Grant Processing section of HCS to:

· View Funding Allocations

· Setup Grant Applications

· Score Grant Applications

· Calculate Recommended Awards

· Input Awards and Sub-Allocations

· View Reports

· Export Grant information from HCS

· Manager HCS Manager User Information

· Perform some Management Functions
2.3.5   
Program Manager

The HUD Program Manager’s role is the one with full access rights to the HCS System.  

Within HCS, the HUD Program Manager has the ability to:

· Submit/Review HUD-9902 forms
· Submit/Review Agency information

· Enter the Grant Processing section of HCS to:

· View Funding Allocations

· Setup Grant Applications

· Score Grant Applications

· Calculate Recommended Awards

· Input Awards and Sub-Allocations

· View Reports

· Export Grant information from HCS

· Manager all HCS User Information
· Perform all Management Functions.

2.4 Contingencies and Alternate Modes of Operation

The magnitude and geographical diversity of HCS requires strict access control and security measures for hardware, software, communications, and personnel.  The system and its data must be protected from errors, accidents, unauthorized access, data destruction, potential violations of the Privacy Act, and data transmission errors.

2.5  Agency Data Input

Agencies are required to submit their information in HCS through their automated counseling application referred to as Client Management System (CMS).  Once an agency submits their data through their CMS, they will not be able to input data directly in HCS.  Agencies can still view their data in HCS and validate the information.  If the data in HCS is not correct, agencies need to make corrections in their CMS and retransmit their data into HCS.

Agencies submitting their information through their CMS will still access HCS to check and validate their information.  Agencies will not be able to enter their data directly into HCS as before   Agencies that experience problems submitting required data must contact their HUD contact to gain temporary access to HCS and input their data manually until their CMS application is operating correctly again.

HUD users are required to input HUD protected data in the agency’s profile and to process agency’s grant application.  HUD users will use HCS to create reports and to conduct analysis to assist in the management of HUD’s Housing Counseling program.

The rest of the User Guide provides instructions to input data manually into HCS.
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