4.0 Using The System (Online)


5.0  
USER - AGENCY

5.0  Agency User

In the HCS system, an Agency User is someone who belongs to an agency participating in the Housing Counseling Program but not affiliated with the Federal government. Agency Users have two types of rights; one for a single agency and one for parent agencies.
These Agency Users can:

· Submit HUD-9902 forms
· Submit Agency information

· Sub-Allocate Funding (Agencies with Sub-Agencies)
· View Verification of Submissions
Upon logging into the system as an Agency User, you will see the following screen:
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Figure 6.A. AU: HCS Home Page - Agency User screen.

If your agency has sub-agencies you will see a link to sub-allocate funding.
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Figure 6.B. AU: HCS Home Page – Parent Agency User screen.

The next sections explain how to use the functions while logged into the HCS System as an Agency User.  

Note: Some Agency Users, who have sub-agencies under them, can search for, and edit all of the 9902 forms and agency profiles for their associated agencies. If you are an Agency User with other associated sub-agencies reporting to you, please see Section 4.1.2 for directions on how to search for and edit HUD-9902 forms and Agency Information (Agency Profiles).

5.1 HUD-9902 Processing

All agencies, except Branch-LHCA, are required to submit quarterly reports accumulating client data to the final annual report each fiscal year.  Any agency with an active status of Approved, Participating, or Conditional, must submit a report covering the period of their active status.  Agencies that did not receive a HUD grant will automatically have HUD Client column set to zero.  Agencies awarded a HUD grant will provide their total budget to allow the 9902 report to automatically calculate the HUD client numbers based on their budget/grant ratio.  This calculation makes an assumption and may not reflect actual numbers.  Agencies will input their actual figures in their logic model.  HUD will compare the 9902 and logic values for analysis.

The HUD-9902 Processing feature provides two sections.  The Tracking section is used by both agency and HUD users to monitor the submission process of agencies submitting their required reports.  The Analysis section is being enhanced and will allow analysis of the data submitted to assist in the performance of the program.  Review of an agency’s report can be accessed from either section.
This HUD Fiscal Year Activity Report enables a HUD-approved housing counseling agency to report electronically all of its housing counseling activities and results for each quarter of a fiscal year. As an Agency User, you can complete (and edit) your agency’s HUD-9902 form. Follow the steps below to complete the HUD-9902 form for your agency.

5.1.1 Completing the HUD-9902 Form 
1. From the left navigation menu, click the HUD-9902 Processing hyperlink. The 9902 Data Reporting Status Inquiry screen appears.
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Figure 7. AU: HCS Home Page - 9902 Data Reporting Status Inquiry screen.

2. Select the appropriate Reporting Period and Fiscal Year. Then click Submit.

The Housing Counseling Agency (YOUR AGENCY NUMBER) Fiscal Year Activity Report screen appears.
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Figure 8.A. AU: HUD-9902 form.
3. Complete all fields. Steps 5-9 explain important aspects of the HUD-9902 form.

In the Counseling Agency Name & Address area, keep the following information in mind: 

a. Although the address shown may be modified on-line through the Agency Information page of HCS, Housing Counseling Agencies should notify their respective HUD Homeownership Center (HOC) of any address changes. 
b. Reference to HUD HOC offices can be found at::

http://www.hud.gov/offices/hsg/sfh/hoc/hsghocs.cfm

c.  Affiliates/branches are required to enter their Intermediary ID in the appropriate box on the Agency Information page of HCS.
In the Reporting Period and Budget section, remember that this is an accumulating quarterly report.  All activities that took place from the first day of the fiscal year to the last day of the reporting period should be included in the report.  Quarter 4 Reporting Period is the same as an annual report because it covers the entire fiscal year.  Grant reporting period report are required for those agencies who have a grant agreement with HUD and should specify the starting date and ending date of the Grant reporting period.

4. Complete the Ethnicity of Clients, Race of Clients, Income Levels, and Number of Clients Receiving Educational/Outreach Services sections. 

Note: The report contains two data columns for all sections of the HUD-9902 form:

· All Counseling and Education Activities - Enter data covering all housing counseling activities, including those performed under one or more HUD housing counseling grants. 
· Counseling and Education Activities attributed to HUD Housing Counseling Grant Funds - Starting in FY 2007 the HUD Grant Activities are automatically calculated based on the HUD Funded Activity Ratio in Section 2.  This ratio is determined by the total HUD grant awards in Section 8 divided by the Total Annual Housing Counseling Program Budget in Section 2.  These data elements are recalculated when you enter a value into the All Counseling Activities column or when the Total Annual Housing Counseling Program Budget is changed. 

5. For the Number of Clients Counseled, by Purpose of Visit and Results section, keep the following information in mind: 

d. Enter the number of clients to whom you provided counseling during the report period. This might include clients who entered your workload the previous report period but you carried over into and counseled during the current report period. 
e. Please remember that you report clients as defined in paragraph 1-7A of HUD's Housing Counseling Program Handbook 7610.1. 
f. You are not reporting the number of individual persons you counseled. Examples: A husband and wife or a brother and sister or three friends who are mortgagors under the same note count as one client. Three renting families who experience the same problem with the same landlord and come to your agency together for assistance count as one client.

g. Seeking Shelter or Services for the Homeless - A client reported on this line must meet the definition for "homeless" or "homeless individual" set forth in Section 103, General Definition of Homeless Individual, of the Stewart B. McKinney Homeless Assistance Act (Public Law 100-77). Instructions / Guidance and FAQ - The following hyperlink will take you to the appropriate HUD website for form HUD-9902 instructions and FAQs. At the top of the site under INDEX, select "reports (pdf page)" and you will be directed to the proper location. Scroll down for further information at this location. http://www.hud.gov/offices/hsg/sfh/hcc/hc_faq.cfm
6. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902,   This section is automatically calculated and shows the awards that were granted by HUD.

7. For the Authorization section, the first and last name of the user logged into HCS who completes this form is automatically entered for the Input Official when the Send button is clicked.  The Agency Official is the Director first name and last name from the Agency Information page of HCS.

8. Starting in January of 2008, agencies can submit their client level data through a CMS system.  The HUD 9902 Form provides an automated tool that generates the HUD 9902 Form and Logic Model from the client level data submitted.  To view the client level data derived HUD 9902 Form and Logic Model click on the  HUD 9902 (Derived) and Logic Model tabs respectively.

The HUD 9902 (Derived) provides a features which overrides the permanent HUD 9902 Form.  To use the client level data derived HUD 9902 Form as your permanent HUD 9902 Form, click the Commit Data button.  This causes the System to over write the regular HUD 9902 Form.
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Figure 8.B. AU – Form 9902 (Derived)

To view the Logic Model, click on the Logic Model tab and a new window is displayed that show the Logic Model filled out with the client level data submitted through the CMS systems.
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Figure 8.C. AU: Logic Model

9. When you finish completing this form, click Send. A message appears at the top of your screen. 
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Figure 9. AU: Database Updated Message  

Note: For help, click HELP. To send, click SEND. To reload the form, and start over, click RELOAD. To return to the home page, click BACK. For more information about these navigation buttons, please see Chapter 3, Getting Started.

You have now successfully completed a HUD-9902 form.

5.2 Sub-Allocate Funding

Agencies that  receive grant funding and have sub-agencies have the option of sub-allocating funds to their sub-agencies.  Only those agencies that have sub-agencies are provided with this feature.  To sub-allocate funding follow the steps below.

1. Click on the Input Awards hyperlink in the left hand navigation.  The system displays all the applications the current agency submitted.  Select the grant application to sub-allocate funding from.
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Figure 10.A.  AU: Sub-Allocate Funding - Part I
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Figure 10.B.  AU: Sub-Allocate Funding – Part II
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Figure 10.C.  AU: Sub-Allocate Funding – Part III

5.3 Agency Information
Agency Information is important contact and reference information that uniquely identifies your agency. In the HCS system, the agency information is stored in an Agency Profile. As an Agency User, you can enter and edit your own agency profile.  Agency information is the foundation of the Housing Counseling System.  To maintain the accuracy of HCS information, it is essential that the agency profile information is always accurate and updated. 
5.3.1 Entering/Editing Your Agency Information

Below are steps on how to enter and/or edit your agency information.

1. From the left navigation menu, click Agency Information hyperlink. The Agency Profile screen appears. 

Note: The Agency Profile screen is all one page; the page has been broken up into 4 sections for documentation purposes in the steps below.
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Figure 11.A. AU: Agency Profile screen – Part I.
2. View Notes provides you the ability to leave comments or notes viewable by HUD.  View Notes also provides you the ability to view any comments to you from HUD.  Click View Notes to display all Comments to and from HUD.  The Comments appear just under the Agency Name field.  To collapse the comments section, click the Hide Notes link.
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Figure 11.B.  AU: Agency Profile Notes Part I

3. To add a new note, click the Add New link next to the Comments label just under the Agency Name section.  Figure 10.B. shows the comment entry box that appears.
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Figure 11.C.  AU: Agency Profile Notes Part II

4. Enter a subject into the Subject field and your comment into the Comment field.  After entering your comment, click the Save button to save the comment.  If do not wish to leave a comment, click the Cancel button or the Close button on the top right of the pop up box.

5. To view an existing comment, click on the displayed subject text.  If you wish to remove an existing comment that you had left, click the Delete link under the Action title in the comments section displayed.

In the first section of the form, enter your agency’s name in the Agency Name field.

6. Click an agency designation in the Agency Designations field. Your choices include: Faith Based, Colonias, and Migrant Worker.
7. If your agency is delinquent in federal debt, click Yes in the Delinquent in Federal Debt? field.

8. Enter your federal tax ID number in the Federal Tax ID Number (TIN) field.

9. Scroll down, until you see the next section the next section of the screen appears.
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Figure 12. AU: Agency Profile screen - Part II.
10. Enter your agency’s Dun & Bradstreet number (DUNS) number in the DUNS Number field.

NOTE:  The following information in 11 – 16 reflects your agency office information and will be used to post on the HUD web site for the public to reference.  Therefore, do not enter private information you do not what the public to know.

11. Enter your agency’s physical location address (including city and zip code) in the Address, City, and Zip fields.  Do not enter your mailing address if different.

12. Enter your Office Director’s/Supervisor’s first, middle initial, and last name in the Office Director/Supervisor field.

13. Enter your agency’s phone number, fax, and e-mail address in the Phone, Fax, and Email fields.

14. Enter your Office Director’s cell phone in the Office Director’s Cell Phone Number field.

15. Enter your agency’s Web site address in the Web URL field.

16. If your agency has a toll free phone number, enter it in the Toll Free Phone field.

17. Enter your agency’s highest official name in the Agency President/CEO field.

18. Scroll down to view the next section of this form.
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Figure 13. AU: Agency Profile screen - Part III.
19. Enter the phone number for the agency president in the Agency President/CEO Phone field.

20. Enter your agency’s point of contact (POC) information in the Agency Contact for HUD Use section. Include an Agency POC, Agency POC Phone, and Agency POC Email.

NOTE:  In item #20, this information is the contact data HUD uses to contact your agency.  It is important to complete this to allow HUD to stay in contact by email messages and phone calls.

21. In the Types of Counseling Services box, notify your HUD contact to enter all of the types of counseling services that your agency offers.

22. Scroll down to view the next section of the form.
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Figure 14. AU: Agency Profile screen - Part IV.
23. In the Additional Languages Provided, please select which other languages your agency supports.

24. In the Zip Code Affiliations box, the default zip code associated with your agency is listed. Enter any other zip codes serviced by your agency.

25. In the State Affiliation area, your agency’s default state affiliation is listed. Note: To add additional state affiliations serviced by your agency, click Add Another State; a drop-down box appears. Click the drop-down and select a state.

26. In the Housing Counseling Services Provided as of field, enter the date your agency started providing housing counseling services. Note: Please enter the date in the following format mm/dd/yyyy, two digit month, two digit day of the month, and four digit calendar year; for example: for February 2, 2002, enter 02/02/2002.

27. Review your agency’s next scheduled HUD review date in the Next Schedule Review NLT Date field.  This date currently reflects the last date of the agency’s activity in the HUD program.

28. If you want to validate the information entered in this form, click the Validated? Box. Next to this box, it lists when this form was last validated, and the date it must be validated by in the future.  Validation must be conducted within the timeframe stated on the profile page.

29. Click the Allow for public access? checkbox if you want your agency’s contact and counseling service information accessible to the public through any of HUD’s systems and programs. If you select this box, decide whether to allow your contact and counseling service information to be associated with the zip codes you specified in zip code affiliation, states you specified in state affiliation, or both and select the associated boxes.

30. If you want to associate sub-agencies with your agency, click Sub-Agency(s). The Select Sub-Offices for (Agency Name) screen appears. 

Note: If you do not want to add sub-agencies, skip ahead to step 32.
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Figure 15. AU: Select Sub-Offices  

31. In the Available column, select the sub-agencies you would like to assign to your agency. Press Shift and click the mouse to select multiple offices in a row, or press Ctrl and click the mouse to select more than one individual office at a time.

32. Click [image: image23.png]


 to move your selected sub-agencies to the Assigned box. Or, to remove sub-agencies from the Assigned box, click [image: image24.png]


 to move the sub-agencies back to the Available box.

33. To cancel these sub-agencies, click Cancel. To save these changes to the sub-agencies, click Submit and a confirmation message appears (see below); then click Close. 
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Figure 16. AU: Sub-Agencies Updated Confirmation Message  
34. If you are finished viewing/editing/entering your agency profile, click OK. If you do not want to save your changes, click Cancel.

You have now finished viewing/editing/entering your agency profile.

5.4 Submission Verification Status

Another option that you have as an Agency User is to perform a CARS Submission Verification. 

1. From the left navigation menu, click the CARS Submission Verification Screens hyperlink. The View Cars Submission Verification Screens page appears. 

[image: image26.png]SUBMISSION VERIFICATION

Instructions: 1. Enter Start Date and End Date (* required) 2. Enter search criteria (optional) 3. Select report button

StartDate (middywy) | EndDate(umidayw) |
HeSAgencyD |

Agency Name |

J
s Name

[ i subrmissions

[ Faiea st | [ sucoees Lt e Profie ] [os02it

Report selected: none Totak: 0
Date Status

HCS Agency Id Agency Name Type CMS Name.




Figure 17. AU: CARS Submission Verification  

2. Enter a start date in the Start Date (mm/dd/yyyy) field. Enter an end date in the End Date (mm/dd/yyyy) field. 

3. Complete the other fields as necessary.

4. Click All Submissions. The results appear below.
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Figure 18. AU: CARS Submission Verification Results  

You have now viewed the CARS Submission Verification Results.

5.4.1 Agency Status

The “Approval Process” in HCS has changed and now reflects accurately HCS business rules and terminologies.  No longer is every agency “Approved” for 2 years or “Disapproved”.  Agencies reflect their current status in their profile.  This guide provides an understanding of the different statuses, how to change an agency’s status, what default actions HCS initiates and when, and how to view the agency status history.  One universal rule that HCS applies is that all sub-agencies inherits/reflect the status of their parent agency with one exception involving a temporary affiliation between a LHCA agency and an Intermediary.  If the Parent is Approved the sub-agencies are active; if Parent is Terminated, the sub-agencies are likewise terminated.  Theses statuses impact all agencies’ abilities to transmit through the CARS system.

STATUSES

APPROVED – LHCA & Intermediaries 

Agencies that applied and was approved to participate in HUD’s SF Housing Counseling program and have a HUD-Approved certificate are the only agencies to have the Approved status.

PARTICIPATING – SHFA & Sub-Agencies

An agency that is participating in HUD’s SF Housing Counseling program on behalf of their relationship with an Approved organization has Participating status.  SHFA are approved by their State and HUD recognizes them and allows SHFA to participate in HUD’s program as a courtesy.  Sub-agencies belonging to a HUD-Approved agency (LHCA & Intermediary) are participants in the program so long as their parent organization remains Approved.

CONDITIONAL – All Agencies

Agencies maintain a Conditional status for a limited time until they satisfy a condition to be Approved or Participating.  The most applied situation is from the results of a recent BPR that an agency must make corrections to deficiencies discovered during their Review.  If an agency does not attain an Approved or Participating status at the end of the Conditional period, HCS converts their status to the appropriate Terminated status.

INACTIVE – All Agencies

Agencies that are no longer participating in the program but require access to HCS to complete their 9902 reports or update their records have the Inactive Status.  The agency’s contact and counseling information is not made publicly available through any of HUD’s systems or programs to reflect their non-participatory status with the SF Housing Counseling Program.  The agency’s profile is dormant until their last action is complete.

TERMINATED (DISAPPROVED) – LHCA & Intermediaries

An Approved agency that drops out of the program and no longer participates in the program is terminated.  Access to HCS is denied and their profiles are dormant.

TERMINATED (NON-PARTICIPATING) - SHFA & Sub-Agencies

Any SHFA that drops out of the program and no longer participating in the program is terminated.  All sub-agencies of a Terminated (Disapproved) agency are terminated from the program.  Access to HCS is denied and their profiles are dormant.

STATUS DURATIONS

Agency’s status can be changed any time depending upon their situation.  Generally, however, the system recognizes the following durations for each status.

APPROVED

LHCA = 2 Calendar Years.  LHCA will renew their 2 year Approval status on the date of their renewal.

INTERMEDIARIES = Fiscal Year (FY).  Generally Intermediaries operate under a HUD Grant.  Their approval is therefore based on the fiscal year, to better track their duration under the grant.

PARTICIPATING

SHFA = opened.  SHFA do not have a preset termination date so their Participating status remains open indefinitely.  The system does allow fix 2, 3, or 5 years settings if desired or an ending date can be manually entered.

Sub-Agencies’ durations are the same as that of their Parent Agency.  Sub-Agencies maintain the same status and duration as that of their parent agency’s status.  Individual sub-agency statuses can be down-graded if their circumstance warrants it.  Their statuses however cannot be extended beyond that of their parent’s status.  Keep in mind that LHCA that are temporary affiliate to Intermediary maintains their Approval status independently regardless of the Intermediary’s status change.

CONDITIONAL

Settings = 15, 30, 45, 60, 90, & 120 days.  Conditional is a temporary reprieve to maintain their Approved or Participating status until their condition is corrected.  If the conditions required to be Approved or Participating are not satisfied, the status changes at the end of their end date to Terminated.

INACTIVE

Settings = 15, 30, 45, 60, 90, & 120 days.  Inactive is a temporary status to allow an agency to access HCS to complete unfinished records or make data entry in their files.  Another reason for an agency to be inactive is that their counselors left the agency and agency becomes Inactive until they hire replacement counselors.  At the end of the status period, the status changes automatically to Terminated unless a HUD user manually upgrades their status.

TERMINATED (Disapproved & Nonparticipating)

Setting is open until a HUD responsible person manually changes the status.

STATUS CHANGES

AUTOMATIC STATUS CHANGES

Unless a HUD user manually changes the status, HCS will make the following changes to ensure no agencies remains in a non-terminated status indefinitely.

Approved end date changes the status to Conditional for 30-days.  This allows HUD users time to make adjustments to correctly update the agency status.

Participating status for SHFA that exceeds the end date converts to Conditional for 30-days for the same reason as above.

Conditional end date converts the status to Terminated.  During conditional status the HUD user had enough time to update the agency’s status if warranted.  Ignoring the Conditional status implies the condition was not satisfied and the agency should be terminated from the program.

Inactive end date converts the status to Terminated.  The system assumes that the agency is not coming back to the program and terminates their participation.  If the agency is to be re-activated, a HUD user  manually changes the agency’s status.

Sub-Agencies are connected to their parent agency’s status.  This relieves the HUD user from resetting individual agencies.  Individual sub-agencies can always be down-graded when warranted.
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