External
User
Manual

Real Estate Assessment Center i Public Housing

U.S. Department of Housing and Urban
Development

September, 2009



Revision Sheet

Revision Sheet

Release No. Date Revision Description

1.0 08/01/2008 | Initial Draft document for contractual delivery
1.1 09/01/2009 | Revisions for Release 9.1.0.0

1.2 09/09/2009 | Revisions per user inputs for Release 9.1.0.0

External User Manual

10/27/2009



ENT Op

AW
K

2%
& %
v || 'l *% External User Manual Authorization
zZ & Memorandum
<, Q§
QGAIVDE\IE\’O

| have carefully assessed the External User Manual for the (FASS-PH Release 9.1.0.0 External

U s e r odnsgal).Midis document has been completed in conjunction with the requirements of
the HUD System Development Methodology.

MANAGEMENT CERTIFICATION - Please check the appropriate statement.

The document is accepted.

The document is accepted pending the changes noted.

The document is not accepted.

We fully accept the changes as needed improvements and authorize initiation of work to

proceed. Based on our authority and judgment, the continued operation of this system is
authorized.

Freddie Harrison DATE
FASS-PH IT Project Manager

Nicholas Miele DATE
Business Program Manager

External User Manual ii 10/27/2009



Table of Contents

EXTERNAL USEROS MANUAL

TABLE OF CONTENTS

Page #

1 INTRODUGCTION ..ttt et e e e e e et bbb s e e e e e e emenr e e e eeeeebba e e e eaaaas 1-1
11 EXternal USEr GUIAE......ccooeee ittt rr e e e s e e e e e e e e e e e e e e e e e e e e e emeesnnneennne 1-1
1.2 SYSEEIM PUIPOSE. ...ttt sttt ettt et ee e eeee s rres s s s e e s s e e e e e eeeeeeeeeeeeamanssrnrnnnennnrnnne 11
1.3 SYSIEM ENVIFONIMENT.....eiiiiiiiiii it eee e eeenr e e e e e e e s s seeere e e e e eeas 1-2
14 SYSIEM BENETILS. ...ttt 1-2

2 GETTING STARTED. ...t eeeea e e et et e e e e e e e rnnme e e e e rean e as 2-1
2.1 Software and Hardware ReqUIFEMENTS.........oooeiiiiii i mmme e 2-1
2.1.1  Optimum HardwWare RESOUICES. ... ..uuuiiii i e eeieeeieeet e e ettt ssreets s s s e e e e e aeeeaeeesesennnmneeeeees 2-1
2.1.2 Optimum SOftWAre RESOUICES.........ccuvuiuiuei it ieeeisae s e e e e e aeeeeeeas e nmnreeeae et e s e eaaereanenaaaaaeees 2-1
2.1.3  Minimum HardwWare RESOUICES. ........cuurrireeiiirirrerreeee s s e e e s s snee e e e e s anrre e e e s s esreeesnnnees 2-1
2.1.4  Minimum SOfMAre RESOUICES.......ccciiiiiriiiie e irceee sttt ee e e s ne e 2-1

3 ACCESSING FASSPH ...ttt ettt rree et e e e e e et bbb e 3-1
3.1 F 81 g To] 4= To I ] = T 31
3.2 LOgQgiNg ON 0 the SYSTEML.....eiiiiiiiiiiiiiiie et e e eeme s 3-2
3.3 EXItING the SYSTEIML.....eiiiiiiii et e e e ener e e e e e e as 3-6
3.4 Hints For Using The FASSPH SyStEM...........uuiiiiiiiiiiieee e 37

4  COMMON SYSTEM FEATURES..... ..o eeee et e e e e e 4-1
4.1 Standard Page LAYOUL............uuuuiiiiiiiiiiiimire e eeeeeeeeeeeeeee e e e e e e s eeesteennaaane s mmme e e e e 4-1
4.2 Ta oTo) e == o =T = Y01 | SR 4-1
4.3 PrINTING PAgES ... ettt eee s s s e e e e e e e e e e e e e e e e eeeeeeamassesssesssnsrrnerrnes 4-2
4.4 Contacting the Technical ASSISTANCE CENLEL..........uuiiiiiiiiiiiiie e -2
A4 BY PRONE....cocoeiiieeee ettt e e ettt et et e e e e e e e eaerreeeeees 4-2
442 BY EMAIL.iiiiiiie e e ettt et e e e e e e e eaerreeeeees 4-2

5 CREATING FINANCIAL SUBMISSIONS.......cootiiiiiii ittt eeeeeeees 5-1
51 0] 00 )G SRRRPPRR 51
5.1.1 Creating @ NEW SUDIMISSION ......cccciiiiiiiiieiiiiteeiiie ettt e e see e e e e s e e e e s sneessnneeeeeas 5-2
5.1.2 Modifying an existing Draft SUDMISSIQN...........coooiiiiiiiiiien e 5:3

5.2 PHA INfOrmMation Page ...........uuiiiiiiiiieeiiiieeee ettt me et e e neee e 55
5.2.1 Reporting Beginning Date (MONth/Aay)..........ccuueeiiiiiiieeeiiie et 5:5
5.2.2 Reporting Beginning DAt (YEAI)........uueiiieiiiiiiiieeeeie ettt e eneeas 5-5
5.2.3 Reporting End Date (MONth/AAY)......ccvieiieeeeie i eeee e e e e 5-5
5.2.4  Reporting ENG DAt (YEAL)......uuuuieiieiiiiieee e i et ettt e ee e e e e e e s s e s ssssmmmeaae e e e e e e s e e s e s s ssnnnsaenne s e e s enennnns 55
I T S U ] ] 0 £33 (o N Y/ o= OSSP 5-5

External User Manual iii 10/27/2009



5.2.6  ASSEl MANagEMENT tY PR, ... .ueiiiiiiiiiiiiiie it teeet e e e e eerr ettt et e e e e e e e e e e rnmr et e e e e e e e e 5-6
5.2.7  ACCOUNING METNOM........eeiiiiiiiiiiii et e e e s e 5:6
5.2.8 Component UnNit deSIgNAtIAN . .........coiiiuiiiiiii ettt emee s e s et e e s smmee e 57
5.2.9  SUDMISSION OPLION.....ciiiiiiitiiiiii et iieeei ettt e et e e s et et e e s s e e e sbbe et e e e s annnneeeeeas 57
5.2.10 Edit Check of PHA INfOrMation PAgE.........ocuuiiiiiaiiiieemiieiee e se e e 5:8
53 Select or Add Programs for the PHA ...t 59
5.3.1  Select Programaf the PHA . ... i ne e s 5-9
IR I o (o B o (o | =T o o DO PP OO P PP PP PPPPPPOPPPPRP 5-10
54 Navigating to the Correct FDS Balance Sheets............cccviiiiiiiieesieeee e 512
5.4.1 Select the Balance Sheet for an Appropriate ProjeCt..........ooiviiiieeniee e 512
542 Select the Balance Sheet..fior..an..00Ot.her..Bi3ojecto
5.4.3 Select the Elimination BalanCe SNEeL...........cooiiiiiiieeeiieii e 514
5.4.4 Select the COCC BalanCe SNEEL.........oiuuiiiiiiiieeeie et eeen 5-15
5.4.5 Select tle Balance Sheet for a Program within the PHA ... 5-15
5.4.6 Select the Balance Sheet for a S8 Mod Rehab Project within the. RPHA................ccceee 5-16
5.5 Navigating to the Correct FDS Income Statements.............ooooeeeee e e e s 517
5.5.1 Select an Income Statement for an Appropriate Praject.........cccovouviiieeeieeeiiniiiieeee s 5-17
552 Select the I ncome St at.eme.nt..f.or..an. . fioLt.h&L9 Proj ect
5.5.3 Select the Income Statement for an S8 Mod Rehab Project............oooovvvieeeieeiiiiiiiiieeeenis 5:20
5.5.4 Select the Income Statement for @ PHA Program...........ccuvviieiiiccee i eeee e 5-21
5.5.5 Select the COCC Program INCOmMe Stat€mMEeNL..........ccoeeiiiiiiiccciiieeeeeeeeee e 5-22
5.5.6  Select the Elimindon INCOME STAtEMENL........ccoiiiiiiiiiii e 5-23
5.6 BalANCe SNEEL......ci i 5-25
5.6.1 Entering AMounts in Balance ShEet.........cooiuiiiiiiiiiei et 5-25
5.6.2 Purpose oOf the RESEE BUIIOKL.........uueiiiiiiiiie ettt ettt eeenan e e 5-25
5.6.3  Immediate Edit CRECK.........cooiiiiiiii e 5-25
5.6.4  LiNE IEM DELAIIS......eeiiiiiiitiiiiie ettt ettt e e e e 5-26
5.6.5 Completing the BalanCe SNEEL..........coiiiiiiiiii et rmeee e 5-27
57 INCOME SEALEMENT... . e reee s e e e e e e eens 5-28
5.7.1 Entering Amounts in the Income Statement............ccooiiiiireriiiiiiei e 5-28
5.7.2  Purpose 0Of the RESEE BUILOKL.........uueiiiiiiiiii ettt ettt eeenane e e 5-28
5.7.3  Immediate Edit CRECK .........cooiiiiiii e 5-29
B.7.4  LiNE IEM DELAIIS......eeiiiiiiiiiiiiee ettt ettt ettt e e e ee e e e e s anbneeeeeas 5-29
B.7.5  FINAI ValIJAIION. ...ttt ettt et et e e e e et e e e e e nnaes 5-30
5.8 Data Collection FOrm (DCF) PAgES........cccuuvuriiiiiieeeiiimme et rmmee e 5-31
5.8.1 DCF General INformation PAgE...........coieiiiiiiiiiieeeiee ettt 5-31
5.8.1 DCF Financial Statement PAge............eiviiiiiiiiiieeiiie ettt et eneeeeas 5-32
5.8.2 DCF Federal Program Page........c.uueiiiiiiiiiiieeeiieee sttt eeete e et e e eeessseee e 5-34
5.8.3 DCF Supplemental INformation Page..........oocuuuiiiiiiiiieeiiiiieee st 5:37
5.9 COMMENTS PAGE.....ciiiiiiiiiiiiiiiit ittt rrre et eeeer e e e e e e e 5-38
5.10 Late REASON PAGE.......coo ottt ettt e e e e s 5-39
5,11 XML UPIOAA PAGE.......ueiiiiiiiiiiiiiiiiiieeei ettt eet e e e e e s ener e e e e e e e e 5-39
5.12  NOteS & FINAINGS PAgES.....uuuiiiiiiiiiiiiiiiiiiieeet ettt eeese e e e eeeeee s 5-40
5.12.1 [N [0 (ST TP P 541
5.12.2 AUt INFOIMALION ...ttt e e s smmee e e e e e e neees 5-41
5.12.3 ACHON PIANS. ...ttt sn e reenr e e s e e 5-42
5.12.4 FINanCial StateMENIS.........ooiiiiiiiie e 5-42
5.12.5 MD&A ( Manage me n&ADaysiIP.L..S..C.U.S. 500 e 5-42

Table of Contents

External User Manual iv 10/27/2009



Table of Contents

5.12.6 AUAIE FINGINGS. .ttt e e s et e e e smme e s e bbb e e e e e e nnbee s 5:43
5.13 Material Difference REasoN Page............ccuuuiiiiiiiiiiiaeceee e 5-43
5.14  Edit FIAQS PAGE.....oeiiiiiiiiiiiiiie ettt eree et e e e s e e e e e 5-44

6  SUBMITTING FINANCIAL DATA ittt e eeii et anessss e e e e e e e e e e nnnnenes 6-1
6.1 Un-audited SUDMISSION PrOCESS.........uuuuiiiiiiieiiiiiieee ittt e e meessiinnneeeee e e 6-1
6.2 Audited SUDMISSION PrOCESS. ... ..uuiiiiiiiiiiiiiiiieeesitiie e e s eeesb e e e e e e e e s aesesas 6-4

02 R A o 1] (o] gl = (o Yot <Y [N ] £ S RPN PSR 6:5

6.2.2 PHAProcedures for Audited SUDMISSIANS........coiiiiiiiiiiiiieen e rmeee e 6-9
6.3 MonNitoring SUDMISSION STALUS.......ccooiiiiiiiii i rrrr e e e e e e e e e eaaaaaad 6-11

6.3. 1  REVIEWSTALIUS. ...ceiiiiiiie et re e ettt e e e eeneasnnnnbenbesneeeeeeeeeeeeennns ) 6-11

Lo T Y o o] (0 1Y/ =T <] = {3 SEPPRPPPON 6-11

Lo TG T L= 1= o =03 = LU PSS 6-12

6.3.4 Late Presumptive FailUrStatl..............oovvuiiiiiiiiiiceeiii s eeer e e e e e e anee s 6-13

6.3.5  Failure to SUDMIBLALUS.........uuiiiiiiiiiiiii et e e e e e 6-13

6.3.6  INVAlIAAEASIAIUS. .. ...ttt e e ettt eee bbbt e e et e et e e e e e e e s smamr e e et e e aaaaaeaeaaeaaaan 6-13

DELETING DRAFT FINANCIAL SUBMISSIONS .....ocoeiiiiiiiietee et e 7-1

8  GENERATING REPORTS.... ..ottt sieees sttt nens s e e e e e e e s s nn e nnnneees 8-1
8.1 Report SEleCtion ProCERAUIES...... ... ettt eee s e a e ean 8-2
8.2 Project Balance Sheet SUMMAIY..........c.ooooiiiiiiii e e e 8-2
8.3 Project Revenue & EXPENSE SUMMAIY........uiiiiieeieieeeiieimmeeeeeeeeeeeeeeeeeeeseesssaeensaaeeeeeeeas 8-4
8.4 Entity Wide Balance Sheet SUMMAIY..........coovviiiiiiiiiiiiieee e 85
8.5 Entity Wide Revenue & EXPENSE SUMMATIY..........ccvevirieriiiriiiimrmieeeeeeeeeeeeeeeaeaaaeaasanenens 8-6
8.6 Single Project Balance Sheet SUMMEH...........oooooiiiiiiiiii e 8-7
8.7 Single Project Revenue & EXpense SUMMaALY...........cccoeoeiiiiiiiieeciineni e 8-8
8.8 Special Procedures for Large PHA REPOMS......ccoooeiiiiiiiiii e eeea s 8-10
8.9 NASS Assessment StatUS REPOIL......ouuu it e s 812
B.10  LOCCS REPOIT ...utiiiiiieeeeieiiiiiittetieeeteeeeeeea e e e s e s et eeeeeneesseeeeeeeeeeasannssssseeeennnseeeeeeaeeeeaans 8-13

9 RESUBMITTING REJECTED /INVALIDATED SUBMISSIONS........ccoocoiiieiieieeeieenn, 9-1

10 APPENDIX A: NOTES & FINDINGS BUSINESS RULES MATRIX (AUDITED ONLY)...10-1

11. APPENDIX B: BUSINESS RULES ...ttt e 101
10.1  (Placeholder for FDS Business Rules SeCtiQn)............coouuiiuiiiimemiiiiiiiiieeeeee i 101
10.2 (Placeholder for DCF Business RUIES SECHON)...........ccouuviiiiiiiieeeieeee e 101

External User Manual Y 10/27/2009



1.0 INTRODUCTION



1.0 Introduction

1 INTRODUCTION

1.1 External User Guide

This user guide supports the FASS-PH Release 9.1.0.0 Asset Management implementation at
HUD. It provides information to facilitate the required electronic submission of Financial Data
Schedules (FDS) and supplemental Data Collection Forms (DCF) under the Financial
Assessment Subsystem for Public Housing Agencies. It contains the following sections to
guide the user in setting up for electronic submission, accessing the system, and electronically
submitting financial data to HUD.

¢ Introduction provides the purpose, benefits, and overview of the system.

e Getting Started includes software and hardware requirements for using the system.

e Accessing FASS-PH shows how to log into and exit from the system.

e Common System Features discusses basic system features including page layout and
links, and instructions for contacting the REAC Technical Assistance Center.

e Creating Financial Submissions provides step-by-step instructions and guidelines for
data entry.

e Submitting Financial Data discusses the final steps in validating and electronically
submitting financial data to HUD.

e Deleting Financial Submissions shows how to delete unwanted draft and IPA review
status submissions.

e |IPA Review Process provides Independent Public Accountants (IPA) and auditors with
step-by step instructions for reviewing and verifying Public Housing Agency (PHA) data
submissions.

e Generating Reports includes instructions for generating and printing various types of
reports.

¢ Resubmitting Rejected / Invalidated Submissions explains how to create and submit
a revised set of documents in case a submission was rejected.

e Appendix A: Business Rules provides the financial data schedule and data collection
form data item definitions and business rules.

1.2 System Purpose

The U.S. Department of Housing and Urban Development (HUD) created the Real Estate
Assessment Center (PIH-REAC) to centralize and standardize the way HUD monitors and
evaluates HUD developments and programs.

PIH-REAC designed the Financial Assessment Subsystem for Public Housing (FASS-PH) to
financially assess Public Housing Agencies (PHAs). FASS-PH helps measure the financial
condition of PHAs and assesses their ability to provide safe and decent housing. FASS-PH
also provides PIH-REAC with a complete database of the financial data of PHAs. The system
provides PHAs with the ability to submit financial information to PIH-REAC via a secure Internet
connection.

External User Manual 1-1 10/27/2009
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1.3 System Environment

FASS-PH is a secure web-based system accessible on the Internet for external users (such as
PHAs and their agents) and on the HUD We b , HUDOG s i ntranet, f o
REAC users). FASS-PH users include the following groups:

¢ PHAs and their agents i Public Housing Agencies responsible for submitting financial
information to PIH-REAC/HUD for analysis. This includes any employee or agent of the
PHA delegated to submit financial data on behalf of the PHA, including independent
public accountants (IPA), and fee accountants.

¢ PIH-REAC and other HUD offices i PIH-REAC users responsible for assessing PHAs
and any other HUD users

1.4 System Benefits

FASS-PH is an easily accessible and efficient system for PHAs to submit financial information
to HUD electronically, reducing administrative burdens for both PHAs and HUD. This system:

Allows easy access for PHA users and their agents, and HUD users
Protects financial data in a secure system

Provides automated data entry formats

Provides immediate feedback on submission acceptability

Provides capability to print and save submitted data

Maintains electronic records

Allows electronic review of financial data

Ensures software version control

External User Manual 1-2 10/27/2009
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2.0 Getting Started

2 GETTING STARTED

2.1 Software and Hardware Requirements

The electronic submission of Financial Data Schedules and Data Collection Forms using the
Financial Assessment Subsystem for PHAs (FASS-PH) requires computer resources and an
Internet browser. The optimum software and hardware resources are recommended for
efficiency, although users can operate with the minimum required resources.

2.1.1 Optimum Hardware Resources

Processor: Pentium 4 or higher
RAM: 2 GB or higher

Modem: DSL or Cable

Video card: 256kb or higher
Free hard drive space: 75MB

2.1.2 Optimum Software Resources

Operating System: Windows XP SP2 or higher
Standard Browser: Microsoft Internet Explorer* 7.0 with 128-bit encryption or higher
PDF Reader: Adobe® Acrobat Reader 4.05 or higher

2.1.3 Minimum Hardware Resources

Processor: Pentium Il

RAM: 512 MB

Modem: 128kb

Video card: 256kb

Free hard drive space: 50MB

2.1.4 Minimum Software Resources

Operating System: Windows XP or higher
Browser: Microsoft Internet Explorer3 6.0 SP1 with 128-bit encryption or higher
PDF Reader: Adobe* Acrobat Reader 4.05 or higher

! Copyright© Microsoft Corporation.
Copyright© 2000 Adobe Systems Incorporated.

All rights reserved. Protected by the copyright laws of the United States and international treaties.
Copyright© Microsoft Internet Explorer Corporation.

Copyright© 2000 Adobe Systems Incorporated.
All rights reserved. Protected by the copyright laws of the United States and international treaties.
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3 ACCESSING FASS-PH

3.1 Authorized Users

The Financial Assessment Subsystem (FASS-PH) is a secure, web-based system that contains
sensitive financial and housing information. Users must register for a secure HUD user ID.

An Internet user can access FASS-PH only after registering for a user ID, receiving that user

ID, and having the appropriate system rights assigned. Further restrictions apply regarding

system access for PHAs. A user must be assignedtoa PHAbythe PHAO®GSs system coor
before the system will allow data entry and submission.

There are two types of system users: Coordinators and Users. The Coordinator serves as the
PHAGs representative to perform syst dingsg@gmi ni str .
access and assigning roles. The User reviews and submits data to HUD.

The Coordinator controls which Users have access to prepare, review, or submit data on behalf
of the PHA. A Coordinator is also responsible for forwarding all information that is received
electronically from HUD to the PHAOGs Executive Di

A User also registers to do business on behalf of the PHA. The User, however, has no system
access control. A User depends on the Coordinator for the necessary access to prepare,
review, or submit data.

For details regarding obtaining and maintaining user IDs, please reference the WASS Secure

Connection and Secure Systems User s MaRRAEI . Th
website at http://www.hud.gov/offices/reac/ind_usrgds.cfm

External User Manual 3-1 10/27/2009
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3.2 Logging On to the System

Accessing the Financial Assessment Subsystem (External PHA/IPA Reviewer)

The following steps demonstrate how to access the Financial Assessment Subsystem:

Step 1: Launch the Internet Explorer browser on your computer.

Step 2: Enter the following address in the Location/Go To field of the browser:

http://www.hud.qgov/offices/reac/

Address @ http: /e, hud . gow foffices)reac)

Step 3: Press the Enter key on your keyboard.

T h e f (0] I I (0] Realn g p CL m=nu fi £n espadiol (onhztl); Textonly | Search /index
Estate Assessment Center : ;

(REAC)0 appear s:

Real Estate Assessment Center

Real Estate Assessment Center (REAC)
s e —————

Business area products

. H H accurate, timely and reliable information assessing the Forgot your password to PIH-REAC
Step 4 Slng Ie CIICk on the Business partn condition of HUD's portfolio; to provide information to Systems?
i i —_p & Online systems help ensure safe, decent and affordable housing; and » Password Reset
On I ine S\/Stem S Ilnk Iocated “("o'mmo;‘ qu'“so"; to restore the public trust by identifying fraud, abuse
nd vaste of HUD .
on the Ieft COIUmn Of the Calendar e resources. Mores Password reset requires you to
Industry user guides ——— — ) = . provide exact information from your

page. e Systaii Uoraida Ralasse Sckindile” |
Directory System Upgrade Release Schedule CILIID) Passwords must be changed every
Training 60 days for the Secure Systems.
Technical support All systems vill be unavailable from Spm Eastern
Contactus Friday September 19, 2008 until 7am Eastern =
Monday Sepetmebr 22, 2008 for scheduled Hot links

maintenance. We apologize for any inconvenience.

original registration.

Technical Assistance Center

PIH-REAC System Upgrade Release Schedule: ’ l_lsgusv 1PA w«;uﬁ"

PIH-REAC location map

Indian PIH
Office of Housing

PHAS training

NOTE: With the March 2nd 2007 release of Secure D’
Systems, HUD has implemented an upgraded HUD's hurvicane recovery
program for security, and have changed our URL for resourey
to colera b Ll ows one dubu W C balin sl L' poa s IS

ATV hcaic amn wnsassnens

¢ Friday September 19, 2008 - Spm Eastern

v v v - -

External User Manual 3-2 10/27/2009
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T h éOnline Systemsd p a gEEaC
Eommumtles

E fiol | Contact Us | Text only | Search find
Real Estate Assessment Center respafol = tontacE U TexEnnly-Eseare iy ndess

appears.

This page displays Real Estate Online Systems
information on HUD REAC e

Business area products (34 Information by State

Systems and is the Portal to Bustves partces ) priat varsien
Onkne systems System Upgrade Release Schedule @ITIIED
HUD REAC Systems. P——

Calendar

All systems vill be unavailsble from Epm Eastern

Industry user guides Fridzy April 24, 2009 until 7am Eastern Monday April
— 27, 2008 for scheduled maintenance. We 2pologize Existing users
e for any inconvenience. » Loginhere
Training
PIH-REAC System Upgrade Release Schedule: Need to access HUD systems?

Technical support
[

} Reqister online "
-

T (s ® Fridzy April 24, 2000 - Spm Ezstern S
® Fridzy September 11, 2008 - Spm Ezstern } Password Reset o
“*

Step 5: To enter the FASS- -
. Homes Iltlnte: Dasz:m:rd raz’at vill require
PH system, if you have a Resources WOTE: With the March 2nd 2007 relases of Securs e

Systems, HUD has implemented an upgraded

user ID and password, click p—— e Melprul Toots
Online Registration

Secure System - Online Systems web page.
on the Working with HUD e
Note: vith the December 7th, 2007 rel=aze usars of ¥ Quick Tips for Reaistration
»
3

. H Tools WASE vill no longer be 2llowed multiple lagins into
! I
Login here Ilnk1 and [ Secure Systems. This means that if you are logged Technical FAQs

_ Password Instructions
N Maiding k inte thi tem and start working on another Password Instructions
Connnue to Step 6 — computer, your earliar login vill be endsd and a naw Secure Systems Passwords
. RSS Feeds login vill be initizted. Additionally, sven when on the must be reset every 80 days.
Help same computer, you vill be unable to open znother More password details
Foe o o Lo o it nish thom cerlime i odireen N ———

Otherwise, click on the Register onlinel i nk and refer to the WASS User
instructions on registering.

To reset your password, click the Password Reset link.

Step 6: After clicking the Login here link, the following Secure Systems Single Sign On i
User Login page appears:

ﬁ' Fh User Login
|

Secure Systems User ID
Single Slgn On Password

Forgot your password? Click the link to reset your password and for other useful
information.

Cancel

ATTENTION: This computer system, and all the systems associated with this system for User Authorization

and Authentication, are protected by a computer security system; unauthorized access to these systems is

not permitted; and usage may be monitored.

NOTE: There is an inactivity timeout of 30 minutes. Please save your work periodically to avoid being logged out.

Please also note that there is a 4 hour session timeout, after which, you will need to re-authenticate. You can then resume where yo
off.

Content updated June 15, 2007

Log

@ U.5, Department of Housing and Urban Developrment Home |
451 7th Street 5.W., Washington, DC 20410 Statenm
Telephone: (202) 708-1112 TTv: (202) 705-1455
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Step 7: Enter your user ID and password and single cIick .

The user ID is six characters. The first character must be either an (upper
case)iMo0 or an Al . 0 An MRIHIpl e of a wu

Note

. i L m User Login el | search | home | logout
The Financial Assessment i e

Secure Systems Legal
Warning page is displayed.

Secure Systems

Legal Warning

Misuse of Federal Information through the HUD Secure Connection web
site falls under the provisions of title 18, United States Code, Section
1030, This law specifies penalties for exceeding autharized access,
alterations, damage, or destruction of information residing on Federal
Computers.

The link selections under the
Systems Section will vary

depending on the user ID. ) )
Warning Notice

The Secure Systems security access software supports Intermet Explorer

6.0 browser. Internet Explorer 5.0 browser 15 supported for all processing

systems except ARAMS, Other browsers may not be compatible with this
software.

There will always be a
FASPHA link if your User ID

has FASS-PH access rights. Message of the Day

Area 47 - FASPHA Testing Only July 10, 2008 to July 31, 2008
{ lipdated by HWASSE on 2008-07-03)

SAGIS Training until 8/20/2008
{ Updated by HWASSD on 2008-07-16)

Content updated May 9, 2008 ©gack to 700

Step 8: Single cIick . The Secure Systems Main Menu page displays.

it Main Menu hedn | search | home | logost
Step 9: Single click on the £
Financial Assessment SIEES nlam
Subsystem i PHA
(EASPHA) Link. This will
take you to the following E

page. administration « Quality Assyrance Subsystem (QASSY
* Pasgward Changs

Systems

« Financial Assessment Submission = FHA (FASFHA) h

» Lender Assessment Subsystem (LASS)

» Publc Hoysing Assescment System: Scores and Status (MASS)

I

System Administration

s Fassword Change

Ein.
Submizsion - P4

-
subyyytem (LASS)
Bublic Hausing

E:
RASSY
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Step 10: Single click on the
CONTIMUE  link.

This will take you to the
Financial Assessment
Subsystem (FASS-PH)
MENU page:

Step 11: Single click on

fFiscal year end on or after
06/30/20080 .

This will take you to the first
page of the FASS-PH
system, called the External
Inbox.

— —

3.0 Accessing FAS$H

Real Estate Assessment Center
Financial Assessment Subsystem (FASS-PH)

Public Reporting Burden for this collection of information is estmated to average 11 hours per
respondent, mchading time for reviewing mstructions, searching existing data sources, gatherng and
maintaining the data needed, and completing and reviewing the collection of mformation. Public
housing agencies are not required to respond to this collection of mformation unless a current, vahid
approved OMB control mamber is displayed on the form. Pubbc Housing Financial Management
Template, OMB No. 2535-0107, expires 08312009

You are about to enter the Financial Assessment Subsvstem. Please ciick the link below to continue
CONTINUE

In Real Estate Assessment Center
h “ Financial Assessment Subsystem (FASS-PH)

N

FASS-PH Main Menu

Please click on one of the two buttons below to take you to the appropnate system.

riscal year end riscal year end

On or after
06/30/2008

on or before
03/31/2008

(Click left button to access (Click right button to access
scores and status of each PHA scores and status of each PHA
with a fiscal year end of with a fi r f

03/31/2008 or before.) 06/30/2008 or after.)

Real Estate Assessment Center
Financial Assessment Subsystem, (FASS-PH)

Work Items Search
Create Submission Submission
e All A PHA Cod CARGR v
- Type | | oae
Delete Draft Submission
Status |AII v|
Link to 3/31/2008 and prior -
Fiscal End
Submissions Inbox Year 09/30 || 2008

Nothing found to display.

Resources

Additional Help

User Guide and System Documentation

Technical Assitance Center

FASS-PH website
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3.0 Accessing FAS®H

3.3 Exiting the System

You can exit and return to FASS-PH at any time. Because FASS-PH is a secure system
containing sensitive public housing information, you should exit FASS-PH when leaving the
computer.

Step 1. Save any changes on the current page using . If error messages are displayed,
you must correct the data and save the page again. The page is successfully saved when no
error messages display. Do not re-click while the system is processing.

Step 2: Most pages in the system have a top navigation bar. If this is available, the preferred
method of exiting the system is to click on the Logout link on the top navigation bar of the

page:

The following page will
appear, confirming that you
have successfully logged out
of the system:

If the top navigation bar is
not available, click on the

br owsGLOSEs button
in the top right corner of the
page. The FASS-PH
application will close and the
desktop will display.
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