Capital Fund Data Certification

Step by Step Instruction Guide
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Capital Fund Data Certification - Step by Step Instruction Guide

Basic Navigation:
In order to access the Capital Fund Data Certification pages in the Public and Indian Housing
Information Center (PIC) system, follow the usual procedure to log into the PIC system.*

On the main menu page for PIC, select the “Development” link under “Housing Inventory.”
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! Go to a computer with access to the Internet. Navigate to
http://hudatwork.hud.gov/po/reac/home/accessreac.cim. Click on the “Log in” link. Typein
your User ID and Password. Click “OK” to log in to a secure website. Indicate that you agree to
follow the rules for system access by clicking “accept” on the following page that displays. The
next page will display alist of computer systems that support the Office of Public and Indian
Housing, click on the Public and Indian Housing Information Center link.
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Once you have navigated to the Development sub- module within the Housing Inventory module
you will see the following page displayed. Click on the CAPFUND B&U Certification tab on
the right hand side at the top of the page.
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Once you have clicked on the tab, the system will display the Capital Fund Building and Unit
Data Certification tab page (see screen shot below):
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General information — Capital Fund Data Certification pages:

The data certification process proceeds as follows:

1. PHA reviews the data for inaccuracies.

2. PHA corrects any data inaccuracies which it is able to correct.

3. PHA certifies al of the developments that have accurate data.

4. PHA provides Help ticket number which reports the data inaccuracy for correction by
HUD? and marks the developments in which it cannot correct inaccurate PIC data as
“rejected.”

5. Once dl of the PHA’s devel opments have been either marked “ certified” or “rejected,”
the PHA submits the certification.

Please note that the Capital Fund Data Certification pages (the Capital Fund Building and
Unit Data Certification tab page and the hyperlinked Development Details page) in PIC
display the state of a PHA’s inventory as of the “reporting date” established by the Office

2 The help ticket must include all of the information and justification needed to correct the datainaccuracies. Failure
toinclude all of the required information may jeopardize the funding for the development in question.
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of Public and Indian Housing (PIH). PIH normally setsthe“reporting date” at September
30 of the previous Federal Fiscal Year (e.g. 9/30/2006). The Data Certification pages display
data that is stored elsewhere in PIC (usualy under either the “Development” and “Inventory
Removals’ sub modules of the “Housing Inventory” module. PHAS cannot correct erroneous
information on the Capital Fund Data Certification pages themselves. PHAS must navigate to
the location where PIC stores the source information that the Data Certification pages display in
order to make corrections to erroneous data. Note also, that HUD Field Office staff may have to
review and approve changes for them to take effect. Also note also that once data is changed or
corrected in PIC outside of the Data Certification pages there will be a one day lag from the time
the correction is finalized before the Capital Fund Data Certification pages display the corrected
data. Users have to be assigned the appropriate access rights to access the Capital Fund Data
Certification pages. If pages do not properly display (similar to the screen shots presented in this
step by step guide) or you are not given the ability to enter data, it may be that your security
administrator has not assigned you the proper roles to access the system. See the Assigning
Capital Fund Data Certification Roles section below for information on assigning roles for the
Capital Fund Data Certification pages.
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Step 1: isthelist of developments complete and accur ate?

Toward bottom of Capital Fund Building and Unit Data Certification tab page, the system will
list al of the developmentsin the PHA’s inventory that will be included in the Capital Fund
formula. Depending on the number of developments in a PHAs inventory, the list of
developments may not fit on a single screen (in which case scroll down to the bottom of the
screen to see more developments). 3
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Thefirst thing that a PHA should check is whether the list of developments is complete and
accurate. If aPHA has added a new development that has reached Date of Full Availability
(DOFA) prior to the “reporting date,” and the development is not displayed in the list, navigate
to the Development Profile page for the missing devel opment and validate that the DOFA Date
Actual data element has the correct DOFA date listed. If it does not, work with your local PIH
Field Office staff to correct or approve the DOFA date (DOFA dates are not effective until
approved by appropriate Field Office staff). If a development reaches DOFA after the reporting
date, it should not be displayed in the list of developments (if it does, then the DOFA date is
wrong because the system will filter out DOFA dates after the reporting date). If the list includes
a development that reached DOFA after the reporting date, follow the same course of action to
correct the DOFA date. The PIC system lists DOFA dates in the Development sub module under
the Housing Inventory module on the “Development” tab.

3 Note: if aPHA has alarge number of developments, it may have to navigate to multiple pages to see the complete
list of developments. It can see other pages by clicking on the page number hyperlink in the lower right hand corner
of the page.
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In addition to checking DOFA dates, PHAs must also check removal from inventory (RMI)
status. Units that have been removed from inventory (have RMI action/closing dates) that are
more than 11 years prior to the “reporting date” will not be considered for Replacement Housing
Factor funding in the Capital Fund formula, therefore any devel opments that were entirely
removed more than 11 years prior to the “reporting date” will not display on the list of
developments. If adevelopment that was entirely removed more than 11 years prior to the
“reporting date” is listed, the PHA must work with appropriate Field Office staff to enter or
correct the RMI action/closing dates to properly mark all of the units in the development as
removed. If the RMI action/closing date is within the 11 year timeframe but is inaccurate, this
also potentially affects the Capital Fund formula and needs to be corrected. The PIC system lists
RMI action/closing dates in the Inventory Removals sub module under the Housing Inventory
module.
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Step 2: isthe data for each development accur ate?

Each development number listed on the Capital Fund Building and Unit Data Certification tab
page isa hyperlink. Click on the desired development number link to bring up the Development
Details page for that development.

Below is a screen shot of the top portion of the Development Details page:

5 Developrment Detalls - Microsofi lnterned Exploder

Fia  Edk Yam  Faworibes  Tools  Help o

Gh:h - b "‘l‘l x '\ # =amarch *Faeurkes E" [ ¥ i q fi,

e 48] hetos ook hud Qo PIC o /B LCertfic tionevDet s a0 il - R
|

LOGOFF HUIT O - HGHE ] SEARCH TN N E-HaIL WLEE HEAIN
A AT ]
[ g i

Bildimg Lis Rl LS

H) Dusicn: Public @il Indian Homsing

H) Office PO Fisld Operadions

Hub: SHCHI Chicage Huls

Field Office SAPH CHRCAGD HUB OFFICE

Finld Ofice LA BLO03 Caivtral Street Hewsing Autlioiiny
Fherzical Dievnlopment BLODE00G LHEY TOMDW

Cavalapmant
FE1 130 L] ¥

PG Help Tickst Mo,;
Cornments HO Cosmmernts;

A FHA fa e d {0 einker @ ekl SR Tioked Muraber F 8 B e g cesbiiestion for & divedloomed
an corviea [0 sspevaie mutaoke PIC Tedwia

1999 Aggre gate
1999 Unit Comin: F Badroom Count: e 1)

] Darm & % Local ntrarmt

] st#rr_ =i Y .. ow @ e RELDate O |2 HErozalt = E3 Miorosolt Escel Fd & Wicrosdft By, -




Capital Fund Data Certification - Step by Step Instruction Guide

Below is a screen shot of the bottom portion of the Development Details page:
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The Development Details page contains the essential data related to the development that the
Department uses to calculate the Capital Fund formula:

Standing units — standing units are the number of units in the development as of the “reporting
date” that have not been removed from the inventory of the development.

Removed units — removed units are units in the development that have an approved action
date/closing date for the removal that is on or before the “reporting date.”

Non ACC Units— nontACC units are units that are not included under the public housing annual
contributions contract between HUD and the PHA. Usually these units are market rate or non
public housing units in mixed finance developments. (Note that demolished/disposed units are
still ACC units even though they are no longer in the inventory — they retain the status that they
had when they were removed from the inventory.) Unitsthat are marked as non-ACC units,
will not beincluded in the Capital Fund formula.

Non-Dwelling Units— non-dwelling units include both merged units and non-dwelling buildings
in the development. Non-dwelling units will not be included in the Capital Fund formula.

Elderly Units— the number of units designated with the unit designationof elderly unit in the
Development sub module.

Family Units— the number of units designated with the unit designation of family unit in the
Development sub module.

Standing Unit Bedroom Count — the total number of bedrooms in the standing units.
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Removed Unit Bedroom Count — the total number of bedrooms that were in the removed units
prior to their removal.

An error in any of the above data elements will affect the calculation of the Capital Fund
formula.

There are three navigation links that take the user to different PIC pages for the development that
display the source data used to display the data on the Development Details page to facilitate
further investigation of the source data The navigation links are located on the dark blue
navigation bar underneath the tabs at the top of the page (see itemscircled in red in the screen
shot below).
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The “building list” link will take the user to alist of the buildings within the development
(smilar to the list available by clicking on the “Building” tab on the main navigation page of the
Development sub module.
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The “unit list” link will take the user to alist of the units within the development (similar to the
list available by clicking on the “Unit” tab on the main navigation page of the Development sub
module.
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The “RMI Units” link will take the user to alist of approved demolition/disposition applications
for the development (similar to the list available by clicking on the “Removed from Inventory”
tab on the main navigation page of the “Inventory Removals’ sub module).
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Notice that thereisa+ sign in the left hand box of the table. Clicking on the + sign will provide
more detail:
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In this instance you can see that units were removed on different dates.
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Step 3: Correcting | naccur ate Data:

If the data displayed on the Development Details page for a development is incorrect, a PHA
must take steps to correct the inaccurate data prior to certifying to the accuracy of the datafor
that development on the Capital Fund Building and Unit Data Certification tab page. In this
instance a PHA would follow the normal procedures for changing the source datain PIC. Some
corrections will require coordination with Field Office staff to ensure that any corrections that
require Field Office approval prior to taking effect are approved prior to certifying to the
accuracy of the data. Some corrections require Field Office staff to make the corrections on a
PHA’ s behalf (particularly corrections relating to development level data such as DOFA dates).
Any changes in source data will be reflected in the PIC Data Certification pages the day after
they are finalized. Once the datais correct, aPHA can then mark the development as “certified”
on the Capital Fund Building and Unit Data Certification tab page (see the Certifying the
Accuracy of a Development’ s Data section below).

In rare instances, PHAs may encounter errors that cannot be corrected by either the PHA or Field
Office staff because of the way the PIC system operates. In those instances, PHAS are to submit
areguest to the Real Estate Assessment Center Technical Assistance Center (TAC) help desk. In
such instances PHA staff can either send an email describing the issue (include staff member
name, phone number, housing authority number and field office name where applicable) to
REAC_TAC@hud.gov or telephone the TAC at 1-888-245-4860 between 7:00am and 8:30pm
Eastern time on businessdays. The TAC will assign a ticket number to track the issue to
resolution. (The ticket number will be a number preceded by either “IM’ or “PIC".) If the issue
is resolved sufficiently before the deadline for certifying, the PHA should take the necessary
steps to correct the remaining inaccurate data and certify that the data for the development is
accurate.

If the issue is not resolved prior to the deadline for certification or there is insufficient time to
make the correction after the issue is resolved but before the certification deadline, the affected
PHA isto “rgect” certification for the development (see the Rejecting Certification of a
Development’ s Data section below). In order to “reject” a certification for a development, a
PHA must provide certain data on the Development Details page for the devel opment.
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In this situation the TAC will assign a PICHelp Ticket number to the PHA. Note that the
PICHEelp ticket number may be different from the normal TAC help ticket number. It may use
the following format: the characters “PIC” (instead of “IM”) followed by five numbers (e.g.
PIC12345). The PHA must enter the PICHelp Ticket number into the space provided on the
Development Details web page. If the ticket begins “IM” instead of “PIC”, replace the “IM” with
“PIC” when it isentered The PHA must also provide acomment in the space provided that
indicates what data element(s) is/are wrong, what the correct data is and why it cannot correct

the data through the normal procedure.
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Once the PHA has entered the PICHelp ticket number and comment, it must click the “save”
button in lower right hand corner of the page. (Note that a PHA can enter multiple PICHelp
ticket numbers if applicable as long as they are separated by commas.)
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Notice that the page indicates that it has beensaved (see screen shot below):

3 Development Dedails - Microsoft Internet Explores
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The Capital Fund Building and Unit Data Certification tab page now displays a PIC Help ticket
number for the corresponding devel opment (see screen shot below):
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Step 4: Validating 1999 | nfor mation:

The Bottom Section of the Development Details page contains a separate section that contains
1999 data for that development (see screen shot below).
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The Department does use the 1999 data to calculate the Capital Fund formula. However, end
usersin PIC cannot correct the 1999 Unit Count and the 1999 Aggregate Bedroom Count data
elements. The Development Details web page does give PHAS the ability to question the
accuracy of this historical data and to request a correctionas noted below. Please note: in
analyzing the accuracy of the 1999 data, PHAs must take into account unit reconfigurations and
removals that have taken place between 1999 and the present time.
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PHA s can indicate the correct 1999 unit count and the correct 1999 aggregate bedroom count on
the Development Details web page as well as provide an explanation for the requested
correction.
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Once the PHA enters the correction and correction comments, it must click the “save’ button in
the lower right hand corner of the page for the system to retain the data. Once the user clicks the
“save’ button, the system will indicate that the information has been saved.
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The Department will analyze each instance where a PHA questions the accuracy of the 1999
data. The Department will make corrections to the data when the PHA questioning the data has
provided adequate evidence that validates the use of another more accurate number. During the
analysis process, PIH Headquarters staff will coordinate with Field Office public housing
directors and their staff. Field Office staff may require a PHA questioning the accuracy of the
1999 data to provide additional documentation that substantiates its proposed correction.
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Ultimately, PIH Headquarters staff will provide a comment on the Development Details web
page that will respond to the questions raised and indicate whether the Department accepts or
regjects the proposed correction(s).
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The certification that PHAs enter on the Capital Fund Building and Unit Data Certification tab
page does not extend to the 1999 Unit Count and the 1999 Aggregate Bedroom Count data
displayed on the Development Details web page. Note that where a PHA is questioning the
accuracy of the 1999 data, if the remainder of the data on the Development Details web pageis
accurate for the development, the PHA isto certify to the accuracy of the data for the
development on the Capital Fund Building and Unit Data Certification tab page even though
itisquestioning the 1999 data.
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Step 5A: Certifying the Accuracy of a Development’s Data:

Once a PHA has established that the data for a development is accurate, it will then navigate to
the Capital Fund Building and Unit Data Certification tab page and scroll to the point where the
system displays the development number for the validated devel opment.
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The user will then 1) click the check box for the development to the right of the certification
status column, and then 2) click the “certify” button at the bottom right of the page.
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The Capital Fund Building and Unit Data Certification tab page will then mark the development
as “certified.”
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Note that once a development is marked either “ certified” or “rejected” users can changethe
status from oneto the other, but cannot make the status blank thereafter.
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Step 5B: Rejecting Certification of a Development’s Data:

Once a PHA has established that the data for a development is not accurate and that it cannot be
made accurate because of a problem with the PIC system, it will follow aprocedure for marking
the development “rejected” that is similar to the procedure for marking a development
“certified.” It will navigate to the Capital Fund Building and Unit Data Certification tab page
and scroll to the point where the system displays the development number for the devel opment
that contains data that cannot be made accurate due to a system problem.
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Note that the system displays a PIC Ticket number on the Capital Fund Building and Unit Data
Certification tab page for any developments where the user has entered and saved a ticket
number and comment on the Development Details page for the devel opment.
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The user will then 1) click the check box for the development to the right of the certification
status column, and then 2) click the “regject” button at the bottom right of the page.
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The Capital Fund Building and Unit Data Certification tab page will then mark the development
as “rejected.”
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Changing Certification Status of a Development:

Prior to the submission deadline, a user can change the status of a development from “ certified”
to “rejected” or vice versaif he/she either set the wrong status or circumstances have changed
and the status is no longer valid. To change the status, the user should follow the instructions for
the status that should be applied to the development (either “ certified” or “rejected”). The new
status will override the old status. Note, if changing status from “rejected” to “certified,” the
help ticket number and comment remain in the system; however, the Department will disregard
them because the development’ s status will be “certified.”
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Capital Fund Data Certification - Step by Step Instruction Guide

Step 6: Submitting the PHA' s certification:

Once users have set the status of every development in the PHA’s inventory (either “certified” or
“reglected”) the PHA is ready to submit the certification to the Department. It submits the
certification by clicking on the “submit” button in the lower right hand corner of the Capital
Fund Building and Unit Data Certification tab page. Once the “Submit” button has been clicked,
the PHA can make no more changes to the submission.
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Capital Fund Data Certification - Step by Step Instruction Guide
Assigning Capital Fund Data Certification Roles

If there is a problem accessing the Capital Fund Data Certification pages, PHA staff responsible
for carrying out the certification process need to contact their PHA’ s PIC security administrator
and request the assignment of the proper roles. Security Administrators assign roles in the
Security tab of the Security Administration sub module of the PIC Maintenance module.

Security administrators need to assign the " Edit Development” role to users that are entering data
on the Capital Fund Data Certification pages. Security administrators need to assign the ”Submit
Development” role to users that are submitting the certification datato HUD. Only Executive
Directors are intended to receive the “Submit Development” role.

Executive Directors can delegate the responsibility for submitting Capital Fund Data
Certifications to subordinate staff by assigning them the “Submit Development” role. PHA PIC
Security Administrators can assign the Submit role to other usersif the PHA Executive Director
delegates to a subordinate staff member (in writing) the responsibility to submit Capital Fund
data certifications on behalf of the PHA. The Security Administrator selects the user, then
clicks “Assign Role”. The Security Administrator select the role name in the pull-down, then
clicks “Save” to complete the assignment. (See screen shot below).
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