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1.0 Housing Inventory

1 HOUSING INVENTORY

The Housing I nventory sub module allows the user to view PHA data, inventory of buildings and units
that the PHA has at its disposal, and allows the user to propose buildings or unitsfor removal. The
Housing Inventory module includes three sub modules: Housing Agency sub module, Development sub
modul e and the I nventory Removals sub module.

The Housing Agency sub module provides various types of datafor PHAs. PHAS can use this sub
modul e to enter, update and maintain their information. This sub module aso alows the users to create
new PHAS.

The Development sub modul e includes information about the inventory of units and buildings that PHASs
manage. This sub module allows the users to view the current unit and building inventory, add new
inventory items and del ete inventory items that are no longer needed. The inventory information is
provided at the development level, building level and unit level. Users can group any inventory itemsin
the database based on various For example, units can be grouped by unit tenant status, submission status
type, or unit designation.

The Inventory Removals sub module allows PHASs to remove certain items from their inventory by
proposing those items for demolition/disposition. This sub module alows PHAs to fill the
demolition/disposition application Form HUD-52860, submit it with accompanying documentation,
review the application and approve it. After the demolition/disposition application is approved, inventory
items that are subject to that application no longer are part of the PHA’ sinventory.

IMS User Manual Page 1-1 04/16/2010
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1.1 DEVELOPMENT

The Development sub module of the Housing | nventory module alows usersto view, access, and
modify the physical inventory data. The physical inventory includes developments, buildings, and units
managed by PHASs. Theinventory database contains data for all the inventory items from the moment
when a building, unit, or land becomes part of the assisted housing stock till the moment when the
inventory item is disposed of and is no longer a part of assisted housing stock (removed from inventory).

The Development sub modul e includes eight tabs.

e The Development, tab allows users to manage devel opment data.

e TheBuilding tab allows users to manage building data by development. That is, the Building tab
displays only buildings associated with the selected devel opment.

o The Unit tab allows users to manage unit data by development. That is, the Unit tab displays only
units associated with the selected devel opment.

These tabs contain addresses, property characteristics, and various other types of data. Using these tabs,
the user can add inventory items, edit inventory item information, and view the information about existing
inventory items.

¢ The Submission tab alows users to submit any proposed inventory item property changesto be
approved by HUD Field Office staff. The HUD approval is mandatory for certain item properties
since they may affect PHA funding allocation and thus must be controlled by HUD personnel to
avoid misuse.

e TheApproval tab alows HUD usersto approve the proposed inventory item information.
The Reportstab allows the user to run various reports to view inventory unit and tenant data.

¢ TheMaintain Inventory tab alowsthe user to edit various development, building, or unit
numbers/re-assign units to different building with in the same development, or delete inventory
item records, edit unit status effective dates and devel opment regroupings. .

The CAPFUND B& U Certification tab alows PHA usersto certify their housing inventory for capital
funding as of a specific date. After certification, PHASs can view the inventory that they are certified to
receive funding for.

1.1.1 Development Tab

The Development tab contains the inventory data for devel opments that are managed by PHAs. A
development can be one or more building(s) that form a community and are treated in IM S as one entity.
The Development tab allows usersto view, submit, modify, or delete development data.

1.1.1.1 Profile sub Tab
The Development tab (see Figure 1) consists of four sub tabs:

o TheProfile sub tab provides a summary of a development’s program, structure, and inventory.
e Thelistsubtab presentsalist of al developmentsin the selected HA.
e The Address sub tab presents the mailing and physical addresses (if available) for a
devel opment’ s management office.
¢ The Contact sub tab presents contact names, tel ephone numbers, email addresses, and other
details for a selected devel opment.

IMSUser Manual Page 1-2 04/16/2010
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The Profile sub tab presents a specific development’ svital housing information (program type,
construction date, inventory, and so forth).

Thefollowing table includes all data presented in the Devel opment Profile Information section and short
description of each data category:

Development Name The name an HA assigns a devel opment.

Program Type One of the following program types is displayed:

HOPE VI: Any program involving HOPE V1 funds

L ow Income Rental: Regular public housing program

Low Income/Fair Market Rent: Mixed Income programs unrelated to HOPE VI
Mixed Finance: Mixed Finance programs unrelated to HOPE VI

Section 23 Bond Financed: An obsolete program

Section 23 L eased: An obsolete program

Turnkey |11 An obsolete Public Housing Homeownership program

Development Method One of the following devel opment methods is displayed:

Acquisition w/out Rehab: The development is purchased and no rehabilitation is
necessary.

Major Reconstruction of Obsolete Public Housing Projects (MROP): An
obsolete devel opment method.

New Construction: A new development is built. Most developments fall into this
category.

New Construction — Conventional: Same as the New Construction method.

New Construction — Turnkey: A method where the devel oper builds the
development but “turns the keys over” when it’s ready for the HA.

Rehabilitation— Conventional: An old development is rehabilitated for HA use.

Rehabilitation— Turnkey: A method where the developer rehabilitates the
development and “turns the keys over” when it’sready for the HA.

Note: The obsolete development methods will be removed in afuture PIC
release.

Structure Type One of the following structure typesis displayed:
Elevator Structure

Mixed Type

Row or Townhouse Style (Sep. Entrances)
Semi-Detached

IMSUser Manual Page 1-3 04/16/2010
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Single-Family/Detached
Walkup/Multifamily Apt (Shared Entrances)

Acquisition/Construction
Date (if known)

Either the date the HA acquired the development, or the date construction began
on the development.

Date of Full Availability
(DOFA)

The DOFA occurs when at least 95% of the unitsin a development are ready to
be occupied (i.e., have certificates of occupancy). The DOFA is especialy
important for management of a mixed-finance development because it sarts the
development’ sinitial operating period.

End of Initial Operating
Period (EIOP) Date

EIOP isthe last day of thefirst calendar quarter after DOFA provided that 95%
of the units are actualy occupied (vs. ready to be occupied). If 95% of the units
are not occupied, EIOP is automatically established as the last day of the second
calendar quarter after DOFA. EIOP marks the point at which the construction
period for a development ends and management begins.

Dwelling Structures

Number of structuresin the development containing inhabitable units.

Non Dwelling Structures

Number of structuresin the development with Non Dwelling units only.

“Scattered Site?’ Yes: Units are located in different parts of the city. (They are separated by more
than one street.)
No: Units exist in the same city location.

Total Acres Available acres for development

Tota removed acres

Available acres for development after its removed from inventory

Mixed finance except from
FASSPH

Projects devel oped under the use of combination of private financing, public
housing and other funds to devel op public housing units except from FASS PH.

Many of the following structure types are displayed in other parts of this devel opment sub module. Here
are the definitions for each structure type listed.

Elevator Structure

Any high-rise structure requiring an elevator under the
Minimum Property Standards or local building codes.

Mixed Type

A development that consists of more than one structure type.

IMSUser Manual
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Row or Townhouse (Sep. Entrances)

A structure containing three or more living units. Each unit is
separated by vertical walls. These building types have their own
entrances and interior stairs.

Note: Unitsin this structure type should not have door numbers.

Semi-Detached

A structure containing two living units separated by a common
vertical wall.

Single-Family/Detached

A structure consisting of asingle-living unit surrounded by
permanent, open spaces.

Walkup/Multifamily Apartment (Shared
Entrances)

Any multilevel, low-rise structure containing two or more living
units. Each unit is separated horizontaly (ceiling/floor) and by
vertical walls. This category includes row houses where the
units share the same physical address and are identified by a
door number only.

The Development Summary | nfor mation section includes an Approved as of date. This date refersto
the date of the last approved building/unit data submission.

This section also displays the summarized unit counts by the unit designation types, dwelling information,

and bedroom count.

IMSUser Manual
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Figure 1: Development Profile page

1.1.1.2 List sub Tab

The Listsub tab (see Figure 2) displays a summary listing of al the developments associated with the
Housing Authority that the user selected on the Development Pr ofile page. Users can view dl the

devel opments associated with the PHA record, or narrow the report criteria by using the Statuslist. The
Statuslist allows users to set the program to display only the devel opments of the selected status. The
ACC Detailslist allows usersto view the ACC datafor all the developments. To apply the selected
search criteria, users must click Retrieve.

System retrieves the development list based on the user selection; user can click the Devel opment
Number link from the list to view more details about that particular development. When the user clicks
the Development Number link the system navigates to the Unit List sub tab of the Unit tab.
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Figure 2: List sub tab

The development listing table of the Listsub tab displays the following information for each development
based on the user selected filter options from the status filter and when the ACC Details option is set to
No. PIC draws the information from the Development, Building, and Unit tabsin this sub module. The
program displays the following information:

o The Development Number column displays the development number in PIC as alink to the Unit
tab.

The Development Name column displays the devel opment name.

The Total Unit Count column displays the total number of unitsin the development.

The Unit Designation Total section displays unit counts by unit designation types.

The Occupancy Total section displays the number of vacant and occupied units within the

devel opment.

If the user selectsthe Y es option in the ACC Detailslist, then the program will display the following
ACC unit data:

e The Development Number column displays the development number in PIC as alink to the Unit
tab.

o The Development Name column displays the devel opment name.

e TheTotal Unit Count column displays the total number of unitsin the development.

e TheUnit Designation Total section displays unit counts by unit designation types. The unit
counts are broken down by ACC indicator (Y and N).

¢ The Occupancy Total section displays the number of vacant and occupied units within the
development. The unit counts are broken down by ACC indicator (Y and N). See Figure 3.
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Figure 3: List sub tab with the ACC details

1.1.1.3 Address sub Tab

The Address sub tab (see Figure 4) displays the development address. PIC allows users to enter two types
of addresses— the physical and the mailing address. The Select Address Type list allows users to select

the type of addressto view. After the user clicks Select, the program refreshes the page and displays the
actual address entered, if applicable.
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Figure 4: Address sub tab
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The Modify Addresslink allows usersto edit the development address. The program displays the address
boxes for the user to modify. The boxes marked with the asterisk (*) are mandatory.
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Figure 5: Modifying Development Address

To save the changes, the user must click Save. If the user clicks Cancel, then the program will not retain
any user modifications.

1.1.1.4 Contact sub Tab

The Contact sub tab (see Figure 6) displays the information about the development manager. If any
issues arise concerning the development, this person would be the point of contact for their resolution.
The user can select the contact status using the Contact Status list to filter the contacts. The options
available are Active, Inactive, and All.
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Figure 6. Contact sub tab
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The Contacts List table displays the contact name, role, phone number, email, and activity status.

1.1.2 TheBuilding Tab

The Building tab contains the official inventory of buildings for the devel opment selected on the Profile
page.

Two different pages are accessible via the Building Tab.

¢ TheBuilding List page presents summary information for every building in the selected
development. It also enables users with the proper security access role to del ete building records
from the development. If the building statusis I nitial Upload, any user type can delete it except
for Guest user. If the building statusis I nitial Approval Completed, than only HUD/Super user
can delete those buildings on condition that they do not have any units associated with them.
e TheBuilding Detail page provides information about a specific building. It also enables usersto
edit building details or add a new building record.
Additional information on how to perform certain actionsin thistab can be found in job aids on HUD
website. IMSjob aids provide users with additional support to help navigate through the PIC sub
modules. They areintended as informal, technical guidance to help users successfully complete the
activities specified in the job aid. The job aids can be found following the link:
http://www.hud.gov/offices/pih/systems/pic/ts/

1.1.2.1 The Building List sub Tab

The Building List sub tab (see Figure 7) presents alist of all buildings in the development selected on the
Profile sub tab of the Development tab. It also provides summary data for each of those buildings.
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Figure 7: Building List sub tab Building tab
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1.1.2.1.1 Searching the Building Information Table
Devel opments can have hundreds of buildings. PIC provides two different methods for searching for a

specific building in the building list: a search by building number and a search by entrance number (see
Figure 7). The search filters can be found in the Building Sear ch section.

These two search methods can be used independently or together. Type the desired building number in
the Building Number box or the building entrance number in the Entrance Number box. Click the
Sear ch button. The system will display the data pertaining to the specified building or entrance number.

1.1.2.1.2 Information Presented on the Building List Page
The Building List sub tab consists of the development identification information, Building Search

section and the Building I nformation section. The Building I nfor mation section displays atable
contai ning summarized building information.

The devel opment identification information includes the following:

HQ Division

HQ Office

Hub

Field Office

Field Office HA

Physical Development

The Building I nfor mation table (see Figure 8) displays severa categories of information.
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Figure 8: An example of a Building List.

The following table lists and provides descriptions for the Building I nfor mation table data categories.

Data Category Description
Building No The unique identification number for the selected building.
Building Entrance No The specific entrance number for the selected building record. One

building structure can have several entrances. Each entrance
number has its own physical address and its own building record.

Building Name If entriesin this category are blank, the HA has not entered a name
for the building.
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Data Category Description
Building Type One of the following structure typesis displayed:

Elevator Structure

Walkup/Multifamily Apartment (Shared Entrances)
Non Dwelling Structure

Row or Townhouse (Sep. Entrances)
Semi-Detached (Sep. Entrances)
Single-Family/Detached

Building Status Type

The status of the building entrance record in PIC. One of the
following statuses is displayed:

o Initial Upload: The building record has been entered but not
approved by the Field Office.

o Initial Approval Completed: The building record has been
approved by the Field Office.

e Demo/Dispo — Approved: The building in question has
been approved for either demolition or disposition. Source:
Demo/Dispo sub module.

o Demo/Dispo — Proposed: The building in question has been
proposed for either demolition or disposition. Source:
Demo/Dispo sub module.

e Demo/Dispo Draft: A draft has been created to propose
either demolition or disposition for this building. Source:
Demo/Dispo sub module.

¢ Removed from Inventory: HUD HQ has completed the HA
reguest to remove this building from the HA’ s inventory.
Source: Demo/Dispo sub module.

e Proposed Removed from Inventory: The HA has submitted
areguest to HUD HQ to remove this building from its
inventory. Source: Demao/Dispo sub module.

¢ Removed without HUD Approval: Buildings removed from
the HA’ s officia inventory without formal approval from a
HUD Field Office. This entry may switch to Removed
without Formal Approval in the future.

AddressLinel The physical address for the selected building entrance. Physical
address is an address an emergency services unit (e.g., police or
rescue squad) would respond to.

Floor Count The number of floors accessible via the specified building entrance
where units that can be occupied exist.

Unit Count Number of units accessible via the building entrance. This number

includes units of all types.

Construction Date

The date the building entrance finished construction.

IMSUser Manual
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Data Category Description
Delete Building? This column displays the check box that allows usersto delete
selected buildings. In most instances, this column is blank.

The building numbers displayed in the Building No. column are links. Each link allows the user to view
the details for the particular building in the Building Detail sub tab. Click a Building Number link to
view additional building detailsfor that building.

Note: If you click alink for a building record with a Removed From Inventory status, PIC displays the
following message: No buildings were found in this devel opment, please add a building.

The Building I nfor mation table displays 50 building entrance records at atime. The total number of
recordsis displayed at the top of the table.

If there are more than 50 buildings in a development, the user may click the Next link at the bottom of the
table to view the remainder. After clicking the Next link, the user can click the Previous 50 Buildings
link to return to the previous page (see Error! Reference sour ce not found.Error! Reference source
not found.).

1.2.1.2 The Building Detail sub Tab

To access the Building Detail sub tab (see Figure 9), click a Building Number link from the Building
Information table.

This page presents the information for every building entrance number associated with the
building. It aso displays the summary of al the unit data associated with the building entrance
number.
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Figure 9: Building Detail sub tab

1.1.2.1.3 Information Presented on the Building Detail Page
The Building Detail page consists of the following sections:

o Development identification information displays the HQ Division, HQ Office, Hub, Fied Office,
PHA and devel opment name and number.

e Building Entrance | dentification section allows the user to select the building entrance number
(if the building has multiple entrance numbers) to view the details for the selected entrance
number.

¢ Building Entrance Address section displays the physical address associated with the entrance
number.

¢ Building Entrance Details section displays the building details of the building that is associated
with the entrance number selected.

e Building Entrance Summary section displays the unit data for the selected building entrance
number.

The Building Entrance | dentification section includes the following building identifiers (see Figure 10):

o The Select Building list containing alist of building entrance number for the user to select.
¢ TheBuilding Name box contains the name of the building (if applicable)
o The DOFA Date Actual box displaysthe datein the MM/DD/YYYY format.
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Figure 10: Building Entrance Identification section of Building Detail page.

Additionally, the user can add new buildings to the selected devel opment by clicking the Add Buildings
link.

The Building Entrance Address (see Figure 11) section displays the following physical entrance address
details:

AddressLinel

AddressLine2

City

County

State

Zip Code

The Building Entrance Details (see Figure 11) section provides the following structural and status
details. Many of these data categories are also presented in the Building I nfor mation table.

e Building Type
e Building Status Type
o AMP Group Number
e FHoor Count
e Tota Unit Count (this data category is the same as the Unit Count category on the Building List)
e Construction Date
o Comments (general comments about the building or devel opment)
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Figure 11: Building Details - Building Entrance Address & Details sections

The Building Entrance Summary section (see Figure 12) provides the following information about the
units accessible via the selected entrance:

e Number of Units by Unit Designation
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o Family Units
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Figure 12: The Building Entrance Summary section of the Building Detail page.
This section also displays the following building entrance information:

e Non-Dwelling Unit Count: The number of Non Dwelling units accessible viathe building
entrance.

o Approved asof: The date of the last building data approval for the selected building.

The following building types can be selected in the Building Typelist:

Building Type Description

Elevator structure Any high-rise structure requiring an elevator under
the Minimum Property Standards or local building

codes. For the Elevator Structure the minimum unit
count must be 5.

Multifamily/Wakup Apts (Shared Entrance) Any multilevel, low-rise structure containing two
or more living units. Each unit is separated
horizontally (ceiling/floor) and by vertical walls.
This category includes row houses where the units
share the same physical address and are identified
by adoor number only. For the
Multifamily/Wakup Apts (Shared Entrance) may
have more than one entrance, one entrance must
have at |least two units, and all other entrances must
have at |east one unit.

Non Dwelling Structure Non dwelling structure will not have any units
associated with the structure since the building will
not have any residents. So the total unit count for
this building type must equal zero.

Row or Townhouse (Sep. entrances) A structure containing three or more living units.
Each unit is separated by vertical walls. These
building types have their own entrances and
interior stairs. Thistype of buildings must have
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only one entrance/ unit.

Note: Unitsin this structure type should not have
door numbers.

A structure containing two living units separated by
acommon vertical wall. Thistype of buildings
must have only one entrance / unit.

Semi Detached (Sep. entrances)

Single Family / Detached A structure consisting of asingle-living unit

surrounded by permanent, open spaces. Thistype
of buildings must have only one entrance / unit.

1.1.2.1.4 Adding New Buildings

The user can add additiona building(s) to the development. To add new buildings, the user should click
the Add Buildingslink.

The Building Detail sub tab will be refreshed and all the options will be displayed as editable (see Figure
13). The development which was pre-sel ected on the Development tab will be active. In order to add a
new building, the user need to specify the structure type in the Building Type list along with Total Units
Count, Building Number, Building Name and Building Entrance Addr ess information. For more
information about these options, please refer to section 1.2.1.2 The Building Detail sub Tab.
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Figure 13: The Add Buildings Page
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1.1.3 TheUnit Tab

The Unit tab (see Figure 14) contains the official inventory of units for the development selected on the
Profile sub tab. It also provides the functionality to upload large amounts of building and unit data for
submission in PIC and to view histories of upload error reports.

Note: Uploading data is not the same as submitting data. After you perform an upload, you still need to
submit building/unit data via the Submission tab.

The Unit tab is composed of three sub tabs:

e TheUnit List subtab displaysalist of all unitsin a development and enables the user to view
specific unit details. It also enables users with the proper security access to add unit records to a
development, delete unit records from a development (during the initial upload stage only), or
edit specific unit information.

e TheBuilding/Unit Data Transfer sub tab enables users to download afile template for a mass
submission of building and unit data. It also enables HA users to upload a Comma Separated
Vaues (CSV) or Microsoft® Excd fileinto PIC.

e TheUpload Error Report sub tab enables HA usersto view any errorsthat occurred during the
report upload process.

The Unit List sub tab isthe default page for the Unit tab.
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Figure 14: Unit tab and Unit List sub tab

Additional information on how to perform certain actionsin this tab can be found in job aids on HUD
website. IMSjob aids provide users with additiona support to help navigate through the PIC sub
modules. They areintended as informal, technical guidance to help users successfully complete the
activities specified in the job aid. The job aids can be found following the link:
http://www.hud.gov/offices/pih/systems/pic/ts/

1.1.3.1 The Unit List sub Tab

Click the Unit tab to access the Unit List sub tab. The Unit List sub tab presents a searchable list of
every unit in the development selected on the Profile page. The list contains summary details for every
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unit displayed. It also allows users to edit existing unit data, add new unit records, or delete invalid unit
records (during the initial upload stage only).

1.1.3.1.1 Using the Unit Search Functions

Developments can include hundreds, sometimes thousands of units. While all unitsin a development can
be presented on the Unit List sub tab, PIC aso supplies the following tools for filtering the list:

Building Number
Entrance Number
Unit Number
Floor Number
Door Number
HOH First Name
e HOH Last Name
In order to use thefilter, the user should type the data into the appropriate boxes (Building Number,
Entrance Number, Unit Number, Floor Number, Door Number, First Name, Last Name) and click
the Sear ch button (see Figure 15). The user can use any combination of these tools for one search.

Building Number: [ |  Door Number:
Entrance Number: | |  First Name:

Unit Number: | Last Name:

Floor Number:

Figure 15: Unit Search

1.1.3.1.2 Information Presented on the Unit List sub Tab

The Unit List sub tab presents atable that lists all the units associated with the devel opment identified in
thefirst tier of the page.

Thefirst tier contains the following development identification information:
HQ Division
HQ Office
Hub
Field Office
Field Office HA
e Physical Development
Thisinformation is not modifiable. If the user wants to select another devel opment, the user would have
to return to the Pr ofile sub tab of the Development tab and select a different development.

The Unit Information section (Figure 16) is features a table displaying datafor each unit that meets the
applied search criteria. If the user does not search for a particular unit or unit type, PIC displays arecord
for every unit in the development.
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Unit Information

Units 1 to 10 of 10 Add Units
Page Mo 1 of 1

Tenant Name Building Entrance Floo: ete

527721 | Initial Approval Completed wknfg, v 32 1

527725 | Initial Approval Completed mihriizs, z 5201 2 1
527725 | Initial Approval Completed flobzg. z 5202 1 1
527733 | Initial Approval Completed hpmzysxizn-bvimrpxn, v 5202 2 1

Figure 16: An example of a Unit List.

PIC presents the number of unit records just above the table. The table displays 50 records at atime.

PIC displays the units in ascending al phanumeric unit number order. If there are more than 50 unitsin a
development, click the Next hyperlink at the bottom of the table to view the following unit records. After
clicking the Next ink, the user can click the Previous 50 Units link to return to the previous page.

The following table presents and describes the unit list data categories:

Data Category | Description

Unit Number The unique identifier for aunit. This number is the same as the HA’ sinventory
number for the unit.
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Data Category | Description

Submission The status of the unit in PIC. One of the following statuses is displayed:

Status Type e Initial Upload: The unit record has been entered into PIC but not approved

by aField Office.

o Initial Approval Completed: The unit record has been approved by the
Field Office.

o Demo/Dispo — Approved: The building the unit isin has been approved
for either demolition or disposition. Source: I nventory Removals sub
module.

e Demo/Dispo — Proposed: The building the unit isin has been proposed for
either demolition or disposition. Source: I nventory Removals sub
module.

o Demo/Dispo Draft: A draft application has been created to propose either
demolition or disposition for the building this unit isin. Source: | nventory
Removals sub module.

¢ Removed from Inventory: HUD HQ has completed the HA request to
remove this unit from the HA’ sinventory. Source: I nventory Removals
sub module.

o Proposed Removed from Inventory: The HA has submitted a request to
HUD HQ to remove this unit fromits inventory. Source: | nventory
Removals sub module.

¢ Removed without HUD Approval: Units removed from the HA's officia
inventory without formal approval from a HUD Field Office. This entry
may switch to “Removed without Formal Approval” in the future.

e Proposed Unit Information — PHAS proposed for units status/designation
changes.

e  Submit Unit Information — PHA submitted the unit status/designation
changes to the field office for approval.

o Fina Review results submitted — Field office approved the unit
statug/designation changes and waiting for the archival to take place.

-I_ria&taﬂwaemlgi; o If the unit i_s unoccu_pied, the column will state VACANT. PIC draws this head of

Name ' household information from the For m-50058 module.

Building Number | The unique identifier for the building containing the selected unit.

Entrance Number | The unique identifier for the building entrance used to access the unit. One
building structure can have several entrances. Each entrance number has its own
physical address and its own building record.

Floor Number The floor in the building where the selected unit is located.

Door Number The unique number for each unit within an elevator structure or
wa kup/multifamily apartment. Typically, door numbers are optional for row
houses, town homes, semidetached, and single-family units.
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Data Category | Description

Delete Unit? If this functionality is available, the program will display a check box alowing to
remove the unit from PIC inventory.

1.1.3.1.3 Deleting Units

If auser deletes a unit record, it cannot be retrieved. Only delete a unit record that is an erroneous entry.
Make sure the unit has never been part of the official inventory before deciding to erase it permanently.

PIC enables users to perform this deletion only in certain circumstances. Unit records can only be deleted
before they are submitted to the Field Office or after that initial upload datais rejected by the Field
Office.

If the user is uploading a second set of new unit data after the first set of unit data has received Field
Office approval, units can only be deleted from the second set of data.

If none of the above situations apply, the user must submit aformal request to HUD HQ to delete a unit
record.

In order to delete a unit, navigate to the Unit List page and when the functionality to delete unitsis
available, check boxes are displayed in the Delete Unit? column of the Unit I nfor mation section. Select
desired units and click the Delete button at the bottom of the table to erase the unit records. Please note
that thisis anon-reversible action. After you delete a unit, al of the data associated with it is deleted.

1.1.3.2 Unit Details Page

The unit number displayed in the Unit Number columnisalink that allows the user to access additional
details about the selected unit.

PIC displays unit detailsin two sections:

e TheUnit Information section
o TheHead of Family Details section
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Unit List

Building fUnit Data Transfer

HQ Division:
HQ Office:
Hub:

Field Office:

Unit Number:

Door Number:

First Name:

Last Name:

Field Office HA:
Physical Development:

Bedroom Count:
Unit Designation:
Unit Tenant Status:

Effective Date:
ACC Unit Indicator:
Cap Fund Indicator:

Head of Family Details

Occupancy Date:

Public and Indian Housing
PO Field Operations

4HATL Atlanta Hub

4APH ATLANTA HUB OFFICE
GADGY DUBLIN

Entrance Number: 2

General Occupancy

Vacant [ Modify |
01/0572009

®Yes ONo

® Yes O No

Modify

GADG9000100 CLAXTON HOMES

Unit Information

Building:

Building Entrance Address:
Floor Humber: i
Submission Status Type:

Accessible Designation:

ACC Indicator Change Date:
Op Fund Indicator;

Upload Error Report

019
hvnls migczox y53

nk]

Initial Approval Completed

Not Applicable [ Modify

07311962
@ Yes © No

[ Update Unit Details ]

Figure 17: Unit Details

Additional information on how to perform certain actionsin this page can be found in job aids on HUD
website. IMSjab aids provide users with additional support to help navigate through the PIC sub
modules. They areintended as informal, technical guidance to help users successfully complete the
activities specified in the job aid. The job aids can be found following the link:
http://www.hud.gov/offices/pih/systems/pic/ts/

1.1.3.2.1 The Unit Information Section
In addition to the datain the Unit List, the Unit Information section includes the following details:

Unit Number
Entrance Number
Door Number
Bedroom Count
Unit Designation
Unit Tenant Status
Effective Date

Building

Building Entrance Address
Floor Number

Submission Status Type

Accessible Designation

ACC Indicator Change Date

Op Fund Indicator
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e ACC Unit Indicator
e Cap Fund Indicator

1.1.3.2.2 The Head of Family Details Section

The Head of Family Details section (see Figure 17) displays the following head of household
information:

o First Name
e Last Name
e Occupancy Date

1.1.3.2.3 The ACC Unit Indicator
At the start of the public busing process, HUD and aP HA enter into an ACC agreement to establish

what units get subsidized and the amount of HUD subsidies thatwill be provided. The ACC Uni t
Indicator in PIC is used to identify unitsincluded in this contract.

All public housing dwelling unitsare“ACC Yes’ units. That means that these units are subject to the
ACC agreement between HUD and a PHA and receive subsidy. However, there are four situations where
the ACC status of a unit can be brought into question:

Permanent Conversions to Non Dwelling Units
Temporary Conversions to Non Dwelling Units
Merged Units

Floating Unitsin Mixed Finance Developments

1.1.3.2.4 Editing Unit Details
Theinformation in the following controls can be changed:

Door Number
Bedroom Count
Unit Designation
Floor Number
e Accessible Designation
The user can easily change/add information by typing dataiinto the boxes and clicking the Update Unit
Details button. However, for Unit Designation and Accessible Designation options an additional stepis
required (described below).

After the units are approved by HUD Field Office staff member, PHAs are limited in the changes that
they can make to unit characteristics without HUD approval. Changes that potentially affect unit funding
are controlled by Field Offices and thus must undergo HUD approval.

So when PHA make changes to unit tenant status, unit designation, or accessibility designation, the
program does not make any changes the existing unit characteristics until a Field Office user approves the
proposed changes. So when a PHA user makes changes, the unit details are not updated immediately.
Rather, the program saves the changes as proposed and changes the submission status type of the unit that
undergoes unit characteristics changes.

So, a PHA user must propose the desired changes and then submit them for Field Office approval. The
changes will take effect only upon Field Office approval is granted.

IMSUser Manual Page 1-24 04/16/2010



L,
AT

< "
o A Real Estate Assessment Center (REAC)
fi%“ "|I| I vy Inventory Management System (IMS)
bl .

1.0 Housing Inventory

Unit Information

Unit Number: ooz4 Building: 15

Entrance Number: 1 Building Entrance Address: gvvigh sg23 z 0433

Door Humber: 11048 _: Floor Number: 5_1” 1

Bedroom Count: 2 ° Submission Status Type: Initial Approval Completed

Unit Designation: General Occupancy Modify ] Accessible Designation: Mot Applicable [ Modify ]

Unit Tenant Status: Cccupied - Assisted Tenant

Effective Date: 02/09/2007

ACC Unit Indicator: Yes ACC Indicator Change Date: 0413011970

Cap Fund Indicator: Yes Op Fund Indicator: Yes

Head of Family Details

First Name: z

Last Name: nzszit

Occupancy Date: 020972007

[ Update Unit Details ]

Figure 18: Update Unit Detail

To edit the Unit Designation option the user should click the M odify link as shown on the screenshot
(see Figure 19).
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Unit List Building fUnit Data Transfer Upload Error Report
HQ Division: Public and Indian Housing
HQ Office: PO Field Operations
Hub: AHATL Atlanta Hub
Field Office: 4APH ATLANTA HUB OFFICE
Field Office HA: GADGS DUBLIN
Physical Development: GADGID00100 CLAXTON HOMES
Unit iInformation
Unit Mumber: 0o19B Building: 019
Entrance Number: 2 Building Entrance Address: hwnls migczrox y53
Door Number: :35-1—3-8- | Floor Humber: 1 :
Bedroom Count; [2 _. Submission Status Type: Initial Approv;
Unit Designation: General Occupancy | [ Modifv ] |Accessible Designation: Mot Applicabl Modify
Unit Tenant Status: Vacant] [ Modify
Effective Date: 01/05/2009
ACC Unit Indicator: ®Yes ONo ACC Indicator Change Date:  07/31/1962
Cap Fund Indicator: & Yes O No Op Fund Indicator: @ Yes O No
Head of Family Details
First Name: -
Last Name: -
Occupancy Date: =

[ Update Unit Dietails ]

Figure 19: Modify Unit Designation

The following page will be displayed (see Figure 20), the user will have an option to select appropriate
designation, reason for change in unit designation, and enter comments.

IMSUser Manual Page 1-26 04/16/2010



L,
AT

A

= & L]
o 1] e
S Pt

—_——rns

b

A Real Estate Assessment Center (REAC)
- Inventory Management System (IMS)

1.0 Housing Inventory

WAk LA L Eal
£ i |Im-wrv |'HHIIr.l|Hm|

HrsHbipmunl Hihilng 1l talmoiain npeenad
Hinil 1 sl Buikliogg S 10001 Ehalan [ranmsfar Upinul 1 e Bagaird
ks PHERL Kansas o llub
R ER | [ E AR EAR RS TP UL ORREL
=i CHlica: Hi LAl S1AHICH
Pl Dhesaiopann LelbZoZiziid NALLGHL WILLaGL

UnH Irdommadon

UnicHumber W Uullding - Lrdrance Humber: 12
Cumreri Unic Designation
LCumreni Unlc Uesignailon: sznzra Cocupatow

Huwa Hnit Dbzt f Mo HID gl ) Hiwws Hit Pecebpoticm JHLUITE & ppnasul Baguice:l)

Hewe Unie Uesignztlion: [ B TR L 5 1] = Hew UnleUesignadion: —E\H:":”.‘H:- Lcsgnaans - i

R Fan ozl in lnin Dheai i Crrngule s - Renszn G chuogs i Uit Pasgoaticne: Shases ulas -

Cannmmnb: Canmumnkba:

Ihe changes will b eHecdee In the sesocm immaedlaceiy upon Silckng ~Sywee”. Iht changes will nod be cHoodyee Inihe Sesecm upen clicking “Fropose Change™. PllA
miusl submt all ihe unl deslgnailon changes bor UL approwal. |he chanpes will bc
cHoodyr Inihs Sesocm upon approeal by dicid ofilce.

Rnvn I Canin Tz Dhangs eI |

Figure 20: Unit Designation

In the New Unit Designations list the user can select the desired designation (see Figure 21)

i—SelectMewDesignation = ] T
—SelectMNewDesignation—
Mixed Elderly and Disabled Mot HUD Officially Designated
Officially Disabled

Officially Elderly

| Officiallv Mived Flderhy and Disabled

Figure 21: New Unit Designation

Additionally, the user needs to select the Reason for change in Unit Designation from the respective
list. There are three available options. Change In Use, Data Correction, and Other. Also, if necessary,
before proceeding to the final step, the user can enter additional comments.

Click Propose Change button propose unit detail change. The change will be effective in the system
upon Field Office approval. After proposing changes to unit characteristics, the user must submit them to
Field Office for approval using the Submission tab.

The Merged Unit designation type is not available for PHA users. If PHA users need to change an
existing unit designation to merged, they must contact the appropriate Field Office for assistance.

The Non-Dwelling unit designation is changed by means of changing unit tenant status type. If a PHA
user selects one of the non-dwelling unit tenant statuses, he unit designation will be changed to non-
dwelling automatically. Also, if aPHA user needs to change a non-dwelling unit designation to Gener al
Occupancy, then the PHA user must first change the unit tenant status to any of the vacant statuses
(Vacant, or Vacant HUD Approved) and the program will change the unit designation to Gener al
Occupancy automatically.

Additional information on how to edit unit details can be found in job aids on HUD website. IMSjob aids
provide users with additional support to help navigate through the PIC sub modules. They are intended as
informal, technical guidance to help users successfully complete the activities specified in the job aid. The
job aids can be found following the link: http://www.hud.gov/offices/pih/systems/pic/ts/
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To edit the Accessible Designation option the user should click the M odify link as shown on the
screenshot (see Figure 19) above. The page that is responsible for editing accessible designations will be
displayed (see Figure 22).

5 ] T Maran CrLap e el
iinale r | Fri HikaHnn

HHwHbipmanl il il Snlmeiin npeied

Elnil 1 isd Bkl il Bhaka | ransisr Hpleanl 1 e Bapard
Hul: (RN Bansas Oy ok
=i CHlica: {AFIRAHSGS CH TP HUU ORFEL
=i CHlica: HA Lol STAHTCN
Topsinel Dradipamen LGUEIZUZT [IALLGHL WILLAEL

LUl Irdcmmadan

UnH Humber: @2 Uullding - Lnoancs Humbor 1.2
Cumem dorcssble Doslgnadlon
Lurrene ATccsslble Ledlgnaden: Rzl Spgozans
Pl Acazsomailibe Mesiygnnticn

Huws fuzens bele Phigoutiane: e Al ate =

R Fn ozl in il:dw Mot i LAETTHEY B ET

SPITETIEY

Ihe chanpes will not ke attectbes in e sysiem upon Silcking “HFropase Change”. FI LG muct submic all die acceselbde designadon changes for [0 approsal. The changes wiil be
citecthes in die spstom upon approval by Held oo,

o P Sl ST |

Figure 22: Accessible Designation

The user can assign a new designation to the unit by selecting the appropriate option in the New
Accessible Designation list and selecting one of the following:

Hearing/Visua Impairment
Not Applicable

Standard

UFAS barrier free accessible

Additionally, the user needs to select the Reason for change in Accessible Designation from the
respective list. There are three available choices: Change In Use, Data Correction, and Other. Also, if
necessary, before proceeding to the final step, the user can enter additional comments.

Click Propose Change button propose unit detail change. The change will be effective in the system
upon Field Office approval. After proposing changes to unit characteristics, the user must submit them to
Field Office for approval using the Submission tab.

To edit Unit Tenant Status the user should click on M odify link as shown on the screenshot (see Figure
19) above. The page that is responsible for editing Accessible Designations will be displayed (see Figure
23).

Note: Users cannot edit the unit tenant status of the units occupied by assisted tenants or arein the
merged unit designation.
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Figure 23: Unit Tenant Status

As shown on the screenshot (see Figure 23), the user will be presented with an option with select unit
tenant status and a subcategory.

Thistype of user doesn’t require submitting information for the HUD approval first asall changes will be
effectivein the system immediately.

Below you can see alist of available designations and available subcategories:

e Occupied
o Employee
0 Non-assisted Tenant
o Police Officer
0 Unauthorized
¢ Vacant HUD Approved
0 Casualty Loss
o Court Litigation
0 Market Conditions
0 Natural Disaster
0 Undergoing Modernization
e Non-Dwelling
Administrative uses
MTW Neighborhood Services
Resident Amenities
Special Use: Anti Drug/Crime
Special Use: Other Resident Activities
Special Use: Self Sufficiency Activities
o Unauthorized

O O O0OO0OO0Oo

In both cases before proceeding to the final step, the user needs to:

1) Enter the New Status Effective Date into the respective box.
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2) Select the Reason for changein Accessible Designation from the respective list. There are two
available choices: ChangeIn Use and Other.
3) If necessary, enter comments into the Comments box.

Click Propose Change button propose unit detail change. The change will be effective in the system
upon Field Office approval. After proposing changes to unit characteristics, the user must submit them to
Field Office for approval using the Submission tab.

1.1.4 TheBuilding/Unit Data Transfer sub Tab
Click the Building/Unit Data Transfer sub tab in the Unit tab to access the Building/Unit Data Transfer
page.

Situations may arise when you need to submit large amounts of data. Examples include:

e Adding anew 50-unit building.

e Editing 20 units or more.
The Building/Unit Data Transfer page (see Figure 24) provides a venue to upload thisinformation into
the PIC database and prepare it for submission to the Field Office in one bulk transaction.

[ Revors | invemcory | Ceviatann |
Development Building Uit . Submission Approval
Unit List Building /Unit Data Transfer Upload Error Report
Hub: THKNC Kansas City Hub
Field Office: TAPH KANSAS CITY HUB OFFICE
Field Office HA: 1A001 CORNING

Template Download
Select Template Type: - Template type - - @
Upload Building and Unit data
Select File Type to Upload: -Selectupload file type - ~ @

Figure 24: Building/Unit Data Transfers

The upload can be performed using an Excel file or aCSV file. These are the only acceptable formats for
the data transfer in PIC.

This page enables you to:

e Download a preformatted Excel spreadsheet, which you can use to enter the data.
e Download directions for preparing atext file submission.
e Upload the spreadsheet or atext fileinto PIC for Field Office approval.

1.1.4.1 Uploading Microsoft Excel Spreadsheet
To download a Microsoft Excel template, select Excel from the Select Template Typelistin the

Template Download section. Click Save, when prompted by the message and save in the desired
location on your computer.
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=
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by Metwork Save as ype: | Microzoft Excel wWorkshest ¥ |

Figure 25: The Save As dialog box.

The template contains a macro which needs to be executed upon entering the data. To execute the macro
when the spreadsheet is open, click Tools and then click the Format Columnsfor Upload menu option.
Closethefile after the datais entered compl etely.

To upload a completed spreadsheet into PIC for Field Office review, select the Excel option in the Select
File Typeto Upload list in the Upload Building and Unit Data section. Click the Browse button and
navigate to the file'slocation. Click the Upload button to upload the filein PIC. Thefileis saved to the
system’ s server where it undergoes a validation process to ensure the form was properly completed.

1.1.4.2 The Text File Method

The user can generate a CSV file using a third-party vendor software. However, it isthe user’s
responsibility to make sure this software-generated text fileisin the correct format when submitted for
Field Office approval.

The Building/Unit Data Transfer page enables users to download instructions for verifying the text file
format. Select the Pipe Delimited CSV File option in theSelect Template Typelist in the template
Downloadsection . Savefileto thelocal drive when prompted by the message.

To upload the text file into PIC for Field Office review, select the Pipe Delimited CSV File option in the
Select File Typeto Upload list in the Upload Building and Unit Data section. Click the Br owse button
and navigate to the file' s location. Click the Upload button to upload the filein PIC. Thefileis saved to
the system’ s server where it undergoes a validation process to ensure the form was properly completed.
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1.1.5 TheUpload Error Report sub Tab
Click the Upload Error Report sub tab on the Unit tab to access the Upload Error Report page.

Many errors can occur during the submission process because it relies heavily on data entry. An Upload
Error Report records the results of a submission and displays any errors found during the upload

verification.

Thisinformation allows usersto go back and fix the errors so the next submission can be approved with
more speed. It also enables users to view the error records by error type, submitter, or historical file.

1.1.5.1 Information Presented on the Upload Error Report Page
This page contains first tier section, a Sear ch section, and an Upload Errorstable.

Unit List Building / Unit Data Transfer Upload Error Report
HQ Division: Public and Indian Housing
HQ Office: PO Field Operations
Hub: JHPHL Philadelphia Hub
Ficld Office: 3APH PHILADELPHIA HUB OFFICE
Field Office HA: PADD2 Philadelphia HA
Error Type: [Invald Tier 1: Accesible Lint Designation code ]
User ID: ':
Sheet Type: [ Sheet Type v
File Name : [ucfinal1215-12/20/2001 402:21 PM v

Upload Errors
Records 1to 7 of 7

The Development Number
(1212012001 | rewillia :Cu‘z:gls‘:tfﬁhj Fﬂfmse 4 bldg s invalid or it does not 9629 1
: Y ” 'belong to this HA.
|The Development Number
(1212012001 | rewiltia Cmple‘g?h: K il unit s invalid or it does not 16377 2
successily processed. |belong to this HA.
[ |The Development Number
[12/202001 | rewilia Sui?iiﬁh Fﬂ:w“e 4 wnit is invalid or it does not 16378 2
¥ processed. belong to this HA.
The Dev.elopmmt Number
12/2012001 | rtwillia fu‘:?ifgﬁx Pﬂfcessc i unit s mvalid or it does not 16379 2
yor i |belong to this HA.

Figure 26: Upload Error Report page

Thefirst-tier section contains all identifier information for the HA that has received the submissions:
HQ Division
HQ Office

Hub

Field Office
Field Office HA
The Sear ch section contains toolsto filter the results included in the Upload Error s table.
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Thetable displays all error messages occurred in the submission in question by default. To search for a
particular error, select the desired option from the Error Type list and click the Retrieve button to
display the records containing only the error specified.

The user can aso narrow the search result by specifying the ID of the user that reported the error in the
User 1D box. This option alows searching for the error reported by a particular user.

Thetableincludes errors for both buildings and units by default. However, the user can select to search
for building or unit errors only by selecting the appropriate option in the Sheet Typelist.

Thetable also displays results from the most recent submission by default. To search for a specific report
submission, use the File Name list to select the desired file name from the list of building/unit datafiles
submitted by the selected HA.

The user can use any combination of these tools for one search. Simply enter the data into the appropriate
controls before clicking the Retrieve button.

If the search returns no matches, PIC displays the following message: No upload errors were found.

The Upload Error section (see Figure 27) contains atable displaying details about the errors found in the
specified file upload. The default display for the table is the most recent submission.
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FraZerzad.

RN Ut wx et

Figure 27: An Upload Errors table on the Upload Error Report page.

Thetable presents the following data categories for each report sel ected:

Data Category Description
Date The date the HA submitted thefile.
Submitted By Name of person who submitted the file.
Status The status of the file submission.
Worksheet The worksheet where the error occurred:
Building
Unit
Exception The actua error that occurred (if available).
Row The row on the spreadsheet where the error occurred.
Field The field on the Job Aid explaining how to enter the errant data correctly.
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If no errors occurred, PIC displays the following message in the Upload Error s section: No upload
errors were found. This means that the building and unit datais ready for submission.

1.1.6 Submission Tab

The Submission tab of the Development sub module enables users with proper security access role to
submit unit information relevant to a development for the Field Office review. PHA users must submit
unit detail changesto Field Office for approval using the Submission tab.

Additional information on how to perform certain actionsin thistab can be found in job aids on HUD
website. IMSjob aids provide users with additiona support to help navigate through the PIC sub
modules. They areintended as informal, technical guidance to help users successfully complete the
activities specified in the job aid. The job aids can be found following the link:
http://www.hud.gov/offices/pih/systems/pic/ts/

1.1.6.1 Submit Unit Information sub Tab

To submit the unit information for a desired development, user must navigate to the Pr ofile page of the
Development tab to select the development. The user can use the following first tier optionsto enter
appropriate data: Hub, Field Office, Field Office HA, and the Physical Development lists (see Figure
28).
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Figure 28: The Profile Page of the Development Sub module

Once the development is selected, the user can navigate to the Submission tab to submit unit and other
information relevant to a devel opment.

When user selects the Submission tab of the Development sub module, the Submit Unit I nformation
sub tab is displayed (see Figure 28). In this page, user can submit unit information to be approved by a
member of Field Office.

IMSUser Manual Page 1-34 04/16/2010



L,
AT

o kA Real Estate Assessment Center (REAC)
-4 || I 3 Inventory Management System (IMS)
h,‘,ﬁl | -~
et 1.0 Housing Inventory

R | e, [Gorpoees

Submission Approval

Submit Unit Status Changes

Development Building
Submit Unit Information

IN020 Mishawaka Housing Authority

Enter Comments and Submit Unit Information

Submission Comments

SEMT |*

All changes are subject to approval by Field Office personnel. [ Submit Data For Approval ] [ Save ]

MTCS5 Data Transfer

All applicable tenant certification records have been extracted from the old MTCS system and transferred to the new Form 50058 Module in PIC.

Status History

03/27/2008 Approved vmrivsgzp mihivsxgfs
03/27/2008 Submitted vimrivsgzp mihivsxgfs

Figure 29: The Submit Unit Information page of the Development sub module.

In the Submit Unit Information sub tab, any comments relevant to the submission of the unit
information must be entered in the Submission Comments section of the Submit Unit I nformation sub
tab. A default text SBMT is displayed in this box. When user clicks the Submit Data For Approval
button, a message is displayed to the user saying Unit data for thisHA has been submitted for
Approval (See Figure 29). The following details are displayed in form of atable in theStatus History
section of the page:

e Date: Thedate unit information was submitted to the Field Office

e Status: The status of the submitted unit information. A list of all the possible statuses are displayed
below:

0 Submitted: The unit information is submitted and is pending for approval/rejection by the Field
Office personndl.

0 Approved: The unit information is approved by the Field Office personnel.
0 Rejected: The unit information is rejected by the Field Office personnel.
0 RMI Approved: The unitswhich are RMI approved as part of Demo-Dispo application.

Author: The name of the personnel who submitted the unit information.
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Maintain | CAPFUND Bl
f Reports Inventory | Certification

Development Building Submission Approval

Submit Unit Information Submit Unit Status Changes
IN0O20 Mishawaka Housing Authority

Unit data for this HA has been submitted for approval.

MTCS Data Transfer

All applicable tenant certification records have been extracted from the old MTCS system and transferred to the new Form 50058 Module in PIC.

| Date | [ A ]
07/21/2010 Submitted HPIC20 X HPIC20
03/27/2008 ' Approved ' vmrivsgzp mihivsxgfs
03/27/2008 Submitted vmtivsgzp mibivssefs
08/27/2001 . Approved . gm.'fs g ‘hmrook
08/14/2001 Approved givyfs g hmrookx
08/03/2001 ' Submitted ' mbisgzp ivmgiztnfzy
05/31/2001 Rejected ovzsrn q mzomzxh
02/27/2001 ] Submitted ) mvvoolx wmfol

Figure 30: The Submit Unit Information page after unit data has been submitted

Once user clicks the Submit Data For Approval button, a messageis displayed under MTCS Data
Transfer section: All applicable tenant certification records have been extracted from the old
MTCS system and transferred to the new Form 50058 Modulein PIC. Thisis obsolete and will not
be available from Release 7.1 in September 2010 onwards (see Figure 30).

The Status History table displays the list of users who have submitted the unit information changes. The
Super User can select any of these records and generate areport by clicking the Generate Report button
at the bottom of the page. The Development Approval Status Report is displayed upon clicking this
button (see Figure 31).
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R =
Development Approval Status Report S =

Downlosd in Excel  Print

HQ Division: Public and Indian Housing
HQ Office: PO Field Operations
Hub: 3HPIT Pittshurgh Hub
Field Office: JEPHPITTSBURGH HUB OFFICE
Field Office HA: PADD] Pittshurgh HA
Records 1 - 25 of 44 [(Wiew All) << Prevpage 1 2 HNextPage>>
Development Number Status Approver Name Approver Action Date Fammrnis
va va va va
1 PAD01000001 Approved roz wzhz 08-14-2000
2 PAGO10000:02 Approved roz wrhz 08-14-200%
3 PAQ)1000004 Approved roz wzhz 08-14-2009
4 PANOT000003 Approved roz wzhz 08-14-2009
5 PAD01000007 Approved roz wrhz 08-14-200%
L] PADO1000008 Approved 1oz wihz 08-14-2009
7 PAGO1000009 Approved roz whz 08-14-200%
8 PANL000010 Approved roz wrhz 08-14-200%
g PAD01000011 Approved roz wzhz 08-14-2000

Figure 31: The Development Approval Status report

Thisreport displays the approval details for a development. The approver name and the date this
development was approved are displayed as columns in the report. Any comments entered by the
personnd are displayed in the Comments column of the report.
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1.1.6.2 Submit Unit Status Changes sub Tab

The status of a unit in a development can be modified in the Unit List sub tab of the Unit tab in the
Development sub module (see Figure 32).

Unit Number: 136 Building: B_0083
Building Entrance concesesy o
Entrance Number: 2 vizfjh ivhrviw 0113
Address:
Door Number: I'I 334 ] Floor Number: I.'l il *
Bedroom Count: I} |* Submission Status Type: it Byproseal
Completed
. . . . e - ; gociec NOE
Unit Designation: General Occupancy [ Modifv ] Accessible Designation: Applicable [ Modify ]
Unit Tenant Status: Occupied - Police Officer Modifv ]
Effective Date: 0772652010
- ACC Indicator Ch
ACC Unit Indicator: ®Yes ONo Date T ORTARE q0i0171970
Cap Fund Indicator: ® Yes © No Op Fund Indicator: ® Yes © No
Head of Family Details
First Name: -
Last Name: -

Occupancy Date: -

[ Update Unit Details ]

Unit Status/Designations Change History

Old Unit New Unit Effective |Request| Request Requesting|Requester| Review |Review| Reviewer

Change Type Characteristics|Characteristics| Date Status Date User Comments Date User |Comments i
Unit ; Modified
Occupied - 2010-07-26
/| 126/, {26/,
Status/Reason |Vacant Palica Officar 07/26/2010 |by HUD [07/26/2010 (HPIC20 Comment1 111734 567 HPIC20

Change user

Figure 32: The Unit tab of the Development sub module

Once the user modifies the status, changes can be submitted by clicking the Submit Data For Approval
button (see Figure 29).

Upon selecting the Submit Unit Status Changes tab of the Development sub module, amessage is
displayed to the user that inventory data for the PHA has been submitted for HUD Approval (see Figure
33).

Once a user submits the unit datafor a PHA for Field Office approval, the program locks the PHA
inventory to prevent any changes. The PHA inventory will be unlocked only after Field Office grants the
approval, or rejects the proposal.
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Waintain | CAPFUND B&U
( Reports Inventory | Certification

Submission Approval

Submit Unit Status Changes

Development Building
Submit Unit Information

HQ Division: Public and Indian Housing

HQ Office: PO Field Operations

Hub: 5HCLV Cleveland Hub

Field Office: SHPH INDIANAPOLIS PROGRAM CENTER
Field Office HA: IN021 Terre Haute Housing Authority

Unit Information Changes Ready for Submission:

& Read Ouly. The inventory data for this PHA has been submitted for HUD approval.

No records available for submission.

Figure 33: The Submit Unit Status Changes page of Development sub module

1.1.7 Approval Tab

Once the unit data has been submitted by the PHA users, the Field Office personnel can review and
approve or rgject the unit data using the Approval tab of the Development sub module. PHA users
cannot perform any actions using the Approval tab.

1.1.7.1 HA Approval sub Tab

; U7 Haan LA el
taale rlruurmr-.l rr Hik-aHnn

Huaubipmsnl Ny nni 3 1lmoiaimn Apjiraral

1A Nppeoaal Appries il Sl Chages
ATUT COHNIRG
Krslow Commene and Approec Unit Inhormatlon

LinH dxix for thls 116 has been submimed ber appreeal (GEprowal ber Unle [enane Sixius Changes]

BT N
Lullding Sinuciure Cound UnH Lount
Tedal e How | own seml u e Wialkup Mon
Usvclopment  Uevclopmonl  Ualiding .I_':Ir'uﬂ:r - I s Uctached  ° IEI“I:!II:H : 5 :;"' Mulitamity | Uwecling  Iotal Lmplogas
Humber Hama Sinpctur: iy STuLor: STuCore: '-':ru':ur::- Gt Snuciur: Suciure Unie Unic:
Lounc = Uoune Lounc St i Courd Courd
Lasininieninn WEAIGA TR 12 F] K] K] [ ] ..‘ 5% 2 o S
[ERU) B B =l a [ [k K] K] a 0 ] [ 0 K]
LaSEIT] 25450 lazd ] X i (K] i ] | | i i i
T T Pays 1
iubmlzcdon Commicnis
0T
Fribar Rujrcdizn Conmmnke®

Figure 34: The HA Approval page of the Development sub module

The details of adevelopment are displayed inthe HA Approval sub tab of the Approval tab (see Figure
34). The name of the housing authority is displayed at the top of the HA Approval sub tab. Any
comments made by the Field Office personnel are displayed in the Review Comments and Approve
Unit Information section. The HA Approval sub tab also displays the development details and
facilitates approval and rejection of the development units.
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1.1.7.2 Approve Unit Status Changes sub Tab

The Approve Unit Status Changes sub tab of the Approval tab allows users with sufficient access
privileges to approve unit status changes for aHA. The Approve Unit Status Changes page displays a
message that the inventory data has been submitted for HUD Approval (see Figure 35). PHA users cannot
perform any changes on this sub tab.

T A [LAPFE 0 HELY

|t vrewrieey | FarbHreblan
Ieodipnsn 1 lulchng il Suhumenin Approoa
1 Apprincal )1 Ermil Skl TRanrpies
Hu* FIKHL Fancas CHy [lub
Kikl {2 TAPI FARSAS CHY UL CHRICL
Kokl {2 =4 1A COHNIHG

Henpusslicn
1 4 Henjmpadwr Cinnmsnis

| 113l [t R PRFEY LR
Mo Eldete zro Disance st Usor KOCICE has cnanged the
I|Z&DDL20D30L 222338 UrreDeDigazaon Hot HLD - aatls Traaly Eldeds pETE R B ”',.:.; I-h- | e ] ol Urr Dzzignyaan from MED ko
Dzoignancs ' 2B
i et s s S s Cthzzly Mued Swery and Mxed Seory and Dzklzd | e EiELE0 g
| IRIVERRRI RN G Do fRESS ek LT e oIy Srogrotad| RSN SRS T [ REIRR
Pl el T bl O ETRII T Uspr MCCECC has chanped Hhe
S{I6D31000001 11 et el gl e Hot applcchblz SCorngfy saa ITESIMSTT AEELE0LDL R I-h KCCICC wriz Dzoignoaan from Sa ko
frarge 3 e
e s TS PECTTTEN ST 1] Yl TR PRI R TV I B
slmmnmmmn | 1 i B el e Tc:'i:-fu-:cﬂhvfl-': :"I:'S‘EL'::":::‘ WA é'%gg -r::h' R i:I-P-i:rH e T L

Figure 35: The Approve Unit Status Changes page of the Approval tab

1.1.8 ReportsTab

The Reportstab of the Development sub module (see Figure 36) allows the user to run various reports to
view the building data, unit data, vacancy / occupancy data, etc. When users run the reports, they can
further organize the report data for more convenient presentation.

Wakriain  CyLauea el
Iresa rii e r HiraHnn |

HHwHb men| LT} tnlmoiain TR

Linil Hequaris HANS Heguird War S Repair] Caar Ol nuhlresses,
Eelect View: Dlavafpezeck
Tluh: TR Koz s Al « [ S
Ticld Oficc: TATF LahRAR LT HLIR DFENE - Fela |
Ticld Officc TLA- A0 SRR * Eelun |

Twunhipimen] Cinde Dewelaprusn Hame

] ZROZLIOZOTL WI5oETT

TR T TR TR

B ZAOILIZISEG aat

Fadlifg Simlee mlowsrlzeg -

Sl Bigeel e Fumrnany Fameney Yy I echgrost @ Dhewedlie]

Senzime Hepor

Figure 36: The Building Reports sub tab of the Reports tab
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1.1.8.1 Building Reports sub Tab

The Building Reports sub tab allows users to run building inventory reports (see Figure 36). Building
reports present arange of up-to-date building data for any development (or group of developments) in an
HA. Users can run three types of building reports that display various building data: the number of
buildings and units for selected development(s), as well as more detailed building and unit data. Users can
run building reports based on the building statuses.

PIC draws the data for these reports from the Building Detail and Unit Detail pages in the Development
sub module and the Demo/Dispo sub module.

To run areport, user must select the appropriate Hub in the Hub list and click Select. Then, the user must
select the appropriate Field Office in the Field Office list and then click Select. If thereisonly one Field
Office associated with a Hub, then the user must select the appropriate PHA in the Field Office HA list
and then click Select.

The program displays the list of developments that are associated with the selected PHA. User must select
the desired devel opment(s) by clicking the check boxes for the devel opment records in the Development
Code column. The program also displays the Select / Deselect All button to select all the developments,
or to clear the selected check boxes.

Then, the user must select the desired building status option in the Building Statuslist. The report count
will only include the buildings associated with the selected building status within the selected
development(s). Using the Building Statuslist, the user can get counts for buildings and units that are
part of the current inventory, buildings participating in the demo / dispo process or removal from
inventory process.

To run the report, the user must click the Generate Report button. The report will be displayed in a
separate browser window.

1.1.8.1.1 Building Summary Report

The Building Summary report (see Figure 37) displays the summarized building and unit counts grouped
by building types. The report includes only the buildings that have the same status that the user selected in
the Building Statuslist when running the report.
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As of 6/21/2010
Hub : SHCHI Chicago Hub
FieldOffice : 3APH CHICAGO HUBE OFFICE
Field Office HA : ILOO1 E. St. Louis Housing Authority
Developments Selected : ILOO1000001, ILOC1000:002, ILO01000003, ILO01000004, ILO01000003
Search Criteria
Status : In Inventory
Building Type No.of Bldgs No.of Umg’ eported m No.of Units Uploaded
Elevator Structure 222 222
Mixed Type. 0
- _N_o_n D.Nellmg Struc’;u_rn_z_ B | : ;3 _D | 3
Row or Tewnhaouse (Sep. entrances) 145 953 953
Semi Detached (Sep entrancesj 43 94 Q4
Single FamlIw'Detached 19 19 13
Multifamily/Walkup Apts (Shared Entrance) 0 0 0
Total for All Selected Developments 222 | 1288 1288

Figure 37: Building Summary Report

The Building Summary report displays the report date, the Hub, Field Office, and PHA selected. Then,
the report displays the devel opment(s) associated with the PHA and selected for the report. In the Search
Criteria section, the report displays the option that the user selected in the Building Status list when
running the report.

The report data presents the number of buildings and units within the selected devel opments. The No. of
Bldgs. column displays the total number of buildings of each building type. The No. of Units Reported
in Bldg. column displays the total number of units associated with the buildings included in the report.
The No. of Units Uploaded column displays

The report aso presentsthe Total for All Selected Developments section that summarizes the counts for
all the building types.

Users can print the report or download the report data in the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report data for further
manipulation, the user must click the Download in Excel button.

1.1.8.1.2 Building Summary by Development Report

The Building Summary by Development report (see Figure 38) displays the summarized building and unit
counts grouped by development and building types. The report includes only the buildings that have the
same status that the user selected in the Building Status list when running the report.
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Building Summary By Development Report =
As of 6/21/2010

Hub : SHCHI Chicago Hub

FieldOffice : JAPH CHICAGO HUE OFFICE

Field Office HA : IL0O1 E. St. Louis Housing Authority

Developments Selected ¢ ILOOI000001L, ILO01000002, ILO01000003, ILOO1000004, ILODI000003

Search Criteria

Status : In Inventory

Select Page Set : 12>

Development : ILOGIO00001

| Bldg.Type |  Ent.No. | No.of Units Reported in Bldg. |  No.of Units Uploaded |
Elevator Structure a [§
Mixed Type 0 0 D
Non DjN_eIIil_'lg Structure 1 0 0
Row or Townhouse (Sep. entrances) 30 240 240
Semi Detached (Sep entrances) 0 0 0
Slngle Famllw'Detached 0 0 0
Multifamily/Walkup Apts (Shared o o a
Entrance)
Total for ILOO1000001 31 240 240

Development : ILOMI000002

| Bldg.Type [ Ent.No. | No.of Units Reported in Bldg.
Elevator Structure 0 0 0
Mixed Type 0 0 0
Non Dwelling Structure 2 0 0
Row or Townhouse (Sep. entrances) 39 314 314
| Semi Detached (Sep entrances) 0 0 0
Single Family/Detached 0 0 0
| Multifamily/Walkup Apts (Shared a a a
Entrance)
TDtal fl:lr ILOO1000002 41 314 | 314

Figure 38: Building Summary by Development Report

The Building Summary by Development report displays the report date, the Hub, Field Office, and PHA
selected. Then, the report displays the development(s) associated with the PHA and selected for the
report. In the Sear ch Criteria section, the report displays the option that the user selected in the Building
Statuslist when running the report.

The report data presents the number of buildings and units within the sel ected devel opments grouped by
building type for every individual development. The Ent. No.. column displays the total number of
entrances for buildings of each building type associated with each development. The No. of Units
Reported in Bldg. column displays the total number of units associated with the buildings included in the
report. The No. of Units Uploaded column displays the number of units that PHA submitted using the
Development sub module.

The report also presents the Total for [development number] section that summarizes the counts for al
the building types.

Users can print the report or download the report data in the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report data for further
manipulation, the user must click the Download in Excel button.
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1.1.8.1.3 Building Detail Report

The Building Detail report (see Figure 39) displays the detailed building data for all the buildings
associated with the selected devel opment.

The Building Summary by Development report displays the report date, the Hub, Field Office, and PHA
selected. Then, the report displays the development(s) associated with the PHA and selected for the
report. In the Sear ch Criteria section, the report displays the option that the user selected in the Building
Status list when running the report.
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Figure 39: Building Detail Report

The report data displays all building records providing the following details: number of entrancesin the
building, location of the building (address), building status, building type, the construction date (the date
when the construction of the building was finished), floor count, the number of units reported and number
of units uploaded.

Users can sort the report in ascending or descending order by clicking the up or down arrow in any report
column.

Users can print the report or download the report data in the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report data for further
manipulation, the user must click the Download in Excel button.

1.1.8.2 Unit Reports sub Tab

The Unit Reports sub tab (see Figure 40) allows usersto run unit inventory reports for all buildings
within individual developments. Unit reports present arange of up-to-date unit data for any development
(or group of developments) in an HA. Users can run five types of unit reports that display various unit
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data: unit details from the Unit tab, ACC, occupied and vacant unit counts grouped by unit designation,
bedroom count, or development number, unit status changes, and current unit tenant statuses for every
unit. Every report also has additional report criteria.

PIC draws the data for these reports from the Building Detail and Unit Detail pages in the Development
sub module and the Demo/Dispo sub module.

To run areport, user must select the appropriate Hub in the Hub list and click Select. Then, the user must
select the appropriate Field Office in the Field Office list and then click Select. If thereisonly one Field
Office associated with a Hub, then the user must select the appropriate PHA in the Field Office HA list
and then click Select.

Then the user must select the report in the Report Type list. Depending on the option selected in the
Report Typelist, the program allows the user to run the following reports: the Unit Detail report, Unit
Summary report, Unit Status Changes report, and Unit Status Summary report.

The program displays the list of developments that are associated with the selected PHA. User must select
the desired devel opment(s) by clicking the check boxes for the development records in the Development
Code column. The program also displays the Select / Deselect All button to select all the developments,
or to clear the selected check boxes.

Depending on the report type, the user will have to edit various additional report criteria. For the Detailed
option of the Report Typelist, the user will have to select whether the report will display the occupancy
data. To display the occupancy data, the user must select the Occupancy check box. If the user clearsthe
Occupancy check box, then the program will not include the occupancy information in the report. Also
the user must select the desired option in the Unit Status list. The units will be included (or excluded)
based on the user’ s selection. The Unit Detail Complete list allows the user to set the report to include
only units with al the details, units with incompl ete details or both types of units. The ACC Indicator
list alows the user to set the report to include only units with ACC indicator “Yes’, units with ACC
indicator “No” or both types of units.

The Summary and Summary by Development option of the Report Type list, requiresthe user to edit
the same report criteriaas for the Detailed option except for the ACC Indicator list. The ACC Indicator
list will be inactive.

The Status Changes Detailed and Status Changes Summary option of the Report Type list requires
the user to select the report period using the Start Date and End Date boxes. The dates must be entered
inthe MM/DD/YYYY format.

To run the report, the user must click the Generate Report button. The report will be displayed in a
separate browser window.
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Figure 40: Unit Reports sub Tab

1.1.8.2.1 Unit Detail Report

The Unit Detail report (see Figure 41) displays the detailed data for every unit that matched the report
criteria.

The Unit Detail report displays the report date, the Hub, Field Office, and PHA selected. In the Search
Criteria section, the report displays the option that the user selected in the Unit Statuslist when running
the report. The report also displays the Details Complete, ACC Indicator selections aswell asthe
Occupancy option (if selected).

Thereport lists all the units that match the report criteria. Based on whether the user selected or cleared
the Occupancy check box when running the report, the program will display the following data:

If the user selected the Occupancy option (see Figure 41), the report will display the following
information: the building number, entrance number and the unit number, unit designation, unit status
type, bedroom count, SSN of the head of household that livesin this unit, hissher first name and last
name, date when the head of household started living in the unit (occupancy date), unit tenant status,
accessibility designation, whether the unit details are complete and the ACC indicator.
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Unit Detail Report E %
As of 6/21/2010

Hub : 3HCHI Chicago Hub

FieldOffice : SAPH CHICAGO HUB OFFICE

Field Office HA : ILOO3 Peoria Housing Authority

Search Criteria
Status : In Inventory
Details Complete T ALL
ACC Indicator Selected : ALL
Occupancy : Selected

Unit

Tenant
Occ. Date pr—

ot Code
F

Unit
Designation
AV

Unit Status
Txpe

Accessible
Designation
F

Unit
No.

& W

Bldg
No.
F

Ent.
No.
F

First Name
AW

HO37 y 600037 General Remowved 3 ‘:.Facant— Mot Applicable Ves Ves
Occupancy from Vacant
Inventory
| Initial |
| 600016| General Vacant - :
HO16 ¥ Occupancy Approval 3 NJ L rd Mot Applicable Yes Yes
Completed
| - Initial | Occupied -
Hooy | 1 (500097 DGE”eral Approval 3 |a29932285 wxroz hylxzg [09/01/2001 | Assisted |MNot Applicable | Yes | ves
ccupancy
Completed Tenant
e 1 600004| General Alnitiall 3 Vacant - Not-Anphicabl ¥ ¥
| Cccupancy DRV e etall e b 5 &3
Completed
(+X+] Showing 1 to 4 of 4

Figure 41: Unit Detail Report

If the user cleared the Occupancy check box, the report would not include the data about the tenant that
livesin the unit.

Users can print the report or download the report data in the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report data for further
manipulation, the user must click the Download in Excel button.

1.1.8.2.2 Unit Summary by Development Report

The Unit Summary by Development report (see Figure 42) displays the unit counts by devel opment,
bedroom count, and sorted by unit designation types. Thefirst tier of the report displays the information
about the selected Hub, Field Office, PHA, and devel opment(s). The second tier of the report (Sear ch
Criteria area) displays the selected searching options.

The unit counts are presented per development and unit designation. Within the unit designation, the unit
counts are broken down by number of bedrooms in a unit, occupancy, vacancy, and ACC indicator. The
Total section displays the tota unit counts not broken down by bedroom count.

For every unit designation in every selected devel opment, the table displays the following columns:

e TheBedroom Size column indicates the number of bedrooms.
e TheUnit Count column displays the number of unitswithin every bedroom number category
including the total number of unitsin the Total section.
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e The ACC Unit Count column displays the number of ACC units broken down by bedroom count
aswell asthe total number of ACC units. ACC units are considered to be units that have ACC
indicator setto“Y”.

o The Occupied unit column displays the number of units that are occupied broken down by
bedroom count.

¢ TheVacant unit column displays the number of unitsthat are vacant broken down by bedroom

count.
=
Tl Suwminnry Requri =y ﬁ
A ool TPECENNM =l By wrvmal
Baks JBCLY Cradad Hals
1 ie HTEs ol IMIHAS A IR R RA T SITF
EicH Ciliee B 2 Yo By Swilaiiy
el epraarvin SE1erad (RALIS LD L L]
Bearch Cribuein
Sinluy 1Ak

PFtsdlnd srapdare - =1

Thoclopaecai JOTOCAC0L0O0L

Ihair Ieeigmaden Lranasd ey

[ [ | [ [

1 | EL] L) 1= u

* o N nt bl

F 1 1 £ F

4 [ o n n

5 u o u u
Taknl : General Orcupsnry na na Tr o

trmir Dweigmarien iz Bkl ol Diaddoa® e STl Hodonand

- s L e

1 -

*

B

= e =le e =
@ = =E s =

Trdal: Mlwed Flderty and Dil=abded | =
Hut UL Oy Uewynuated

e e s

Figure 42: Unit Summary by Development Report

For merged unit designation the report only displays the Bedroom Size, Unit Count, and the ACC Unit
Count columns.

Users can print the report or download the report data in the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report data for further
manipulation, the user must click the Download in Excel button.

1.1.8.2.3 Unit Summary Report

The Unit Summary report (see Figure 43) displays the unit counts for every unit designation sorted by
bedroom count in al the devel opments selected for the report.

Thefirst tier of the report displays the information about the selected Hub, Field Office, PHA, and
development(s). The second tier of the report (Search Criteria area) displays the selected searching
options.

The unit counts are presented per development and unit designation. Within the unit designation, the unit
counts are broken down by number of bedrooms in a unit, occupancy, vacancy, and ACC indicator. The
Total section displays thetotal unit counts not broken down by bedroom count.
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For every unit designation in every selected devel opment, the table displays the following columns:

e TheBedroom Size column indicates the number of bedrooms.

e TheUnit Count column displays the number of unitswithin every bedroom number category
including the total number of unitsin the Total section.

e The ACC Unit Count column displays the number of ACC units broken down by bedroom count
aswell asthe total number of ACC units. ACC units are considered to be units that have ACC
indicator setto “Y”.

e The Occupied unit column displays the number of units that are occupied broken down by
bedroom count.

¢ TheVacant unit column displays the number of unitsthat are vacant broken down by bedroom

count.
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Figure 43: Unit Summary Report

For merged unit designation the report only displays the Bedroom Size, Unit Count, and the ACC Unit
Count columns.

Users can print the report or download the report data in the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report data for further
manipulation, the user must click the Download in Excel button.

1.1.8.2.4 Status Changes Detailed Report

The Unit Status Changes Detailed report (see Figure 44) displays all the transaction records for unit tenant
status changes, unit designation changes, and the accessibility indicator changes.
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Users can run the report for a specific date range and any number of selected developments. The first tier
of the report displays the selected date range and alows the user to select a development to display the
transactions.

The transactions records include the following information:

The number of the records in the ascending order.

The Dev.No. column specifies the devel opment associated with the transaction. The user can
click the column heading to sort the report data by devel opment number.

The Building No. column identifies the building associated with the unit. The user can click the
column heading to sort the report data by building number.

The Building Entrance No. column displays the building entrance number associated with the
unit. The user can click the column heading to sort the report data by building entrance number.
The Unit No. column displays the unit number. The user can click the column heading to sort the
report data by unit number.

The Field Type column displays the unit property that was changed. The report displays data for
the following unit properties: unit designation, unit tenant status, and the accessibility indicator.
The user can click the column heading to sort the report data by field type.

The Old Value column displays the origina unit property. The user can click the column heading
to sort the report data by the old value.

The New Value column displays the modified unit property. The user can click the column
heading to sort the report data by the new value.

The Effective Date column displays the date on which the change takes effect. The unit
designation and the accessibility indicator changes take effect immediately upon approval and the
when changing unit tenant status the user is required to indicate the effective date. The user can
click the column heading to sort the report data by the effective dates.

The Comments column displays the test that users enter in the Comments box.

The User column displays the name of the user that performed a change. The user can click the
column heading to sort the report data by user names.

The Update Date column displays the date when the transaction was performed or proposed. The
user can click the column heading to sort the report data by the update dates.
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Figure 44: Unit Status Changes Detailed Report

Users can print the report or download the report data in the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report data for further
manipulation, the user must click the Download in Excel button.

1.1.8.2.5 Unit Status Changes Summary Report

The Unit Status Changes Summary report (see Figure 45) displays the summarized unit counts distributed
by unit tenant statuses. To run the report, the user must select the Hub, Field Office, PHA, the Status
Changes Summary option in the Report Typelist.

The program will refresh the page and allow the user to select the developments to run the report. The
user can select one or more devel opment(s) in the list of developments (to select or clear al
devel opments, the user can click the Select/Deselect All check box). Then, the user must select the

desired date range. The date range can be selected doing the Start Date and End Date boxes. The dates
must be entered in the MM/DD/YY Y'Y format.

Then, the user can run the report by clicking the Generate Report button.

IMSUser Manual

Page 1-51

04/16/2010




e
"

: Real Estate Assessment Center (REAC)

<
i .
T;f "|I| I i Inventory Management System (IMS)
1.0 Housing Inventory
L mil Stalus Swinmary epor = E
Fagertanlox | e
Fapern Lo Do ERa2 2000
rhgmed e [ =] .
‘rrrivatthe - HAI Tl FAreih,

=3
=
SRR TN [ eRar T o

EROL 00| FROBEIEa | B i
soaiomsifns oo L0

Figure 45: Unit Status Changes Summary Report

Thefirst tier of the report displays the selected start and end dates of the report, aswell asthe

devel opment number(s) selected. The user can also set the report to display the unit counts at the first or
the last day of the month. The report displays the dates for every month within the selected report range,
the devel opment number and the counts for every unit tenant status as of the date in the Date column.

Users can print the report or download the report data in the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report datafor further
manipulation, the user must click the Download in Excel button.

1.1.8.3 RASS Report sub Tab

The RASS Report sub tab (see Figure 46) allows users to run the RASS report. The RASS report
provides occupied units data for RASS (Resident Assessment sub system) use. RASS team uses the
information provided by this report to send the survey mailers.

To run the report, the user must select the appropriate Hub, Field Office and PHA. The program refreshes
the page and displays the list of developments associated with the selected PHA. The user must select the
desired devel opment(s) to include in the report. Then, the use must select the desired option in the
Occupied Indicator list. The available options are the Y es, No, and All. If the user selectsthe Yes
option, then the report will only include the occupied units. If the user selects the No option, then the
report will only include the vacant units. If the user selects the All option, then the report will include
both the occupied and the vacant units.

The user must also select the report date range using the Last Update Date From and To boxes. The
report will only include the resident information with the update dates within the update date range. The
dates must be entered in the MM/DD/YYY'Y format.

To run the report, the user must click the Generate Report button.
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Figure 46: RASS Report sub tab

1.1.8.3.1 RASS Report

The RASS Report (see Figure 47) displays the public housing resident information for REAC RASS sub
system.

Thefirst tier of the report displays the Hub, Field Office and PHA information. The second tier of the
report displays the search criteria and the total number of records that matched the search criteria. The
Select Page Set list alows the user to browse the report data by pages more efficiently.

The report provides the following data:

e TheDev. No. column displays he devel opment number in PIC. The user can click the column
name to sort the report data by the development numbersin the ascending or descending order.

e TheBldg/Ent/Unit column displays the building, entrance and unit numbers accordingly. The
user can click the column name to sort the report data by the building/entrance/unit numbersin
the ascending or descending order.

o Thereport aso includes the Physical Address and the M ailing Address graphs. Within the
address graphs the user can sort the report data by city or state in the ascending or descending
order.

e TheOcc. Ind. Column displays the occupancy indicator. It allows the user to see whether the unit
is occupied or vacant when the user selects the All option. The user can click the column name to
sort the report data by the occupancy indicator in the ascending or descending order.

e Thelast Update Date column displays the date when the last record update was made for the
tenant in the unit. The user can click the column name to sort the report data by the last update
date in the ascending or descending order.
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Figure 47: RASS Report

Users can print the report or download the report datain the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report data for further
manipulation, the user must click the Download in Excel button.

1.1.8.4 Vac/Occ Report sub Tab

The Vac/Occ Report sub tab (see Figure 48) allows the user to run Vacancy report and the Occupancy
report. The Vacancy report lists all the vacant unitsin the selected devel opment(s) with the total number
of vacant units. The Occupancy report lists all the occupied units within the selected devel opment(s)
providing the total number of occupied units.

To run the Vacancy and Occupancy reports, the user must select the Hub, Field Office and the PHA.
Then, the program will refresh the page and display the list of developments associated with the selected
PHA. The user can include one development in the report, more than one or all developments. To select
include a development in the report, the user must select the check box. To exclude a development from
the report, the user must clear the check box. The user can also select or clear all the check boxes by using
the Select / Deselect All check box.

Then, the user must select the report type, i.e. the Vacancy or Occupancy option in the Select Report
Typerea. The Occupancy option is selected by default. To run the report, click the Generate Report
button.
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Figure 48: Vac/Occ Report sub tab

1.1.8.4.1 Vacancy Report

The Vacancy Report (see Figure 49) lists the vacant units associated with the selected devel opment(s).
Thefirst tier of the report displays the Hub, the Field Office, the PHA, and the report type. The
Development Code list allows the user to select the devel opment number from the devel opments
included in the report. To select the devel opment, the user must select the appropriate option and then
click the Select button.

The Total Records area displays the total number of records included in the report. The Page Set list
allows usersto navigate the report pages should the report contain more than one page.
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Figure 49: Vacancy report

The Bldg Num column displays the building numbers associated with the vacant unit numbers within the
selected development. The Bldg Ent column displays the building entrance numbers associated with the
vacant unit numbers within the associated buildings. The Unit No column displays the number of the
vacant unit. The Vacant Days column displays the number of days passed since the unit was vacated.
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Users can print the report or download the report data in the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report data for further
manipulation, the user must click the Download in Excel button.

1.1.8.4.2 Occupancy Report

The Vacancy Report (see Figure 49) lists the vacant units associated with the selected devel opment(s).
Thefirst tier of the report displays the Hub, the Field Office, the PHA, and the report type. The
Development Code list allows the user to select the devel opment number from the devel opments
included in the report. To select the devel opment, the user must select the appropriate option and then
click the Select button.

The Total Recor ds area displays the total number of recordsincluded in the report. The Page Set list
allows users to navigate the report pages should the report contain more than one page.
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Figure 50: Occupancy Report

The Bldg Num column displays the building numbers associated with the vacant unit numbers within the
selected development. The Bldg Ent column displays the building entrance numbers associated with the
vacant unit numbers within the associated buildings. The Unit No column displays the number of the
vacant unit. The SSN Head, First Name, Last Name column display the corresponding information
about the head of household that livesin the unit. The Occupancy Date column displays the date when
the unit was occupied by the current head of household. The Bedroom Count column displays the
number of bedroomsin the unit. The Household Size column displays the number of people (members of
household) that live in the unit.

Users can print the report or download the report data in the Excel format for further manipulation. To
print the report, the user must click the Print button. To download the report data for further
manipulation, the user must click the Download in Excel button.

1.1.8.5 Geo Coded Addresses sub Tab

The Geo Coded Addresses sub tab (see Figure 51) allows users to view the data received from GSC
(Geo Coding service Center).

To run the Geo Coded Addresses reports, the user must select the Hub, Field Office and the PHA. Then,
the program will refresh the page and display the list of devel opments associated with the selected PHA.
The user can include one development in the report, more than one or al developments. To select include
a development in the report, the user must select the check box. To exclude a development from the
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report, the user must clear the check box. The user can also select or clear al the check boxes by using the
Select / Deselect All check box.

The No of Rowsto Display list allows users to select the number of rows to be displayed per page which
affects the number of pagesin the report. The Sort Report Data by list and the Order by list allow the
user to determine the way the program presents the report data.

To run the report, the user must click the Generate Report button.
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Figure 51: Geo Coded Addresses sub tab

1.1.8.6 Geo Coded Addresses Report

The Geo Coded Addresses report (see Figure 52) displays the datareceived by IMS from GSC. This data
isusedin IMSto alow users to run Form 50058 reports by such entities as Locality or Congressional
District.

The report displays the following data:

The Development No column displays the development number.

The Building No column displays the building number.

The Building Entrance No column displays the building entrance number.

The Addr ess column displays the building entrance address.

The City column displays the building entrance city name.

The State column displays the building entrance state.

The Zip Code column displays the building entrance zip code.

The L ocality Code column displays the building entrance locality code.

The Census Tract column displays the census tract code.

The Block Code displays the building entrance block code.

The Congressional District Code column displays the congressional district code associated
with the building entrance number.

e TheGeo Match Code (or Equivalent English) column displays the result or the geo coding
matching. For example, if the zip code of the address is not found, the column will display Z.
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Figure 52: Geo Coded Addresses Report

1.1.9 Maintain Inventory

TheMaintain Inventory tab allows usersto view the development, building, and unit information (see
Figure 53). PHA users have the read-only access to this tab.
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Figure 53: Maintain Inventory tab
The Maintain Inventory tab contains six sub tabs:

e Development Inventory sub tab allows users to modify development inventory for the
selected PHA.

e Building Inventory sub tab allows users to modify building inventory for the selected
PHA

e Unit Inventory sub tab alows users to modify unit inventory for the selected PHA

o Development Regrouping sub tab alows users to move the buildings from one
devel opment to ancther.

o Reportssub tab allows users to run the National Report.

e Terminate Development sub tab allows users to terminate devel opments when there are
existing buildings and units associated with it.

The mentioned above sub tabs are described in detail bel ow.

1.1.9.1 Development Inventory sub Tab

The Development I nventory sub tab lists the details of the developments present for a selected PHA.
This page alows usersto view and edit devel opment data. Users can also remove development from the
inventory database if all the conditions pertaining to the removal are met. However, if any buildings or
units assigned to the selected development are in the demo / dispo process, the user will not be able to edit
any of the development data.

The development inventory listed in the page is reflected by the user selected options from the Select
View, HQ Division, Hub, Field Office and Field Office HA lists.

1.1.9.1.1 Searching for a Development

The user can specify the number of the development in the Development Number box, and the name of
the development in the Devel opment Name box and click the Sear ch button. The system will display the
inventory information for that particular development number.
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1.1.9.2 Building Inventory sub Tab

The Building Inventory sub tab lists the detail s of the buildings associated with a specific devel opment
that the user can select in the Physical Development list (see Figure 54).

The building inventory information listed in the page is determined by the options selected by the user
from the Select View, HQ Division, Hub, Field Office, Filed Office HA, and Physical Development
lists.

Mid section of the page allows user to search within the development by entering the building or entrance
number in the Building Number box and the Building Entrance Number box, and then clicking Search
button (see Figure 54).
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Figure 54: Building Inventory List Page

1.1.9.2.1 Editing Building Information

The user can change the information about any particular building. If the user clicks the Edit link in the
Edit Building? column. The Edit Building and Entrance Number section is displayed (see Figure 55).
The user can change the number in the Building Number and Building Entrance Number boxes, and
provide comments explaining the change in the Comments box. All three options are required and have
to befilled by the user. When finished entering data, click Save. The changes made will be effective
immediately.
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HQ Office: Public and Indian Housing
HQ Division PO Field Operations
Hub: B6HSNA San Antonio Hub
Field Office: 6JPH SAN ANTONIO HUB OFFICE
Field Office HA: TX001 Austin
Physical Development: TX001000001 CHALMERS COURTS
Edit Building and Entrance Number
Current Building Number: 0101
Current Entrance Number: 1
Building Number: | &
Building Entrance Number: i
Comments:
* Designates a required field

Figure 55: Edit Building and Entrance number page

1.1.9.3 Unit Inventory sub Tab

The Unit Inventory sub tab lists the details of the units for a specific development selected in the
Physical Development list (see Figure 56). This page aso enables users to view the information for other
developmentsin the HAs permitted by user security accessrole.

The unit inventory information listed in the page is determined by the user selected options from the
Select View, HQ Division, Hub, Field Office, Fidd Office HA, and Physical Development lists.
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Figure 56: Unit Inventory sub tab

1.1.9.3.1 Unit Inventory Search

The program can display al unit records associated with the development, or users can run a search and
display only unit(s) that matched the search criteria. Users can search the inventory by Unit Number,
Building Number, Entrance Number, First Name or Last Name of the tenant inhabiting the unit. The
Unit Inventory Sear ch section of the Unit Inventory sub tab provides these options. After entering the
data, the user should click Sear ch button to run the search (see Figure 57).

Unit Inventory Search

Unit Number: | First Name: ,
Building Number: Last Name:

Entrance Number: | -

Figure 57: Unit Inventory Search

1.1.9.4 Development Regrouping sub Tab

The Development Regrouping sub tab allows users to move buildings from one devel opment to another.

The Proposal List section lists the information regarding the devel opment regrouping proposals. In order

to perform the regrouping, the user needs to create a proposal by clicking the Create Proposal link on the
Development Regrouping sub tab (see Figure 58). Proposals can be filtered based on the proposal status

(see Figure 59).
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Development Inv  Building Inv Reports Terminate Dev

Proposal List

[Proposal Status: ALL v |
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Page Mo: 1 of 1

Submission
Proposal Propusal Statrs Submission Oiiarter Approval/Rejection] Effective EditDelete
Number Date Date Date Date

0000000010 Approved/Effective

= 05/27/2008 | 12/31/2008 0THO/2008  |03/19/2009
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0000000298 Submitted 11182009 | 12/31/2009 .
0000000671 Draft i Dol
0000000674 Dratt Eekt Dekis

Proposals 1to 7 of 7
Page Mo: 1 of 1

Figure 58: Development Regrouping sub tab

A particular proposal can be retrieved based on current status. The optionsin the Proposal Statuslist
include All, Approved/Effective FYB, Draft, Effective, Rgjected, and Submitted.

Proposal Status: [ ALL »

Approved/Effectve FYB
Drait

Effective

Fejected

Submitted

Figure 59: Options in the Proposal Status list

IMSUser Manual Page 1-63 04/16/2010



e
™

’ A Real Estate Assessment Center (REAC)
. I“I vy Inventory Management System (IMS)

Carne

1.0 Housing Inventory

1.1.9.4.1 Editing a Proposal

Users can modify existing proposal by clicking the Edit link in theEdit / Delete column in the Proposal
List section corresponding to the desired proposal number. When a user clicks on the link, the system
opens a new page where the user can edit the information and can submit it.
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Figure 60: Edit Proposal section

1.1.9.4.2 Deleting a Proposal

The application allows the user to delete an existing proposal by clicking on the Delete link in the Edit /
Delete column in the Proposal List section corresponding to the desired proposal number. When the user
clicks on the link, the system displays the following warning message: "The proposal will be deleted. Do
you want to continue?' prompting the user to click the Ok or Cancel button.
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Figure 61: System displaying warning message

1.1.9.4.3 Creating a Proposal

To create a proposal, the user must click the Create Proposal link in theDevelopment Regrouping sub
tab. The system displays the following warning message: “A Proposal will be created. Do you want to
continue?’ if the user clicksthe Ok button, the systems will display a new page where user can create a
proposal. If the user clicks Cancel, the proposal will not be created.
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Figure 62: System displaying a warning message when the user attempts to create a proposal
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The new page displays the Available Developments, Proposed Developments lists, and Available
Buildings and Proposed Buildings boxes, and the Save and Cancel button.
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Figure 63: Creating a proposal

When a user selects one development from the Available Developmentslist, the program refreshes the
page and displays the buildings associated with the selected development in the Available Buildings box.

When a user selects the desired buildings from the Available Buildings box and clicks the[L button,
the system displays the selected building in the Proposed Buildings box. The user must save the proposal
beforesubmitting it . To save the proposal, the user must click Save. To submit the proposal, the user
must click Submit. Once the proposal is submitted, the system displays the following message: “The
proposal has been submitted successfully”. To complete creating and submitting the proposal, the user
must click the Done button. When user clicks Done, the system refreshes the page and displays the Dev
Regrouping sub tab. The nightly batch will run every night and regroup the submitted proposals.

Proposal Submission

Froposal Number: 0000000045 Proposal Status: Submitted

The Proposal has been submitted successfully.

Dione

Figure 64: Proposal submitted successfully

1.1.9.5 Reports sub Tab

The Reports sub tab allows user to retrieve the PHA Configuration Change Reguest Report on a National
level only, but results can be narrowed down by the status of the development regrouping proposals using
the Proposal Statuslist (see Figure 65). In order to retrieve the report, the user should select the desired
Proposal Status, Number of rowsto display, and click the Generate Report button. A report will be
displayed in the separate screen.

CAPFUND B2:U
Certification

Maintain
Inventory
S

Submission
Unit Inv

Development Building
Development Inv  Building Inv

Approval
Dev Regrouping

Reports Terminate Dev

Report Type: National v
Proposal Status: ALL V
No of rows to display: SDRGWS per page _. V

[ Generate Report ]

Figure 65: Reports tab
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1.1.9.6 Terminate Development sub Tab

The Terminate Development sub tab for a PHA user displays alist of developments (see Figure 66).
Since the PHA user has no data editing privilegesin the Maintain Inventory tab, the Terminate
Development sub tab allows a read-only access.
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Figure 66: Terminate Development

1.1.10CAPFUND B& U Certification Tab

The CAPFUND B& U Certification tab (see Figure 67) alows PHA users to verify the capital funding
data and submit the capital funding certification.

The data certification process proceeds as follows:

1. PHA reviewsthe datafor inaccuracies.
2. PHA corrects any datainaccuracies which it is able to correct.
3. PHA certifiesall 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 for which it cannot correct inaccurate PIC data as “rejected.”
Once al of the PHA’ s developments have been either marked “ certified” or “rejected,” the PHA submits
the certification.
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Figure 67: CAPFUND B&U Cetrtification tab

The Capital Fund Data Certification pages (the Capital Fund Building and Unit Data Certification tab
page and the Development Details page) in PIC display the state of a PHA’ sinventory as of the reporting
date established by the Office of Public and Indian Housing (PIH). PIH normally sets the reporting date at
September 30 of the previous Federal Fiscal Year (e.g. 9/30/2009).

To certify developments, the user must select the check boxes for every development and either click
Certify or Rgject. To reject a development, the user must have a PIC Help desk ticket number. To enter a
PIC Help desk ticket number, the user must click the development number and enter the PIC Help desk
ticket number on the development details page. Then, the user may enter comments and click Saveto
save the updates. The user can also click the Reset Development Status button to clear the status
selection.

After completing all the development certifications, the user must click Submit to complete the Capital
Fund Certification process.
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Figure 68: CAPFUND B&U Cetrtification tab
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The Data Certification pages display datathat is stored elsewherein PIC (usually accessible from the
Development or I nventory Removals sub modules of the Housing I nventory module. Therefore, PHAS
cannot correct erroneous information on the Capital Fund Data Certification pages themselves. Thus,
PHAs must navigate to the location where PIC stores the source information that the Capital Fund Data
Certification pages display in order to make corrections to erroneous data. Certain changes must undergo
HUD Field Office review and approval process for the changes to take effect.

Once datais changed or corrected in PIC outside of the Capital Fund 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.

1.1.10.1 Development List sub Tab

The Development List sub tab allows usersto select a PHA and view thelist of developments associated
with this PHA (see Figure 69).

When a user selects a PHA, the Sear ch section of the page allows the user to select the certification fiscal
year and click Select to select development data for that certification year. If the PHA hasalong list of
devel opments, than the user can enter a devel opment number in the Development Number box and click
Sear ch. The program will only display the devel opment number that was indicated in the Devel opment
Number box.
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Figure 69: Development List sub tab

First, aPHA should check whether the list of developmentsis complete and accurate. If a PHA has added
anew development that has reached Date of Full Availability (DOFA) prior to the CAPFUND
Certification date, and the development is not displayed in thelist, the user must 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, the PHA can work with the 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 date the CAPFUND
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Certification is due, it should not be displayed in the list of developments (if it does, then the DOFA date
iswrong because the system does not include the developments with DOFA dates after the CAPFUND
Certification must be submitted since they do not qualify for the certification). If thelist 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 datesin the Development sub module under the Housing

I nventory module on the Development tab.

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 thelist of developments. If a development 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 datesto properly mark all of the unitsin the development as
removed. If the RMI action/closing date is within the 11 year timeframe but is inaccurate, thisalso
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 of the Housing I nventory module.

1.1.10.1.1 Development Details Page

The Development Details page of the Development List sub tab displays the detailed data for the sel ected
devel opment drawn from the Devel opment tab of the Development sub module (see Figure 70). To
access this page, the user must click any development number on the Development List sub tab. The
development numbers are displayed as links and allow users to access devel opment details.
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Figure 70: Development Details page

The Devel opment details page displays the unit counts for the development, PIC Help desk ticket number
(if applicable), and comment from PHA users and Field Office users.

The Development Details page contains the essential data related to the devel opment that HUD usesto
calculate the Capital Fund formula:

IMSUser Manual Page 1-69 04/16/2010



e
"

o A Real Estate Assessment Center (REAC)
-4 || I ¥ Inventory Management System (IMS)
Il

3
=

1.0 Housing Inventory

Standing units — standing units are the number of unitsin the development as of the reporting date that
have not been removed from the inventory of the devel opment.

Removed units- removed units are units in the devel opment that have an approved action date/closing
date for the removal that ison or before the reporting date.

Non ACC Units—non-ACC 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 unitsin 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.) Units that 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 buildingsin the
development. Non-dwelling units will not be included in the Capital Fund formula.

Elderly Unitsisthe number of units designated with the unit designation of elderly unit in the
Development sub module. (This column will not be displayed after 2011.)

Family Unitsisthe number of units designated with the unit designation of family unit in the
Development sub module. (This column will not be displayed after 2011.)

Standing Unit Bedroom Count isthe total number of bedrooms in the standing units.

Removed Unit Bedroom Count isthe 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 cal culation 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 Building List, Unit List, and RMI Units sub tabs allow usersto view the
respective information. The navigation links are located on the dark blue navigation bar underneath the
tabs at the top of the page.

To ave the development details, the user must click Save.

1.1.10.1.2 Correcting Incorrect Development Data

If the data displayed on the Development Details page for a development isincorrect, a PHA must take
steps to correct the inaccurate data prior to certifying to the accuracy of the data for that development on
the Capital Fund Building and Unit Data Certification tab. In thisinstance, 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 changesin source datawill be reflected in the PIC Data Certification pages the day
after they are finalized. Once the dataiis correct, a PHA can then mark the development as certified on the
Capital Fund Building and Unit Data Certification tab.

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, PHASs are to submit arequest 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 call TAC at 1-
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888-245-4860 between 7:00 am and 8:30 pm EST on business days. TAC will assign aticket number to
track the issue to resolution. (The ticket number will be a number preceded by either “IM” or “PIC”.) If
the issueis 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 theissueis not resolved prior to the deadline for certification or there isinsufficient time to make the
correction after the issue is resolved before the certification deadline, the affected PHA must reject
certification for the development. In order to reject a certification for a devel opment, a PHA must provide
certain data on the Development Details page for the devel opment.

In this situation, TAC will assign a PIC help ticket number to the PHA. Note that the PIC help 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
PIC help 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 a
comment in the space provided that indicates what data €l ement(s) is/are wrong, what the correct datais
and why it cannot correct the data through the normal procedure.

After entering the PIC help ticket number, the user must save the changes by clicking Save. Multiple
numbers can be entered if separated by commas.

1.1.10.2 Building List sub Tab

The Building List sub tab (see Figure 71) displays the building and entrance information associated with
the selected development. The data on this sub tab is read-only. However, it is accessible for editing in the
Building tab of the Development sub module granted the user has sufficient editing privileges.

The Building I nfor mation section of the page lists all he building numbers and building entrance
numbers providing the following information:

Building name
Building type
Building status
Building address
Floor count

Unit count
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Figure 71: Building List sub tab

The Download in Excel button allows the user to download the entire building datain form of an Excel
spreadsheet. If the list of buildings cannot fit on one page, the program will display the Next and Prev
linksin the bottom for the user to be able to navigate to the desired building.

1.1.10.3 Unit List sub Tab

The Unit List sub tab (see Figure 72) displays the unit data associated with a selected building and
building entrance number. The Unit I nfor mation section displays the following details:

Unit Number

Building number
Entrance number

Floor number

Door number

ACC Unit indicator
Bedroom count

Unit designation
Submission status type

All these details are essential for proper Capital Fund certification calculations, so they must be checked
for accuracy.
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Figure 72: Unit List sub tab

The Download in Excel button allows the user to download the entire unit datain form of an Excel
spreadsheet. If the list of buildings cannot fit on one page, the program will display the Next and Prev
links in the bottom for the user to be able to navigate to the desired unit.

1.1.10.4 RMI Units sub tab

The RM1 Units sub tab (see Figure 73) displays the approved RM|I applications associated with the
selected development. The RMI Units section displays the list of RMI application providing the following
details:

Application number
Application type
Application status
Action dates

RMI Unit Count

Thefirst column allows the user to expand and RM1 application record to display the full list of action
dates for applications where units were removed on different dates. To expand an RMI application, click
the + (‘plus’) sign. In the Action Dates column, the dates are displayed aslinks. If a user clicks any of the
dates, the program will display the RMI Units Report.
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Figure 73: RMI Units sub tab

1.1.10.4.1 RMI Units Report

RMI Units Report =5 =
Downloed in Excel Print
Development Number: 1002003
Application Number: IBSIL00230
(Application Type: Demolition
Application Status: HQ Approved
| Action Dates: 071 1_1’2.0.00 - | Select
Records 1 - 16 of 16 << Prev page 1 NextPage>>
Building No. Building Entrance No.
1 IB523 BEL IBSUN111
o IB523 EE1 IESUN112
3 IB523 BE1 IBSUN113
4 IB523 BE1L IBSUN114
5 IB523 BE1 IBSUN115
6 B524 BE1 IESUN116
7 B524 BE1 IBSUN117
IB524 BEL IBSUN118
9 B524 BEL IBSUNI119
10 IB524 BE1L IBSUN120
11 IB523 BE1 IBSUN121
12 IBE23 BE1L IESUN122
13 IB523 BE1 IBSUN123
14 IB523 BEL IBSUN124
15 IB523 BE1 IBSUN125
16 IB526 BE1 IBSUN126

Figure 74: RMI Units Report

The RMI Unit Report lists all the units removed from inventory under the selected RMI application and
within the selected action dates. The report provides the following data:

e Building number
e Building entrance number
e Unit number

The user can download the report datain the Excel format or print the report by clicking the respective
buttons. Users can find the Download in Excel and Printbuttons in the report header.
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