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Step 1 - Open your Internet Web browser (e.g., Internet
Explorer, Netscape Navigator, etc.).

Step 2 — In the location field/Netsite, type in the following
URL address: www.hud.gov/offices/reac. The
REAC web page will display on your screen.

Step 3 — Select the “Online systems” link on the left side
of the page.
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Working with HUD

Step 4 — Move to the right of the Online Systems page and select the “LOG
button.
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Step 5 — When the log-in box appears, enter your User Name and Password.
Step 6 — Select the “OK” button.

Step 7 — When you receive a screen with a Legal Warning and a Warning Notice (not
shown), select the “Continue” button to enter REAC Online Systems.
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Step 8 — Click on “Tenant Assessment Subsystem (TASS)” link to
enter the TASS system.
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Choose Portfolio Sorting Criteria

discrepancy lists /
summaries

View your by pha G ra7iz00l
pOfthllO by ::‘Ir c:‘:ﬁ: REAC has completed the nationwide large-scale income match for the calendar year
b Lo 1999, The lists of tenants with paotential income discrepancies for calendar year 1999
contract or y are available an this web site,
project. submitfupdate
resolution status We appreciate your effort in resalving the income discrepancies for calendar year
. by tenant 1998 and hope far your continued cooperation

by household

recovery of excess rental 0470172001

assistance

Letters issued to Owners/Agents and Public Housing Agencies providing guidance an
monthly ss and ssi the Income Discrepancy Resolution Guide. See letters.

reports

« by contract : 2
Reports Last Loaded on March 15, 2001 for recertifications due July, 2001,

Step 9 — On the left side of the page, viewing criteria are listed under Monthly SS
and SSI Reports. The portfolio viewing capability for owners and
management agents (OAS) is available for sorting by contract and by
project.

Step 10 —To sort your portfolio by contract, select the “by contract” link. To sort by
project, select the “by project” link.

Step 11 — You will see a screen listing your portfolio, either by contract or by portfolio
(presented on the next page).
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View Entire Portfolio

Step 12 — To view benefit history reports on your screen, select “view report on screen” as
your selected mode of output on the right side of your screen.

Step 13 — To view your entire portfolio, first monthly ss and ssi reports
highlight the first project or
contract in the list by selecting it. |

halp

Step 14 — Hold down the Shift key on your
keyboard.

Step 15 — While holding down the Shift
key, scroll down the list with your
mouse.

MC1aMOo001e0 H
MC1amMoo01e9
M1390014041

f 11021

Select contract nurnber: KIS Seledt mode of output: I'-'iew report on screen ﬂ
yiew report on screen

Step 16 - SeIeCt the IaSt pI’OjeCt or contract (Hold the Ctrl Key to select multiple Contracks) download data file

in the list while still holding down R »
the Shift key The entire list iew Awvailable Repar 5/ Bse \

should be highlighted. 4

Step 17 — When the entire list appears highlighted,
select “View Available Reports”.

Step 18 — A screen showing all available reports
for your portfolio will appear (not
shown). Select the desired report to
view it.
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View Partial Portfolio

Step 19 — To view benefit history reports on your screen, select “view report on screen”
as your selected mode of output on the right side of your screen.

Step 20 — To view select parts of your
portfolio, hold down the Cirl
key on your keyboard.

Step 21 — While holding down the Ctrl
key, select the desired
reports. Only the reports you| — ERmriees
select will be highlighted for Lot dens
viewing.

Select contract number: [MJ390014041 j Select mode of output: I'-'iE'-'-' report on screen

Step 22 — When the desired list of ey eport on Soean

. [Hold the Ctrl Key to select multipl downlua ata file
properties or contracts (uﬂw‘)'\D
appears hlghllghted, select Yiew Available Reports Feset R

. ) SNS— -
the “View Available Reports”
button.

Step 23 — A screen showing all
available reports for your
selected properties or
contracts will appear (not
shown). Select the desired
report to view it.
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Download Portfolio

You can either view
monthly reportsfor
your portfolio, or

monthly ss and ssi reports help

download and save
them!

MZ120003029
MZ1amMoo0113
MZC12MO00160
MZ1amMoonlas
M1390014041 j Salact mode of |:||_|tp|_|t: download data file ;I

Step 24 — To download benefit history #=l== cntract number: Ve renor on sesr

h|St0ry reports from your [Hold the Ctrl Key to select multiple Con
portfolio to your computer, Wiew Available Reports Reset |

on your screen, select S~ N @@
“download data file” as your

selected mode of output on
the right side of your screen.
Follow the steps described in
Steps 20-24 to select either
your entire portfolio, or a
partial portfolio.

Step 25 — Select “View Available
Reports”.
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Download Portfolio

Zip format file is compressed
using a zip program. This
greatly reduces the size of
large files and reduces the
download time. You must
have WinZip loaded on your

tenant assessment subsystem

|

tass home monthly ss and ssi reports

discrepancy lists f

computer or network to open
and expand these files.
Choosing None returns the
data as a plain text file.
These files tend to be large
and take a significant amount
of time to download.

o

._

Step 26 — Choose a compression method by selecting either the Zip or None

radio button.

Step 27 — Once the list of available monthly reports is presented for the

sumimaries

by pha
by contract

A)
Flease choose a compression method Q" Zip T None)

by property

submit fupdate

Incame Discrepancy Reparts
for recertifications due:

Benefit History Reports
for recertifications due:

resolution status
by tenant
by household

recowvery of excess rental
assistance

monthly ss and ssi
reports

April, 2001
ay, F0

April, 2001
June, 2001
July, 2001

by pha
by contract
by project

address updates /
letter requests

by tenant
by household

Clicking an a report link will download the file to your browser, Afte

downloading a file, you may select additional files to download., Please

Motbe: Creating data files may take a few minutes, vou will be prompted with
a dialogue box to save the file when the process is complete,

Database field descriptions for downloaded dats files may be found here

management reports

household, the user can select the report they wish to download by
selecting the report’s month and associated year.
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Download Portfolio

Step 28 — When the
Unknown File
Type dialogue box

If you are using Netscape Navigator,
the File name and Save location fields
are automatically populated with a
suggested file name and save location

Unknown File Type

“'ou have started to download afile of type

IS ?IS!{J!‘aéyed, Fl " t;ﬁiiij':d\.\;rtﬁo_f'i'lfo learn how to extend MNawviggior! in eaCh field. The SuggeSted file name
Select "oave rlle. capebiliies. contains the report date and type. If
“ you want to change either field entry,
As” dialogue box location and the file name of your
displays, enter the choice.
file name and — If you are using Microso_ft Inte_:rnet
S in location of bl i Explorer, the file name field display
ave n i Savejn: | ‘2 Windows = & e blank and you must enter a unique file
your choice or 53 aim5 0 Cursors Sl name. The file name should use the
Clle save to use 040 Users (] Favorites [AJava le extension if theif le Compl' on
the pre-populated [Hewer  Sre e wasssleted The tadasin
file name and 23 Config &2 Hold B oo should be used if the selected format is
. |1 Conkies [ Hudtools (21 options no Compr on. Us ng EXp| orer, you
save location by must enter your save location in the
Netscape <] | 2| saveinfield.
NaVIga'[OI’ YOUI’ File narme: A2001 07 20008, zip Save I
report is Save s type: [All Files (=) \ =] Concel_| '

downloaded to
your selected
save location.

For further assistance, please contact the PIH-REAC Technical
Assistance Center at 1-888-245-4860.




