Industry User Guide for the STATEMENT SELECTION SCREEN
Financial Assessment Subsystem - Multifamily Housing (FASSUB) Release 4.1.0.0

Chapter 6: Statement Selection Screen

The Statement Selection Screen is a screen that supports the data entry, validation,
CPA Certification, and submission functions of the system.

The Statement Selection Screen provides:

A view of all properties associated with the created submission record.

Information on each property associated with the submission record.

A link to the data entry screens for each statement associated with the

submission,

— For single property and combined submissions, only one link is provided.

— For consolidated submissions, a link to data entry screens for each statement
(entity-level and each property) associated with the submission record is
provided.

A validation status for each statement associated with the submission.

A link to print the data once the statement is validated.

Buttons to submit for CPA Certification, Review of CPA Certification Results, and

Submission of the AFS data to HUD will be displayed, based upon the validation

status of the statement(s) associated with the submission record and the status

of the submission record.

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Statement Selection Screen

| Project |FHNCuntram|M2M |Perind From | Period To |Status|Print Statement
‘ Lonsolidated ‘ ‘ ‘ 01/01/1999 ‘1251;1999 -‘
Statement
| Bayside Apartments | 00077701 | [ 01/01/1999 [12:31/1999 |BiaMl |
| _Oakwood Apartment | 00077701 [ [ 010141999 [12/31/1999 SRS

To subrmt the AFS, you MUST complete and validate a statement for each property Lsted abowe.

FASSUB Main Menu

=REAL Financial Assessment for FHAME Housing=

Cornrments or Questions <REAC Technical Assistance Centers
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Submission and Certification Buttons

n1ruad Finasn cind Statees ant

A
Electronic Submission

The Statement Selection Screen displays buttons only
after the statement has been validated. Example A
demonstrates that the AFS submission is Validated, and
ready to be submitted for assessment or submitted for
CPA attestation.

Statement Selection Screen
FitConsact M U pociad T | Saate o P

o nm-um- Wi [iata

moveses | o SRR Ve Dt

s | v RN e Dt

Hayide Aparsments | 0OO7TT
Dakwasd Aparment. | DO7T701

Example A

Annusl Financal Satem ent

Electronic Submission

U.S. Department of Houning and Urban Development
Real Bstate Assassmant Canter (REAC)

Buttons do not display when an AFS submission has a
validation status of Draft as shown in Example B.

Statement Selection Screen |

FHAContract MZM Parind From | Perlod To Staius Print Statemans |

Example B

This table lists the availability of the buttons for owner-certified and audited statements
based on the type of submission, the role of the user (SUB — Submitter and CPC — CPA
Certifier), and the submission status (displayed on the Submission Status Box).

Status of Submission Record

Owner Audited Statements
Certified
Statements
Submission Status Draft Draft CPA CPA CPA
Review Approved Disapproved
User Role User Role User Role User Role User Role
BUTTON SuB SUB | CPC | SUB | CPC | SUB | CPC | SUB | CPC
Submit for CPA X X
Certification
| Submit for CPA Certification I
Continue with CPA X
Certification
| Continue with CPA Centification |
View CPA Certification X X
[ viewcra cetiication |
Submit Audited X X
| submitAUD 200D 04 |
| Submit AUD-2133 |
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Submit Owner Certified X

Submit DG =300k,

Submit OCE=300k

SUBMITTER
SUBMITTING OWNER-CERTIFIED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the
submission.

Step FUNCTION

Submitting Statement to HUD

1 . . - =
On the Statement Selection Screen, click on the ‘ Submit OC>=300k
or| Submit OC<300K_| button, depending on the threshold.
E‘lilual Fill:'lancial E_.tatemsent b . .
ectronic submission @
R R e~ |
Statement Selection Screen
| Project |FHNCuntract W|Penud From | Period To Status |Pnnt Statement
Sombine | ‘ ’7‘ 01/01/2001 ‘12;31;2001-‘ View Data
‘ ApaL:n':"e':t:'l: 12144208 ’7‘ 01/01/2001 ‘12{312001 -‘
‘ Apakf::r"z'ﬁ 12144423 ’7‘ 01/01/2001 ‘12{312001 -‘
To subtmit the AFS, you MIUST complete and validate a staternent for each property listed abowve.
Submit OC>=300K |
2 On the Warning screen, read the warning, and click on the Click to

submit statement data link.

Annual Financial Statement

Electronic Submission @
e~ |

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Warning

Any person who knowingly presents materially false, fictitious or fraudulent statements in a matter
within the jurisdiction of the U 5. Department of Housing and Urban Developrrent is subject to penalties,
sanctions or other regulatory actions, including but not limited to:

1. fines and imprisonment under 18 U.5.C. 287, 1001, 1010 and 1012, which provide for fines of a
rnaximurn of $260,000 for individuals and $500,000 for organizations, o imprisonrent for up to 5
years, or both;

2. civil penalties and damages under 31 U.S.C. 3729 of not less than $5 000 and not mare than
$10,000 per violation, plus 3 times the amount of damages that the government sustains; and

3. administrative sanctions, claims and penalties by HUD pursuant to 24 C.F.R parts 24, 28 and 30.

Back to the Staterment Selection Screen

[Chck to submit data]
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SUBMITTER
SUBMITTING OWNER-CERTIFIED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the
submission.

Step FUNCTION

3 The submission is confirmed.

Click on the FASSUB Main Menu link to return to the options list or to
exit the system.

Annual Financial Statem ent

Electronic Submission
R@

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Your OC>=300K Statement Data for

| Project Name | FHA/Contract Number | Date From | Date To
Combined Staterment 014012001 1243172001
Lakeland Apartments | 01234567 0140152001 12/3172001
Lakeland Apartments Il 12345678 0140152001 12/31/2001

has been Accepted on May 07,2002 01:11 PM!

FASSUE Main Menu

Submissions are removed from the Submission Status Box and
Statement Selection Screen after being submitted to HUD.
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SUBMITTER
SUBMITTING AUDITED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the
submission.

STEP FUNCTION

Submitting for CPA Certification

Click on the Subrnit for CRA Certification

Selection Screen.

button on the Statement

Annual Financial S_tal:ement . .
Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Statement Selection Screen

Project FHAContract M2t | P21 | perind To
rom

Print
Statement

Status

Consolidated

010171996 | 12/31/1996 | View Data

01011996 [ 12:31/1996 [Glidated| View Data

0101/1996 | 12/31/1996 -|

To submit the AFS, you MUST complete and validate a statement for each property listed abowe.

Submit for CPA Certification

2 Click on the L__Back To FASSUB Main Menu

HIGH RIDGE NORTH | 0943506
HIGH RIDGE NORTH

09435024 View Data

1

| button on The Statement has
been submitted for CPA Certification screen. The Select An Option
screen displays.

Annual Financial E_tatement . .
Electronic Submission

U.5. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Project Name | FHA/Contract Number ‘ Date From | Date To
Congolidated Staterment 0170141996 12/314/1996
HIGH RIDGE MORTH | 08435016 01/01/1996 12/31/1996
HIGH RIDGE NORTH Il 09435024 0170141996 1243141996

The submission has now been passed to the auditor
for CPA Certification. Once the certification is
complete, the auditor should contact you so that you
can submit the financial information to HUD.

Back To FASSUE Main Menu |
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SUBMITTER
SUBMITTING AUDITED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the

submission.
STEP FUNCTION
3 Access the Submission Status Box to view the submission status
change to “CPA Review”.
Annual Financial E_ntatement . .
Electronic Submission @
U.S. Department of Housing and Urban Development M
Real Estate Assessment Center (REAC)
Submission Status Box
| Taz ID | Project | AFS FYE | Submission Type | Submission Status
| 450331632 |Consolidated Statement [12/31/1996 | AUD200004 |  CPA Review
| 952984903 [Combined Statement [12:3171996 | 0c | Draft
Receives “CPA Disapproved” Status
1 Click on the submission link (e.g., Consolidated Statement) in the

Project column with submission status as “CPA Disapproved”.

Annual Financial Statement

Electronic Submission

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Submission Status Box

| Tax ID | Project | AFS FYE | Submission Type | Submission Status
| 450331632 |Consolidated Statement  |12/31/1996 |  AUD-2000.04 CPA Disapproved
| 952984903 |Combined Statement 1123111996 | 0cC | Draft
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STATEMENT SELECTION SCREEN

SUBMITTER
SUBMITTING AUDITED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the

submission.
STEP FUNCTION
2 . . .
Click on the ey GRS Caiilieaion button on the Statement
Selection Screen.
Annual Financial Statement
Electronic Submission @
Us.b rt t of H d Urban D | nt
Real Ezggtenligessm:ﬁilggengr(REAag] evelopme ‘\/
Statement Selection Screen
‘ Project ‘FHNContract Iﬁ‘ PFerLi':nd Period To | Status Staf:rr:ltent
‘ cgt’:';'r:’:;f“ ‘ r‘ 01/01/1996 ‘12;31;1995- View Data
[HIGH RIDGE NORTH 1| 0943506 | [ 01/01/1996 | 12/31/1996 BIiSIEH | View Data
‘ HIGH RIDGE NORTH RIDGE NORTH ‘ 09435024 r‘ 01/01/1996 ‘124"31;’1998- View Data
To subtut the AF 2, you MITET complete and validate a statement for each property hsted abowve.
| Submitfor CPA Certication |
[ wiewcPa cerification |
3 Review the Auditor Certification and click on the
Back To FASSLUE Main tenu
button.
4 Access the Statement Selection Screen via the Submission Status
Box.
Make the necessary modifications to the data based on the review of the
Auditor Procedures, and validate the statement(s).
5 . .
Click on the Submit for CRA Certification button.
6 .
Click on the B 10 FSUB el iy button to return to the Select

An Option screen.
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SUBMITTER
SUBMITTING AUDITED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the

submission.
STEP FUNCTION
Receives “CPA Approved” Status
1 Access Submission Status Box and view the submission status
change to “CPA Approved”.
Annual Financial E‘_-ta'bem ent . .
Electronic Submission @
U.5. Department of Housing and Urban Development
Real Estate Assesement Conter (REAC) P /e \'/
Submission Status Box
| Tax ID | Project | AFS FYE |Suhmission Type | Submission Status
| 450331632 |Consolidated Statement  [12/31/1996 | AUD2000.04 | CPA Approved
| 952984903 [Combined Statement [12:311996 | ocC | Draft
2 Click on the submission link (e.g., Consolidated Statement) in the

Project column with submission status as "CPA Approved”. The
Statement Selection Screen displays.

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Statement Selection Screen

| Project |FHNCnntrac1|M2M |Periud From | Period To | Status |Print Statement
LCombined 01012001 | 12/31:2001 - View Data
Statement
Lakeland | 1544508 01/01/2001 | 12/31/2001
Apartments |
Lakeland | 15,4453 01012001 | 12/31:2001
Apartments ||

To submit the AF3, you MITST complete and validate a statement for each property listed above.

Submit AUD-A133
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SUBMITTER
SUBMITTING AUDITED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the

submission.
STEP FUNCTION
3 : :
Click on the | Submit AUD-A133 | | Submit AUD 2000.04

button, depending on the audit type. The Warning screen displays.

Annual Financial Statement

Electronic Submission
R@

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Warning

Any person who knowingly presents materially false, fictitious or fraudulent statements in a matter
within the jurisdiction of the U.S. Departent of Housing and Urban Development is subject to penalties,
sanctions or other regulatory actions, including but nat limited ta:

1. fines and imprisonment under 18 U.3.C. 287, 1001, 1010 and 1012, which provide for fines of a
maxirnurm of $250,000 for individuals and $500,000 for organizations, or imprisonment for up to 5
years, or bath;

2. civil penalties and damages under 31 U.5.C. 3729 of not less than $5,000 and not more than
$10,000 per violation, plus 3 times the armount of damages that the government sustains; and

3. administrative sanctions, claims and penalties by HUD pursuant to 24 C.F.R parts 24, 28 and 30

Biack to the Statement Selection Screen

[Chck: to submit statement data]

4 Click on the Click to submit statement data link. The Your [type]
Statement Data has been Accepted on [date/time]! displays.

Annual Financial Statement

Electronic Submission
R@

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Your AUD-A133 Statement Data for

| Project Name | FHA/Contract Number | Date From | Date To
Combined Statement 01401,/2001 12/31/2001
Lakeland Apartments | 01234567 01012001 1243172001
Lakeland Apartments |l 12345678 01,0142001 1243172001

has been Accepted on May 07, 2002 01:11 PM!

EASSUB Main Menu
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SUBMITTER
SUBMITTING AUDITED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the
submission.

STEP FUNCTION

Submission Process is Completed!

CPA CERTIFIER
SUBMITTING AUDITED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the
submission.

STEP FUNCTION

Receives an AFS Submission for CPA Review

1 The submission status indicates the submission status is “CPA Review”
on the Submission Status Box . Click on the submission link (e.g.,
Consolidated Statement) in the Project column.

Annual Financial E‘_.tatem ant . .
Electronic Submission

U.S. Department of Housing and Urbanh Development §

Real Estate Assessment Center (REAC)

Submission Status Box

| Tax ID | Project | AFS FYE | Submission Type | Submission Status
| 450331632 Consolidated Statement |12/31/1996 | AUD200004 |  CPA Review
| 952984903 [Combined Statement [12:3111996 | 0cC | Draft
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CPA CERTIFIER
SUBMITTING AUDITED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the
submission.

STEP FUNCTION

Click on the i il CPiA ol button on the Statement

Selection Screen.

Annual Financial ..‘jtatemmt . .
Electronic Submission

U.S. Department of Housing and Urban Development g

Real Estate Assessment Center (REAC)

Statement Selection Screen

Project FHA/Contract M2M Pt Period To | Status L
From Statement
Lonsolidated 01/01/1996 | 12/31/1996 - View Data
Statement
HIGH RIDGE NORTH | | 0943506 [ 010171996 [ 12/31/1996 (ESI0GIEE | View Data
w 00435024 01/01/1996 | 12/31/1996 - View Data

To subrmt the AFS, you MUET complete and walidate a statement for each property listed abowe.

| Continerith CPA Cetcation |

3 Enter the Reporting Entity’s name and click on either the Yes or No
button based on the audit firm’s CPA role.

Enter Reporting Entity's Name
[e.g. Jones Inc)

Is the audit firm performing the agreed upon procedures the same firm performing the audit?

Yes | Mo |
4 . e . . Continue
Verify the audit firm information, and click on the button on
the Audit Firm Details screen. In this example, Yes was selected. For
a detailed description of certification process, review Chapter 8 — CPA
Certification.
5 Click the appropriate radio buttons in the Agrees or Does Not Agree

columns for the Auditor Procedures, and complete the required audit
firm information.

May 31, 2002 6-11



Industry User Guide for the STATEMENT SELECTION SCREEN
Financial Assessment Subsystem - Multifamily Housing (FASSUB) Release 4.1.0.0

CPA CERTIFIER
SUBMITTING AUDITED AFS SUBMISSION

The following are examples of different scenarios that occur on the Statement Selection
Screen depending on the type of submission, the user role, and the status of the

submission.
STEP FUNCTION
Click on the Complete Certification Procedures button.
6 In this instance, the CPA Certifier answers “Does Not Agree” to an

Auditor Procedure.

Click on the OK button on the screen displaying that the auditor
disagreed with all or part of the AFS.

CPA Certification

You have registered that you disagree with all or part of this Annual Financial
Statement.This action signifies that the submitter must take action to correct
this statement. You should contact the submitter and notify them of the items
with which you disagree.

ok |

This action results in a CPA disapprove status for this submission.

7 .
Click on the Back o FAEBUE ik i button on the Auditor

Procedures screen that redisplays. The Select An Option Screen
displays.

May 31, 2002 6-12



Industry User Guide for the STATEMENT SELECTION SCREEN
Financial Assessment Subsystem - Multifamily Housing (FASSUB) Release 4.1.0.0

Viewing Statement Data and Printing

Viewing Statement Data

After a statement is validated and before it is submitted to HUD or, in the case of audited
statements, submitted for CPA Certification, Submitters can review the account data, list
of accounts and data entered for each template (e.g., Balance Sheet Data, Cash Flow
Data, etc.). Any changes or saving of the data will require the user to validate the
statement again. Once an audited statement has been submitted for CPA Review or
has been CPA Approved, the templates may be viewed but are not editable. CPA
Certifiers are allowed to view only statement data for audited statements that are
submitted for CPA Review. If the statement has been CPA Disapproved, the Submitter
is allowed to edit the statement.

To view statement data, click on the statement link in the Project column. The data
displays as either editable or non-editable based on the user role, the type of submission
and the status of the statement.

| Project Name | FHA/Contract Number | Date From | Date To
IHIGH RIDGE MORTH | | 09435016 | 01012000 | 12/31/2000
Supplemental Schedules with Financial | MNotes & Auditor
Statement Data Reports Sl Uit
Balance Sheet Data | Profit and Loss Data | Equity Data | Cash Flow Data
Chcm] e | vaueJowa
|ﬂSSEtS
1120 ||Cash - Operations $|300000 M/,
1121 Construction Cash Account $|25|:||:||:| MAA
S03ET Tatal LIEI|:!I|ITIES and Equity/Retained Earnings $I M
(Corporations)
Save Y our Wark | Feset |
| ["alidate ¥our Submission]
| [Beturn to Statement Selection Screen)
Balance Sheet Data | Profit and Loss Data | Equity Data | Cash Flow Data
Supplemental Schedules with Financial | Motes & Auditor
Statement Data Reports Stplie et el
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Printing Statement Data

Before a statement is submitted, the user can print the statement(s) via the Statement

Selection Screen, and review the account data, list of the accounts, and data entered.

The Print Statement function provides all account values entered in one comprehensive
list.

To utilize the Print Statement function:

1. Click on the View Data link in the Print Statement column for the appropriate annual
financial statement on the Statement Selection Screen.

Annual Financial S_tatem eht

Electronic Submission

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

4

Statement Selection Screen

| Project |FHNCuntract |M2M |Perind From | Period To | Status |Print Statement
_Combined 01/01/2001 | 12312001 View Data
Statement
Lakeland | 51,4208 01/01/2001 | 12/31/2001
Apartments |
Lakeland | 5114423 01/01/2001 | 12/31/2001
Apartments |l

To submt the AFS, you MITST complete and walidate a statement for each property listed above.

Submit OC>=300K |

A complete list of all account numbers and values entered displays in a new browser
window. (This is only a partial view of the list of account data entered).

Annual Financial E_ntatem ent

Electronic Submission

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Owiner. Lakeland Properties A133 TIN: 999933999
Reporting From: 01/01/2001 Reporting To: 12/31/2001
FHA/Contract Mumber(s), 01234567, 12345678 Submission Type: AUD-A133

Assets
Account Description Value
1120 Cash - Operations $ 21,954
1130 TenantMember Accounts Receivable (Coops) $15.912
11300 MNet Tenant Accounts Receivable $15912
1200 hiscellaneous Prepaid Expenses $5.254
11007 Total Current Assets $£43120
1310 Escraw Deposits $ 70,144
1320 Replacement Reserve 69236
1365 General Operating Reserve (Coops) $ 192,172

May 31, 2002 6-14



Industry User Guide for the

STATEMENT SELECTION SCREEN
Financial Assessment Subsystem - Multifamily Housing (FASSUB) Release 4.1.0.0

=

Print

2. Click on the

from the File menu.

button on the toolbar or select Print

3. Click on the =] button in the upper right corner to close the
statement window. The Statement Selection Screen

displays.

File
Mew
Open Page...

Edit “iew Go Commu

»
Ct+0

Save bz
Save Eramefs.

Ctrl+S

Send Page...
Edit Page
Exdlit Erame
e e Rl
Offlire

FPage Setup...
Frint Presdew

Cloze
Exit

Chrl+a
Chl+03

May 31, 2002

6-15



