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CHAPTER 1 - INTRODUCTION

BACKGROUND

The Real Estate Assessment Center (REAC) is a U.S. Department of Housing and Urban
Development (HUD) national management center created to centralize and standardize the way
HUD monitors and evaluates the physical condition, as well as the financial assessment of HUD
properties. This includes over 3,000 Public Housing Authorities (PHA) and over 30,000 Federal
Housing Administration (FHA) multifamily insured, direct loan, HUD-held, and Section 8 project-
based subsidized properties.

The Physical Assessment Subsystem (PASS) developed by REAC, monitors the physical
condition of HUD properties based on on-site physical inspections. One component of PASS
addressed in this user guide is Inspection Review.

During REAC's inspection review process, all discrepancies between the Real Estate
Management System (REMS) or Integrated Business System (IBS) data and the data collected
by the inspector for a given property is identified by yet another component of PASS called
Checklist. Upon reviewing each inspected item, REAC decides whether to accept the
inspection or place the inspection on hold while getting clarification on the discrepancies. To do
this, REAC sends the inspection with comments to the Servicing Mortgagee or the Master
Scheduler acting on behalf of the Servicing Mortgagee. The inspection and comments are
accessed by the Servicing Mortgagee or the Servicing Mortgagee’s Master Scheduler using the
Inspection Review component.

OBJECTIVES

The PASS Inspection Review serves as a vehicle to notify and get clarification of any
discrepancies in the inspections. The Servicing Mortgagee accesses Inspection Review via the
Internet through the FHA Connection. Master Schedulers working for the Servicing Mortgagee
access Inspection Review using Secure Connections.

July 27, 2001
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ORGANIZATION OF MANUAL

This Inspection Review Quick Reference Guide for Mortgagees provides instructions for using
Inspection Review. The following is a brief overview of the contents of the individual chapters
and appendices:

 Chapter 1 - Introduction includes the purpose of Inspection Review, a table of
common terms and abbreviations, and information for getting answers to your
guestions on using the system.

» Chapter 2 — Access Inspection Review shows how to access, review, update and
resubmit a challenged inspection to REAC.

* Appendix A — Browser Basics contains an introduction to using an Internet
browser.

July 27, 2001 1-2
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TERMS AND ABBREVIATIONS

Definition

CIDR Centralized Integrated Data Repository
GTM Government Technical Monitor
HUD U.S. Department of Housing and Urban Development
PHA Public Housing Authority
REAC Real Estate Assessment Center
TAC Technical Assistance Center
URL Uniform Resource Locator (also known as a Web address or
Internet address)
July 27, 2001 1-3
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SOFTWARE AND HARDWARE REQUIREMENTS

The electronic inspection review of physical inspections using PASS Servicing Mortgagee
Inspection Review software requires computer resources and an Internet browser. The
optimum software and hardware resources are recommended for efficiency, although users can
operate with the minimum required resources.

Minimum Hardware Resources
Processor: 486

RAM: 8 MB

Modem: 14.4 kb

Video card: 256k

Minimum Software Resources

Windows 95 or higher
Netscape* 4.5 or higher
Microsoft Office 95 or higher
Adobe Acrobat 4 or higher
Internet Connection Software

*Copyright[] Netscape Communications Corporation. All rights reserved. Protected by the
copyright laws of the United States and international treaties.

July 27, 2001 1-4
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IF YOU NEED HELP

If you have a question, comment, or problem regarding PASS, you can get help by contacting
the REAC. There are three methods for contacting the REAC:

e e-mail
» telephone

+ standard U.S. malil

CONTACT Us By E-MAIL

Action Example

1. Access the Real Estate Assessment
Center (REAC) home page.

v byl [ripy e ard Dosie

2. Click on the Contact Us link to
display the Contact Us page.

real estate assessment center (reac)
AT TR

5 BN | B e A e b LA E Lander dara et
Fadardl Fngorr o bep camed Haw DAL 2] Laeyvhnw | Ly Myt
irads

[T b dady B

The URL address is: www.hud.gov/offices/reac

3. Click on the specific product area } e memem aan memmes -
when addressing questions or e
problems. For Physical Inspection - contact us
questions or comments, click on the Toess R
Physical Inspection link. —
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Action Example

4. Click on the EMAIL button to display
the Customer Service Center*
Submission page.

| AT HeT AEDAIT HUT =R B ELARCH | P LB 8

EofilEc b

physical inspection

| ToiERCE

CEENE MR
prisdscis
(13-

Bid i P Ay
earde] uy

1eex hars

To submE inguiry, sslect

=

5. Click in the First Name field, enter

The Customer Service Center* Submission page:

the information requested, then TR
press tab and repeat for the Custimsss Servios Cenes Sibimisd o
remaining fields. (The table on the ::"" '# I':“- I—
next page contains descriptions of —— .........._...I. e B '
each field.) P —
e Tymm- .
Note: If you wish to attach a file to [ ¢ the bt s Dlie e e dnkabia 1 1hin ﬂ
this message, see page 1-8 for Firme raire umy ikirmaien o rem Gk mwsbl b by s s farscins Lo mi o FHA Sk, o (5
instructions. | craically, j
I wrcrisiasy, BEREET ATTACHMINT Hrweme. . I
6. Click the Submit button once all the ~ T i S Sl s L A et et e s
fields are complete. ———————Jp Q — >
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FIELD NAME

DESCRIPTION

* First Name | Click in this box and enter your first name. (This field is required.)

* Last Name | Tab and enter your last name. (This field is required.)

* Email Tab and enter your full e-mail address. (This field is required.)

Phone Tab and enter your phone number.

* Response Click on either the Phone or Email radio button to select your preferred
Preference response method.

Question/ Tab and enter your question or comments. Be as specific as possible.
Comment

Additional Tab and enter any additional information pertaining to your question
Information (e.g., PHA number).

Insert If appropriate, attach a file by typing in the file’s path or by clicking on
Attachment the Browse button. See the following page for an explanation of this
process.

* Fields with an asterisk * are required fields.

July 27, 2001 1-7
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ATTACH A FILE TO A TAC E-MAIL

Overview: This process shows how to attach a file to a Technical Assistance Center (TAC) e-
mail. For complete details on sending a help request to TAC via e-mail, see page 1-5.

Action Example

The Customer Service Center Submission Form:

Mol Evewie Assesvmess Ceniar JEE AL

1. CIle |nS|de the INSERT Tl omed Svios O eider bl ol om
ATTACHMENT field. el R e — p— _—
* Ll P bt 1, e [ TN [E= vt

2. Type in the file name and full
path of the file to be attached (e.g., TN
C:\MyDocuments\Helpme.doc).

T

3. Click on the Submit button.

W weibisiany, BEEET ATTCHAD Heweme. . I 1
Fleadi b

Frgam el Wil wd mw ] 50 L ekl o b s e onl D PR 2l |||| rlmdedmn Dyl

Flrase enier any informasea thoi yeu think weuld kelp ux sddroes ywar Quertisn Cammeas jn g FHA Ny

Hy PERL number i3 HD785 and this 18 che firac rise we have ;l
Fubmitied slsciconically. _l

I mesessary, INSERT ATTACHMENT [ Bybocunentai Belpn | Eimwee.. |

Fleass Hoie: Repupsd fisds aie maksd = ¢ B cordidemishty is o eeres, glease call the FEAC Customes |
0 B - )

NOTE: If you are familiar with browsing in Windows, you may use the Browse
% button next to the INSERT ATTACHMENT field to locate the file to attach,
rather than typing in the file name and path manually.

il
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CONTACT Us BY PHONE

You can call the REAC Technical Assistance Center with system questions toll-free, Monday
through Friday, 7:00 a.m. to 8:30 p.m., Eastern Standard Time at:

1-888-245-4860

The Contractor’s Help Desk can contact staff in the Technical Support Service Center (Physical
Inspection Operations area within REAC) for assistance Monday through Friday from 7:00 A.M.
to 5: P.M. Eastern Standard Time at:

1-877-406-9220

CONTACT Us BY STANDARD U.S. MAIL

The REAC Technical Assistance Center may be reached by standard U.S. mail at the following
address:

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

ATTN: Technical Assistance Center

1280 Maryland Avenue, SW, Suite 800

Washington, DC 20024-2635

July 27, 2001

1-9



Inspection Review Quick Reference Guide for Servicing Mortgagees

Physical Assessment Subsystem (PASS) Release 3.1.0

Chapter 2 — Access Inspection Review

CHAPTER 2 — ACCESS INSPECTION REVIEW

AUTHORIZED USER LOGIN

Overview: Follow this process to login, access PASS, and display the Inspection Review page.

Action Example

/

1. Click on the browser icon on your
Windows desktop to start your
browser application. (For example,
Netscape, Internet Explorer, or
America On Line.)

For more information on browsers,
see “Appendix A — Browser Basics.”

2. Click in the browser’s Location field.

3. Enter the Web address

https://entp.hud.gov/clas
exactly as shown and press Enter to
display the Welcome to the FHA
Connection page:

/\\ .-

4. Click on the Sign On icon to display
the Username and Password
window.

MHetzcape

The browser’s Location field:

: :I
v

The Welcome to the FHA Connection page
displays:

. Welcome to the . Y

. FHA Connection o I

o il o Fakerws” Sl ors of Pl Bk m e el sveker D preees ves: g’ % 00 Ul D
T I i e drced i

e SURE LT Joo g ko i

T0 o e el | el ||
dmirursor o premre rakeg o ke oy
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Action Example
5. Click in the User Name field and The Username and Password window displays:

enter your user ID.

The user ID and password are Username and Paszsword Required

case-sensitive. Remember to use a \
capital letter when entering the user
ID, e.g. M12347.

E nter uzername for unknown prompt at entp.hud. gos:

zer Name:
6. Tab the Password field and enter
your password.

) / Ok Cancel
7. Click on OK to display the FHA L

Connection page.

Paszword:

The FHA Connection page displays:

|..‘;;?FH\ (.‘.mlnectiullﬁl"\_jj

8. Click on the Multi Family leink to
display the Multifamily FHA page.

[Heqge ) LI P ey v

Commaneir or Chanionr =0 re Famhs
Cloprpermdr or Camedmar =i Famehs

The Multifamily FHA page:

9. Click on the Physical Assessment
Subsystem link to display the
Username and Password Required
window.
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Action Example

The Username and Password Required window:

10. Click in the User Name field and

nter your user ID.
enteryour use Uzemame and Fassword Hequaned

11. Tab to the Password field and enter \ Erder usesname for unknown peompt at

your password. hud ger:

12. Click on OK to display the Physical User Name:

Inspection Main Menu page. W |
D e |

The Physical Inspection Main Menu page:

Sl ifamily FHSA
L

13. Click on the Inspection Review link
to display the Inspection Review
Query page. The Inspection Review Query page:

m inspection review

Do T Dimaler 28 2N ESRAM e Drposamod "TRITMEA HOENSAGF SA0L

T,
¥ 'FII i EI“] wd’l'-l_'rH Accrpivd Brjocied | Feated Eromposded Expaed

Luri bighi
| Ta Dmie
Salici Type:
T pew Thpdaad T Vew Dawpdan T Vs Faaiay
St Dk
roqm. [l s il R &7
e by
Sranie
I'. il p Ll e '-I
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INSPECTION REVIEW QUERY PAGE

The Inspection Review Query page consists of two sections: an Inspection Uploaded Table section
and a Query section. The Inspection Uploaded Table at the top of the page displays the number of
physical inspection data transfer attempts, as well as the number of physical inspections successfully
transferred (uploaded) to the central database by the Servicing Mortgagee or inspectors working for
the Servicing Mortgagee. Links on the Upload Problems and Successfully Uploaded fields
provide access to Summary Reports. The Summaries accessed through the Inspections Uploaded
Table list each inspection uploaded successfully, as well as inspections that encountered errors in
the upload process.

In addition, data is provided on the number of inspections that are either accepted or rejected by
REAC. The table also displays data on the number of challenged items posted, responded, and
expired. Links are available on the Posted, Responded and Expired columns that provide access to
the Inspector Inbox.

The Query section at the bottom of the page allows you to search for inspections based on specific
criteria, such as, Inspector ID, Status Date, Inspection Number, and Status. Queries allow you to
view lists of uploaded inspections, downloaded inspections, and a summary list of uploaded and
downloaded inspections.

inspection review

Crested Cn Oetobar 26 1608 EFLAM for Drgamzabon "SMITHER MORTGAGCE CROLUF

Inspection

Uploaded Table

e

Dpload  |Suwcoessfilly N
Problems | Dploaded Accepbed |Eajectad | Posted Erspooded | Expored

Last Hight 1] 1] 1] ] ] i ]

T Db 10 10 I 1] : | |

Query Section

__> Seloct Type:

# View Upload

= View Doanload

™ View Summmary

Inspector T Status Dhabe:

| From: 10723/ 2000 [ &2
I = o [107 232000 Y &
MIDE - s LI
MIA = iTrertddiyr

Ik peection o Etatas:

| |3.i.'l:ersl.l'r'1|:--:la'.e-:l j

Wiew Lipinad |

July 27, 2001

2-4



Inspection Review Quick Reference Guide for Servicing Mortgagees
Physical Assessment Subsystem (PASS) Release 3.1.0 Chapter 2 — Access Inspection Review

INSPECTION UPLOADED TABLE

The Inspection Uploaded Table is a summary table located at the top of the Inspection Review Query
page. The seven column headings (categories) are Upload Problems, Successfully Uploaded,
Accepted, Rejected, Posted, Responded and Expired.

inspection review

Creafed On October 26 2008 B:5364AM for Orgavization "SMITHER MORTGAGE GROLP”

‘ PEF‘E}E: ?;115 %;f;;;gy Lrcepted |Eejected ‘ Posted |Eesponded| Expired
LastMight |0 o [ o o o 0
ToDate |10 |10 0 0 2 0 0

* The Upload Problems category reflects the number of errors encountered while uploading
inspection data. This number is the total number of inspections uploaded that encountered an
error during processing.

» Successfully Uploaded category reflects every inspection that was successfully uploaded to the
Centralized Integrated Data Repository (CIDR) and processed.

* The third and fourth columns provide the total number of all inspections Accepted or Rejected.

» The Posted column informs the Servicing Mortgagee of the number of inspections that have
been challenged and sent for clarification. Once the Servicing Mortgagee reviews the challenged
inspection and sends the information back to REAC, the Responded column is updated.

» If the Servicing Mortgagee does not answer the challenged inspection before the expiration date
given by REAC, the Expired column is updated.

The Last Night row shows the total number of inspections in any category from the previous night.
The To Date row shows the total number of inspections to date for each category. Access the
Inspection Summaries page by clicking on any one of the number links in the columns Upload
Problems or Successfully Uploaded. The Inspection Summaries page lists the inspections, time
uploaded and any errors that occurred.

% NOTE: If the number link is 0, no Inspection Summaries will be displayed.

il
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THE INSPECTION SUMMARIES PAGE

Overview: Follow this process to display the Inspection Summaries page.

Action Example

The Inspection Review Query page:

1. Click on a number link in the Last :: _]- iﬂ!PEttiDl"l review
Night or To Date row. eared O+ Dciabir 18 3888 EFSAM o G g sarion *SeUTHER MORTGA G GROUF
Upkad Smcesill oo Bt | Pomed  Besporded Epued
For this example, Upload Problems x Prebisan  Uphaded
To Date is selected. T Drare ]

The Inspection Summaries page displays:
2. Click on an inspection number link to — :
display the Inspection Details page N TRSpection Sunimaries
(e.g., 59527). : deaded ] Wk it}

tham oo T Dplissded  Tiawe Eiver Olidimmd Ervar
7 TN 99 21 B 22 ¢ P

'. g
4 1 Apr .
] 3 Mpr
5 3 bwy
3

L]

Tl
& NOTE: The Inspection Summaries page lists each problem item (error) encountered
s while uploading the inspections on a separate line.
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Action Example

The Inspections Details page displays:

Inspection Details for Inspection 59527

Property I: B0113455

Property Address: 4% BEema Dove
Lecna, OH 33334

Imspection Date: DRMNHIAS 11:35 29 L
Buildi g Camnk k! Iisrmonl_Bepors | Fracad o |

Building Total 2

\ Drpllimg Total: b

3. Click on the Close button to return to Yacant Unit Count: |
the Inspection Summaries page.

Internal Report

T

vious Inzpection:
enls:

Lase tedl: MR 20 11.392%

The Internal Report (Previous) link displays the
previous year's inspection summary report.

The Internal Report link displays the current
Inspection Summary Report for that inspection.
When the Internal Report link is selected a
disclaimer is displayed indicating that the report is not
final or available for distribution.

The Inspection Summaries page displays:

Inspection Summaries

v i B ey o e aded e Yk i d bk et re Kiler hehtar b 2R PREE

Isapietion Fn. Tt Dploseded  Tiowe Errwr Diysd Ertar

1067 ¥ 15 M 22 | 36FH [k

4. Click on the Close button to display
the Inspection Review Query page.
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Action Example

The Inspection Review Query page displays:

m inspection review

s T Shmileer 28 DakF EIRAM v Drpoesainod "TRETMEA BOETSA GF SR

Chapter 2 — Access Inspection Review

0 ]
¥ 'FII i EI“] wi‘:‘ Accrpivd Brjocied | Feated Eromposded Expaed
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INSPECTION REVIEW QUERY FIELDS

» Select Type radio buttons select the
type of inspection information to be

viewed (i.e. uploaded inspections,
downloaded inspections or summaries). ! : I
a3 Iﬂ!pEl:tlﬂl‘l review

wvel i ivmbr 28 P BARA M for (rpetsafion “FRTRER WOEFSAGE SR

Tpiead '{"-Hm.h'nru; Bagected | Foated Regemded Fapred

Frobilegs | Uplidedd
Lesri Fighi
Tisa |

» Inspector ID field drop-down arrow lists -
inspector ID numbers. Leave this field
blank to include all the inspectors in the
search.

» Status Date searches inspections within
a date range. The default is the current
date. To enter other dates use the
Calendar window (see next page).

» Inspection No. field allows you to search for a specific physical inspection
by entering the inspection’s number. Leave this field blank to include all
inspection numbers in the search.

» Status field allows you to search by the inspection’s status. Click on the
right drop-down arrow to display the list of statuses. Leave this field blank to
include all statuses in the search. The Status selections are:

— Successfully Uploaded (including Accepted, Rejected, Posted,
Responded, or Expired)

- Not Yet Processed

— Stuck In Staging

» View Upload / Download / Summary button changes depending on which Select Type radio
button is selected. For example, when the View Summary radio button (in the “Select Type”
area) is selected, the button’s name changes to View Summary. Click on this button to view
inspections based on the search criteria entered on the rest of the Inspection Review Query

page.
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To select a date using the Calendar window:

Sratun Date
From [30/23/2000 |—| & » If desired, click on the Erase icons to clear
N e ™ the date fields and generate a search with no

— -_4.-.T.-+ dates.

The Calendar window:

» Click on the Calendar button to display the Calendar plEnos ELECARE =0
window.

Today

« Click on the (=] or t;nove forward or backward |< ﬂ |ﬁpf |2000 = ﬂ ﬂ

by month.

* Click on the or to move forward or backward > rwr s ?
by year.
J 3 4 35 6 7 g
OR g1 112 13 14 15
e Click on the drop-down arrows to select the month 16 17 1920 21 I
and year from the Month and Year menus. 23 25 3/ 27 i 9
30

e Click on a date (e.g.,12) to select a date in the
current month.

» The Calendar window closes when you select a day or click on the X button.
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VIEW UPLOADS

Overview: The Inspection Uploads page lists all the physical inspections uploaded to CIDR,
REAC's database, based on the query criteria entered. The Status column on the
Inspection Uploads page indicates whether the upload is posted, accepted, rejected,
new, engineer in progress, engineer complete, GTM in progress, complete, or marked
for deletion.

Action Example

The Inspection Review Query page:

m inspection review

Cevadiod U Dedmbae 28 SRS DSALN L Cbpemialios "EHTC MU E OSSO G L LN

Thplead  Swiceichdy
Seomimer  Wpkaded

. - T g
2. Optional: Select the search criteria Ts Dtz i

under the Inspector ID, Status Date,
Type

Inspection No. and/or Status areas. e — v -

1. Click on the View Upload radio

button.
Acoopind Bapoed JFodwd Jamperdsd | Egaad

3. Click on the View Upload button to
display the Inspections Uploads
page.

The Inspection Uploads page displays:

4. Click on an inspection number link =
(e.g., 54811) to display the
Inspection Details page.

Inzpection Uploads

Suma o Samdcieg Merigagee

lmijo i s L M. Tume Updaaknd Sralae

Note: The Change Search Criteria
button allows you to return to the
Inspection Review Query page to
enter different search criteria.

B
=
=
=1
s

|

=

......

Chargs Tuech Crisis

If the list is long, user the scroll bar to see the
entire list.
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Action Example

The Inspection Details page:
Inspection Details for Inspection 54811

Pragasty ID: 2101457
Fraperiy Addioess | 111 Singon Averue EI
Wieeh, Wa 33111 iy P | Fd e

Inspection Drate; ORI REE 1T00z40

/ N

Fuildimg Total: ¥
Dninlling Totad 52 Fl

Vacant Tnit Count= (1] Intermal Repaort

5. Click on the Close button to return to
the Inspection Uploads page.

Pravisas Lispeetht:

]
pelated: UAar989 100240

Cliai

The Internal Report (Previous) link displays
the previous year’s Inspection Summary Report.

The Internal Report link displays the current
Inspection Summary Report for that inspection.
When the Internal Report link is selected a
disclaimer is displayed indicating that the report
is not final or available for distribution.

The Inspection Uploads page displays:

[nspection Uploads

Samd el Sarviing SLangsge

6. Click on the Change Search
Criteria button to return to the
Inspection Review Query page. [— T— firee Uplasied [

| il (LTI L o 6 1 5 e =

riihdly Tk ade | bt o
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VIEW DOWNLOADS

Overview: The Downloaded Inspections page lists all the physical inspections downloaded for the
specified query criteria.

Action Example

The Inspection Review Query page:

1. Click on the View Download radio

button. \

inspection review

\ Created On October 26 2006 8:56AM for Organization "SMITHER MORTGA GE GROLTP"
TUpload  |Successfilly . .
Note: The VI o Upload bunon ot the \ Problems | Tploaded Accepted |Bejected | Posted  |Responded | Ezpired
bottom of the page changes to I?;Nt% EO IE IE Ig IE }g
. o L'ate
the View Download button. = = = =
Select Type:
) . © Wiew Upload & View Download © Yiew Summary
2. Optional: Select additional search
. .. Inspector ID: Status Date:
criteria in the Inspector ID, Status —— From 1072372000 ] &
Date, Inspection No. and/or Status v 2] o, [ta7 2372000 L] &

areas. M30020 x| (mnrn/ dedivyy)

/\h TInspection No.: Status:
3. Click on the View Download button \!i’ nspmm -

to display the Downloaded
Inspections page.

4. Click on an inspection number link to \ The Downloaded Inspections page:
view the Inspection Details page. (In

this example, Inspection No. 59501
is selected.)

Note: The Change Criteria button
allows you to return to the
Inspection Review Query page to
enter different search criteria.
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Action Example

The Inspection Details page:

Inspection Details for Inspeeclion 59500

Frageriy LI: -

Propeity Adirei | 170 Morsh Cupatal L Fart Fapsd, Tesn 7511

Iisprtiai et 1045000 1S BT 3
Nalkiig Camie ] F
Nelkiirg Tomd: i B |
Dreling Total:

Weenni Unit Uoemi:
Freviaes ipsprectioe

—— |u|.!rr|.ll%v ot

Last Ujsianeil I 520 134T T

5. Click on the Close button to return to The Internal Report (Previous) link displays
the Downloaded Inspections page. the previous year’s Inspection Summary Report.

The Internal Report link appears if the
inspection has been uploaded and processed.
Click on it to display the Inspection Summary
Report for that inspection. When the Internal
Report link is selected a disclaimer is displayed
indicating that the report is not final or available
for distribution.

The Downloaded Inspections page displays:

6. Click on the Change Criteria button G4 g
to return to the Inspection Review : ——
Query page.
NOTE: If an error occurred during the download, the Status column provides a
2 status error link. To display the error message, click on the failed

number link. (In this example, FAILED-11.)

Inspecton Cuery—Errors

|
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Action

Example

The Inspection Review Query page:

Created On October 26 2066 8:564AM for Organization "SMITHER MORTGAGE GROLIP*

inspection review

‘ PEFI:};::S SUU;C;:;Slily Accepted Rejected ‘ Posted  Responded | Expired

LastMight [0 [o o o o o o

To Date o o o o 2 [ B
Select Type:

© View Upload

Inspector ID: Status Date:

From;|m/23j2mn L] <7
M30002 = -|1D/23/2000 1] &7
M3OOIE To &
M30020 = (mm/dd/yyyy)
Inspection No.: Status:

& Yiew Download © View Summary

Downloaded Inspections 'l

“Wiew Download |
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VIEW SUMMARY

Overview: The Inspection Summary page lists all the
downloaded within the query criteria.

inspections that have been uploaded and

Action Example

The Inspection Review Query page:

1. Click on the View Summary radio
button. ~—

Note: The View Upload button at the spection review

bottom of the page changes to Seloct Type:
the V|eW Summary button © View Upload  View Download & View Summary
Inspector ID: Status Date:

2. Optional: Select additional search . From [10/23/2000 "“ <
criteria in the Inspector ID, Status M0 To: 1072372000 Ll &
Date, Inspection No. and/or Status L (paeldlys)
areas. Inspection No.: Status:

I ections =

3. Click on the View Summary button > — |
to display the Inspection Summary
page.

The Inspection Summary page displays:
Tinigpesi Uipin 5 i ki Yy
] T gk T T | pesded s
- '

4. Click on an Inspection Number link 3 = e =
to view the Inspection Details page ' - e o
(e.9. 57218). = - i

1 ; ik .
Amrprrar b hem tm [ T
lamrim Lamprviom Ma Do | plamaaird i
leprm |.-|m-|—.:;-. lomr Lords e d BT
| - ]
1 '
e g

July 27, 2001

2-16



Inspection Review Quick Reference Guide for Servicing Mortgagees

Physical Assessment Subsystem (PASS) Release 3.1.0 Chapter 2 — Access Inspection Review

Action Example

The Inspection Details page displays:
Inspection Details for Inspection 37214

5. Click on the Closg hutterteoTetirn

to the Inspection Summary page.

Frapecis I 13120154 -
Frapevty Addrean: | 13120 Eourdy Bd T Hionth Coacdma 1 H
Inapss i Timie: Sl pbhey N
Nullding Cousi: 1
Nullding Tatsk
Niwedling Taut
Nimin Camave- H
v Ingpertian L

The Internal Report (Previous) link displays
the previous year’s Inspection Summary Report.

The Internal Report link displays the current
Inspection Summary Report for that inspection.
When the Internal Report link is selected a
disclaimer is displayed indicating that the report
is not final or available for distribution.

The Inspection Summary page displays:

Tivipec i B e s

[ apa s Ha s | e [T
':: P —
(]
6. Click on the Change Criteria button ——— N N—— -
to return to the Inspection Review 9 -
h-:—'h 1o Direndmnded e
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ACCESS INSPECTOR REVIEW - INSPECTOR INBOX

Overview: The Servicing Mortgagee can make changes to the challenged inspection information
and provide comments.

Action Example

The top of the Inspection Review Query page:

1. Click on one of the links in the !; l
Posted, Responded, or Expired T iI"ISPE'EtiﬂI"I review
columns to display the Inspector \ weticd O Ocvabar 34 3888 EFEAM o (8 gaesanics "EAUTHER MORFGCSE GROLE

Review — Inspector Inbox page. Uphond Succemlly, b pd Beporried | Exprnd

44

Lart Feghs
o Ciage

The Inspector Review — Inspector Inbox page

displays:
2. Click on the desired Inspection
Eparpmior. ol b @ i b

Number link (e.g. 2034) =

to display that inspection with the
first page, Contractor Review —
Property page.

5] B LoD T L]
I Fu r LT

NOTE: Click on the Sorted By drop-down arrow, if applicable, to select how the
%ﬂ data in the Inbox should be sorted. The sort default is by Inspection
Number.

Changes cannot be made to inspections with a status of “Expired” or
“Responded.”
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Action Example

The Contractor Review — Property page

displays:
ITEMS CHALLENGED: - i
- —
3. Update the necessary fields in the ~antractor Review - Praperty
Updated Inspection column. B S S
0 Froprty 1D OO0
4. Enter your comments in the —
Comments field \| |- rescotes muguacus pus.
OR Fo w1673 O Uipdancied raopescs ono
. . B ¥ TAL FLA IT
Click on the checkbox for Required “r:;h“ R:'_ = : : _: .
information has been supplied. ' ; :
Ly P ki W
. . "ty [T [Poargu
Clicking the box causes the system \ o
to insert the text “Required ' i [Aisara 2l
information has been supplied.” The Lo -
Comments field is required, so you e ke
must either check the box or enter
your own comment text. Phams el 2d v
B
5. Click on the Save button to save the =
updated information. (C“Ck on the Pacuised iwberalier bar Saap rapphad
Reset button to return all fields to

their original values.)

The Internal Report (Previous) link displays
the previous Inspection Summary Report.

ITEMS NOT CHALLENGED: The Internal Report link displays the current
Inspection Summary Report for that inspection.
This example shows challenged items. When the Internal Report link is selected a
An unchallenged item would have no disclaimer is displayed indicating that the report
active fields and no Save or Reset is not final or available for distribution.
buttons.
NOTE: Required fields are marked with an asterisk (*) and must be updated.
Updated data will be lost if not saved before going to the next tab.

il
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CONTRACTOR REVIEW - PARTICIPANT PAGE

Overview: The Servicing Mortgagee can make changes to the challenged participant information
and provide comments. If the participant information is not challenged, all fields are
view only and the Contractor Comments field is not visible.

Action Example

The Contractor Review - Participant page:

Click on the Participant tab to \

display the Contractor Review —
Participant page.

The Internal Report (Previous) link
displays the previous year’s
Inspection Summary Report.
- N
The Internal Report link displays the
current Inspection Summary Report
for that inspection. When the
Internal Report link is selected a
disclaimer is displayed indicating that
the report is not final or available for

distribution. =
ITEMS NOT CHALLENGED: - s i
PEEEALTE T Ol b
This example shows no challenges, == T 1 x
so there are no active fields and no T — § '
Save or Reset buttons. e — —
ITEMS CHALLENGED: e
A challenged item would include = S
active fields and Save and Reset S e st
buttons. Update the necessary :
fields, then click on the Save button
(not shown).
NOTE: For a challenged report, all required fields must be updated. Required
fields are marked with an asterisk (*). Updated data will be lost if not saved

il

before going to the next tab.

The Contractor Comments field (not shown) must be updated manually or
by checking the Required information has been supplied check box.
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CONTRACTOR REVIEW - BUILDING PAGE

Overview: The Servicing Mortgagee can make changes to challenged items and provide
comments. If the information is not challenged, the Building page shows no data.

Action Example

Click on the Building tab to display \\

The Contractor Review - Building page:

the Contractor Review — Building
page.

The Internal Report (Previous) link
displays the previous year’s
Inspection Summary Report.

Larawr

The Internal Report link displays the
current Inspection Summary Report
for that inspection. When the
Internal Report link is selected a
disclaimer is displayed indicating that
the report is not final or available for
distribution.

ITEMS CHALLENGED :

1. Update the necessary fields and = =
enter the Contractor’'s comments in
the Contractor Comments field.

Click on the Save button to save the
updated information. (To return the
fields to the original values, click on

the Reset button.)

ITEMS NOT CHALLENGED:

This example shows challenged
items. If the building information is
not challenged, the narrative “no
data” displays and there are no Save
or Reset buttons.

\

il

tab.

= Y

=TT

=

Indroind Hrjim®

RN

g o L L SR

NOTE: All required fields must be updated. Required fields are marked with an
asterisk (*). Updated data will be lost if not saved before going to the next
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CONTRACTOR REVIEW - NA/DEFECTS PAGE

Overview: The Servicing Mortgagee can make changes to the challenged items and provide
comments. If the information is not challenged, the NA/Defects page shows no data.

Action Example

Click the NA/Defects tab to display the _|
Contractor Review — NA/Defects page.

wqor Review — NA/Defects page:

The Internal Report (Previous) link
displays the previous year’'s
Inspection Summary.

ot b
W W
Fropm=p hema

The Internal Report link displays the
current Inspection Summary Report
for that inspection. When the
Internal Report link is selected a
disclaimer is displayed indicating that
the report is not final or available for

[

Fhdad P

O welava w Farrn

Legadiar Cervdomg

=

Indrrred Frperi

Bims  Eonpely  Zadese] 00 Buldis 0 BbGelesls 0 lassle 0 Beocun

s
T
PRl FLALCEF

Fropaciy [ BSOSO

[

1]

T v LE

distribution. Commons A A A
T P ::::::::url...m| }r i Bagd apflam i b oy g
Certificate options: Carractar H
¢ Yes — avalid certificate is available El
» No - avalid certification is not e
available - S P .
« NA - a certificate is not needed Bl =
e e )
Challenged Inspectable Item i 2
options: \
¢ NA - can be changed to NOD or
remain NA - i, :
+ NOD - can be changed to NA or - . |
remain NOD Eobubi L H T F D nt e e chbby b $a7ed i

e L1,L2, or L3 —can be changed to
another level or deleted

ITEMS CHALLENGED:

1. Click on the L3 link (if the rating is
L3) to display the Item’s Comments

Lecwlmnn Beddrgd

- Lt - Dhwallag Ueelaa

v

r-'\ul

78
ik

B Bl ol Eed P b

\

page. r
This allows the entry of a new T L
location and comments for the L3 - | =
item. =
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Action Example

The Items Comments page displays:

2. Click in the New Location and New «{ |[EEHEEETarER=
Comments boxes and enter the R T P ———

desired text. /\

3. Click on the Save button to save the
updated information and to display
the NA/Defects page again.

[ 1 ) L

—

NOTE: Click on the Cancel button to return to the NA/Defects page without making
any changes.

il

4. Update the necessary fields on the

NA/Defects page and enter the The bottom of the Contractor Review — NA/Defects

Contractor's comments. page:
The Contractor Comments field R — T
mUSt be Updated BT P
L R S e HESLE T L AR e R T R T
oo ;I
5. Click on the Save button to save the -
updated information. (To return the

fields to the original values, click on
the Reset button.)

ITEMS NOT CHALLENGED:

This example shows a challenged
item. If the defects information is not
challenged, the narrative “no data” is
displayed and there are no Save or
Reset buttons.
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CONTRACTOR REVIEW - SAMPLE PAGE

Overview: If the sample is challenged, the Servicing Mortgagee can only update the Contractor
Comments field. If the sample is not challenged, the Contractor Comments field is

not visible.

Action Example

_—

Click on the Sample tab to display the
Contractor Review — Sample page.

ITEMS NOT CHALLENGED:

This example shows no challenges.
All field are view only and there are
no Save or Reset buttons.

ITEMS CHALLENGED:
A challenged sample would include
the Contractor Comments field and
Save and Reset buttons. Update
the Contractor Comments field,
then click on the Save button (not
shown).

The Contractor Review — Sample page:

- —
=
Intereal Keport
k-2 fawrgy
franeci on b il Fropariy L]
brars-ia I (FEIRET]
Suwpis rapachor
Tl Bl kg F]
Bampdn o ki
TFaiwl e ]

N

8

tab.

The Internal Report (Previous) link displays the
previous year’s Inspection Summary Report.

The Internal Report link displays the current
Inspection Summary Report for that inspection.
When the Internal Report link is selected a
disclaimer is displayed indicating that the report is
not final or available for distribution.

NOTE: All required fields must be updated. Required fields are marked with an
asterisk (*). Updated data will be lost if not saved before going to the next
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CONTRACTOR REVIEW — SUMMARY PAGE

Overview: The Contractor Review — Summary page provides the Servicing Mortgagee with a
summary list of the inspection’s challenged items. This process shows how to save the
challenged items list to a file, which can then be attached to an e-mail and sent to the
inspector responsible for the inspection.

Action Example
/ The Contractor Review — Summary page:

1. Click on the Summary tab to display
the Contractor Review — Summary -
page. e

There are no editable fields in the - o
Contract Review — Summary page. oY N
The Internal Report (Previous) link :..::_.:
displays the previous year's - == =
Inspection Summary Report. = =
The Internal Report link displays the Bustetng 1
current Inspection Summary Report —
for that inspection. When the e
Internal Report link is selected a i
disclaimer is displayed indicating that o
the report is not final or available for =
distributon. || e
Bulding &
2. Hold down the CTRL key on your ee—
keyboard and tap the “S” key to ——
display the Save As dialogue box. -
HACwhin
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Action Example

The Save As dialogue box displays:

3. Select the desired drive and folder A:
where the file is to be saved.

Sa i = ] ﬂ@ﬂﬁﬂ

N Pass
4. Click in the File Name field and type ) Persond
a file name with the extension .htm. P susnany
N (] Sy cfm

In the example shown at right the file N
is saved to the D:\ drive, the file

name is Summary, and the file
extension is .htm. Flepame: | Sommenhin
Save as ppe |.I5I.I'_|-H:"I/ = S
5. Click on Save to save the file. \/

NOTE: This file can be attached to an email and sent to the inspector that
conducted the inspection.

il
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UPDATE INSPECTOR REVIEW - INSPECTOR INBOX

Action Example
/\ The Inspector Review — Inspector Inbox page:

1. Click on the Inbox tab to display the = .n..nﬂmm
Inspector Review — Inspector Inbox e rro Sngees Py
page. tares fnwsare
Lo
Suwpis rapathor
Tl Bl g ]
Nawpdn o ek
Tl e

T

2. Click on the Yes link in the Ready
For HUD column to display the
Resubmit Confirmation window.

The Inspector Review - Inspector Inbox
displays:

[ By b
P Hn
EH ¥ ded Tmi
L AT IEW DT e F

NOTE: The number of corrections must equal the number of problems before the
Yes link appears in the Ready For HUD column.

il

The Resubmit Confirmation window:

/\ www? hud_gov - [JavaScrpt Application] |

3. Click on the OK button to resubmit \
the inspection and to display the
Inspector Review — Inspector Inbox
page again.

Are you sure you want b rezubmit thiz inspection?

Cancel
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Note: The Yes link in the Ready for /
HUD column changes to Sent
and the Status field changes
from Posted to Responded.

The inspection remains in the
Inspector Inbox until the
inspection is completed by HUD.

Example

The Inspector Review — Inspector Inbox page

displays:

Sorted By: I Inspection Nurmber = I

[ Inspector Review - Ins@ﬂﬁ\

Inspection | Inspector
Number o

Property Name

Expiration
Date

Status

No
Corractions

No of

Ready for
HUD

2034 M11111

ROYAL PLACE

11-12-2000

Respondad

2

2

Sent

S6578 h30002

WHITTIER STREET

11-12-200]

Fosted

2

4

No

Inspections posted with a fiuture start dare do ot appear in this inbox.
Back to Inspector Home Page

July 27, 2001
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EXIT INSPECTION REVIEW

Remember to save any changes before exiting. To exit the system at any time, click on the,
button located at the top of any Inspection Review page.

1;1— Inspection Review - Property - Netzcape

2 ¥ 4 i 5 & B
Back Fomward  Reload Haome Search  Metscape Frirt Security Stop
Contractor Review - Property :EI
i el A Irternzl Rgort
Inbose Property Participant Building HA/Defects Sample Summary
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APPENDIX A: BROWSER BASICS

PASS/Inspection Review is accessible to Servicing Mortgagee users via the Internet. This
appendix provides basic instruction on the aspects and functions of an Internet browser.

A browser allows you to access Web sites, which are composed of one or more web pages
that display in the browser window, as in the example below. A Web page is a document or
image with a unique address or location on the Web. (A Web address is also known as a
“Uniform Resource Locator” or URL. For example, the URL for the HUD Home page is
www.hud.gov.)

BROWSER WINDOW ELEMENTS

Window Control
Buttons

Minimize g

Menu Bar

URL
(location

ranlste sk ivdes

homes and communities

45 DiFmETeEsT O 5 B 1 RREM DL Bl LL, 3000

identifier)

WWEEN Pl e [FLFEEE
Tasmaanh. Geagn prsmdes Furirrage= . Cirrar i ikamn
kawmrg aad deppermon s s Enbnrern . Sais - Jhainrds Eaapin
bmr tha el LRl wuih diyabdibes Saeperhan
iaralbade Tarseems. farreserban
L . T e e

iy " . . . raru by [T .

B O S F

_ rersiane : M s s,
Links hads waprrnsaty Jlgre. Banrglens. Hailth cars Scroll Bar

Bl E—

e Narkae= -
ernimnm . o prakis . Elciad

HAL 5 b T CBRC Wit Baw s sl atheals. vl baesareas T ar

' HUE fimper B9 B, e ase] Ferisa - sy, daskiees

¢ HD sssswsom sllecahens el T

b PV 2RA e Limwis o avallsble 200

b lnparney sedatn on Basl Pewotias B batiey
+ T e ™ harmns for seie

Perd barors Lae
[ @yowservice ] = g
v Brda
P Lake bde B i b BUD P - ':" o
mmers b e gy b ey, Prvesiersy sed Ty, by | I T

. iy b e —re—
il =l Uremurmed; [lore T N TP [ W
Status Indicator/v
NOTE: Above is an example of a typical browser window (in this case
_ Netscape Communicator 4.5) displaying the HUD Home page. Other
- Web browsers, such as Microsoft Internet Explorer, have similar screen

layouts and equivalent functionality.
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TITLE BAR

The browser’s Title bar stretches across the very top of the window and usually displays the title
of the Web page currently displayed in the window.

# Real Fstate Assessment Center - Netscape

If more than one window is open in the browser, the title bar of the active window is bold (or
darker), while the title bar(s) of the other open window(s) appear faded (or lighter).

BROWSER WINDOW CONTROL BUTTONS
=18 x|

In the right corner of the Title bar (the top of the browser window) are three control buttons ,
called the Minimize, Window and Exit buttons, respectively.

Minimize: The Minimize button reduces (or minimizes) the browser window to a small
block (or Title box) located on the Windows Desktop Toolbar. (This lets you
g work in another application for a while without exiting the browser.) To enlarge

the window back to full size, click on the appropriate title box on your Windows
Desktop Toolbar.

Window: The Window button reduces the browser window to a smaller size, and lets you
drag and resize the browser window. This permits you to view any other
application windows that may be open on the Windows desktop. This button’s

appearance changes, depending on the state of the window.
When the current window is “maximized” (takes up the whole screen), the
Window button looks like this:

Click on it to put the browser window into a scalable window on your
Windows desktop.

When the current window is not maximized (is already in a scalable window),
the Window button looks like this:

@ Click on it to maximize the window (cause it to fill the whole screen).

Exit: The Exit button (sometimes called the Close button) closes the browser
application, logs you off the HUD Secure Web Systems Web site (if you're
currently logged on), and returns you to the Windows desktop.
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MENU BAR

The menu bar provides drop-down menus for browser functions. To display a drop down menu,
click on the menu item. To activate a menu option, click on that option.

Edit Wiew Go Communicator Help 5
Menu Bar _

Open Page... Chrl+0

Sawe Erame e,

Save bz Chil+5

Send Page...
Edit Page

File Menu — Edit Erame

Uplead e
Offline

Page Setup...
Frint Prexisw

B

Cloze Chil+iaf
— Exit Chl+Q

Depending on what you are doing in your browser at any given time, some menu options may
not be available. Menu options that appear faded (such as the “Save Frame As...” and “Edit
Frame” options in the example above) are not available.

TooL BAR

The Tool bar consists of buttons representing browser functions.

¢« w a4 N

Forward  Reload Home

Back

Search  Metscape Print SecLrity Stom

& & §

Available functions are buttons with bold text and graphics. A Tool bar button appears faded if
the function is not currently available.

,

NOTE: The Lock icon

=
Smcunly

indicates whether the current Web page is

secure or not. A secure Web page is one blocked from non-authorized
Internet users (through logon accounts or other methods). This is
useful for pages containing sensitive information, such as financial or
housing data. If the lock appears closed, the page is secure. If the
lock is open (as shown above), a Web page is not secure.
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LOCATION IDENTIFIER

The unique address or location of the Web document or application is called the Uniform
Resource Locator (URL), and is often called a Web address. The URL identifies a particular
Web page among all the computers on the Internet, such as the address for the REAC Web

site: www.hud.gov/reac.

To enter a URL (a Web Address):

1. Click in your browser’s Location, Go To, Netsite or Address field to place the
flashing cursor in that field. (This is the same field, however the field name shown
may be any of these names).

Metsite: [http: /e netscape. comd j

2. If there is already text in the field (as in our example above), press the Delete or
Backspace key until the text in the field is cleared.

3. Type in the desired URL (Web Address), in this case www.hud.gov/offices/reac.

G b | v bud, gov/officesfreac j

3. Press the Enter key.

M etzite: | http: A hud. goveAofficesdreac j

The browser automatically adds the http:// to the address and connects to the
Web page at that address. Depending on many factors, connection time may
vary.

LINKS

A link provides a method to move quickly from the current page to another Web page. Links
are typically underlined, although they do not have to be. Click on a particular link TO move to
that particular page. Once the link is accessed, it typically changes color to indicate that you
have accessed it once before.

Some examples of links:

HUD HOME ABOUT HUD Q&A :EAncl-%mDEx E-MAIL
] ] ]

I /

FHYSM AL INSPECTION
REAL conducls & pengram of srniesl physical rsgschons of public and
aadielad mtifamily hioler
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STATUS BAR

The Status bar indicates the status of whatever action is being performed at that time
(as do some other screen elements).

If the browser is performing an action (for example, searching a database for
information or attempting to display a complex graphic on the screen):

* in Netscape, the Netscape logo in the upper right corner of the window
displays with comets flying across it.

B

» the Stop button on the Tool bar L3t2e_| is bold and the red “stop light” is on.

» the Status indicator bar at the bottom of the window (near the lock icon @)
describes the status (See example below V).

E == ﬁect:l—lust contacted. wWaiting far reply...

When the browser has completed an action:

ST Ea s 20 |

* In Netscape, the logo returns to its static state i (no flying comets).

3

« the Stop button appears faded =222,

» the Status indicator bar reads “Document: Done,” as in the example below v.

P

W|=4D=| (| Document: Done ‘) = T TR e B oy B ||
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SCROLL BARS

Scroll bars appear whenever there is more information to display on the screen or in the dialog
box or list box than can be seen within the window. There are horizontal and vertical scroll
bars. Clicking on an arrow on a horizontal scroll bar causes the display to move left or right,
while clicking on an arrow on a vertical scroll bar causes the display to move up or down. This
way, all the additional information on a page can be seen. Below is an example of a horizontal
scroll bar v.

[ | |
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BoOOKMARK A WEB PAGE

Overview: Bookmarks provide a quick way to access Web pages you visit often. By bookmarking
a Web site, you don’t have to remember the URL address or type it in to access it. In
this example, you will add the HUD/REAC Home page as a bookmark.

Action Example

1. Inyour browser, go to the Web page
you wish to bookmark. (In this case,
www.hud.gov/offices/reac.)

2. Click in the Bookmarks button (next
to the URL locator bar) to display the
Bookmarks menu.

The browser displaying the HUD/REAC Home page:

Feaload [Homs Segch Malicape P
Ga b |r|::- Fhvane i govdollicenheasct

rieal estate
ASRESEMENT CENLar

Hema = Sksut HUD > Rasl Estats

3. Click on the Add Bookmark option
to add the current Web site page to
your list of bookmarked sites.

The Bookmarks menu:

:i Bookmarks {idd Blookmerk: LD
—————  FieBockwak r
Edt Bogknaits,.. LH+E
[nade k
[ Pl Toxlta Fodebss !

After you click on the Add Bookmark option, the
Bookmarks menu will disappear from the screen.
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Action Example

The browser with the HUD/REAC Home page
displayed:

4. CI|Ck |n the Bookmarks button aga”‘] i Amal Fzisle Aszezzmerd Denlem [REAL] - HIFD - Wl se apss

to display the Bookmarks menu. \ Ele Edt Yew [o [ommricso Hep
<« + A X -2 H 4
— Febad  Hom  Sesch  Nelmaw P
Go lu:||'l::h v ad govsolfcesreans’

rieal estte
AS5EsEmMenT Caniar

Homa * Akgut HUD > Rasl Extates |

The Bookmark menu with the new HUD/REAC Home

page option:
oF Bocknaks  AddBockmarn CleD)
S " T FieBookmak b
You may test if this worked by exiting out Ekt Bookmasks._ Oxtel
of your browser, then starting it again. = .
Click on the Bookmarks button and click
[ Persoral Tookuw Fokder b

on the HUD/REAC bookmark option.
The HUD/REAC page should display. A Pl Estane fssecamert Cortm [REALC) - HUO
Notice that the new bookmark has been added to your
list. (See “Note” below.)

NOTE: If your Bookmark list already contains other bookmarks, the new bookmark
%\ for HUD/REAC will appear at the end of your list of available bookmarks
=1 . .
(rather than as the first option, as shown above).
A-8
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