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INTRODUCTION

PURPOSE

This quick reference guide is designed to give basic information to the user of the
Management Assessment Sub-System (MASS), release 1.0. Included in this guide is
information on how to:

Access MASS,

Move around within it,

Enter data into each of the field types, and

Validate, correct, and submit the certified MASS information to HUD’s Real Estate
Assessment Center (REAC).

For specific details on the content of the MASS data elements, the resources needed to
correctly respond to those elements, and how the MASS data elements compare with the
previous data elements under the Public Housing Management Assessment Process
(PHMAP), refer to the Instruction Guidebook for Completing PHAS Management
Operations Certification. The guidebook may be downloaded from the REAC
Management Assessment home page at the following Internet address:
www.hud.gov/reac/MASS/index.html.

Once at that page, scroll to the Customer Guides section and click on the Instruction
Guidebook link, which will open the guidebook for viewing, printing and/or downloading.

OVERVIEW OF THE PROCESS

1. Start the Internet browser and access the REAC Management Assessment home
page.
Log in to MASS.

In the Inbox, select New Submission. This opens to the first MASS sub-indicator
page.
Enter all required data for the sub-indicator. Save the data.

Correct any errors found during saving process.

Using a tab, link, or “Next Sub-Indicator” button, go to another MASS sub-indicator
page, and repeat steps 4 and 5.

7. When all submission pages have been completed, run “validation” to check for
problems.

Correct any problems found, and repeat the validation check.
When validation reports no problems, data is ready for certification.

10. After Board approves resolution, Executive Director enters the resolution number
and the date of approval and submits the certified data to complete the process.

November 24, 1999 1



QUICK REFERENCE GUIDE
MANAGEMENT ASSESSMENT SUB-SYSTEM (MASS) ACCESSING MASS

ACCESSING MASS

1. Start your Internet browser and access the REAC Management Assessment
home page at the following address:

http://www.hud.gov/reac/MASS/index.html

NOTE: For basic information on how to use a browser, see Appendix A. Browser
Basics & Help Information, page 2.

2. Scroll to the Management Assessment Subsystem (MASS) section on the right
side of the page. In that section, click on the Log in to MASS link.

3. A login box displays requiring the

username and password. Uzername and Pazsword Required
NOTE: The term “user Enter uzername for Enterprize Server at
nthhgd39. hud. gow: 81:

name” refers to your system ID,
which was assigned to you by
HUD when you registered with
REAC. The password is the Password: |
password you chose on your
application. You must enter it ok I Cancel
exactly as you entered it on the
form.

Izer Hame: I

NOTE: For information on registering for a system ID, see Appendix D.
Registering for a System ID, p. 28. If you are a Coordinator for your PHA, you
may need to perform some system administration in order for you and your
Users to access MASS. See Appendix E. System Administration.

_ ok, . .
4. Click on the button after entering both items. The HUD Secure

Systems legal warning page displays.

5. Scroll down to the page and click on the Continue | button. The Secure
System page displays.
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0. Click on the Management Assessment Subsystem (MASS) link. The PHA
Inbox page displays.

PHA Inbox

Mew Submission Bottom of page

FHA Code FHA Hame Fizzal Year End Status Submizsion tvpe
CAl3a Housing Authority of the City of San Buenaventura 9/30/1999 rEviEW subrnission
CA03s Housing Authority of the City of San Buenaventura 9,/30/2000 draft subrnission
Top of page

Customer Service Center
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PHA INBOX PAGE

The PHA Inbox page features an archive table containing links to all the MASS
submissions that have been created for a specific PHA, including any current draft
submission that has not yet been validated and sent to HUD. If no MASS submission has
been started, the PHA Inbox table will be empty.

The submissions that appear in any given Inbox (see example below) are ‘attached,’
under REAC document security, to a user’s system ID. Therefore, these submissions
will only appear for that user or for a user with access authority for that PHA. Likewise, a
user cannot view submissions for PHAs for which that user has no access authority.

Mew Submission Battom of page

FHA CGode FHA Hams Fiacal Year End Status Submission type
CAQ3S Housing Authority of the City of San Buenaventura 9/30/1999 rervieny subrnission
CAN3a Housing Authority of the City of San Buenaventura 9/30/2000 draft subrnission
Top of pane

Customer Service Center

The PHA Inbox table consists of five columns:
PHA Code - the code assigned to a PHA by HUD.

PHA Name - the official, legal name by which the PHA is known.

Fiscal Year End - the month and day that the PHA's fiscal year ends (either 3/31,
6/30, 9/30, or 12/31), and the four-digit year for which that submission is reporting.
The year is generally the key-identifying element for an individual submission, as
MASS submissions are usually made only on an annual basis, re-submissions
being the exception.

Status - shows one of four levels of completeness for a submission:

¥ Draft - the submission is in progress. Changes may be still be made by any
authorized user.

¥ Validated draft - the submission has been completed, and validated, but not
yet sent to REAC. Only the PHA Executive Director may make changes to a
submission with this status.

¥ Review - the submission has been completed, validated, and sent to REAC.
No further changes may be made to a submission with this status.

¥ Reject - the submission has been reviewed, and rejected, by REAC.

November 24, 1999 4



QUICK REFERENCE GUIDE
MANAGEMENT ASSESSMENT SUB-SYSTEM (MASS) PHA INBOX

Submission Type - shows one of four classifications for a submission:

¥ Submission - a standard, electronic MASS submission

% Manual Submission - a PHA has requested, and REAC has approved, that
the MASS submission be created manually, on paper, and sent by mail to
REAC.

¥ Re-Submission - A second electronic MASS submission for a given fiscal
year, the initial electronic submission having been rejected by REAC.

% Manual Re-Submission - A second manual MASS submission for a given
fiscal year, the initial manual submission having been rejected by REAC.

Other Features of the PHA Inbox Page
Aside from the archive table, there are four links on the PHA Inbox page:

Bottom of Page and Top of Page, located in the upper and lower right corners of
the page, respectively, are navigation links that, when clicked on, will
automatically take the user to either the bottom or the top of the PHA Inbox page.
These will become useful as the Inbox table gets larger.

Clicking on the Customer Service Center link, at the bottom of the page will open
the Web page for the REAC Customer Service Center (See Appendix F).

The New Submission link, in the upper left of the page, is the starting point for

creating a new MASS submission.

Beginning a New MASS Submission

To begin a new MASS submission, click on
the New Submission link in the upper left
corner of the page. This opens the Set Up
PHA Information page.

Opening an Existing MASS submission

Mew Subrmission

PHA Cods

s

FPHA Hame

Existing individual MASS
submissions are accessible via
Web links under the PHA Name

FPHA Codse
QHDZ3

column in the Inbox table. To enter QHOZ23

London Metropolitan Housing Authority

London Metropolitan Housing Authnritﬁ.r['\xs

an existing submission, click on the
link in the row of the desired submission.

The submission will open to the page for the first sub-indicator for that
submission. If the submission has draft or validated draft status, changes may
be made to the existing submission (See “Status,” above).

To return to the PHA Inbox from the submission page, click on the “Inbox” tab at
the top of the submission page. (See “Moving Between Pages in MASS,” “Tabs,”

page 9)
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SET UP PHA INFORMATION PAGE

The Set Up PHA Information page contains identification, address, and fiscal year end
information on the PHA to which the user’s system ID is registered. The information
appearing on this page has been taken from other HUD systems, and with the exception
of the FY End Date field, is “read only.” Users should review this information carefully, as
it will be automatically attached to all MASS submissions created under their system ID.
The Set Up page will only be used once for every fiscal year's submission.

Inbiox

Fleasze verify that the PHA infarmation is correct. If there are any discrepancies with the data shown
below please contact your HUB/Frogram Office to update the infarmation in IBS.

Flease input the FY end year.

FHA Code CAQ35
FHA Marme Housing Autharity of the City of San Buenaventura
EIM Mumber

Street Address(line 10 P O BOX 1648
Street Address(line 2) 995 Riverside Street

City YENTLIRA
State CA
fip Code 53002

FY End Date DBGDI! ex: 1999

Set Lp Submission

Custormer Service Center

The Set Up page contains the following information:
PHA Code - the code assigned to a PHA by HUD.
PHA Name - the official, legal name by which the PHA is known.

EIN Number - the PHA’s employer (tax-exempt) ID number.
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Street Address, City, State, and Zip Code - the mailing address for the
business office of the PHA.

Fiscal Year (FY) End Date - the month and day that the PHA'’s fiscal year ends
(either 3/31, 6/30, 9/30, or 12/31), and the four-digit year for which that
submission is reporting. The year is the only active field on the Set Up page. The
user supplies the year information.

If the set up information is incorrect:

If any of the information on the Set Up page needs to be updated, contact your local
HUB/Program Center. The Set Up information should be updated before a MASS
submission is created.

If the set up information is correct:

If all the PHA information in the Set Up page is correct, click the cursor into the FY End
Date field and enter the four-digit year on which the new MASS submission will report.
Then, click on the “Set Up Submission” button just beneath the FY End Date field. This
will open to the first of the six MASS sub-indicator pages. [NOTE: Should the user have
entered a year for which there is an existing submission, that existing submission will
open instead. Also, future dates will not be accepted by the system].

To return to the PHA Inbox, without creating a new submission, click on the Inbox link in
the upper left corner of the Set Up page.
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MASS SUB-INDICATOR PAGES

The six MASS Sub-Indicator pages contain the data upon which the PHA is graded for the
Management Operations Indicator.

Management Assessment for Public Housing Agencies

ents Uncollec

Cormment

Adjustrent
Sub-Indicator 1: Vacancy Rate and Unit Turnaround Time

ELEMEHNT DESCRIFTICH AMOURT

Component 1:

Vacancy Rate

|1,539,580

V10000 {a) Total number of ACC days

V10100 {b) Total number of non-dwelling days [s,650
V10200 (c) Total number of employee occupied days IDi
V10300 {d) Total humber of days where units were deprogrammed lﬂi
V10400 {e) Total number of actual vacancy days I:LE:,?

Unit Turnaround Time
Hiote: The foliowing fields s mandatony, regadiess of vacancy ate scone

Component 2:

V12400 (a) Total number of turnaround days IES,T
V12500 (b) Total number of vacancy days exempted for capital fund ID—
V12600 (c) Total number of vacancy days exempted for other reasons ID—
V12700 :::Igr:gaaila:leulr:lal:;igz;tlaﬁzg: units turned around and leased in the PHA's e

V12800 (e) Average number of calendar days units were in down time 0.00

V12900 (fi Averaye number of calendar days units were in make ready time 0.00

V13000 (y) Average number of calendar days units were in lease up time 0.00

V13100 Average Unit Turnaround Days

Savel Reset | Mext Sub-Indicator |

Inbox | Wacancy Rate | Capital Fund | Rents Uncollected | Wark Orders | Annual Inspection | Security | Adjustrment | Carmrment |
Subrnit
Comments or Questions? Please go to Customer Sendce Center

Each sub-indicator, with the exception of Sub-indicator 3 (Rents Uncollected), is
composed of two of more components. Each component contains a series of data
elements, and each data element is displayed on a separate line of the sub-indicator
page, under three column headings:
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Element - the unique code which identifies the individual data element (e.g.,
V10000, CF12700, W10300), the beginning letter or letters signifying the name of
the sub-indicator to which that element belongs (e.g., V = Vacancy Rate, CF =
Capital Fund, W = Work Orders).

Description - the data that is being requested of the user.

Amount - the active field where the user enters a response, or, in certain cases,
where that response is automatically calculated for the user by MASS. (See
“Automatic Calculations,” pg. 14)

MOVING BETWEEN PAGES IN MASS

The three ways to move between the pages in MASS are:

Tabs.

Links allow the user access to all the submission pages.

Next Sub-Indicator button allows the user to advance through the sub-indicator
pages only, one-by-one, in numerical order.

Tabs

At the top of every page in a MASS submission is a group of ten gray objects that
resemble the tabs on folders in a filing cabinet. Each of these tabs represents a page in
the submission, with the title of that page appearing on the tab. A darker tab indicates the
page that is currently displayed. The arrangement of the tabs will vary with screen
resolution.

Submit

Adjustment

Comment

To move to another page using the tabs, click on the tab for the page you wish to move
to. The following message box will then display.

As a safety measure, this reminder message appears each time you attempt to move to
another page, whether or not the data on the current page has been saved.

nthhqd39_hud.goy:81 - [JavaScript Application]

E If you have already zaved your wark,
w click the OF. button to continue,
Otherwize click the Cancel button to return,

Cancel |

If the data has already been saved, click on the OK button in the message box, and
the page you are moving to will then display.
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If the data has not been saved, click on the Cancel button to close the message box.
Then, scroll down to the bottom of the page and click on the “Save” button. Depending
on the completeness of the current page and the validity of the specific data therein, you
may receive one of two types of error messages (See “Saving Your Work in MASS,”
below). If there are no immediate data errors detected by the system, after a brief pause,
the screen will “flash” and the page will re-display. This indicates that entered data has
been saved. At that point, click again on the tab of the page you wish to move to, and
click the OK button on the reminder message about saving. The page you are moving to
will then display.

Links

For user convenience, at the bottom of every page in the MASS submission there are
links to each of the other pages in the submission.

Inbioy | Wacancy Rate | Capital Fund | Rents Uncollected | Wark Orders | Annual Inspection | Security | Adjustrment | Comment
Subrmit

To move to another page using the links, click on the link for the page you wish to move
to. Just as with the tabs, a reminder message about saving your work will appear. At
that point, follow the same procedures listed above.

“Next Sub-Indicator” Button

The third method for moving to another MASS
page is limited to moving between the sub-

Save I Reseat l Mext Sub-Indicator

indicator pages only. Near the bottom of sub-
indicator pages 1-5, just below the last data element line, are buttons for “Save”, “Reset,”
and “Next Sub-Indicator.”

Clicking on the Next Sub-Indicator I button allows the user to move to the sub-
indicator page that is numerically next in line (e.g., from
sub-indicator 1 to sub-indicator 2, from 2 to 3, from 3 to 4, etc.). Itis a forward
progression only, however, and it ends at sub-indicator 6, which does not contain a “Next
Sub-Indicator” button. When using the “Next Sub-Indicator” button, the same reminder
message for saving your work will appear as in the other methods. To move back to a
previous page, move to a page out of numerical sequence, or move to a page other than
a sub-indicator page, the tabs or links should be used instead.

SAVING YOUR WORK IN MASS

To save data entered on any page in MASS, scroll to the bottom of that page and click on
the button.

Save

Each page in a MASS submission requires that newly entered data be saved before
moving to another page or exiting the system. Otherwise, the fields are returned to their
former condition—either blanks, or previously saved data.
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There are two types of error messages that may appear when saving data on the sub-
indicator level:

The first error message (see example), indicates that a response for a
specific data element is required before the system will save the data for that
sub-indicator. The system will continue to produce these messages when
the “Save” button is clicked, until all such mandatory fields are filled.

nthhgd99_hud.gov:81 - [JavaScript Application]

4 i E 10100 field required

The second type of error message that may appear when saving (see
example below) lists any instances where the entered data has violated
certain “rules” that have been programmed into a field. For example, data
entered into fields cannot have a negative value, and often, cannot be zero.
Also, data which the user has entered cannot produce a negative calculation
in those fields which are automatically calculated by the system (See
“Automatically Calculated Fields,” page 14). The system will continue to
produce an error page when the “Save” button is clicked, until all such errors
are corrected.

Error! Please use your Browser Back button to return to the previous screen and make
correction(s).

Field ERROR MESSAGE
W11200 The value of this field cannot be negative. Please enter a valid positive walue for this field.

%11300 The value of this field cannot be negative. Please enter a valid positive value for this field.

%13100 The value of this field cannot be negative. Please enter a valid positive value for this field.

Reset

The remaining button at the bottom of the sub-indicator pages, and to the right of the

“Save” button, is the button.
Feset I

Reset allows the user to erase any unsaved data that has been entered on a submission
page since the last “save.” Clicking on the button removes the unsaved data and returns
the data fields to their previous condition; either blank or with previously saved data.
Reset can be used at any time prior to saving the data, and without completing all the
fields on a page.
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As a safety feature, after clicking on nthhqd39.hud.gov: 81 - [JavaScript Application]

the “Reset” button, this system

) o Are you sure you warit to reset?
generated warning message L\{) Clicking OF. will cauze vou to loze any chahges
appears:

you have made zince your last zave.

Cancel

d

FIELDS IN THE SUB-INDICATOR PAGES

There are five different types of fields found in the data elements of the sub-indicator
pages: standard numeric, dollar figure, date, Yes or No response, and automatic
calculation. By following the instructions below, the user should be able to correctly enter
data for each of the field types.

Standard Numeric

The majority of the data element fields in the sub-indicator pages require only a simple
number between zero and 9,999,999.99, although there are data elements where zero is
an invalid response and will produce an error message.

To enter a number into a standard numeric field, in the data element “Amount” column,
click the cursor arrow in the field beside the data element you wish to respond to, and
type in the number. The user must enter a decimal point, should there be one. However,
commas denoting thousands and millions will be automatically inserted by the system
upon saving, if not entered by the user (see examples).

V10000 (a) Total number of ACC days !1, 639, 580
CF12300 {b) The number of findings related to the guality of the physical work. |2
S11200 (d) The total number of evictions as a result of the One-Strike criteria. |3

Dollar Figure

Nineteen* of the data element fields in sub-indicators 2 (Capital Fund) and 3 (Rents
Uncollected) require dollar figures. All fields requiring dollar figures will have a dollar sign
($) to the immediate left of the field.

To enter a number into a dollar figure field, in the data element “Amount” column, click the
cursor arrow in the field beside the data element you wish to respond to, and type in the
figure. Just as with Standard Numeric fields, the user must enter a decimal point, if
entering cents, in order for the figure to be saved accurately. However, commas
denoting thousands and millions will be automatically inserted by the system upon
saving, if not entered by the user (See examples below).
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Sub-Indicator 2: Capital Fund

ELEMENT DESCRIFTION AMOUNT
Component 1: Unexpended Funds Over Three Federal Fiscal Years (FFYs) Old
(A} Do you have any open capital fund programs (Y/N)? Open = any program

CF10000 that does not have a pre-audit end date or that received a pre-audit end date iyes 'I
during the fiscal year heing assessed.
CF10050 {a) Total funds authorized within 3 FFYs & Il?, 507,536.0

Sub-Indicator 3: Rents Uncollected

ELEMENT DESCRIFTION AMSUHT
RIID | ot ecal yoar, canyed forward rom the provious fiscal year |8 [220,000-00
R10100 {b) Dwelling rents billed during the fiscal year being assessed £ l—
R10200 {c) Dwelling rents collected during the fiscal year being assessed £ !—
R10300 Rents Uncollected s[
R10400 Percentage of rents uncollected r—%

*NOTE: Data element R10300, “Rents Uncollected,” a dollar figure field, is
automatically calculated by MASS.

Date

There are nine (9) data element fields in the MASS sub-indicator pages that require date
responses. The majority of these fields are found in sub-indicator 2 (Capital Fund) and
sub-indicator 6 (Security and Economic Self-Sufficiency). Fields requiring a date
response will always have the word “date” in the data element description.

To enter a figure into a date field, in the data element “Amount” column, click the cursor
arrow in the field beside the data element you wish to respond to. Type in the date using
a two-digit month, two-digit day, and four digit year, each separated by a forward slash
mark (/). See examples below:

Date to enter: June 15, 1998 —

CE12200 {a) Date of last HUD/Army Corps of Engineers onsite inspection and/or audit !—‘06/15,1998
related to quality of the physical work

Date to enter: December 4, 1999 —

510000 (a)The date that the Board adopted current policies to track crime and crime r—12/qu 159
related prohlems.

NOTE: Dates not entered in the specified method will be rejected by the system.
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Yes/No Response

There are three (3) data element fields in the MASS sub-indicator pages that
require a Yes or No response. These fields are identified by having the words
“enter Yes or N0o” in their data element descriptions. The size of the field in the
data element “Amount” column is also less than that of the other field types,
and it contains a pull-down menu with the responses “yes” and “no” already
prepared. Note that “yes” is the default response. To answer “no,” the user must click
on the down arrow in the field. This opens the pull-down menu. The user must then
place the cursor arrow on “no” and click again.

Automatic Calculations

There are eighteen data element fields in the MASS sub-indicator pages that are
automatically calculated and entered by the system, rather than by the user. These fields
are generally found in the data element(s) near or at the bottom of each sub-indicator
component. The calculations are based on data entered by the user in the preceding
component fields, and are often, though not always, expressed as percentage figures.
See Appendix C (page 29) for a table of the MASS data element fields that are
automatically calculated.
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OTHER MASS PAGES

Besides the six sub-indicators, there are three other pages that comprise a MASS
submission:

Adjustment for Physical Condition and/or Neighborhood Environment,
Comment, and
Submit.

Apart from the completed data in the sub-indicator pages, the only other required page is
the Submit page. The pages for Adjustment and Comment are optional.

ADJUSTMENT PAGE

The Adjustment for Physical Condition and/or Neighborhood Environment page offers the
PHA an opportunity to add points to their PHAS Physical Condition score by self-certifying
to the physical condition of a building exterior, common area, and/or site of a project, and
reflect the differences in the difficulty of managing individual projects. Data is not
required on this page to make a valid MASS submission. Users may choose to leave it
blank, without penalty.

Management Assessment for Public Housing Agencies

Adjustment For Physical Condition and/or Neighborhood Environment

Please enter project number and click "Add" to add a project. Indicate which area the adjustment far
physical condition and for neighborhood environment applies for a project. Click "Save” before adding
another praject.

Project Mumber:| Add
Froject Humber Froject Hame Site Common Areg Eldg Exterior
CA16P035001  WESTVIEW VILLAGE i i r
CA16P035002  WESTVIEW VILLAGE i i r

Save |

Inbox | Wacancy Rate | Capital Fund | Eents Uncollected | ¥Work Orders | Annual nspection | Security | Adjustment | Comment
Subrmnit
Comments or Questions? Flease go to Customer Senvice Center

NOTE: While the PHA will certify to the PHAS management operations indicator
through the MASS system, the certification that the PHA makes to the
adjustment for physical condition and/or neighborhood environment is
actually done under PHAS indicator #1, “Physical Condition.”
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Adding Projects for Adjustment

To add a project for adjustment, click the cursor arrow in the “Project Number” field, and
enter the HUD-assigned number for the individual project to be added. Once entered,
click on the “Add” button to the right of the field. MASS automatically validates the project
number entered against records that are stored in the system database.

If MASS finds the number to be valid, the project number and name will appear under
those column headers, check boxes will appear under the column headings “Site,”
“Common Area,” and “Bldg. Exterior.”

Froject Humber Project Hame Sita Cammaon Arses Eldg Exterior
CA16P035001  WESTVIEW VILLAGE ¥ r r
CA16P035002  WESTVIEW VILLAGE ~ 3 r

If MASS finds the number to beinvalid, an error message stating that fact will appear.
Click on the browser’s “Back” button to leave the error message. Try the number again.
If the system continues to return an “invalid number” error message, and the number is
known by the PHA to be valid, the user should contact their local HUB/Program Center
immediately.

Error! Please use your Browser Back button to return to the previous screen and make
correction(s).

PROJECT_ID ERROR MESSAGE
CA1EP035004 Praject 1D is not valid.
Next, click the cursor arrow in the Site Comman Araa Eidg Extsrior

check box for each applicable
adjustment area (Site, Common
Area, or Bldg. Exterior) for that project.

vV m r

NOTE: For a complete listing of items which qualify under each of the three
adjustment areas, refer to the PHAS Regulation at 24 CFR Part 902.

One, two, or all three boxes may be checked. When the area or areas have selected,
click on the “Save” button. Another project may then be added by repeating the directions
above. Projects may only be added one at a time, after the previous project has been
saved. MASS will not save a project unless at least one of the check boxes has been
selected, and that is selection saved.

To remove an area for adjustment after it has been saved, click on the check box or
boxes that you wish to remove. This action “de-selects” the box and the check mark is
removed. Then, click on the “Save” button.
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To remove an entire project from the adjustment page after it has been saved, de-select
all the check boxes, and click on the “Save” button. This will remove the entire row for
that project.

COMMENT PAGE

The Comment Page gives the PHA an opportunity to transmit statements to REAC that
may be pertinent to their MASS submission. These could include explanations of data
entered in the sub-indicator or adjustment pages, opinions about how MASS works, or
the reason why your submission might be late. Comments may also be made on the
usefulness of this quick reference guide, the certification instruction guidebook, or any
other instructional or training material relating to MASS.

Comments entered on this page are for advisory purposes only, and may not affect the
outcome of a PHA’s MASS score. Conversely, the Comment page is not a required part
of the MASS submission. There is no penalty for leaving this page blank.

To utilize the Comment page, click in the large text box, and enter your comments, as
illustrated below. Text can also be copied from another document and pasted into the
comment text box.

Management Assessment for Public Housing Agencies

Annual Inspection

Fkease enter any comments that wou feel ae pertinent to this submission. Your comments ane for advisory puposes onby and
many not Sffect the outcome of your MASS scane.

Enter comments in this text hox. ﬂ

Savel Reset |

Inbex | Wacancy Rate | Capital Fund | Eents Uncollected | Worle Orders | Antual Inspection | Secunty | Adustment | Comment
| Submit
Cammments or Questions? Flease go to Customer Service Center

Click on the “Save” button when finished, or click on the “Reset” button to remove
comments.
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To remove part or all comments after they have been saved, highlight the text you wish
to remove with the cursor and press either the “Delete” or “Backspace” key. When you
have confirmed that the text has been removed, click on the “Save” button. Otherwise,
the deleted comments will return when you move to another page or exit the system.

SUBMIT

The submit page has two functions, validating the submission, and sending the
submission to HUD. A submission may only be sent by a user who is registered as a
PHA Director.

Management Assessment for Public Housing Agencies

Anndal [nspe

Submit Data

YWalidate Submission

Esxecutive Director's Cedification Staternent
By submitting electronically, | attest that, as of the submission date, the abowe indicatars, under the
Public Housing Assessment Systern, are true and accurate for the fiscal year indicated. | further attest
that, to my present knowledge, there is no evidence to indicate seriously deficient perfarmance that
casts doubt on the PHA's capacity to present and protect its public housing developments and operate
them in accordance with Federal law and regulations. Appropriate sanctions for intentional false
certification will be imposed, including suspension or debasement of the sighatories.

| further attest that Board Resolution number | approving this certification was passed

oml

Ihbox | Wacancy Eate | Capital Fund | Eents Uncollected | Wotle Orders | Antwal Tnspection | Security | Adjustment | Comment
| Subtnit
Camments ar (uestions? Flease go to Customer Service Centar

Validating the Submission

The validation process is required before the system will allow a submission to be sent.
In fact, the button that enables a submission to be sent will not appear at the bottom of
the Submit page until the validation process has been successfully completed.
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Submit Data

“alidate Submisgion Rl

Executive Director's Cerification Statement

By submitting electronically, | attest that, as of the submission date, the above indicators, under the
Fublic Housing Assessment System, are true and accurate for the fiscal year indicated. | further attest
that, to my present knowledge, there is no evidence to indicate seriously deficient performance that
casts doubt an the PHA's capacity ta present and protect its public housing developments and operate
thern in accordance with Federal law and regulations, Appropriate sanctions for intentional false

certification will be imposed, including suspension or debaserment of the signatories.
| further attest that Board Resalution number | approving this cerification was passed

on|

To begin the validation process, click on the “Validate Submission” button in the upper
portion of the Submit Data box. When this button is clicked, MASS automatically checks
the data entries in the sub-indicator pages against the built-in business rules that govern
each data element. If any data element field conflicts with a business rule, then the data
field is in error, and must be corrected.

If no errors are found, the screen will flash briefly, and the Submit page will re-display.
There will be a message confirming that the submission has been successfully validated.
(Go to “Sending Your Submission”)

Submit Data

T : : : . |
[The assessment has been successfully validated. The Executive Director may now submit the |
|assessment.

Executive Directar's Cerification Staternent

By submitting electronically, | attest that, as of the submission date, the abaove indicators, under the
Fublic Housing Assessment System, are true and accurate for the fiscal vear indicated. | further attest
that, to my present knowledge, there is no evidence to indicate seriously deficient perfarmance that
casts doubt on the PHA's capacity to present and protect its public housing developments and operate
!them in accordance with Federal law and regulations. Appropriate sanctions far intentional false

certification will be imposed, including suspension or debasement of the signataries.

| further attest that Board Resolution number | appraving this certification was passed

ah
I—
Submit |
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If errors are found, the screen will flash briefly and an error message page will appear,
listing the data element or elements that are in error, and what must be done to correct

the error (see example below).

Annual Ins

ERROR MESSAGES
If the PHA has a capital fund program, then CF10100 is mandatory.
If the PHA has a capital fund program, then CF10200 is mandatory.
If the PHA has a capital fund program, then CF10300 is mandatary.
If the PHA has a capital fund program, then CF10400 is mandatory.

Management Assessment for Public Housing Agencies

Please use your Browser Back button to return to the previous screen.

Inbox | Vacancy Eate | Capttal Fund | Rents Uncollected | Work Orders | Annual Tnspection | Securty | Adustrnent | Cotnment

| Submit
Comments ar Cuestions? Please go to Customer Service Center

It is recommended that the user print out the error page before returning to the sub-
indicators to begin correction. For instructions on printing from your browser see page

27 in this Quick Reference Guide.

To return to the submit page, click on the
browser.

4

Back

button on the menu bar of your

From the submit page, click on either the tab or link for the location of the first error.

Once you believe that the errors have been corrected and saved, return to the Submit
page and repeat the validation process (see “Validating Your Submission,” above). If

there are still errors, you must repeat the correction and validation processes until the
submission successfully completes validation.

Sending Your Submission

When you have clicked “OK” on the message informing you that the submission has
been successfully validated; you will be back at the Submit page.

Notice that the “Validate Submission” button no longer appears at the top of the Submit
Data box, and the button is now visible at the bottom of the Submit Data

box. Submit

November 24, 1999
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Before the submission can be sent to REAC, the Executive Director of the PHA must
enter data in two fields at the bottom of the Submit Data box.

| further attest that Board Resolution number | appraving this cerification was passed

on]

In the upper field, the director must enter the number for the Board Resolution approving
the management certification. Use the data entry procedure for the Standard Numeric
field on page 12. In the lower field, the director must enter the date that that Board
Resolution was passed.

submit

When those fields have been entered, click on the : button to send the
submission to HUD. The screen will flash, and the Submit page will re-display, with a
message confirming that the submission has been sent.

Management Assessment for Public Housing Agencies

Submit Data

Your assessment has been submitted to REAC.

Inbox | Vacancy Rate | Capital Fund | Eents Uncollected | Work Orders | Annual Inspection | Secunity | Adustment | Comment
| Submit
Comments or Qusstions? Please go io Cusiomer Service Center
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APPENDIX A. BROWSER BASICS & HELP INFORMATION

MASS is accessible via HUD's intranet—HUDweb. MASS screens are user-friendly and
offer a variety of helpful features.

Window Features
The web page is a document or application with a unique address on the Web, including

links to other pages.
/—title bar

1'-" Huomers ard Commimitin: - Holscapa | _ |&] =]
o £ Yon Go Cownio M <—control icons
13 & 3 % 2 @ 4 & & .\menu ar
H Bagk: T _Home Geach  Meticspe Finl Secwdy  Shop
| wf " Bockmarks t-, rluulnc|h|pc.fm“nmnm-' 'j ﬂf,j‘wnr- Fialadad \1
ool bar
F.B R | STETOUR | SEARCH ! INDEX | WERCAETS | L
- : \
L. 4% homes and cummumties URL (location
b= % Oeparimare o Heaeng and Urkan Ceanlopren AL | b Serae U9, Wahinn L |dent|f|er)
TOFPKCS VAT WORKS N AMERICA'S COMMUNITIES
Fuuind o Chattanoegas, Terressze has anded thies aclivhes Lo open economic
audiance groups appodunities at the neighbothood leeal: the Commencial Facsds Program;
own ahome Privata ndustry Counci; and the Wastside Project. The city usas Community
rental help Development Bock Grant funds 1o a==izd wilth busine=s expansion/creation
Forn edess and job tranngiplacernent acbvties. Chack hare tomors far saother
FELIP COTEMAINICY egample of what works o wait our
business
corsumer info FRLRCCH | ML T HOMES Ao S
oomplaincs mﬂ&mﬁﬂﬁ .
abaut Frd Canal Comoor Indistue Jink
FeRdINE recm hi fDay
FandhocksTorms Dlevis blarels
kids Elruds gaildble — odsbed S0
her's ik HUD jobe
lecdl Infe LIng;
fod one-stops Processing mutfamily bans fastar
Frivacy Siatement @
o = Doanert Dans < L A Gl B 4 status indicator
Title Bar
The tltle bar hix Metscape - [Welcome to HUDwebl] x |S the

bar that appears at the top of the window, and displays the window title. When more than
one window is open, the title bar of the active window is bold; the other open title bars
appear faded.

Control Icons

In the right corner of the title bar, there are three control icons. With a mouse click, the

Minimize [=] icon reduces or minimizes the window to the bottom of the page. To
enlarge the window back to full size, click on the appropriately titled box at the bottom of

the page. The Minimize/Maximize L1 icon reduces the window to a smaller size,
allowing the user to view other open windows or the desktop. To enlarge the window

back to full size, click on L1 again.
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The last control icon is the Close L1 icon. Clicking on this control icon closes the
browser application (and the document or application open within the browser) and
returns the user to the desktop.

Menu Bar

The menu bar provides drop-down menus for browser functions. By placing the cursor
over a menu item and clicking on it with a left mouse button, the drop-down menu
appears. Highlight the appropriate menu function with the cursor to make a selection.

[’ Edit “iew Go Qnmmunicatc:r Help
Tleswe »
Open Page... Ctrl+0

Sawve &5, Cirl+5

Seke ErErE A,

Zend Fage...
Edit Fage
EditErame
HalaadiEl=..

Offline »

Fage Setup...
Print Presdew
Brint...

Close Chel+iy
Exit Ctrl+C

Available menu functions are text items in bold. Menu functions that are not available
appear faded and cannot be activated.

Tool Bar
The tool bar consists of buttons representing browser functions.

<« 2 3 DX = &+ & 3§

Back Foryard Reload Home Search  Metscape Print Security t=iiea)

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

Location Identifier

The unique location of the Web document or application is called the Uniform Resource
Locator (URL). The URL is used to find a particular Web page among all the computers
on the Internet. Enter the desired URL in the Location or Netsite field and press the Enter
key.

NOTE: The field is labeled “Location” for an Internet site. It is labeled
“Netsite” for an intranet (internal/within the organization) site.
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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,
and it moves the user to that particular page. Once the link is accessed, it typically
changes color to indicate the user has already accessed it once before.

Scroll Bars

The scroll bar appears whenever there is more information to display on the screen or in
the dialog box or list box. There are horizontal and vertical scroll bars. Clicking on an
arrow on the scroll bar causes the display to move left, right, up and down, so that
additional information can be seen.

| |

Status
The Netscape browser indicates the status of the action being performed. If the browser
is performing an action (for example, searching a database for information):

the Netscape lssi logo to the right of the URL address appears to have comets
flying across it,

2
the Stop sign L= | on the tool bar is bold and red, and _

the status indicator line at the bottom of the page (next to the lock ) describes
the status (for example, “Connect . . . Waiting for reply”). Upon completion of the
action, the logo returns to its static state, the Stop tool appears faded, and the
status indicator line reads “Document: Done.”

NOTE: The lock indicates whether the Web page is secure or not. Some Web pages
can be secured or blocked from other Internet users if the page contains
sensitive information, such as financial or housing information. If the lock is
closed, the page is secure. If the lock is open, it is not a secure Web page.

BOOKMARKS

The Bookmarks function is a browser tool that provides the user with quick access to a
Web page. Once a Web page’s title and location is marked as a bookmark in the
browser, the user does not have to remember and type in the URL or go through a series
of links to access that page.

| 6 " Bookmarks & Lucatiun:ihup;;;hudweb,hud_gw vlﬁ'What'sRelated
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To bookmark the currently displayed Web page, click on Bookmarks to the left of the
Location field for the drop-down options. Click on the Add Bookmark option to mark the
page. The Web page location is added.

. " Bookmarks

Add Bookrmark

File Bookmark
Edit Bookmarks...

[ Personal Toolbar Folder

[ Search

[ Business and Finarnce

4 Computers and Internet

[ Directories

[ Entertainment and Lifestdas
& Metscape Netcenter

4 Mews and Sports

4 Shopping and Classifieds
[ Travel and Leisure

4 What's New and Coal

- v w w

- v w w

[ Personal Bookmarks

# U3 Department of Ho. Development-Home Fage
& BEAC Financial Assessment

& Beal Estate Azsessment Center

& BEALC Physical Assessment

4 Pacific Edge - Project Office Express

4 Besident Assessment- Login

All bookmark(s) appear in list form under the Bookmarks option. Clicking on a bookmark
in that list takes the user directly to that page.
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APPENDIX B. TABLE OF MASS SUB-INDICATORS

Below is a table listing the MASS Sub-Indicators, their components, the number of data
elements each contain and their score values:

Sub-Indicator Number and Component Number and Total Data | Score
Name Name Elements | Value
1 - Vacancy Rate and Unit 1 - Vacancy Rate 14 4.0
Turnaround Time
2 - Unit Turnaround Time 8 4.0
2 - Capital Fund 1 - Unexpended Funds Over 7 1.0
Three Federal Fiscal Years
(FFYs) Old
2 - Timeliness of Fund 5 15
Obligation
3 - Adequacy of Contract 4 1.0
Administration
4 - Quality of Physical Work 4 2.0
5 - Budget Controls 4 0.5
3 - Rents Uncollected 5 4.0
4 - Work Orders 1 - Emergency Work Orders 3 2.0
2 - Non-Emergency Work 4 2.0
Orders
5 - Annual Inspection of 1 - Annual Inspection of 10 2.0
Dwelling Units and Systems Dwelling Units
2 - Annual Inspection of 9 2.0
Systems Including Common
Areas and Non-Dwelling Space
6 - Security and Economic Self | 1 - Tracking and Reporting 5 1.0
Sufficiency Crime-related Problems
2 - Screening of Applicants 4 1.0
3 - Lease Enforcement 4 1.0
4 - Drug Prevention, Crime 5 1.0

Reduction and/or Economic
Sufficiency Program Goals

November 24, 1999 26



QUICK REFERENCE GUIDE
MANAGEMENT ASSESSMENT SUB-SYSTEM (MASS) APPENDIX C

APPENDIX C. TABLE OF AUTOMATICALLY CALCULATED
DATA ELEMENT FIELDS

Below is a table of the data element fields in MASS that are automatically calculated.

Sub-Indicator Data Element Description

1 V11000 Total available days

1 V11100 Actual vacancy rate

1 V11200 Adjusted vacancy days

1 V11300 Adjusted vacancy rate

1 V13100 Average Unit Turnaround Days

2 CF10500 Adjusted total expended funds

2 CF11500 Adjusted total unobligated funds

3 R10300 Rents uncollected

3 R10400 Percentage of rents uncollected

4 W10200 Percentage of emergency work orders
completed/abated within 24 hours

4 W10700 Average number of days PHA has reduced the time it
takes to complete non-emergency work orders over the
past three years

4 W10800 Average completion days

5 A10700 Adjusted units available

5 A10800 Percent of units inspected by PHA

5 A10900 Percent meeting Uniform Physical Condition Standards

5 A11800 Percentage of contiguous sites (adjoining with no
natural boundaries) inspected

5 A11900 Percentage of buildings inspected

S11700 Percentage of goals that the PHA can document it met

under implementation plan(s) for any and all of these
programs

NOTE: All fields containing automatic calculations are “read only” fields. While a user
may enter the field and alter the figure, the system will not save the alteration.
When the cursor is clicked outside the field, the system-generated figure will

return.
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APPENDIX D. REGISTERING FOR A SYSTEM ID

Because the Management Assessment Subsystem (MASS) is a secure, Web-based
system that contains sensitive financial and housing information, security registration for
a system ID is required. An Internet user can access MASS only after registering, being
assigned system rights, and receiving a system ID.

Further restrictions apply regarding system access for PHAs. A user must be assigned
to a PHA before the system will allow data entry and submission.

There are two types of Internet MASS users: Coordinators and Users. The Coordinator
serves as the PHA's representative to perform system administration functions, such as
controlling system access. The User submits management data via MASS.

The Coordinator controls which Users have access to prepare, review, or submit data on
behalf of the PHA. Submission of datain MASS is restricted to the PHA Executive
Director only. A Coordinator is also responsible for forwarding all information to the
PHA that is received electronically from HUD.

A User also registers to do business on behalf of the PHA. The User, however, cannot
control access to the system or assign rights. A User depends on the Coordinator for
the necessary access to prepare, review, or submit data.

NOTE: In this guide, the term “user” is a generic term for individuals following the
instructions for using MASS.

COORDINATOR AND USER REGISTRATION

All Coordinators and Users must submit a completed registration application to REAC to
obtain a system ID for Internet access to MASS. Required registration information
includes name and social security number, the PHA’s name and PHA Code, email
address, desired password, and mother's maiden name. The registration form is
available online from the MASS Web page.

Coordinator

Each PHA must designate a Coordinator, typically an employee, to act as their
representative in providing MASS access to system Users. The Coordinator is then
responsible for retrieving a User’s system ID, establishing the User’s role in the system,
and assigning the User to the PHA for submission purposes.

NOTE: There can be no more than two Coordinators per PHA. It is recommended that
each PHA designate two Coordinators to ensure backup for system
administration needs.

A Coordinator can also serve as a User for the PHA. Therefore, if an individual will
represent the PHA in system control (Coordinator) and will also submit data (User), the
individual should register as a Coordinator.
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User

A MASS User can be an employee of the PHA or a third party, such as a management
agent, authorized by the PHA to submit management data for the PHA.

Unlike a Coordinator, a registered User cannot control system access or User
maintenance functions. The User is dependent on the Coordinator for system access as
well as updating User information (e.g., email address).

REAC Management Assessment Web Page

To register for a system ID and access MASS, Coordinators and Users must go the
REAC Management Assessment Web page. In addition to MASS links, this page
presents information about the latest online documentation for using MASS, links to other
HUDweb pages, and other pertinent information.

The What's New section of the page provides a link to important announcements and
information updates. The Customer Guides box contains links to the Instructor
Guidebook, the MASS Quick Reference Guide, and the Secure Systems Quick
Reference Guide. The Instruction Guidebook provides line item definitions and
information sources for using MASS. The MASS Quick Reference Guide provides step-
by-step instructions on how to use the MASS system, as well as this security guide.

NOTE: The contents of this page is updated and changed on a regular basis.
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REAC Management Assessment

"Assessments Today for Befter Housing Tomorrow”

What's New

You will need 3 PDE reader to see some items
bielow

+ Frequently Asked Questions NEW !

+ Yideo Training
+ Evaluation of the Yideo Training
PHA Letter

Attention PHAs with FYE of September 30:

Customer Guides

+ |nstruction
Guidehook
+ User Quick

Reference Guide

Live Satellite Broadcast on 10/21/99 Management
Assessment

REAC will be hosting an interactive Question and Subsy[ste:m

Answer session at all local HUD Figld Offices with Submission

sateliite capability on October 24, 1999 starting at
3pm EST

This live satellite broadcast will feature a panel of

+ Apply for User ID
and Password

* Log in to MASS

experts addressing your questions pertaining to
the instructional video, and the MASS system.

*+ Please sign up for a space to participate by

clicking here by Monday, October 18. * You must have a MASS

User ID and Password to
access the system and
submit certifications. If
you need a MASS User ID
and Password, click on
"Apply for User 1D and
Password". Allow two
weeks ta receive your
Fassword via the

.5 Mail.

+ For a detailed description of the Question
and Answer session, click here (Course
Announcement)

AVideo Training Tape was sent to all 930 FYE
PHAs. The tape pravides and overdew of MASS
and a detailed demonstration of how it functions,
and reguirements for all PHAS as well as

instructions for using the RASS system.
instructions for using the system S s

MASS Uszer ID and
Pazsword, click on "Log in
to MASS" to submit your
management operations
cettification.

Business Standards & HUD Form

+ Federal Register - Proposed Rule

+ Public Housing Assessment System
(PHAS) Management Opetations
Certification Form HUD-50072

Frequently Asked Questions
Return to REAC Home Page

* PHMAP ve PHAS Management
(PawerPaint Prasentation)
+ Management Operations FAQs (9A7/59)
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The Management Assessment Subsystem Submission box provides two essential links
for MASS Users and Coordinators. The Apply for User ID and Password link provides
access to the Coordinator and User Registration page, where Users and
Coordinators must apply for their system ID to access MASS. The Log In to MASS link
provides access to HUD’s Secure Systems page, which contains links to systems as
well as system administration functions.

NOTE: The Log In to MASS link is only functional for registered Users and Coordinators
with authorized system IDs.

To register for a system ID:

1. From your desktop, double-click on the Internet browser (e.g., Netscape*). The
Internet main page displays. The Yahoo!”™ main page is shown here as an example.

B ahool - Melscape
Eile  Edit Miem Go Communceior Help
Sy B 4 A s wm & & #

Back “drl FAeload Home Eaorch  Nelscaps FPnrd Secunly il _
| f Eookmarks B Losston[hp /e yohoocomg = 7 whars Beleed

Wz tien inuh:_ M lggq_
Yahoo! Mail Backstage
free email for life  MALCRUERER V=) T i At The Osears

.

Yahoo! Pager - buddy lizts, instant messaging, email notification, stock alerts

Search J advanced zearch

shoppng - Yellow Pages - Pecple Srarch - Maps - Travel Apent - Clasefied - Pereonals - Games - Chat
Email - Calendar - Pager - Wy Yahool - Today's Mews - Bporte - Weather - TW - Sock Cuetes - mese

Arts & Humanities
Literahire, Photogrsphy...

Business & Economy

News & Media

Full Couerage. Mesmpapers, TV..

Recreation & Sporis

Compames, Fmance, Jobs. .

I the Newws
* K oezaro smbcer laom

= Mlices o raady o
dizcues setlement

Sports, Travel, fuos, Crutdoors, = Qscary: the wmners
s Callepe haope -
Computers & Internet Reference o —————
Interriet, WRW, Sofhware, Garpes . Librarses, Dicbonaries, Quctatiofs . Tens
1 1 Marketplace
Education Regional T e P ; =l
EW \Dooumert Done T oEe WE OFF E oL

*CopyrightO Netscape Communications Corporation. All rights reserved. Protected by the copyright laws

of the United States and international treaties.

+CopyrightO Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and

international treaties.

2. Place the cursor in the Location field under the toolbar.

« =2 A 4 |

Back Fomvard Reload Harne MNetscape

R

Search

=

Print

CY

SECUNty EtaE

w§ Bookmarks & Location: fwww hud. gov/reac/rearessur htm|
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3. Enter the following URL address: www.hud.gov/reac/MASS/index.html in the
Location field. The REAC Management Assessment home page displays. Use the
scroll bar to view the entire page.

NOTE: The contents of this page is changed and updated on a regular basis,
therefore, its appearance may vary as well.

REAC Management Assessment

"Aasessments Today for Better Housing Tomarrow'”

What's New

Customer Guides
Youwill need a POF reader to see some items
below

+ Instruction
Guidebhook
+ Frequently Asked Cluestions HEWY ! + User Quick
+ ‘ideo Training Reference Guide
+ Evaluation of the Yideo Training
+ PHA Letter
Attention PHAs with FYE of Septemhber 30:
Live Satellite Broadcast on 10,2199 Niiagemi
Assessment
REAC will be hosting an interactive Question and Subsystem
Answer session at all local HUD Field Offices with Submission
satellite capabilty on October 27, 1999 starting at
3pam EST. + Apply for User 1D
and Password
This live satellite broadcast will feature a panel of + Log in to MASS

experts addressing your questions pertaining to
the instructional video, and the MASS system.

+ Please sign up for a space to participate by

clicking here by Monday, October 18. * Youmust have a MASS

User ID and Password to
access the system and
submit cerifications. If
you need a MASS User ID
and Passward, click on
"Apply for User ID and

+ Far a detailed description of the Question
and Ansgwer session, click here. (Course
Announcement)

A idea Training Tape was sent to all 5530 FYE
PHAs. The tape provides and overview of MAZS
and a detailed demonstration of how it functions,
and requirements for all PHAs as well as
instructions for using the RASS system.

Business Standards & HUD Form

+ Federal Reqgister - Proposed Rule
+ Puhlic Housing Assessment System

(PHAS) Managernent Operations
Cetification Forrn HUD-S0072

Frequently Asked Gluestions

+ PHMAP vs PHAS Management
(PowverPoint Presentation)

+ Management Operations FAGQS (3/17/99)

Password”, Allow two
weeks to receive your
Password wia the

L5 Mail.

+ If you already have a
MASS User ID and
Passward, click on "Log in
to MASS" to submit your
management operations
certification.

Return to REAC Home Page
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4. Onthe REAC Management Assessment home page, scroll down to the

Management Assessment Subsystem Submission box.

Management
Assessment
Subsystem
Submission

+ Apply for User ID
and Password

*+ Login to MASS

5. Click on the Apply for User ID and Password link to apply for a system ID from HUD.

The PHA User Registration page displays.

PHA User Registration

be disclosed, o make sure you remember il

Al pemnernher

Moy

Applicarion Type: EEgalElL0d i Use
First MName: |

Middle Enifal: [

Last Nane: |

fSodal fecurity Numbers | | -]

Cirganizstion Information
= Prowide the pame of the Public Hoveing Sathorite yoo repeagent
= Provide the Humber of the Pubbc Housmg Authomby you represent
Oirganbzation Name: |
Oipgamization 113

Frovide your e-mnil address.

JobndoeEany. ong, Wihs dadprodigy, comm

g |
Address:

Choose o Pagsward.

coenpr=ed of letters and nu.r.n'h:rs |:_:I'ur :xam]:l: hradﬁ]_] Do not use puncluahon or specwl. characters. Impoe
password wil be recorded EXACTLY m bype &, 50 make 2 oote of you enteT in apper

Fe-anter Password for Verfcation: I

and lorarer case

Mother's Maiden Name.

* Pleaae provide this information for fidare venboation when peocessing passwond feeet requests

Muother's Maiden Mome: |

Send Application || Clear Fields |

To spply for & Ueer 1D B out the Soeem bedow, aod dick Send spplicatnon whes you are throngh Upon werificaton of the
mformabon belowr, an [Cr wall b assigped and maded to the Execobve Director of your Housing Suthonty. The password wal not

Mizne qf Rrderel Teformatian at thia @b athe follx wader tha provistan af Titke 14, Uited Stafes Codk, sechian [TOF, Thea law
spacies peraalies fr enceeding edfcrired arcess, dirahion, damape or dostruction gf i mation residing on Fadeal Computas.

* Include wour e-mal wser name, the (@ sign and [servcename comledworgfretiste | For esample: jemithigmol.com,

* You will enter your pageword sach tirne gou vae thie eendce. Yoo patewoed ehould be & charactees mhﬂgj:har:-:ishnuld b
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6. Registration requires users to provide their full names and complete the entire
application form. Use the Tab key on the keyboard to move to the next field.

FIELD NAME

EXPLANATION

Application Type

Click on either the Coordinator or User radio button.

First Name

Tab and enter your first name.

Middle Initial

Tab and enter your middle initial. Do not type a period after the
initial.

Last Name

Tab and enter your last name.

Social Security
Number

Enter your social security number. Enter the first three digits, tab,
enter the next two digits, and tab to enter the last four digits.

Organization

Name

Tab and enter the PHA Code designated by HUD.

Organization ID

Tab and enter the PHA ID number assigned by HUD.

Email Address

Tab and enter the user’'s email address. Because this is a Web-
based system, the complete email address must be entered for
communication purposes. If the email address is incorrect, REAC
cannot contact the applicant.

Password

Tab and enter a password of six characters. For Internet access to
MASS, the password must be typed exactly as entered on this
registration application. The password is case-sensitive. Tab once
and re-enter the password to confirm it.

Mother’s Maiden
Name

Tab and enter the user’'s mother’'s maiden name. This field must be
completed for verification purposes.

7. Check to ensure the information in each field is correct. To correct a single entry,
double-click in the field and enter the correct information. To clear all the fields, click

on the |

Clear Fields

I button and re-enter all the information.

8. Click on the | Send Appication | button to send the application to REAC. If the

application is entered correctly and completely, a confirmation page displays.
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PHA Coordinator Registration

PHA COORDINATOR REGISTRATION CONFIRMATION:

First Name: JOHN

Middle hitial: T

Last Name: SMITH

Social Security Number: 123-45-d4d4

Organization Name: COLUMEUS METRO HA
Organization ID: OHO01

E-meil Address: jsmith@pha.gov

Mothers Maidsn Nams: JONES

Tau are registening as a PHA Participant Coordinator for the PHA COLUMBUS METROPOLITAN HOUSING
AUTHORITY - OHOOL

Fleaze confirm the following address for COLUMBUS METROPOLITAN HOUSING AUTHORITY:

060 EAST FIFTH AVE.
COLUMBUS OH 43201

Your requested Coordinator [D or activation code aumber will be mailed to the above address associated with the property
owner, PHA or other HUD program participant you seek to represent as a coordinator, Vou will need to obtain your
ID/code number from the program participant's CEQ or Executive Director at this address. IE vou do not recognize this as
a current, complete or correct address assoctated with the HUD program participant you seek to represent, please cancel
this application and have the program participant contact the appropriate HUD field office representative to obtan a
clarification or correction of the address. If you do niot know the HUD field office contact for this program participant,
commuricate your address concern to the REAC Customer Service Center, wa the below e-mail click box at
REAC_CSC. Please provide your name and daytime phone number.

Confirm / Submit | Cancel Application |

Comments or Questions <REAC CEC@hud gov=

NOTE: If the application is missing any information, a messaﬁe displays

identifying the missing information. Click on the button to return to
the application form page. Correct or complete the missing information
and send the application.

9. Review all the information for accuracy, especially the application type, PHA, and
mailing address.

NOTE: The mailing address appears only for Coordinators (not Users). Do not
proceed with the application if this mailing address is inaccurate or you will
not receive your system ID.
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10. If the information is accurate, click on the Confirm/Submit button to submit the
application to HUD. A message displays acknowledging acceptance of the

registration application for further processing. If the information is not accurate, click
the ﬂ button to cancel.

PHA Coordinator Registration

Message: STANDARD USER REGISTRATION ACCEPTED FOR FURTHER PROCESSING

SUCCESS

First Name: JOHN

Middle mitial: T

Last Mame: SMITH

Sacial Security Mumber: 123-d45-d4d4d4

Crganization Mame: COLUMBUS METRO HaA
Organization 1D OHO01

E-mail Address: jsmith@pha.gov

Mathers Maiden Name: JONES

il
Home][Prewious

Clomments or Cuestions <REAC CECRud gov=

AFTER REGISTRATION

Coordinator and User registration applications are processed nightly. The PHA
information is verified and a system ID is generated.

For Coordinators, HUD sends the PHA Executive Director a letter, confirming the
applicant as the PHA’s Coordinator and providing the Coordinator’s system ID. The PHA
Executive Director should receive the letter from HUD within 2 weeks. A Coordinator is
authorized when they receive their system ID from the PHA Executive Director.

For Users, the User must notify the Coordinator that they have registered for a system
ID. Within 24 hours, the Coordinator can retrieve the User’s ID from the system and
assign necessary role(s) and PHA(s) to the User. A User can enter the MASS system
after they receive their system ID from the Coordinator.
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APPENDIX E. SYSTEM ADMINISTRATION

As the Coordinator, you perform system administration functions to provide a User with
access to MASS and to assign the User rights to their PHA. First, you must establish
yourself as a Coordinator in the system. Once established as a Coordinator in the
system, you can then retrieve system IDs for registered Users of the PHA(S) you
represent. You can also assign rights to Users to submit management data for your
PHA(S).

SECURE SYSTEMS

T
i Systems

+ Financial Assessment Subsystem Subtmission (FASSTURY
« Active Pariners Performance System (APPS)
+ Financial Assessment Submizsion - PHA (FASPHAY

IManagement Assessment Subsystern (WASEY
Fesident Assessment Subsystemn (FASE)

Systerm Administration - Guide

Uzer Group Mantenance

Uzer ID Maintenatice

Property éssigniment hamntenance
Patticipant Assignrnent Maintenance
Busitiess Pattners Maittenance
PHA Assigntment Mantenance

Password Change

The Secure Systems main page contains two sections: Systems and System
Administration. The systems section provides underlined links to HUD’s secure systems.
The list of underlined system links varies based on your system rights.

The Systems Administration section allows you to control system access and update
User information (e.g., email address)

NOTE: In this guide, “user” is a generic term which includes both Users and
Coordinators.
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ESTABLISHING A COORDINATOR

The first step in establishing yourself as a Coordinator begins when you receive your
system ID from the PHA Executive Director. You can use your system ID and the
password submitted in your registration application to log in and set up system rights.

User ID Maintenance

After you log in and reach the Secure Systems page, you should perform system
administration functions in the following order for the system to recognize you as a
Coordinator for MASS.

To establish yourself as a Coordinator in the system:

1. Onthe Secure Systems main page, click on the User ID Maintenance link. The
User ID Maintenance page displays.

System Administration

User ID Maintenance

i ﬁlh H ’
U8, Dhept. of Honsing
and Urban Development User ID IMlllll

Secure Systems  Maintain User Information
Menu

& Wantain User Profile
 Retrieve User IDs

Subrmit |

E " . e A
Hayae ? ..')? Q ”UET"_‘”’ Backto TDI I
HUDweh Help B

Send hail Search Home

2. Enter your system ID. Remember to capitalize all letters in the system ID.

3. Click on the Maintain User Profile radio button.

4. Click on the button. The Maintain User Profile page displays.

NOTE: This page is for Coordinators only. Once established as a Coordinator, you can
use other system administration functions to retrieve system IDs for Users,
assign system roles to Users, and assign Users to PHAs to allow them to submit
data through MASS.

5. Click in the checkbox to the left of MASS to indicate the system(s) desired.
6. Click in the first checkbox to the left of Action(s) to add an action for that system.
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7. Click on “Coordinator” from the list of actions to highlight it. Use the scroll bar, if
necessary.

8. Click on the button. An Update Results page displays to confirm your
update, which allows you to act as the Coordinator for that system for PHA(S) you
represent.

Update Results

All updates have heen successfully completed.

[Eewew User 111117

[Secure Svstems Menu] [User Maintenance]

NOTE: Toremove a Coordinator action for a system, click on the Review User link.
The Maintain User Profile page displays again. “Coordinator” is now also
in the Remove column, indicating that the Coordinator is now established as
a Coordinator for MASS. To remove the Coordinator action, click on the
checkbox in the last column, highlight “Coordinator,” and click on Submit.
The Update Results page displays again, confirming Coordinator rights are
removed for that system. To return to the Secure Systems page, click on
the Secure Systems Menu link.

9. Click on the Secure Systems Menu link to return to the Secure Systems page or
click on the (2] control icon to exit the system.

all Seenre Systems -

I I HUD

U.5. Dept. of Housing
and Urban Development

*!

Systems

+ Financial Assessment Subsystern Subrnission (FASSUR)
+ Active Partners Performance System (APPS)

+ Financial Assessment Subtndssion - PHA (FASPHA)

+ Management Assessment Subsystern (WIAREY

+ Besident Assessment Subsystem (FARS)

System Administration - cuide

User Group Maintenatce

Usger ID Maintenance

Property Assignment Maintenance
Patticipant Assisttnent Maintenance
Business Partners haintenance

PHA Assignment Datntenance
Password Change

LR I )
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ESTABLISHING A USER

After a User has registered with HUD and notified you (the Coordinator) of their
registration, you can retrieve the User’s system ID. You also assign the User access
rights to MASS and to the PHA’s data. Finally, you provide the User with their system ID.

NOTE: Registration applications are processed nightly, so allow at least 24 hours
between User registration and Coordinator retrieval of the system ID.

User ID Maintenance

As the PHA'’s Coordinator, you are responsible for controlling access to the system and
the PHA's projects. You should verify a User is authorized to do business for the PHA
prior to allowing the User access to MASS and the PHA's properties.

The first step in assigning the User system rights is to retrieve the User’s system ID for
system access.

To retrieve a User’s system ID:

1. Onthe Secure Systems main page, click on the User ID Maintenance link. The
User ID Maintenance page displays.

System Administration

R
“I""l User ID Maintenance
U5, Itept. of Housing I

amd Urban Development US BY ]I)

Secure Systems  Maintain Tser Information

Menu ¢ Maintain Uzer Profile

& TRetrieve User IDs

Subrmit |

2N

- =" ) L
Housing ? ‘_;l*? Q "Um"r"“b Back to TD,DI
HUDweh Send Mail Help Search Home

2. Click on the Retrieve User IDs radio button.

3. Click on the button. The Retrieve User IDs page displays.
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II II User Maintenance
% I ' |* y
I"""l Retrieve User IDs
US, Irept. of Hoasing
and Urban Development Last Name I
Secure Systems First Name I

Menu

Date Range* From I_fl_fl—
o[ 41

*Date range applies to the date on which the user ID was created or last updated.

Submit |

A 2\

1 I
BE Back to Top|
Home

4. Enter the User’s last name in the Last Name field.

5. Enter the User's first name in the First Name field.

NOTE: If entering a date range, use the 2-digit month, 2-digit day, and 4-
digit year format. Tab from one field to the next field. The date fields can be
used, for example, if you have several Users that registered in the same
week and you want to retrieve all of their system IDs at once.

6. Clickon . The User List page for the PHA displays, including the PHA'’s tax
ID, the patrticipant ID, and a list of all Users for the PHA for the specified date range.
Refer to the User ID column.

7. Click on the User Maintenance link. The User ID Maintenance page displays.

System Administration
fall. ’

5. Thept. of Honsing
and Urban Development User ID IMEI 0CcTD
Secure Systems O Idamntain User Information
Menu & Mdaintain Tzer Profile
 ERetrieve User IDs

Subrmit |

User ID Maintenance

*!

=% e

. e P
Housing ??? Q et Bmckto TDLI
HUDwel Sand il Help Search Home
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Next, you must assign a role to the User allowing the User to perform the appropriate
function in the system. There are two roles for PHA Users: “MASS-PHA User” and
“MASS-PHA Executive Director”. Only the PHA Executive Director can submit the
management data to REAC.

Role Description
MASS-PHA User PHA User who will be entering draft management data

MASS-PHA Executive | Executive Director submits the management data to
Director REAC

To assign an access role to a User:
1. Onthe User ID Maintenance page, enter the User’s system ID in the User ID field.

2. Select the Maintain User Information radio button.

3. Clickon . The Maintain User Information page displays.

NOTE: The system ID is confirmed at the top of the page. The majority of the fields
presented on the page, however, come from registration information,
including name, e-mail address, and PHA organization name and number.
The default is “Active”, which is appropriate for a new or current User.
“Terminated” inactivates the system ID, restricting access to Secure
Systems. For example, if a User will be on extended leave, their ID should
be terminated until their return.

4. To assign arole, click on the checkbox next to Assign Role(s).

5. Click on the role to select it from the list. To select multiple roles, hold down the Ctrl
key and click on the roles.

6. Click on the button. The Update Results page displays, confirming the role
update was successful.

Update Results

All updates have been successfully completed.

[Eewew User MODCTD]

[Secure Systems Menu] [User Mamtenance]

NOTE: To review the current role, click on the Review User link. The Maintain
User Information page displays again. The role now displays in the right
column under Delete Role(s) to allow you to delete the currently assigned
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role if necessary. When deleting a role, remember to first check the
checkbox next to Delete Role(s).

7. Click on the Main Menu link. The Secure Systems page displays.

| Seenre-Systems —<—

* II]II||I )

US. Irept. of Honsing
and Urban Development

Systems

Financial Aszsessment Subsystern Submission (FASSUR)
Active Partners Performance System (APPE)

Financial Azsessment Subrnizsion - PHA (FASFHA)
Ianagernent Assessment Subsystem (WASE)

Resident Assessment Subsystem (RASS)

System Administration - Guide

User Group Mantenance

User ID Maititenance

Property Assienment hWaintenance
Participant Assignmment Maintenance
Business Partners Maittenance
PH& Assipnment Maintenance

Password Change

PHA Assignment Maintenance

In addition to a system role, the User must also be assigned to the PHA. As the
Coordinator, you can only assign Users to PHAs you represent. For other PHAs, the
User needs to contact the Coordinator for those PHAs.

To assign a PHA to a User:

1. From the Secure Systems page, click on the PHA Assignment Maintenance link.
The PHA Assignment Maintenance page displays.
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U5, Trept. of Housing
and Urban Development User IMlllll
Secure Systems
Menu & Assign PHA © View or Unassign PHA

System Administration

PHA Assignment Maintenance

*%

For Assignment, provide ene of the following:

FHAID I
or State [fRElsklikE
P
If selected criterion 15 State, sort the results by: RHAID
% Name

Wiew Selection

N

. = €) Lo
Housing 979 ’Q HUBMweh  poobgo To'pl
HUDweb Send Mail Help Search Home

2. Enter the User’s system ID in the User field.
3. Click on the Assign PHA radio button.

4. Enter the PHA ID in the PHA ID field or click on the right drop-down arrow to select a
state in the State field. Click on a state from the list to select it.

5. To select the sort criteria, click on either the PHA ID or Name radio button.

6. Click onthe button. The Assign PHA For User page displays.

Assign PHA For User M11111

ﬂ
=
I=
[
o
=
_
]
-
(9]
A

L]

PHA Submitter (FSE)
REAC System Coardinator (RCQ) =]

AL102  Altoona Housing Autharity

AL031  Bear Creek Housing Authority

AL126  Brundidge Housing Authority

ALDBZ CROSSVILLE HOUSING AUHTORITY

AL122  Childersburg Housing Autharity

ALOT0  City of Union Springs Housing Autharity

ALDB3  Collinsville Housing Autharity =l

Update |

[Main Menu] [Svstemn Maintenance] [User haintenance] [PHA Mamtenance]
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7. Select the appropriate User Role from the list by clicking on it.

8. Select the appropriate PHA from the lists by clicking on the selection to highlight it.
Hold the Ctrl key down and click to select multiple PHAs.

9. Click on the button. The Update Results page displays.

Update Results

All updates have been completed successfully.

[Eemre Svstems Mem] [PHA Mamtenance]

10. Click on the PHA Maintenance link to return to the PHA Assignment Maintenance
page.

To view a User’s current PHA assignments:

1. From the PHA Assignment Maintenance page, enter the User’s ID in the User field.

il

il T

115, Dept. of Housing
und Urban Developoent User IMlllll
Secure Systems
Menu " Assign PHA % View or Unassign PHA

System Administration

For Assignment, provide one of the following:

PHAID [

or State I j
= B i C PHAID
If selected criterion iz State, sort the results by:
* Name
View Selection

fua]

E "= § Lo AN
i ??? HUTwot Backto TDLI
HUDweh Send il Help Search Home

2. Click on the View or Unassign PHA radio button.

3. Click on the __ViewSelection | ptton. The Unassign PHA for User page displays.
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Unassign PHA For User M11111
PHA ID PHA Name Hole Code
VM AR0D16  CAMDEN HOUSING AUTHORITY PCE
M AR016  CAMDEN HOUSING ATTTHORTTY BSE
I~ AROD30 Housing Authority of the City of Iena PEE
M 0E120  Housing Authority of the City of Yale ECO

Submit |

[Main Memi] [Svstem Mamntenance] [User Mantenance] [PHA Mantenance]

4. Click on the PHA Maintenance link to assign additional PHAS; or click the User

Maintenance link to assign roles or update User information; or the Main Menu link to
return to the Secure Systems page.

To delete a User’s rights to a PHA:

1. From the PHA Assignment Maintenance page, enter the User’s system ID in the

User field.
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System Administration
) g

I"I "l y PHA Assignment Maintenance

US. Irept. of Housing

und Urban Developoent User IMlllll

Secure Systems
Menu ' Assign PHA & View or Unassign PHA

For Assignment, provide one of the following:

PHAID [

or State I j

 PHA ID

* Name

If selected criterion iz State, sort the results by:

Wiew Selection

E i < s P
Housing @ ??? Q HUDweb  pocpdo TDLI

HUDweh Sand il Help Search Hame

2. Click on the View or Unassign PHA radio button.

3. Click on the __ViewSelection | ptton. The Unassign PHA for User page displays,
listing PHASs currently assigned to the User.

Unassign PHA For User M11111

PHA ID PHA Name Hole Code
W 4ROl CAMDEN HOUSING ATTTHORTTY PCE
r ARD16  CAMWMDEN HOUSING AUTHORITY BSE
M AR0D30  Housing Authorty of the City of Mena PSR
M OE120  Housing Authority of the City of Yale ECO

Submit |

[Iam Menu] [System Maintenance] [Uzer Mamtenance] [PHA Mamtenance]

4. Click on the checkbox to select the PHA to unassign.

5. Click on the button. The Update Results page displays.
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Update Results

1 unassign has compleied successfully.

[Semire Swstemns Blem] [PHA Mantenanes]

6. Click on the Secure Systems Menu link to return to the Secure Systems main page
or click on the Xl control icon to exit the system.

Seenre-Systems -

US. Drept. ulH.ou:In[
und Urban Development

Systems

Financial Azsessment Subsystern Subrnission (FASSTR)
Acirve Pariners Performance Svstem (APPS)

Financial Assessrnent Submission - FHA (FASPHA)
IManagement Assessment Subsystem (WASS)

Eesident Assessment Subsystern (RASS)

System Administration - Guide

User Group Maintenance

Uzer ID Maintenatice

Property &ssiontment haintenance
Patticipant Assigtnent Maintenance
Business Partners Mamntenance
PHA Assigntnent haintenance

Password Change

Final Step in User Set-up

After retrieving the User’s system ID, assigning the User the appropriate role and PHA(S),
you can now provide them with their User ID to access the system.
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Password Change

On the Secure Systems page, under System Administration, the Password Change
option allows Users and Coordinators to change their own passwords.

NOTE: Unlike system IDs, User passwords are not accessible to Coordinators.
To change the password:

1. From the Secure Systems page, click on the Password Change link. The Change
Password page displays.

Change Password

Please enter a new Password

User ID 111111

(Old Password: I*******

R
New Password:

Retype New Password: |*******| Login |

Notice to internet users: Your password change request may not take effect for up to 15
frifutes.

Eack

4

2. Enter the old password and tab to the next field.
3. Enter the new password and tab to the next field.

4. Retype the new password.

5. Click on the button. The old password is changed to the new password and
the Secure Systems page displays.
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Seenre Systems -

HUD

US, Drept. of Honsing
and Urban Development

*!

Systems

+ Financial Assessment Subsystern Submiszion (FASSUR)
+ Active Partners Performance Svystemn (AFPS)

+ Financial Assessment Submission - PHA (FASPHA)

+ Nanagement Assessment Subsystem (WMASS)

+ Resident Aszessmnent Subsystern (FARS)

System Administration - Guide

User Group Maintenance

User ID MWaintenance

Propetty Assioninent Maintenance
Participant Assiontment Maintenance
Busitiess Pattners hMaintenance
PHA Assionment MWaintenance

Pazsword Change

NOTE: The password change is not instantaneous; it may take up to 15 minutes to
implement on the server.

BUSINESS PARTNERS MAINTENANCE

The Business Partner Maintenance feature allows Coordinators to represent additional
business partners (i.e., PHAs). You can only register once. If you need to represent
additional PHAs as their Coordinator, you must request a new business partner
relationship for each additional PHA. Once the new relationship is activated in the
system, you can act as the Coordinator for the additional PHA.

Establishing Additional PHA Relationships

Remember, Coordinators are determined by the PHA. The first step in establishing a
new business partner relationship is to make a request to the new (in addition to the PHA
under which you registered to be their Coordinator) PHA in the system.

To request a new business relationship:
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1. From the Secure Systems page, click on the Business Partners Maintenance link.
The Business Partners Maintenance page displays.

III'“ System Administration

*!

||I|I|I Business Partners Maintenance

115, Drept. of Housing
and Urban Development

Secure Systems

Menu

User IID M80001
« Request New / Delete Existing
Relationships
© Activate Relationships
© Deactivate Relationships

Submit |

Zn Pl

1 I
L Back to Top|

Home

2. Enter your system ID in the User ID field.

3. Select the Request New/Delete Existing Relationships radio button.

4. Click on the button. The Delete/Request Relationships page displays.
The “Original Relationship” identifies the PHA you under which you registered. The
box immediately below displays additional PHAs you represent (if any).
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Delete Relationships For User M80001

Original Relationship: 411235075 - LaCrosse Propetties
{Orgamzation)

351939896 - PFISTER & COMPANY, INC. () =
OHOBE - MORGAN METROPOUITAN HOUSING AUTHORITY (O]

=
Delete |

Request Relationships For User M80001

Tax ID / 88N /PHA ID

1112223333

Business Partner Type
IF'artiu:ipant (Drganization) j

[1114445555

IF'ar‘[icipant {Organization) _'_i

lF‘ar‘[icipant {Organization) ;I

IF‘ar‘[icipant {Qrganization) j

IF'artiu:ipant [(Drganization) _vj

lF'ar‘[icipant {Organization) ;I

IF'ar‘[icipant {Organization) L‘

|
|
|
| IF'artiu:ipant [Drganization) _v_]
|
|
|
|

IF‘ar‘[icipant (Organization) __'_]

Add

Iylaits M enm] [User Group Maintenance] [Jser Maintenance] [Business Partners Maintenatice]

5. Scroll down to the Request Relationships section. Click in the first column, and enter

the PHA ID for the PHA.

6. Inthe Business Partner Type column, click on the right drop-down arrow to view a list

of options. Click on the PHA to select it.

Tax ID / SSN /PHA ID

Business Partner Type

|Proeo

PHA

H

Farticipant (Organization)
Farticipant (Indiidual

7. Click on the button at the bottom of the page. A Confirmation page displays.
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Request Relationships For User M80001
Confirmation
Add Participant Info Confirm
PAOB0
MORTHUMEBERLAND COUNTY HOUSING AUTH. r
50 MAHOMIMG STEEET

MILTON PA 17847-1021

Submit | Cancel |

[T ain Wlenu] [Teer Group Waintenance] [Jser IMaintenance] [Business Fartners haintenance]

NOTE: The system automatically checks the PHA ID against the HUD database.
A message displays if the information is not valid. If the information is not

correct, click the cancel button to return to the previous page and re-enter
the correct information.

8. Click on the Confirm checkbox to confirm you are requesting to be the displayed
PHA'’s Coordinator.

Add Participant Info Confirm
PADAO
NMOETHUMEBEELAND COUNTY HOUSING ATUTH. i
S0 MAHOMNING STEEET

LIILTON PA 17847-1021

Submit Cancel

9. Click on the button to submit the request.

10. Click on the Main Menu link to return to the Secure Systems page or the [ control
icon to exit the system
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m A
LA
and U Do clopmens Systems

Financial Azsessment Subsystem Submizsion (FASEUR)
Active Pattners Performance System (APPS)

Financial Assessment Submission - PHA (FASPHA)
Management Assesstnent Subsystern (WASE)

Fesident Assessment Subsystem (FASE)

System Administration - Guide

Uzer Group MWaintenance

User ID Maintenance

Propetty Assiznment Maintenatce
Participant Assigntment Iaintenance
Business Partners IWaintenance
PH& Assigninent IWaintenance

Pazsword Change

After Requesting an Additional PHA Relationship

After requesting an additional PHA relationship (e.g., with another PHA), HUD sends the
PHA'’s Executive Director a letter, to verify you as the PHA’s Coordinator and provide the
Executive Director with your activation key. You are authorized as the PHA’s Coordinator
when you receive your activation key from the Executive Director. The Coordinator then
needs to activate the relationship with this “new” (in addition to the original) PHA in the
system.

To activate a new business partner relationship:

1. Onthe Business Partners Maintenance page, click on the Activate Relationships
radio button. The Activate Relationships page displays.
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Activate Relationships For User M80001

Select those you wish to activate TaxID /PHA ID Activation Key

COHOEE - MORGAN METROPCLITAN HOUS! |88 IDHD Gc !XX 1z 3|

Main Mem] [User Group Mamtenance] [[Tser Maintenance] [Business Partners Mamtenance

2. Inthe left column, click on the PHA to select it. Use the scroll bar if necessary. Then
click on the L. | button. The PHA ID automatically displays in the middle column.
Note: To deselect an organization, click on the L J button.

3. In the right column, enter the Activation Key and click on the button. The
Activation Results page displays. If the relationship was not activated, return to the
previous page and correct the errors.

Activation Results For User MS0001

The following relationships were activaied successfully:
HsA

The following relationships were not activaied due io ervors:
Patticipant ID: 15000000 Activation Fey: Z3125

Blain Blerm] [Systemn Maintenance] [Tser Mantenance] [Business Partners Mamtenance]

4. Click on the Main Menu link to return to the Secure Systems main page.
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Wl Seenre-Systems =«

A

U5, Dept. of Housing
and Urban Development

Systems

* Financial Assessment Subsystemn BSubmission (FAZEUR)
Active Partners Performance System (AFPS)

Financial Azsessment Submizsion - PHA (FASPFHA)
Management Assessment Subsystem (MASS)

Resident Assessment Subsystem (RASSE)

System Administration - Guide

User Group Maintenance

User ID Maintenance

Property Assioninent Maintenance
Participant Assisnment haintenance
Business Partners Maintenatce
PHA Assionment Maintenance

Paszsword Change

Deleting PHA Relationships

If you or the backup Coordinator no longer serve as the Coordinator for a PHA, the
relationship with that PHA must be deleted. Remember, the system allows a PHA a
maximum of two Coordinators.

To delete a Coordinator relationship with a PHA:

1.

On the Business Partners Maintenance page, enter the Coordinator’'s system ID in
the User ID field.

Select the Request New/Delete Existing Relationships radio button.

Click on the button. The Delete/Request Relationships page displays.

Delete Relationships For User M80001

Original Relationship: 411295075 - LaCrosse Properfies
(Crganization)

NG AUTHORITY (0]

H

Delete |
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4. Inthe Delete Relationships section, click on the PHA to select it. Use the scroll bar, if
necessary. Use the Ctrl key to select more than one option.

5. Click on the button to delete the Coordinator relationship with the PHA. The
Update Results page displays confirming your deletions.

Update Results

All updates have been successfully completed.

[Rewiew Uszer MEONDL]

[Becure Systems MWenu) [Business Pattrners Ilaintenanice]

6. Click on the Secure Systems Menu link to return to the Secure Systems page, or on
the (%] control icon to exit the system.
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APPENDIX F. REAC CUSTOMER SERVICE CENTER

REAC CUSTOMER SERVICE CENTER EMAIL LINK

Users can contact the REAC Customer Service Center with any questions or problems.
The REAC Customer Service Center can be contacted by sending an email message
through the link on the MASS Web page. Please try to be as detailed as possible (e.g.,
identify screen, error, and attempted action). To send an e-mail to the REAC Customer
Service Center, simply click on the Customer Service Center link to launch the browser’s
built-in e-mail program.

MASS Web page address: www.hud.gov/reac/MASS/index.html
Sending an E-mail Message to the REAC Customer Service Center:

1. Click on the Customer Service Center link at the bottom of each page. The Real
Estate Assessment Center (REAC) page displays.

US DEPARTMENT OF HOWSING AND URBAN DEYELOPMENT

Real Estate Assessment Center
(REAC)

Click here to submit a question to
the REAC Customer Service
Center.

Discussion Forum available
soon!ll

Privacy Statement

httpMeenr bud gowireac

2. Click on the underlined here link. The Real Estate Assessment Center (REAC)
Customer Service Center Submission page displays.
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Real Estate Assessment Center (REAC)
Customer Service Center Submission
*First Name: —— *Last Name:  —
*Email:  — Phone:  —
*Iprefer follow-up and response via: g
" Phone (Phone requited ahove)
Question/Comment:
|
[ |
Please enter any information that you think would help us address your Question/Comment (e.g. PHA Number, Inspection ID).
|
-]

1-328-245-4860.

Submit |

& Ifnecessary, INSERT ATTACHMENT

Please Note: Required fields are marked => * If confidentiality is an issue, please call the BEAC Customet Service Center directly at

Browse... |

3. Click in the blank fields and enter the information requested. Users must enter their
First and Last Name, Email address, and preferred method of response.

FIELD NAME

EXPLANATION

First Name

Click and type in the first name. This field is required

Last Name

Tab and enter the last name. This field is required.

Email Address

Tab and enter the user’'s email address. This field is required.

Phone

Tab and enter the user’s phone number.

Response
Preference

Tab and select the preferred method of response to your question.
Click on either the Phone or Email radio button to select it.

Question/
Comment

Tab and enter your question or comments. Be specific.

Additional
Information

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

Insert
Attachment

Tab to attach files, if necessary. Click on the Browse button. The
File Upload window displays. Find the file in the appropriate
directory. Click on the file to select it. Click on the Open button to
attach the file.
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Submit

4. Click on the button to send the question or comments to the REAC
Customer Service Center.

REAC Customer Service Center phone number

Users can call the REAC Customer Service Center, toll-free, with any questions or
problems Monday through Friday 8 a.m. to 8 p.m., Eastern Time.

REAC Customer Service Center toll-free phone number: 1-888-245-4860
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