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Introduction

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

The Physical Assessment Subsystem (PASS) is a Web-based subsystem developed by REAC
to monitor the physical condition of HUD properties based on on-site physical inspections. One
component of PASS is Scheduling, where inspection schedules are managed.

Objectives

The purpose of PASS Servicing Mortgagee Scheduling is to provide Servicing Mortgagees with
a tool to effectively manage physical inspection scheduling details.

Servicing Mortgagees have access to property and scheduling information within their own
organization. Servicing Mortgagees can search for inspection schedules, based on specified
criteria (e.g., city, dates, etc.), and can modify basic property information. As a Servicing
Mortgagee, they will select HUD REAC certified inspectors to work for their organization. From
those inspectors they can select one or more to be Master Schedulers for their organization.
The Master Scheduler is responsible for scheduling the organization’s inspections to
Independent Inspectors. Not all of the properties have to be scheduled by the Master
Scheduler. The Servicing Mortgagee can schedule inspections as well.

The Servicing Mortgagee and Master Scheduler can download information (inspection
schedules) edit that information, and send the updated information directly to REAC’s database
using the Bulk Upload Process.

March 30, 2001 PASS Version 2.6 1
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Accessing Servicing Mortgagee Scheduling

Security

PASS Servicing Mortgagee Scheduling is a secure, Web-based system containing sensitive
public housing information. A HUD-issued user ID is required to access PASS Servicing
Mortgagee Scheduling. Authorized Master Scheduler only have access to inspection
scheduling information for properties associated with their FHA number.

Authorized users for PASS Servicing Mortgagee Scheduling includes:
e Servicing Mortgagees
* HUD REAC certified inspectors responsible for scheduling inspections (Master
Schedulers), and conducting on-site physical inspections (Independent Inspectors) at
HUD properties
* HUD REAC personnel responsible for monitoring HUD properties

Authorized User Login

To access PASS Servicing Mortgagee Scheduling, a user must log in using their HUD-issued
user ID (e.g., M11111).

To log in to PASS Servicing Mortgagee Scheduling:

1. Open the Internet browser (e.g., Netscape). The example shown is the Yahoo main screen.

% vahoo! - Netscape

File Edit “iew Go Communicator Help

. 4+ ¢ 3 4 o o =5 & B

Back Fomward  Reload Home Search  Metzcape Print Security Stop

W! " Bookmarks & Location ;http:ﬁwww.yahm.mmd j o]l wihat's Rielated
=, ’ — -
f Y @ .'@‘. .’@_
A ® ©@ YAHOOO!
FAuctions hiessenger Check Email hat's Mew Personalize H
MELN | | i
Yahoo! Photos Get the Y1 Stock Market Toolbar! Yahoo! Mail
upload, share, print se e clich here free email for bfe

| Search | advanced search

2. Enter the following URL address in the Location field:
www.hud.gov/offices/reac/index.cfm

[l [ Yew Do Losvmmicsos Hsip
i ¢ A A 2 @ S of is
M et [ Zaach Hexegs Fun Saoabs
_I-.'MI B Pmtmiac friy /eorwa Fadd gos o maec nc: o :l{.-'“'llll“ﬂ-ﬂﬂ
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The Real Estate Assessment Center (REAC) home page displays (next page).

| A Sinn
hunﬂqmmunities

real estate
assessment center
customers

products

tools

online systems
contactus

about reac

hud news
homes

communities

working with hud

resources

tools

webcasts

mailing lists

federal clearinghouses
contactus

help

NOTE:

real estate
assessment center

Horne = About HUD = Real Estate Azsessrment Center

translate | search/index

real estate assessment center (reac)

features

REAC Receives honors from the Federal C10 Council
Excellence.Gov Award

Comparing HUD's Customer Survey Results

REAC's Custormer Service and Satisfaction Survey out
perforrns the recent Armerican Custorner Satisfaction
Index [ACSI) survey results,

Just released!

Uniform Physical Condition S$tandards and Physical
Inspection Reguirements for Certain HUD Housing:
Administrative Process for Assessment of Insured and
Assisted Properties Read more...

highlights

} The Business of Government Journal takes a look
inside REAC

P weh Conversion Cornplete, Learn more about our
rew Web forrmat by selecting Web Features,

b FYE 12/21 PHAs Receiving Development Level
Survey

b Letters issued to Ownersfigents and Public
Housing Agencies providing guidance on the
Incorne Discrepancy Resolution Guide, Read the
letters.

b CPAz can begin registering to obtain their Unique
IPA Identifier (UII) Read more...

P Status Reports for Tenant Income Verification
Discrepancy Resolution Read more...

Content updated Janoary 18, 2001

what's hot!

b Effective October 30, 2000,
Secure Connection
Coordinators (AKA FASSUE
Coordinators and/ or
Coordinators) are granted
access to physical inspedtian
reports via the Internet. HUD
will continue to mail reports
until March 21, 2001, Read
ore...

P HUD extends dus date to
request no cost lead-baszed
paint evaluation for project
based Section 2 properties.
Read more...

o Back to Top

.5, Departrnent of Housing and Urban Developrnent
451 7th Street S.%W., Wazhington, DC 20410
Telephone: (2021 708-1112 TTv: (202) 708-1455

Horne | Privacy Staternen

t

screen displays (next page).

The content of this page is updated on a regular basis, therefore, the appearance
may vary.

Click on the online systems link under the REAC heading on the left. The Online Systems

March 30, 2001

PASS Version 2.6




Servicing Mortgagee Scheduling and Bulk Upload

Quick Reference Guide Version 1.0 SCHEDULING/VIEW INSPECTIONS
/’ l HUD HOME ABOUT HUD Q&AM SEARCH/INDEX E-MAIL

. online systems

If you already have a User ID, click on

the “Log In" button to proceed directl
TOPICS 9 Ml Yo tosin]
customers log in, the “User Name" field actually
products requires your user ID.
tools
online systems .
contact us WHAT'S NEW
feac home SIGNIFICANT REVISIONS!

Industry User Guide for the Financial Assessment
Subsystem-Multifamily Housing (FASSUB) Changes to FASS-MF. To
view guide go to Documents and Guidance. Updated February 9, 2001

IMPORTANT! Obtaining instructions for getting a Ull has just gotten

easier!!

Retrieve the short version of the Ull Registration Instructions updated January
24, 2001

NEW! Financial A Subsystem - Public Housing Agencies

Y
Top level financial statements are now reguired to be submitted with the
audited financial submission.

Effective October 30, 2000, Secure Connection Coordinators (AKA
FASSUB Coordinators and or Coordinators) are Granted Access to
Physical Inspection Reports via the Internet. HUD will continue to
mail reports until March 31, 2001 updated pecembers, 2000

NEED A USER ID?
Complete registration instructions are available, or go directly to the
appropriate secure connection registration form.

Multifarily Housing Entity

Public Housing Agency

HIGHLIGHTS

SINGLE FAMILY APPRAISAL QUALITY SYSTEM ACCESS

All AQA Contractors and Review Appraisers must register for a Secure
Systems ID and password to access SASS Online. Additional infarmation
and online registration.

TENANT INCOME VERIFICATION SYSTEM (TEVS) ACCESS

The farmer TEVS site to access 55 and 551 benefit histary and income
discrepancy reports for Public Housing Autharities (PHAS) has been
transferred to REAC. TEVS' new location

If your public housing authority needs technical assistance, please
contact the Social Security and Supplemental Security Income Hotline
Internet Facility at (202) 708-4932, extensions 3319 or 3321.

TENANT INCOME DISCREPANCY RESOLUTION

To review and report on Tenant Income Discrepancies, PHAs, owners, and
management agents select the "Log In" button located at the top of this
page

SYSTEM PASSWORDS
Effective April 8, 2000 Secure Systerns Passwords must be reset svery 21

days. More password details

QUICK TIPS DESK REFERENCE

REAL has prepared handy, one page desk reference sheets with step by
step instructions for obtaining user IDs and logging into the secure
systems. They are quick, easy and colorful. Print Quick Tips now.

SYSTEM SECURITY USER GUIDE FOR PHAs
Thig guide provides instructional guidelines on how to get a user 1D,
access Secure Systems, and perform system administration functions.

Last revized: Februans 9, 2001

4. Click on the Log In button.

March 30, 2001 PASS Version 2.6 4
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The Username and Password Required screen displays.

Uszername and Paszsword Required

E nter uzername for unknown prompt at
hudapps. hud. goy:

Izer Hame: ||

Pazzword: I

k. I Cancel

5. Enter your user ID (e.g., M11111) in the User Name field. The user ID is case-sensitive;
remember to use a capital letter when entering the user ID.

6. Tab to the Password field and enter your password. The password is also case-sensitive.
oK.

7. Click on the button. The Secure Systems Legal Warning screen displays.

Sm&staqﬁ: —

L] I IIH L]
AL ey [pe——
R R e e

Legal Warning

Misuse of Federal Information through the HUTY
Secure Conmection web site falls under the provisions
of otle 18, Umited States Code, Section 1030, Thas law
specifies penaltics for exceeding authonzed aceess,
alterations, damage, or destruction of information
resichmg on Federal Compuiers.

i ontinue |

® ﬁ
T
Bk o Toy
Fame

L Mebiedified: Maly 34, 1559
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Continue

Click on the

button. The Secure Systems screen displays.

"

L

X, T off Hamilmg
R

Seenre Systems -«

Systems

» Phyzical Assesament Subeystezn (FASS)

System Administration - Guids

= Paseword Chades

= =]

H = h
H“_'"i'u il ??? ||I..:§?r|. Exmin b 1 T|:|I
MU Fweh Zand Wil Halp Sarareh dfamr J

Lowrt: Baloaiebud: ki 37 3000

Click on the Physical Assessment Subsystem (PASS) link. The Physical Inspection Main

Menu screen displays.

|i|| " |ﬁ

U3, Tigps. of Flsmilng
JFRCY S P —

= ScheduleView lnspechons
= Inspection Benew
s Bullk Tiplaad

Physical Inspection ¥Main hMenn

10. Click on the Schedule/View Inspections link. One of three screens displays if the Master

Scheduler works for more than one Servicing Mortgagee and/or contractor organization as

shown on pages 7-8.

NOTE: Master Schedulers can only access those properties that are assigned to the Master

Scheduler.

March 30, 2001
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Master Scheduler

If you are the....

Schedule Inspections Query Screen

Master Scheduler for only one Servicing
Mortgagee organization, then the
Schedule Inspections query screen
displays.

If you are the....

Displays

Schedule |mpectlen.

L ]

e Lribgid

T Vs

L rasdny [ P

nom [ B | ol
Aoy Hamgr
T— . =
e
[ B i | (=,
s e ki | I
Froveve: 16 From |
A e [

N | =
=

Servicing Mortgagee Inspection

Master Scheduler for more than one
Servicing Mortgagee, then the Servicing
Mortgagee Inspection Scheduling
screen displays.

Select the appropriate Servicing
Mortgagee from the Servicing Mortgagee
drop-down list.

Click on the Inspection Scheduling button,
and the Schedule Inspections query
screen displays.

Scheduling Screen Displays

E;J scheduling

Inspection Scheduling

Eprvicing Mortgages

|

Iespchien Schadubag

March 30, 2001
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Master Scheduler

If you are the.... Contractor/Servicing Mortgagee

Inspection Scheduling Screen
Displays

Master Scheduler for a Servicing

Mortgagee(s) and Contractor(s), then the ! ; l .
Contractor/Servicing Mortgagee -+ scheduling
Inspection Scheduling screen displays.

Inspection Scheduling
Select either the Contractor or Servicing . i G
Mortgagee organization from the 3 3
corresponding drop-down list.

e ]

Click on the Inspection Scheduling button,
and the Schedule Inspections query
screen displays.

March 30, 2001 PASS Version 2.6 8
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Schedule/View Inspections

Schedule Inspections Query Screen

The Schedule Inspections query screen allows the Master Scheduler to search for specific
inspection assignments. Master Schedulers can request to update inspection schedules, view
inspection reports or create text reports using this screen. Searches can be narrowed in scope
by entering specified criteria such as: City, State, Zip Code, Inspection Schedule Date Range,
Scoring Range, Master Scheduler 1D, Inspector ID, Ideal Future Inspection Date, Inspection
Number(s), Property ID(s), FHA Number and Uninspectable Code.

Schedule Inspections

Functisn
® Behedule Inspeetion  © View Weh Page Beport & Create Text Eeport
View
© Vewll 3
& Vigw AN Entpactions ".-lr.;."l e bve dul o d ‘Jﬁnurﬂr]m-ﬂnlﬁd
Inspretings Insprctings

Selection Criterin

Progery:
City: |
State: | =l
Tip Code: [
[mspection Schedule Diste Bange:

Eegn Ii L2 & Ens [7 L &
Senving Range: From | Te|  (Last Released Bupection)
Inspecter 110: I_ Sulect nspechor
Tdeal Fiatare Date ;

Bagm Ii Bl & Exd Ii Ly &
Inspection Musaber: From | Te I—
Froperty [D: From [ Tl
FHA Numher: [ [Hlis Dracez)

liminspectable Code - Inspaciabb ]
Reporied UninspectablelRLN :I
Submit Resal |
Phvsica Ingpection dae WMena
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Schedule Inspections Query Screen

Feature Description

# Schedule Inspection This function allows the Master Scheduler to
schedule or reschedule inspections.

c This function allows the Master Scheduler to view
& View Weh P Report .

1o TTen —age Tepo Inspection Schedule Reports for scheduled
inspections, unscheduled inspections, or both
scheduled and unscheduled inspections.

This function allows the Master Scheduler to
download and update large volumes of data
(inspection schedule information) using Microsoft
Word.

After the data is revised, the data is sent to REAC
via the Bulk Upload Process.

& Create Text Report

i . This view option allows the Master Scheduler to
& View All Inspections view both scheduled and unscheduled inspections.

& View Unscheduled This view option allows the Master Scheduler to
view unscheduled inspections.

Inspections

& View Scheduled This view option allows the Master Scheduler to

: view scheduled in ions.
Inspections ew scheduled inspections

The Select Master Scheduler link prompts a pop-up
Select Master Scheduler window. The pop-up window displays all HUD
REAC certified inspectors selected by the Servicing
Mortgagee.

Selecting a specific Inspector ID link on the pop-up

window closes the window and places the inspector
ID of the Master Scheduler in the Master Scheduler
ID field.

Select Inspector The Select Inspector link prompts a pop-up window.
The pop-up window displays all HUD REAC certified
inspectors selected by the Servicing Mortgagee.

Selecting a specific Inspector ID link on the pop-up
window, closes the window and places the inspector
ID in the Inspector ID field.

This button initiates the action to locate schedule
information based on information entered for the

query.

March 30, 2001 PASS Version 2.6 10



Servicing Mortgagee Scheduling and Bulk Upload
Quick Reference Guide Version 1.0 SCHEDULING/VIEW INSPECTIONS

Schedule Inspections Query Screen

Feature Description

This button returns all fields to the original
information.
Fhysical Inspection Main henu The Physical Inspection Main Menu link returns the

Master Scheduler to the Physical Inspection Main
Menu screen where other PASS components can
be accessed.

To access the Schedule Inspections query screen:

Click the Schedule/View Inspections link on the Physical Inspection Main Menu screen.

ik . L
| " || o ScheduleNeew Inspections

o Inspection Benew
U A Diype of Fsnilng J—
RS LN T N — s PFalls T p|-: ad

Physical Inspection Main hMenn
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The Schedule Inspections query screen displays.

Schedule Inspections

Function
% Schedule Inspection ¢ View Weh Page Report © Create Text Report
View
T, T
& View All Inspections VIE“-’ Unscheduled -VIE“:’ scheduled
Inspections Inspections

Selection Criteria
Property:

City: |
State: | =
Zip Code: I

Inspection Schedule Date Hange:

Begm: I L] &2 End: I (4] 2

Scoring Range: From: I To: I (Last Feleased Inspection)

Inspector ID: I Select Inspectar
Ideal Future Date :

Begn | &g 00 e
Inspection Number: From: | o]
Property ID: From: [ o[
FHA Number: [ | a0 Dashes)

Tninspectahle Code : InspectablellM)
Reported Uninspectable(RU) =]

Subrmit | Reset |

Physical Inspection Iain Meny
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Query Fields

The query fields in the Function and View sections of the Schedule Inspections query screen
are required fields. Master Schedulers must select one option in each section. The system
automatically displays as the default, Schedule Inspection in the Function section and View All
Inspections in the View section of the screen.

All the query fields in the Selection Criteria section are optional. To execute a search, Master
Schedulers can enter data in all, some, or leave the fields blank. The more information provided
in the query search reduces the number of unnecessary results. For example, if you have 100
inspections that need to be scheduled, and if you do not specify specific information about your
inspections, the Inspections Schedule Report displays all 100 inspections once submitted.
However, if you only want to see your inspections in the state of Virginia, then select Virginia in
the State field, and the Inspections Schedule Report displays only those inspections in
Virginia.
* The Function section determines what Master Schedulers can do with the inspection
information by clicking on the appropriate radio button. Master Schedulers have three
options:

— Schedule Inspection allows the Master Scheduler to enter or modify schedule
information on the Inspections Schedule Report.

- View Web Screen Report allows the Master Scheduler to view or print the
Inspections Schedule Report screen.

— Create Text Report allows the Master Scheduler to download inspection schedule,
inspection property, inspection participant and participant role reference information.
* The View section allows the Master Scheduler to search for scheduled, unscheduled, or all

inspections (scheduled and unscheduled) by clicking on the appropriate radio button.

» The City field allows the Master Scheduler to search for inspections by a particular city.

« The State field allows the Master Scheduler to search for .
inspections by states and territories using the drop-down list. '

] B
|l lnpaction T)rdins werl]
[Farinciy |

ir &l Tnwpee ctinms |: Pl - [~
o H

i |' = ..::

Ciey: [Martans “n

Slmte: | 'rl

Zip Code:

» The Zip Code field allows the Master Scheduler to search for inspections by postal zip code.

March 30, 2001 PASS Version 2.6 13
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* The Inspection Schedule Date Range allows the Master Scheduler to search for
inspection schedules within a range of dates, selecting the Begin and End dates of the time
1

frame, and by clicking on the calendar icon.

To use the calendar box:

1. Click on the calendar icon to view the
current month in the calendar box. The current Today

date is highlighted. o e | e | pma I

2. Select a date by:

. . 5 M wW T F
» Click on a date (e.g., 20) to select a date in i 2 3 4 5 & 7
the current month.
8 L 1 I A D 14

* To move backward or forward by year, click Lbolg vl Al =
on the symbols (I< or >I) once per year. 443 24 4 o 7 B

* To move backward or forward by month,
click on the symbols (< or >) once per
month.

* Master Schedulers can also use the drop-down arrows to select the month and year
from the Month and Year menus. The calendar changes when the month and year
are selected and then the Master Scheduler clicks on a specific date within the
month.

The calendar box closes once a date is selected, or click on the Close control X icon to close
the window.

NOTE: If a date is only entered in the Begin field, the query results will list all inspection
schedule date ranges equal to or greater than the inspection schedule date
entered.

If a date is only entered in the End field, the query results will list all inspection
schedule date ranges equal to or less than the inspection schedule date entered.

To generate a search for one inspection schedule date, enter the same date in the
Begin and End fields.

 The Scoring Range field allows the Master Scheduler to search for inspections by score(s)
of the last released inspection.

NOTE: If a score is only entered in the From field, the query results will list all scores equal
to or greater than the score entered.

March 30, 2001 PASS Version 2.6 14
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If a score is only entered in the To field, the query results will list all scores equal to
or less than the score entered.

To generate a search for one score, enter the same score in the From and To fields.

* The Master Scheduler ID field allows the Master Scheduler to search for inspections by
using the Master Scheduler’s ID number. Enter the Master Scheduler ID number in the field.
The Master Scheduler can also click on the Select Master Scheduler link to view a list of all
Inspector ID numbers on the Inspector List that have been selected to work for the
Servicing Mortgagee. Click on the Inspector ID link to select a Master Scheduler Inspector.

The Schedule Inspections screen redisplays once an Inspector ID is selected from the
Inspector List screen.

Inspector List Sort By: | Inspestor Id =]

Frew | wigws: 1.2 of 2 Hext | Select No. of Records to Sh-:uw:|25 *I Page Mo I1 "I

Inspector 1d Inspectar MHame Home State Horme City
MO0S19 Ling Charle= WA hcLean
h00S34 Robert Red W Fallz Church

NOTE: The Inspector List screen contains the Inspector ID numbers of both, Master
Schedulers and Independent Inspectors selected by the Servicing Mortgagee.

There is no special listing that displays only Master Scheduler ID or Independent
Inspector ID numbers.

 The Inspector ID field allows the Master Scheduler to search for inspections by the
Inspector’'s ID number. Enter the Inspector ID number in the field. Master Schedulers can
also click on the Select Inspector link to view a list of all Inspector ID numbers that have
been selected by the Servicing Mortgagee. The Schedule Inspections screen displays
once an Inspector ID is selected from the Inspector List screen.

Inspector List Sort By: | Inspector Id =l
Frew | wigws: 1.2 of 2 Hext | Select No. of Records to Shnw:|25 'I Page Ho: I 1 "’I

Inspector 1d Inspectar Mame Haome State Haome City

i (]ul< =] Ling Charles WA hcLean

M0oss4 Robert Red WA Falls Church
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NOTE: The Inspector List screen contains the Inspector ID numbers of both, Master
Schedulers and Independent Inspectors selected by the Servicing Mortgagee.
There is no special listing that displays only Master Scheduler ID or Independent
Inspector ID numbers.

* The Ideal Future Inspection Date allows the Master Scheduler to search for inspection
schedules with the ideal future inspection date, selecting the Begin and End dates of the
1

time frame by clicking on the calendar icon.

To use the calendar box:

1. Click on the calendar icon to view the
current month in the calendar box. The current

date is highlighted. ﬂﬂmm =] 2000 jjﬂ

2. Select a date by:

5 M W T F
e Click on a date (e.g., 20) to select a date in 2 3 4 5 g 7
the current month. = o 10 11 12 13 14

12 1a 17 18 19 20 21

« Tomov kward or forwar r, click
o move backward or forward by year, clic B 9 w95 9 -

on the symbols (I< or >I) once per year.

* To move backward or forward by month, click
on the symbols (< or >) once per month.

* Master Scheduler can also use the drop-down arrows to select the month and year from
the Month and Year menus. The calendar changes when the month and year are
selected and then the Master Scheduler clicks on a specific date within the month.

The calendar box closes once a date is selected, or click on the Close control X icon to close
the window.

NOTE: If a date is only entered in the Begin field, the query results will list all ideal future
inspection dates equal to or greater than the ideal future inspection date entered.

If a date is only entered in the End field, the query results will list all ideal future
inspection dates equal to or less than the ideal future inspection date entered

To generate a search for one ideal future inspection date, enter the same date in
the Begin and End fields.

* The Inspection Number field allows the Master Scheduler to search for inspections by a
specific inspection or for a range of inspections.

NOTE: If the inspection number is only entered in the From field, the query results will list
all inspection numbers equal to or greater than the inspection number entered.

March 30, 2001 PASS Version 2.6 16
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If the inspection number is only entered in the To field, the query results will list all
inspection numbers equal to or less than the inspection number entered.

To generate a search for one inspection number, enter the inspection number in the
To and From fields.

» The Property ID field allows the Master Scheduler to search for inspections by a specific
property ID or for a range of property Ids.

NOTE: If the Property ID number is only entered in the From field, the query results will list
all property ID numbers equal to or greater than the property ID number entered.

If the Property ID number is only entered in the To field, the query results will list all
property ID numbers equal to or less than the property ID number entered.

To generate a search for one property ID number, enter the property ID number in
the To and From fields.

* The FHA Number field allows the Master Scheduler to search for inspections by a specific
FHA number.

 The Uninspectable Code field allows the Master Scheduler to search for inspections by an
uninspectable code selected from the drop-down menu.

IN Property is inspectable (default)
RU  Property is being reported as uninspectable (inspection can still be scheduled)

The following codes are only assigned by HUD:

VI Property has been verified by HUD as inspectable and
is being referred back for inspection (inspection can still be scheduled)

VU Property has been verified as uninspectable (inspection cannot be scheduled).
Inspections with the VU code cannot be downloaded to a Data Collection Device

(DCD).

Once criteria from the Function, View, and Selection Criteria sections are selected, click on the

Submit button, and one of the following screens or options displays:

- Inspections Schedule Report (to schedule/reschedule inspections) via the Schedule
Inspection function

- Inspections Schedule Report (to view scheduled/unscheduled inspections) via the
View Web Screen Report function

— Text Report via the Create Text Report function
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Inspections Schedule Report

Once the Schedule Inspections query screen is updated and submitted, the Inspections
Schedule Report displays. The Inspections Schedule Report contains basic information on
scheduled, unscheduled, or both scheduled and unscheduled inspections based on specified
criteria. The Master Scheduler assigns or reassigns inspections to any inspector working for the
Servicing Mortgagee.

Those inspectors working for the Servicing Mortgagee can view properties to which they have
been assigned and modify their inspection schedules.

To ensure the integrity of the data, any modifications to the inspection schedule or property
information should be made prior to the download of the inspection.

Inspections Schedule Report

B Recogd(s) Found
All Tnspertions
To dehibdds i s eeleoa, eiler e b ezlada 10, Inspection Dile and the Locil Tehe

¥ e can sther @rder the Fepecton K nlg sach snlry Teld i he gred, Ribs Tollewng endry oo snd cfeck all econds on fhe gnd Thel
wiodl vwant 1o put this D in, or wou can simply 2nger the inspector D e Tollioeineg eniry bax and check ared obok "Apply &F b spply 1o
il el i o [k il oy, o k] chok Ugeiali® in ondker 10 i vour chisnges 1o S ditbiico

Sk irooreeidoe | Aoply 81 | ilu-—- 1 """il”"'"" [P Py e m oy e m e = b I

Lasi Tibe al
FHA Na m'"""" f"'"""-' Cly Sram :‘:" imsp. Dinde Locsl Tine 'l’;""'" Ralessed ;:" Futes I:H""i'
b ) Insp Dt ™ Daie
T semsms saess Libe View Viema WA 203 | 20 [ = T R
M 35567221 G0OO4S633 Fuir Home: Wahington OC 2000 T | # T MA72000 9l 4N7RO0 [N
F (93030 GOOOGSESE kB Melan  HY 2000 Pevow | [2oorw W] BEm ) 1000059 Ter 0012000 [H
; g hales Fals . I—_l .
o SOO0TET Susith Clameh HY a2 e wam 1100 Ak w0 T [ R L PuleEng 4
Hilliop . . .
W earoesd sweosns| Apurtmanty Lol EY 20010 B |oxoore =] BT 1omnisss vt 0momi (M

oot | Fieset |

Back is Seasch Fage

Phyxiral Inspectinn flain Menu

NOTE: Use the scroll bar to view all the columns, if necessary.
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Inspections Schedule Report

Feature Description

Enter the Inspector’s ID number in the blank field if known.
Select Inspector I If not, click on the Select Inspector link. The Select
Inspector link prompts a pop-up window. The pop-up
window displays all HUD REAC certified inspectors selected
by the Servicing Mortgagee.

Selecting a specific Inspector ID link on the pop-up window,
closes the pop-up window and places the inspector ID in the
Select Inspector field.

These buttons allow Master Schedulers to view information
on the previous screen or next screen. In this example,
there are 25 records on the current screen. To display the
Mest remaining 5 records click on the Next button. Once records
26-30 are displayed, click on the Prev button to return to
records 1-25.

Frev | wigws: 1. 25 of 20

Select No. of Recards to Show: |25 vI Sets the number of records displayed at one time. The
system automatically displays 25 records at a time. Records
display in increments of 25, 50, 75, 100, 200 or 250 records
on a screen.

Page No: |1 = The list of scheduled or unscheduled inspections can
contain more than one page. To view another page, select a
different page number from the drop-down list.

For example, if viewing page 5 of 10 pages, and the Master
Scheduler selects page 8 from the drop-down list, page 8
displays.

Apply Al | Once an Inspector ID number appears in the Select

Apply All
Inspector field, click LI and all the properties will

have the Insp. ID field updated with that inspector’s ID
number.

Returns the Master Scheduler to the Schedule Inspections

query screen.

When a checkbox is selected, the Inspector Number 1D
r located in the Select Inspector field automatically updates
the Insp. ID field for the row selected.
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Inspections Schedule Report

Feature Description

FHA No and Property ID links | Both links allow the Master Scheduler to view or update the
Property Information screen for a particular property.

From the Property Information screen, you can access
prior Inspection Summary Reports or Investor Reports. To
access, click on the Prior Inspection Data link on the
Property Information screen.

Click on the appropriate View Report link to access either
the Inspection Summary Report or Investor Report.

Enter the date of the inspection using this format:

Insp.
Date MM/DD/YYYY (e.g., 02/14/2001).
. Select the time of the inspection (7 AM to 3 PM in half hour
Lacal Time .
increments)
Inspecton Enter the ID number of the inspector scheduled to conduct
I the inspection in this field.

The field can be updated by the system using the checkbox,

Apply All | . .
button, or by manually entering the inspector ID
number.
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Inspections Schedule Report

Feature Description

Uninsp Identifies the inspectable status of a property. The code can
Code only be changed from IN to RU. Clicking on an
uninspectable code link prompts a pop-up window where
the Master Scheduler updates the fields with the information
that was provided rendering the property uninspectable.

Note: If the Uninspectable Code is changed in error,
contact the Technical Service Support Center.

The codes are:

IN — Property is inspectable (default)

RU — Property is being reported as uninspectable
(inspection can still be scheduled)

The following codes are only assigned by HUD:

VI — Property has been verified by HUD as inspectable and
is being referred back for inspection (inspection can
be scheduled)

VU — Property has been verified as uninspectable
(inspection cannot be scheduled)

Note: Inspections with an Uninspectable code of VU cannot
be downloaded to a Data Collection Device (DCD).

Update Button schedules or reschedules the inspection based on
the information entered.
Button returns all fields to the original information.
Physical Inspection Main benu The Physical Inspection Main Menu link returns Master

Scheduler to the Physical Inspection Main Menu screen
where other PASS components can be accessed.
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To schedule or reschedule an inspection schedule:

1. Click on the ¢ Schedule Inspection radio button in the Function section on the Schedule

Inspections query screen.

2. Click on a view option in the View section of the screen. In this example, View All

Inspections is selected.

Schedule Inspections

Beoring Flange: Frem: | To:| | (Last Rslensad Bupattion)

Ingpector 11; | Select bmpecigr
Ideal Fubore Diate :

Inspection Numsber: From | Ta |
Property ID: From: | Ta |

FHA Musahar: | (e Drashes)
Tainspeetahbe Code @ nspecia bl
Rapofied Uninspectabisfu) =]
Submi mesa |

Firimcal Srpechen Man Menu

TFumictian
i Sehpdube Inspeeton  © View Weh Page Report ¢ Create Text Ropart
View
Lol " | ol
& View Al Tnapeetinns 1"L'.'i'|:' Unzchedualed View Scheduled
Inspeetions Insperring
Selection Criteria
Froperty:
City: |
Btate: | =l
Tip Codae: |
[napeection Schedle Date Range:

Eegn | Y B | Bl &

Bege [ W&Ea A&

3. Enter the search criteria in the appropriate fields, or leave these fields blank.

NOTE: If all fields are left blank, then the search will be larger in scope.
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. subimit . .
4. Click on the button. The Inspections Schedule Report displays.
Inspections Schedule Repor
& Bprazd o) Faond
Al Ispecaoms

Te pchisduls inmapaciem, sxtar b lmapacicrs D, Insgscacn Dads sndithe Lacel Tos

F i D il e el Wl e ) i Sy ] i e i, e O Sy el el Sl Al reDiedS B el g [
Tk T B pall T I I, £ e il Enpdy Bt Th Irapscior D i olkoeeing) Ay B e ciescl e cikcl “Appds A ko sy 0
mll Hra remards an Thin page only. Yo meud cick "Updels™ iniordes iz aend your chenges iz e delsEame

v | I'-'.ahjzl Rk 1l I L [T 1) [T ) (PSS i |
Luxi [*AH]

Fruperty  Fraperty Cmrp- g s Priar Ui .
FHA a m e ey Shan " g Diwin Lol Toime m Fir lnaeed P— Fuiury Py
Iy Law =]
T e 3ges Laka Wirw W LU0 — -| DD &7 NS00 [H
[T E200 EMNSEE FarHees Wobisges DT 5000 | | =] T AN @t A0 [H
P oeaiver pogeess Sk Mclan ¥ e BEEER [nmw 5] [EEET O mdiqee e G200m [
F EdIiss pOOOMTET ;:::I rr:._. Fr a3 P i I'l (ot L "'l [=vdia DECINTE &Ta® 10W1 &7 "
= mm:m" Losieile EF 240 Fembr IO = Foee  IGZINSEE e 6200 [H
vt | Foset |
Bl i Deaawh I'age
Pl Inspi i Main b v

NOTE: The complete table may not display on the screen. Use the scroll bars in the table
to view all columns and rows.

The Inspections Schedule Report shows basic information for all inspections that match the
specified search criteria.

* When the Master Scheduler schedules an inspection the following three fields must
be updated:

— Insp. Date (Inspection Date) - The correct format for the Insp. Date field is
MM/DD/YYYY

- Local Time - The time of the inspection from 7 AM — 3 PM in half-hour
increments.

- Inspector ID - Inspector ID number

5. Click on the Update button. The Inspection Scheduling Results screen displays

confirming the schedule changes.
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Inspection Scheduling Results

1 rows hawe been successhdly changed

Barck to [nspectons Scheduls Report

Back to Search Page

Phxsfeal Inspestion Main Mepa

Note: If an inspector is scheduled for more than two inspections on the same date, a
warning message is displayed to inform the Master Scheduler of the scheduling
conflict. However the database is still updated with the scheduled inspection.
The following is an example of this message:

www? hud_gov - [JavaScnpt Application] E

& Inspectarf1 1111 haz 3 inspections scheduled on 06A02/2001.

A Master Scheduler must update the Uninspectable Property Details screen if a property is

determined to be uninspectable.

To update the Uninspectable Code:

1. Click on an IN code link in the Uninspectable Code column to update.

P
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The Uninspectable Property Details screen displays.

Inspection Mo: 2000 Property Id: 500066666
Property Mame: Skylne

Uninspectahle Code: IIN vI

Reporter Information

First Name: |

Last Name: |

Telephone Numher: I ) I ) I
Example: T03-555-1212

Telephone Extension: I

Uninspectahle Feason Information

Uninspectable Property Details

[ |
[ |
Lpdate Reset Close
2. Update all the fields (telephone extension is optional).
3. Click on the _2P988 | tton. The following message appears.

Cancel |

® Do you wizh ta change the Uninspectable Code fram (M ta BLY

4. Click on thel:
Uninsp Code updated to RU.

; button. The Inspections Schedule Report redisplays with the
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To View Property Information, Inspection Summary Reports or Investor Reports from the

Inspections Schedule Report:

Click on the FHA No or Property ID link on the Inspections Schedule Report to review and
update the Property Information screen or to view prior Inspection Summary Reports or

Investor Reports. The SKYLINE (800066666) property is shown below.

Skyline
Property Information
Froperty Information Prior inspection Data

Propserty LL; HINEEEGD FHA Namber; OH437353
Imspection He: 2000 Building Count: |7
Property Name: [=xvLie
Property MAddress;
Sreat: [t5=22 Bkyline 3T HW

|
iy [ExLean Srate: v g [eoenz. fooon
Fhome: Wm I......u Fax:
Email: |
Managesnent Agent Infessmation:
Namp: | [ |
{hrganizstinn: |::L'-.'|-.'r| EANAGEEERT CORPANY, INC.
Srent: |

|
iy [Bizeiovi Lie Srate: [HD Fp:  [eosoa - [oaze
Phome: [(Tonyaasema? e [asr Fae [
Esmail: [srevenmansgenestAecois. con

Update Prafle | Rasat |

Frameal Inspechon Meen Menii

Master Scheduler can edit all fields on this screen to update the property information.

a. Click in the appropriate field and enter new or revised data.

Update Praofile

b. Click on the
database. A message displays confirming the update.

button to save the property information in the
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Update Profile
The Profle update was successful

Back o E=arch Pags
Phyaical Inspecion bMan Meoa

c. Click on the Back to Search Page link to return to the Schedule Inspections screen
or click on the Physical Inspection Main Menu link to return to the Physical

Inspection Main Menu screen.

Master Scheduler can access prior Inspection Summary Reports or Investor Reports
from the Property Information screen.

a. Click on the Prior Inspection Data link located at the top of the Property Information

screen.
Skyline
Property Information
Froparty Informaicn Priar bri fi
Property 1Lk HADe e FHA Number: (5437353
Inspection Mo 2000 Building Couni: [0

Property Name: [SEYLINE
Property Address:

The Prior Inspection Information screen displays.

SKYLINE

{(FHA NO: 08437383 Property ID: B00066666)

Prior Inspection Information

Property Information Prior Inspection Data
Inspection Investor

Insp. No. Insp. Date  Insp. ID Insp. Name Score Report Report
1536 02/14/2000  MS56342  Murthy Krishna 71b View iew

BEeport BEeport

1202 09,01/1993  MOOOOZ  Steven Marting 74h View View
Feport Fepart

Physical Inspection MMam hMem

27
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b. Click on the View Report link of the property to be reviewed, and the Inspection
Summary Report displays in a PDF format. (See Appendix A for an example of an

Inspection Summary Report)

c. Click on the View Report link of the property to be reviewed, and the Investors
Report in a PDF format. (See Appendix B for an example of the Investor Report)

To close the PDF:

On the Menu batr, click on File and select Exit to close the PDF and return to the Prior

OR

Inspection Information screen.

d. Click on the Property Information link to return to the Property Information screen,

Aciobal Reads - [FWHRIMOH pdl]

Bl
Print Setup..
Prieferences

1 CAWIND WS TEMPAWAHRIMGS pdi
2 CAWAMD e SATEMP AP ILIE pal
3EAWIND WSS TEMPAMSOHN pal
4 CWMD eSS\ TEMPOAIT IEE PR pd

CrbShalt+F

or click on the Physical Inspection Main Menu link return to Physical Inspection

Main Menu screen and continue working.
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View Web Page Report Option

The View Web Page Report option allows the Master Scheduler to view or print the

Inspections Schedule Report. This is a view only screen and no inspections can be
scheduled or rescheduled. Use the scroll bar to view all the columns, if necessary.
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Ma
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Properey
THame

Lake Wiew
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Sheylme

Cheeles
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Hilkeog
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. . Inz Lol Inspector
: syt P Insp. P
Chy  State o Date Time  ID
Vierea WA 22103
Washigtos DC 2009
D
Mclean WY 3 LT EODPR  MDIE
200n
Falls Deez
ach HY 202 18 11:00AM MOKE3
0o
Lot
Louwsnalle  EY 2000 15 00AR  MDIER
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Tlinisp.
Code

IH

March 30, 2001

PASS Version 2.6

29




Servicing Mortgagee Scheduling and Bulk Upload

Quick Reference Guide Version 1.0 SCHEDULING/VIEW INSPECTIONS

To view the Web Page Report:

" View Weh Page Report

1. Click onthe radio button in the Function section of the

Schedule Inspections query screen.

Schedule Inspections

Inspection Scheduole Date Bange:

Function
 Behedule Inspection © View Web Page Repmt ¢ Create Texst Beport
View
& View All Fumections l';;'::;ﬂlmhedu]ed E;:i:';;had:ﬂad
Selectlon Criteria

FProperty:

City: |

Suate: | =

Zip Code: |_

T View Unscheduled

r:- - -
View All Inspections Tnspections

2. Click on the
" View Scheduled
Inspections radio button in the View section.

, or

3. Enter data in the appropriate fields in the Selection Criteria section, if necessary.

4. Click on the Submit button. The Inspections Schedule Report displays with the

inspection schedules matching the submitted criteria.

Inspections Scheduale Heport
5 Brcord(s) Foxd
Scheduled lspecions
Lo [TSpppp ) Feee e ———— ) [P O |

FH Progeeriy Frepermy - Irap. Ieap. Lard |ru|!r|lr1H:i

o 1 Plums r el e De Taws 0D g Diote

Hark ta Search Page

haical bappeerrian 58 umn Brn

1
rared

Edeal

s Lt

laire

luimp.
Cade
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To View Property Information, Inspection Summary Reports or Investor Reports from the
Inspections Schedule Report:

Click on the FHA No or Property ID link on the Inspections Schedule Report to review and
update the Property Information screen, or to view the prior Inspection Summary Reports or
Investor Reports. The SKYLINE (800066666) property screen is shown below.

Skyline
Property Information
Froperty Infarmaticn Priger |I'|lE!l!t|ﬂI'| Ciata
Froperty [Tk Q00066666 FHA Mumhber: 08437383
Inspecton Mo.: 2000 Euilding Count: [0

Property Name: [SHTLINE

Prapuaty Adlrass:
Btreet: [1552 Skyline 5T KW
|
Ciry: [HeLean Brate: F Tip: fzozoz 0000
Fhone: [ 1202y 70645 | Fax: [eozT084532
Email: |

Name: | ]

lhan:i:m:inn: |5'.I'E'.-'EH' HANAGCENENT CONPANY, INC,

Sireet: |
|
City: [rockvilie State: [0 Zip:  [zo0601 _ foazs
Phone: [(703) 4356787 w167 Fax [
Email- |=2 evenmanagementBerale, com

Update Profle | Reset |

Phygsical Inspecton Mam Benu

Master Scheduler can edit all fields on this screen to update the property information.

a. Click in the appropriate field and enter new or revised data.
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pdate Frofile

b. Click on the button to save the property information in the
database. A message displays confirming the update.

Update Profile
Thee Profle update was successful

Back to S=arch Pags
Physical lnspection bam Meoa

c. Click on the Back to Search Page link to return to the Schedule Inspections screen
or click on the Physical Inspection Main Menu link to return to the Physical
Inspection Main Menu screen.

Master Scheduler can access prior Inspection Summary Reports or Investor Reports
from the Property Information screen.

a. Click on the Prior Inspection Data link. The Prior Inspection Information screen

displays.
SKYLINE
(FHA NO: 08437383 Property ID: B00066666)
Prior Inspection Information
Property Information Priar Inspection Data

Inspection Investor

Insp. No. Insp. Date  Insp. ID Insp. Name Score Report Report

1536 02/4/2000  MEE342  Murthy Krishna 71h o Mlew
epart Report

1202 09/01/1999  MODOO2Z  Steven Marting 74b Yiew o
FEepart Feport

Fhysical Inspection Main Ienu

b. Click on the View Report link of the property to be reviewed, and the Inspection
Summary Report displays in a PDF format. (See Appendix A for an example of an
Inspection Summary Report)

OR
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c. Click on the View Report link of the property to be reviewed, and the Investors
Report displays in a PDF format. (See Appendix B for an example of the Investor
Report)

To close the PDF:

Click File on the Menu bar and select Exit to close the PDF and return to the Prior
Inspection Information screen.

Acrobat Reader - WWHRJMQO9_pdf]

[§E0 Edit Wiew Toolz “Window Help

IE Opeh... Chrl+01 k
= Cloze Chrl+af
Diocument Info 3
Frirt... Chil+F ]
Frint Setup... Ctrl+5Shift+F
Preferences k

1 CAANDOWSATEMPYSWYHRIMO S, pof
2 LMD OWwWSATEMPYWWOH P 3L 2. pf —
3 CNWINDOWESTEMPS0E 30H 00, pof
4 C:RAND DWW SATEMPSYOT OREPP. pof

Possible A s
Pai s Polnts  Deduction

d. Click on the Property Information link to return to the Property Information screen
or click on the Physical Inspection Main Menu link return to Physical Inspection
Main Menu screen and continue working.
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Create Text Report Option

The Create Text Report option allows the Master Scheduler to download inspection schedule,
inspection property and inspection participant information for editing on their own computers
using Microsoft Word. Once the information is modified, it is sent back to REAC using the Bulk

Upload Process.

This function should only be used if large volumes of records need to be updated.

To create a text report:

1. Click on the |~ Create Text Report

Inspections screen.

radio button in the Function section of the Scheduled

Schedule Inspections

Property:

City: |

" Wiew Schedualed

Function
" Schedule Inspection © View Web Page Repert # Create Text Report
View
- . " View Ungchedoled
# View All In
o Lo Inspeciions Inspections
Selection Criteria

" View Unscheduled
Inspections

f- " "
2. Click onthe View All Inspections ,

or

© View Scheduled
Inspections

radio button in the View section.

3. Update data in the appropriate fields if necessary, in the Selection Criteria section of the

screen.

Subrnit

Click on the button. The Text Reports screen displays:

Text Reporis

Ingpection Schedule Text Bepor

Inspection Property Text Heport

Inzpection Pa.rl:il:iEa.nl Text Repon

Participant Raols Beference Text Report
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In the example below, Inspection Schedule Text

5. Select the text report link to download.
Report is selected.

Inspections Schedule Report

(A1 |'.1|-.-:.le-\.‘.|l.'r.|s]
& Becord(s) Found

Highlight the text betwesn the horizontal kees. Copy it, then paste & info a Wosd file
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6. Highlight the text.

B Inzpochons Schodule Ropost - Molzcaps

Fie Edet Mew Go Communicsion Help
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7. Copy the text by depressing the CTRL and C keys, or selecting the copy command in the
Edit menu.

8. Open the Microsoft Word application. A blank Microsoft Word screen displays.

4 Microsoft Word - Documents

=[]
=] x]

@Eile Edit Wiew Insert Format Tools Table Window Help
DeHERY i o~ - | ae PEEE & BT v - &
= = ‘ [} | o @ Favorites - | Go- | 55! ‘ Documents

Norral = Times New Roman = 10 v| B I U ‘g =

= w=lLlE->-mElEE

4

ey

Note: To ensure that the information is placed in the Word document properly, take the
following steps:

* Click on File, then Page Setup
* Click on the Margin tab, change the Top, Bottom, Left, and Right margins to 0

» Click on the Paper Size tab and change the Orientation to Landscape
- Click on the _ button

* Change the font style to Arial, the font size to 8
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9. Paste the highlighted text into the screen by depressing the CRTL and V keys or select the
Paste command in the Edit menu.

™) Bk £t pew [nsert Fgmst Dok Tabe Window bep =il x]
D@8l "B v- - Qo FOEN S ET o - F
[+ = @ { & Foorkes - | Go= [7] Commeres Z

Plorma s iria -t sy EEAN|EEEE O-2-A-
i —d A1 Rl I =b=t = L F
| il Eritriess = |
ol - I T S T i @ F B N O =

HA_Mumtse Propechy id Pros  Memns, Cfy Slele ieesscon_d mep,_ Dete Locsl lims rmschor LY L s Melesaed nep, Lads Fror Sooee esl Fudues [eds Ling

BT 65, 5 3R5A L ke Vs visnre Vi, 228 03 03000000 Bt 1305000 S, ~

5722 OO TE 32 Fair Homeea; i shingl on D, 2009, [4A 712000051 o4 040 700038, ~

437 S0, AOIBSRER, Sl MeLean N, 2000, Dec 17 2000, (0P, MODSE4; 10621 /1 9560 790% 1 021 Q00 M,

3748 FOITET BT Trerkes Skt F sl CharchoNY, 2002; Dvec 10 20001 008 HIDEM, 18211295 67", 107 42000 M, ~
7S, OO0 ; FiScp B partments Lo yile kv 201 0 Dec 15 2000, 3 00FS, MOS0, 1001 7 858, 7805 10021 (200, M, =

10. Highlight all of your text using your mouse, then click on Table in the Menu Bar and select
Convert Text to Table.

Tk Bt s fuert Fomad Jock [Tge Winds Hee

D@ H &R & Roly S orawrse MEWSEY o |

b= = 0 |2 Y Pevoribes + | [T [sert Table... ,l
C— ruEEAm EE

o I = S a0 # ] R

1 HNErirois = ...

I OO I P

The Convert Text to Table window displays.
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11. Enter 14 in the Number of Columns field, click on the Other (semicolon ;) radio button to
separate text, then click on the button.

Flme ot mee pomt rgrat Dok Tbe wedow Hew I
O=d SR Gl a0 W HOSEE A RY o - F
= DT ) reoriee e | Gen PR Gimenns il
Famrey v crial re =B F U eEANR ElEEED'-"'i&.'
| r o w ww gl | M = i = & i
o Al Fodies = ..
o I =
Larevam®t | oxd o 1akda
HA Mk gl Mo, sk a b ) al | L | bt e Cnke Pics S ool P Gk Ly
TR B A Vs AL TR, ) | Zl $
T R yvecaars ey 70 SR TS Fro 3 g |
S AR S et Jrncen
Sty o o
¥ puasgapha " Cogran
I~ Tubw b r —

0 =]

The data is formatted into a table. Update the inspection schedule information as needed.

T fde £t Wew fewt Fomat Took Table Window Hel =21
Pl @AY s@AT w- - 2w HAEWS BT o - F
= = 2 0 €Y Freorbes - | Go- [T Dmenent =

- - sBprygEEaImMEE®EO-2-A-
A2 = wegh | O-%- E8 MEH X1 @I 435 E
L £l Erries - b
T o o & 1l [ . N B 1 H-

After the data has been updated, convert the table back to text.
12. Click on a column within the table.
13. Click on Table in the Menu Bar and click Select Table.

14. Click on the Table in the Menu Bar and select Convert Table to Text.
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15. Click on the Other radio button (semicolon) and click on the button.
Convert Table To Text ’

Separate bext with—————— =

" Paragraph marks
"~ Tabs

[ omrmas

: &+ Other: Iﬂ_
| Ik I Zancel

16. Save the file as a text file to later use for the bulk upload process. The file must have a .txt
extension.

NOTE: Whenever a Word document is saved as a .txt file, a blank row is placed after the
last row of data. This blank row must be removed from the txt file before it is used
in the Bulk Upload process. Complete steps 17 — 23 to remove the blank row.

17. Click on the Start button on your desktop. Select Programs, then Accessories and finally
Notepad. The Untitled — Notepad screen displays.

[ Wlrviddeed - Mo egaaid

Fis [t Sesch s
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18. Click on File in the toolbar menu and select Open.

The Open window displays.

File Edit Search Help
Open

(A=W Edit Search

Hew

Save
Save bz

Help

=

Page Setup...
Print

E xit

L ook, jr;

inepl 0 bt

sri_properky. bt

File narme: I". bk

Open

Files of ype: I Text Documents

I
j Cancel |
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19. Click on the Look in: drop-down arrow and select the location where the txt file is stored.
Once located, click twice on the file and the File Name field is updated with the name of the
.txt file. Click on the Open button.

B Untitled - Notepad =] B3

File Edt Search Help

Open

=

Loak jh: I ﬁ Deskiop
tdy Computer jane. tet

el =
7=

inepl 07 bt

File: narme: ||:Iata1 bt Open

Filez of tupe: ITe:-:t Documents ﬂ |

Cancel

] 2w

The txt file displays in Notepad.

NOTE: Notice the blank row after the last row of data.

B dstal kst - Motlepad

Ele  Edt Sewch Hep
FHA_Humber ;Property [d;Prop. _Hsee;City;State ;Inspection_Id.;Imsp._Dake; =

BROTETNS :S66A : Lake ru;l.linrma;l.ln;?:"lnﬂ; P alAANSINNRR 6T ae; B3 SPE /700G
ASCATI2 ;E00ELEAAT cFair Homes Wa :hilg Eon 0 2009 5 o sau 172000 ;P c=; By
ERAATIRT ;AR BAEGEE Sy Line sHelLean ;WY ;2080 0ec 17 Z@0@; 2 : 00FH ; OEREL ;104
BERATHAN  RRROTETET sCharles SmithiFalls ChurchiHY ;20802 ;0ec 16 Z0A0Z11 @00
Haliaia::nlnlﬂnﬁﬂ:i:l-lilltnp partments Lowisville (K¥ ;20400; Dec 15 Z0@0;
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20. Move your cursor to the end of the last row and click on the Delete button.

B datai. el - Motepad M= &
Ebz Ect Seackh Heo
_Ib;Last Aeleased Insp. Pate;Prior Score;ldeal Futwre Date;Unimsp. Code =)

Baa;IH; C
yEfass 10/ 1ef2008; 1M;

2101999 fYce1ar21/s20am; IM; - h

4 o

21. Move your cursor (using the scroll bar) back to left. The cursor cannot move below the last
row of data because the blank row has been deleted.

B datal.tat - Nolepad [=]0
Fie Edi Sewch Hep
FHA Humber ;Property Td;Prop. Hame;City;S5tate;Inspection Td.;Insp. Date;

EROTHEILS CAGEH ; Lake UlewiUienna ;UR ;22103 ;- 03/29/7000 67 2« ;i3 /282003 ;
ASSATEZT ;RARBLS A ;Falr Hones ;Washington ;DC ;7007 ; ;0 1772000 ; 91c=; Aly
R EA7 IR 8 OABSGAGG ; Syl i ne s MeL ean s HY ;200808 ; Dec 17 2000; 2 2 60PH; HEEEEL ;10
EREITELL  BAARTAFAT ;Charles Smith;Falls Chorch;HY ;20802 ;Dec 18 2088:11 @

NOTE: Before this text file can be used in the Bulk Upload Process the row with column
titles (FHA Number, Property ID, etc.) and the blank row must be deleted.
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22. Highlight and delete the first two rows of the Notepad.

File Edit Search Help

FHA Humber ;Propert Hame ;City;State;Inspection Id.;Insp

BB976745 ;53668 ;Lake View;Vienna;UA;22183;;;;83/29/28008;;67a*;083/28/2002
35567221;808080845632 ;Fair Homes;Washington;DC:;2809;;;;04/17/208080;91c*; 084,
BB437383 ;800066666 ;Skyline ;McLean;HY ;20080;Dec 17 2000;2:00PHM;MBB88Y ;10
BRL437 LN ;BABB76767 ;Charles Smith;Falls Church;HY ;2882 ;Dec 18 28808;11:81
B8375383 ;8000806081 ;Hilltop Apartments;Louisville;KY;2818; Dec 15 20888

The screen re-displays and the two rows are deleted.

g =T

File Edit Search Help

hsg?ﬁ?u5;53668;Lake Uiew;Uienna;Un;221ﬂ3;;;;ﬂ3f29!2£lﬂl];6?a*;33.'28!2333;'_::}
35567221;800045632 ;Fair Homes;Washington;DC;2009;;;;084/17/2000;91c=; 84/
88437383 ;800066666;Skyline ;HcLean;HY;20808;Dec 12 20088;P ;HAAB84;18/21/19
B8437 444 ;800876767 ;Charles Smith;Falls Church;HNY ;28082 ;Dec 18 2060;a;HA®
B8375383;800806081;Hilltop Apartments;Louisville;KY;2818;Dec 15 2888;P;I

23. Save the file as a txt file.

NOTE: The file is now ready for the Bulk Upload Process.
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Exiting Scheduling

Master Schedulers can exit Servicing Mortgagee Scheduling at any time. To exit the system,
click on the Menu bar of the browser and select File and then Close or Exit, or click on the Close

control icon in the right corner of the screen.

. S chedule Ve Incpecisne oo Pmblobo - Helzcaps

=0 Edl Vew Go Comewrscalor  Help

Plew b ’ﬁ ﬂ h
[ e = T
WpenPage.  Ged Ly ¥ Seach Helcaps P Secunty N
S i Dl e a2 sl g semeaches_schy_opass/schedulingsm_scheduls_quary.chn = {F " \whais A slsted
Siorn] Pirg. Schedule Inspections B
Eclt Fage
Function
Qs b ojale Inspectian © View Web Page Report 7 Create Text Repart
Plags Setup. Yiew
;: \ll Inspections o 1|'FIE'|'I:' Unsecheduled . 1r'i.c'n:' Scheduled
Inspections Inspections
Choas e
e — Selectin Critera
Promeriy:
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Bulk Upload Option

The Bulk File Upload option allows the Master Scheduler to upload inspection schedule data to
the Scheduling database. The data must be saved as a text file, with a “.txt” extension.

In addition, the data must be in the correct order with each entry separated by semicolons.

The correct order for inspection schedule information is:

FHA Number - FHA identification number

* Property Id - Property identification number

e Property Name - Property name to be inspected

* City - City where the property of the inspection is located

e State - State where the property of the inspection is located

* Inspection ID - Inspection number

* Inspection Date - Inspection date (mm/dd/yyyy)

e Local Time - Time of the inspection in half hour increments from 7
AM to 3 PM

* Inspector ID - Inspector identification number

* Last Released Insp. Date - Date of the last released inspection

» Prior Score - Score of the last inspection of that property

* Ideal Future Date - Theoretical future date based on the score

* Uninspectable Code - Code that identifies uninspectable and inspectable
inspections

The following is an example of a bulk upload data file for inspection schedule information:

6430H001;800001017;The Torains;Karry;OH:51001;May 5 1999; 7:30AM;M29999;04/05/1999;82;04/05/2001;IN;
643VA002;800020029;The Oaks;Warrenton;VA;51002;May 5 1999;9:00AM;M29550;05/05/1999;35;5/05/2000;IN;
543VA003;800300056;Woodtap;Richmond;VA;51003;May 5 1999;1:30PM;M29313;05/05/1999;50;05/05/1999;IN;
741CA001;804000084;The Sandal;Berkley;CA;51004;May 5 1999;2:00PM;M39513;05/05/1999;90;05/05/2002;IN;
695CA002;800000186;The Commons;San Polo;CA:51005;May 5 1999;P;M29777;05/05/1999;65;05/05/2001;IN; ~

> > > >

Helpful Hints:

* There must be a caret (*) at the end of each row to ensure the Schedule Inspection data
is properly updated.

» If afield contains a semicolon, example (Woodside Villa; Inc), the semicolon must be
deleted from the field.

« When a Word document is saved as a .txt file, a blank row is inserted at the end of the
.txt file. The blank row must be deleted before the data is loaded to the Database to
prevent an error.
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To access the Bulk Upload function:

1. Click on the Bulk Upload link from the Physical Inspection Main Menu screen.

FPhysical Inspection dlain Menn

e e e
Ml
| ||I|I & SrheduleWView Inspecions
& Imerachion Eenew
T Do s Byl Tpdoad

The PASS Bulk File Upload Module screen displays:

Master Scheduler

If you are the.... PASS Bulk File Upload Module
Screen Displays

Master Scheduler for only Servicing F 455 Rk File Uplosel Slidule
Mortgagee organization(s), the Pass Bulk
File Upload Module screen displays after
the Bulk Upload link is selected on the

Physical Inspection Main Menu screen.

If you are the.... PASS Bulk File Upload Module

Screen Displays

Master Scheduler for a Servicing [ FARS Ballc T Uplonil Bsels
Mortgagee(s) and Contractor(s), then the
screen PASS Bulk File Upload Module
screen displays. Py al gt Slais Slewa

2. Select the appropriate link to upload. (e.g., Upload Inspection Schedule for Servicing
Mortgagees)
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The PASS Bulk File Upload Module screen displays.

PASS Bulk File Upload Module
T —

Pleasze select the Servicing MWortgagee mspection schedule file you wish
to upload:

I Browse...

Lplaad the Fila

3. Click on the L Browse.. . button to locate the file to upload. The File Upload dialogue
box opens.
NOTE: If the pathname is known, enter the pathname in the File name field.

4. Locate and select the file.

e ERED = B g = ml
|| & _liris

NECET B = Fhagrss

| dhmidoni: = sp=bchk

) Pl ol

) s

) HoxthHirlp

Fisparrs | | (per |
Files ol bypes. [ HTHAL s = Carocel |

NOTE: The file must have a .txt extension.

5. Click on the Open button to close the dialogue box. The PASS Bulk File Upload Module
screen displays.
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PASS Bulk File Upload Module

Please select the Serncing Mortzagee mspection schedule file wou wish
to upload:

IC:‘-.I-IE.,F Documentsh, TESTl.txtI Browse...

Upload the File |

Browse...

NOTE: The name of the file appears in the field next to the button.

Upload the File button.

6. Click on the

If the data uploads successfully, a message window displays indicating the number of data
rows successfully loaded into the database.

PASS Bulk File Upload Module
e ]

7 of 7 rows have been successtilly uploaded.

Phyzical ection hain Menu

If the data does not upload successfully, a message window displays indicating the row(s) of
data with errors and the type of errors. The errors must be corrected before the file can be
re-uploaded. After the errors on the text file are corrected, repeat steps 1 — 6 of the bulk
upload process.

7. Click on the Physical Inspection Main Menu link to return to the Physical Inspection Main
Menu screen.
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Browser Basics

Software and Hardware Requirements

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

Optimum Hardware Resources

Processor: Pentium 100
RAM: 16 MB

Modem: 28.8

Video card: 256k
Download file size: 5.8MB
Installed file size: 10MB

Optimum Software Resources

Windows 95
Netscape* 4.5 or HTML-compliant browser application
Adobe” Acrobat Reader 4.05

NOTE: Users can download Netscape* 3.5 or higher (32-bit) from the Internet. The
procedures to download Netscape* can be found at
http://home.netscape.com/download.

Minimum Hardware Resources

Processor: 486

RAM: 8 MB

Modem: 14.4 kb

Video card: 256k
Download file size: 5.5MB
Installed file size: 10MB

Minimum Software Resources

Windows 3.1
Netscape* 3.5 or HTML-compliant browser application
Adobe” Acrobat Reader 3.0

*Copyrightdl Netscape Communications Corporation.
#Copyrightlj Adobe Systems Incorporated.
All rights reserved. Protected by the copyright laws of the United States and international treaties.
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Internet Basics

The Internet is a worldwide system of computer networks facilitating access to information and
people. Using the Internet to access and use HUD secure systems requires an Internet
connection and a computer with a modem and Netscape 4.7 or an HTML-compliant browser
application. A browser allows access to web pages on the World Wide Web (WWW or the
Web). The Web is a universally accepted standard for sharing information on the Internet. The
Web consists of information organized into pages stored in computers physically located
throughout the world.

Web Page

A web page is a document or application with a unique address on the Web, possibly including
links to other pages. The Yahoo!* main page is shown below as an example.

title bar

control icons

Fie Edil ‘Wew G0 Covweewisir  Hedg meniti har
- ¥ 3 ©f 2 @ = Y @ tool bar

i Hack. Fea s Hzma Samch  Hetzoaps Frmt Swourky

[ wll "Boakweks b ILODERIr By | Fevsset 135700 [ 0 ‘\_ﬂﬂ"ﬂ‘ﬁ'lw

E— S ——— URL(locati
& 0 YAHOO! 9@ — (ocation,

free el for life ] AL This Dlatars
| Saarch | mtvmced smrch

Yaahiro? Fager -l'lu-:h|_l.' lite,, nieainend e pciganaie, il mtification, sieck alors

——link

Sazppeny - Xalkrw Puge - Peopk Scarch - Mgy - Troeel Asesi - Chanfeds - Frracealk - Cuaws - Chai
Emal - Cakrdds - Pasy - My T - Todps's [Hewsy - Enerty - Waatkey - TV - Bk Cupdes - oy L
fris & Humanilies News & K I L Nesws
Latyareise. Eho b iahs Bull Cormeyuger Hesmppppesy, T =Raprés jicks koo
aMrord repdete
Business & Ecomommy Recreation & ) dcin b polegry
e e T | Soori, Trvsel, e, Ureidoor =TT fiE W R
= ofegs [roeps status indicator
Computers & Infernet  Reference Pre——— L
bagermet, SR, Sobemr, Sexes Likranc, Decicrane 3 =
. Markstpla
Education = - pc “ = =l
| i Loourreni Dora b s O CE R

*Copyrightdl Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and international
treaties.

Title Bar

The title bar at the top of the page displays the title of the document or application of the Web
page that is active or currently displayed. When more than one window is open, the title bar of
the active window is bold; the other open title bars appear faded.
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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 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 again.

The last control icon is the Close 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.

IHI=W Edit “iew Go Qnmmunicatnr Help
ey 3
Open Fage... Ctrl+0D

e AS. Ctrl+5
SEkE [EhEhE e

mend FPage..

EditFage

Edit [ErErmeE

UploaEd =les

Oiffline »

Fage Setup...
Frint Presiew:

Close ]+t
Exit Cirl+ 2

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

The tool bar consists of buttons representing browser functions.

<« @2 A [ a &+ & 3

Back fFonyard  Reload Home Search  Metscape Frint SeCurity (] ]

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 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.

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 i logo

a
to the right of the URL address appears to have comets flying across it, the Stop sign on
the tool bar is bold and red, and the status indicator line at the bottom of the page (next to the

lock E|) 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.

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.
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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.

| <k " Bockmarks & Lu:lu:,ﬁiu:un'l-.-l;. Nt hud ok

] &7 what's Ralsted |

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.

NOTE: The browser in this example is Netscape. Display may vary according to the browser.

¥ Bookmarks

Add Bookmarlk,
File Bookmark
Edit Bookmarlks .

|:|' Fersonal Toolbar Faolder

7§ Search

7§ Business and Finance

. Computers and Internet

j Directories

§ Entertainrment and Lifestyles
4 MNetscape Metcenter

5 Mews and Sports

7§ Shopping and Classifieds
. Trawvel and Leisure

7§ What's New and Cool

v v v

T v v v

L‘T Fersonal Bookmarks

# U5 Department of Ho..Development-Home Page

4 REAC Financial Assessment

4 Feal Estate Assessment Center

4 BEAC Physical Assessment

4 Pacific Edge - Froject Office Express
4 Resident Assessment - Lagin

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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REAC Technical Service Support

Staff in the Physical Inspection Operations area within REAC is available for assistance Monday
through Friday from 8:00 A.M. to 5:30 P.M.

REAC Technical Service Phone Number
1-877-406-9220

Technical Assistance Center

Users can contact the REAC Technical Assistance Center with any questions or problems
Monday through Friday 7 a.m. to 8:30 p.m., Eastern Standard Time. The REAC Technical
Assistance Center can be contacted by telephone or email.

REAC Technical Assistance Center Phone Number
1-888-245-4860
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Appendix A: Example of an Inspection Summary Report

Inspection Summary Report - 119233

Inspection Mo:

Property: COLOAET ) PARAKLANE APARTMENTS Inspection Date: 11/ 2000
ILER HOULEYARD

Pharwe: 2
s Fax: | 22068
E-Mail Address:  parkiane i related com
Scaftersd Sita7:  HNo ACCH:
CA#:
Commenis: TAD 12345
Building it Cournt Health and 5. Counts

#Tatal Binspectad

Non-Lite Threatening

Site  Bldg Unit Tolal
Buiklings 4 2 Actual ] i) i 1
Linits 112 1 winspected - s g -
Seares Projected 0 o e ]| 12
Puaaibla Araa H&LS
f . . It Thi |
Faints Paints  Deduction Lite Threataning
St 14.4 3 LR L Bgbual a 2 i 2
Badg VE B 5.7 00 “lnspected | — 22% N e
- . Y
Bl 5 183 00 Projected 0 B [ B
Ch 15.0 o Smoke Delectors
Linils 36.5 20.8 11.1 ACium 7 o 3 7
“al ted - =2 1 -
Cverali [ 1o | 7o X s i = =
Proge el n o L i)
Final Score = Area Palnts - H & 5 Deduction Bl o
Systemic Deticlencias:
# writh
Araa it Dafact Dofect
Capsal™ BikdgEx | Foundalions CracksGaps™ *

SpalingEapased Fabar™

Cirdimary™ | Hong

* Cagilad ibeame ann rapains thal
“ Oidinary ilesns

By ricquing large cash cullays. {8
aie ropains Bl regure sl ca

1 i new ool and new soplianoes ).
= g » wlirgquishons, are smoke deteclo

oullays. | Heens s

Participants:

Management Agent Angeta FRadl, Fhy
Halated Managamant Co L P,

4 B12-AB10

8425 Povwers Feary Rd
Allaria, GA MEIR-LO00

OwmerPHA £ Phaong
falgler Bivd, LT0

2 625 Madson Asanis
il Mew York, MY 10022

£ Mail Acd
Sile Marsager Dlimarry, Sheawn Fha (334 3422800 72 Taiglar Fal
Pasklara agls (A24y 3422080 Wobik, AL 3ERIE

C-hail Acddross: pasklane @ rdated som

BuildingsUimnils:

Ha HameaType/Reasen Uninspeciable Year built # Units Address

1 19 1] G725 ZERGLER BOULEVARL
Low FsaGardan Aparbment 2ILE

Fira Damaga

2 H 1979 16 G126 FESGLER B0 EVARD
Low FieGanden Aparhmen MOSILE AL 38608
e Hazand
] 3 15 16 a7r25 JENEGLER BOUE EVARD
Low FEaGanden Apatmenl MOEILE R
Vacani
PG00 223 PM Paga 1ai 3
¥ 0 S
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Inspection Summary Report - 119233

4 4 1979 11 CAGLER BOULEVARD
Low! FiiseCiasdai Aparimen AL SEEOA
Ol

& 1 153 B FEVARD
Low R CGiadan Aparment

El ERiciency Compind COoocupant Fafusal

Comments:  les]

b 3 Beclragm Oz Jooupant Rafisal

[ # Hedmonm Craipied e

Commanks:  |esd

d 1 Bedioom e

-] ERicency Orccaupied Oooupant Rafusal

Commentis:  1es

f | 1 Bedaom | e | No Reps |
Comments:  fes |
£} | 2 Bedrosm o ipded CHfe |
Comments:  le=! |

] & 1874 [}
Comimen Buikding

£ AL 3GE0A

¥ ki 185 16
Liow FieaGie Al
: anf Reluss’

-] ] 1374 ] 8725 JEMELEH BOILE EVARL
Low RsaiGardan Apartment MOBILE AL SRA0E
Falica Rasticled Ames

2 ] 1874 15 6725 FEMGLER BOLULEVARD
Leaw RisaiTardan Aparimen MOBILE AL 35808
C¥Tng

Comments:  unil 104 vacanl, rie uliflies

I peec lable Nems:

Inzpecied Rem NOOD Observation Sawetity LocafionC omme nts Ded.
Certificates
Eletsalis M
Laad Based Paing Disclosune Form MCH
Site Passible Points: 144
Farkirg LalsDriveways Poads ol Ponding™ Leval 2 20
Paltalest toss Maharfa®™ Lewval 3 | Lacason: fest; Comments: asl 4.0
Soliernenl® g Lewal 1 1.0

Building & - Bullding Exterior Possible Points:  158.3

Fin 4] Baocked EgressLackbens (LT) Lewsl 3 Location: 1esh Gommenls: test 1265
Frundaliors 4] CrackaGags™™ Lewel 2 /3.3
SpallingTaposad Fatar Lanal 2 3.0
Finois [l Damaged SollileTascia Leal 1 180
Damared Clogrod Draine™ Lenpl 2 e8]

FRG2000 23 P
¥ S

Paga 2 of 3
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APPENDIX A

Inspection Summary Report - 119233

Buliding 5 - Bullding Exterior Possible Points:  158.3
Hoods [w:s] DamagedTarn MembranaMissing Sallast Leel 2 B3

Missng/lamaged Campenants irem Lewve| & 285

DlowrspouiGuliee™

MissirspTlamaged Shingles” Lowal 3 i won: |est, Commenis 126
Building 5 - Bullding Systems Possible Points: 2234
Fra Protaclion | )] | MissripTamaged Expired Bt nguishwoens® Lencal 2 | EH.A
Building 5 - Common Areas Passlble Points: 141
Dy Care (] Crsling - Peatnghleeds Paint™ Lence] 2 0.4

Cuiling - ¥ Shans\Walor Level 2 o

L s P odficd sl ere ™™

Dears - Desraged Lewval 2 [oh-]

FramasThresnoidLinkalsTrm ™

Dhesars - Dameagead Suiface - Ll 2 1.6

HofesPant Rusling Glass**
Building 5 - Building Exterior - Health & Safety
EmerpancioFine Exils | i} | EmaigancyTHre Exia BlockedUnisabiia (L1) Lol & | Lacadian: ast: Comments: bast 1268
Building 5 - Unit d Possible Points: 355
Electrical S 1 1] Bamnl Braakeds (MLT) Lewal 5 Locadon al Comments: bast 1.1
WAL System ol MossyrvibralingLeaking™ Lenval 1 4.2

FlustComasaim Ll § 1.7
Building 6 - Building Exterior Possible Points: 158
Foumndalicrs [t ] Cracke Gags™ Lagsl 2 6,3

Spalling Exposad Fabar™ Ll 2 e
Building 6 - Building Systems Possible Points; 183
Hyad | it} | Garnerasd RustCorrasion | 2.
Building & - Comman Areas Passlible Points: 0.8
FRED - Acrasssbds Oulside Comem | [ x] Aroules Onsinectad ar Inacoassible fo sy feal: Conreneniis: foawl |

Wh i

MOTE

HEEA00)
¥ 2206 2060

23 Pu

Paga 3af 3
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Appendix B: Example of an Investor Report

Investor Physical Inspection Repont

LL5. Prepartoent of Tioasing
uy Development J
e Inspedtion

[FHA NUMBER: [ INSPECTION SCORE:  fiflc

I|'|'\.||:_'r||-.'-|| Dhate dmimwelelfvy ) R EREE] Kepor Subriied Hy

Tinsprectiva Numbet 119233 Sy i Wlor ]

Previous Dispection e Previcus In W0 SCOTe:

Property Mame: PARKLANE APARTMENTS ¥ Torad # Inspected
Proqerty Addness: (715 FEIGLER BOULEVARD Huildings; 1 .
Property Cit/ STy MOBILE, AL 3660 Linits 112

Oooupancy % Sathened Sites (VMR N

Section of the Act

Partivipanis: Mt FleoneFax/F-mail Adddres
Muanagemem Agen Anzela Bood. 100 phione v Powers Ferry Bl

Belated Management Co P, a, DA 303 300000
CrwnerPHA 7. b REO 1200 phone 628 Mudison Avenus

Letgler Bbvd, LTTY Mew York, NY 122

none avaiinhle

Siee Manager Dxon. Shawn (304 2422222 phone 6725 Feivler R

FPrarklune Apis, (334} 342 HORK Fax Maobile, AL 36608

patkEamerrelaredd coan
Lispection Firm Enspecior Lipspector REAC Mumber Inspecior Tebephone
LTSI ATS, ATSUSER Hiz345
Scores
Components Pewsibile Paoint= Percentage Healih & Salviy Haalth & Sofery (HES) codes
Polnts Received Senre deductions i1 Fanal Seore
Sire 14 T 56 il a = i health and safery concerns
Building Exterior 16 f 1H LS tile threaening HES concem
Building Sysiems 14 17 Ll i o= e heatgming H&S coicerns
Common Areas 15 I 73 i [ emo retecions )
Einits A5 Y] 86 11k = wimoke detector nod wiorking
Creeral] 1461 | | 11
Percent

Total Building Exterior = Site + Huilfing Exterion 43
Total Buikdine lntedior = Boslding Syvstems + Comnam Arvegs + Unkls B
Final Sione = Podnts Keceived - Health & Safety Dedoction + H&S code Gl

pextion

eepaned by REAL foruse by servicnp mongagess

Repeoas

o desipm v specithd by 3 wrking sroap of i

T SCTVICIE Tearpngees el
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| Investor Report Page 2 FHA Number Property Mume,  PARKLANE APARTMENTS
Specific Units Inspected: 1 Percent of units Inspected: 1%
Buiiding  Type Year Built  Unils
[ Common Building 19T None
5 Eaver RisetGarden Apartment 1973 4

Unifs with Level 3 or Level 2 Sevedry of Observed Bleficiencies (Level 3 = Severe: Level 2 = Major)

Bamvel 3 Delecieneies: I Total I Mumber o Dispected Dioits 100 % o Thaes
Level 2 Deficiencies {1 Togal {1 Mumber of Inspecied Units (0 % of Units
Tpmis with Devel 2 geficiencies, bop no bevel 3 deliciencies)

systemic Deficiencies; % of Hldgs!

Type Ans L Defeet #owiDefeet #Floml  Units wiDeliect

Capital® Blafst  Fouandations {CracksiGaps 2 2 H

Spailling/Exposed Bebar®* 2 2 100

Ordinary®®  Mone |I

* Capital = repaiveplacement reguires lirge cash oulays (rools, IV ACs, applinnces)y.; ** Ordinary = minor repairs |

Building Site, Exterior, Systems & Commaon Areis

Locatian Tt M Severity  Chserved Deficiency el

Kire Parking Los/DrivewnyaBonds Lawvel 2 Ponsding** a0z

it Parking Los/DrvewayuRoads Level 3 PotholesT onse Mareriai® 444

Bheilding 5

Esberics Fire Froapes Lovel 3 Blocked Egress/Tadders 126465

Exlericos Frounedations Leavel 2 Cracks/Gaps** R

Eslerics Founddations Level 2 Spadting/lsposed Rebars* 3Ty

Flerior Rl Lewel 2 Prarmngedi Tngged Drains®* R

Fsberics Rusnfs Lawel 2 Prarnaged Tom Membrane®fissing a1 32
Halkuse

Fxterier Rusofs Lewvel 2 MbssingTrmaged Componems fron TRAD
Prowrspronel et

Exberios Rasols Lewel 3 Missing/T maped Shingles* 12665

Systems Fire Protection Level 2 Missing/Tmaged Expired HE53
Extingnishers**

Commuon Arca Ery Care Level 2 Cating - PeclingMNeeds Pam** 115

Commomn Ared Elay {are Lewel 2 (eifing - Water Siains™W aler I &
Dramage/MaoldMildew

Commuon Arca Ery Care Level 2 Dhoors - Drarnaged (hER
FromesThreshold/Lingels Trim**

Coanmon Ared Eray Care Lavel 2 Deaws - Dramaged Surface - 1.50
HelesPaingRusting Glas**

s Emergency/Fire Exits Level 3 Emergencw'Fire Exits Blocked I nusable 12663

Building £

Fxlericr Foundatinns Level 2 Crcks/Caps® ik

Fxbericor Foundations Level 2 Spalfing/Txposed Rebar®® ER

Systems HVAC Level 2 Cienerad FasuCorrosion 22

Male: The frvesior Physical Inspecteos Report wes prepared by REAC foruse by sovicmg mangagoss. The desiga o specitid by aworking group of scipe sorvicing mengagoss mil
in Fargee jeat = o w oy of 1he asmting Bepection Sammay Repo,

March 30, 2001 PASS Version 2.6 B-2



Servicing Mortgagee Scheduling and Bulk Upload

Quick Reference Guide Version 1.0 APPENDIX B
|I|it‘-:~tl:r Report Page 3 FHA Mumboet Property Mame:  PARKLANE APARTMENTS
Huililings &
Lonmon Arca FTIECY - Accessibbe Ouside Commion Level 3 Raoies Ohstrocied or Tkicoessible (ki
Argas* Wheelchair*®
" doe s by sorvicmg margagos e desigm v -\.|1'\,'::';_|! o el s of sotne sy -\.'ll‘:' reripmgees
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