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Completing a Project Action Request Form

Opening a Project Action Request

Step 1: Log into the HHCP Healthcare Portal (https://www.hud232portal.com/) application as a

Lender Account Manager or Backup Account Manager.

< C @ psisolutions.net * @

32 Healthcare Portal Version 3.0.0.0

* Office of Residential Care Facilities (ORCF) - The ORCF administers the Section
232 loan program. Section 232 is an FHA-Insured loan product that covers User name  Help with Lo
housing for the frail elderly - those in need of supportive services. Nursing homes.
assisted living facilities. and board and care are all examples of this type of
housing (3 project may include more than one type).

 Section 232 - Section 232 may be used to finance the purchase, refinance. new Password  Forgot your password?
construction, or substantial rehabilitation of 3 project. A combination of these
uses is acceptable - e.g. refinance of a nursing home coupled with new
construction of an assisted living facility.

* Reengineered - The program was re-engineered in 2008 to provide exceptional
customer service, reduce processing time. and streamline operations to reduce Login
risk to the FHA fund

In the IE Tools menu, please turn off Pog-up blocker for this site.
For best performance, use IE 10 or higher.

Information collection requirements contained in this document have been approved by the Office of Management and Budget(OMB) under the Paperwork
Reduction Act of 1995(44 U.S.C § 3501-3520) and assigned OMB Control Numbers 2502-0605.

In accordance with the paperwork Reduction Act. HUD may not conduct or sponsor, and a person is not required to respond to, a collection of information
unless the collection displays a currently valid OMB Control Number.

Click on “Project Action Request Form” under the Asset Management tab on the Quick
Navigation Toolbar (highlighted below).

« = 0O @ £ | https://wwwpslsolutions.net/OPAForm/Index r = L ow

Version 3.0.0.0

2 L Log out
Healthcare Portal Welcome Deborah Martin

Lender Account Manager

Group Tasks ~  Financial Analysis - Producion ~  Administraion »  HelpDesk = Conlact Us ~

Reserve for Replacement Submission Form
Home » Asset > Project Actil s catioa

I Project Action Request Form I
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Step 2: Type or select the FHA number which you would like to submit a Project Action Request
form for from the drop down menu. Once you begin typing the FHA number the drop down list will
appear and respond to your input. Only FHA numbers associated to your Lender account will be
present in the drop down menu.

Version 3.0.0.0

= Log out
2 Healthcare Portal Welcome Deborah Martin
Lender Account Manager

Group Tasks ~  Financial Analysis =  Assel Management ~ Produclion ~  Adminisiralion ~  HelpDesk~  ConlactUs ~

Home > Asset Management > Project Action Management Report

Project Action Request Form

Project Number

Property Name

Street Address ©

The project’s details like Project Number, Property Name and address etc., will be auto filled into the
form without any need for further input.

Version 30.0.0

Log out
Welcome Deborah Martin
Lender Account Manager

32 Healthcare Portal

Tasks(9) -  GroupTasks - Financial Analysis —  Assel Management - Produclion ~  Adminisiration - HelpDesk ~  ConlactUs -

Home > Asset Management > Project Action Management Report

Project Action Request Form

/ Selected FHA number

FHANumber® | [ o1, I
Project Number f gq0 3
Property Name for Rehabiltation and Health
Auto filled details
Property Address:
Street Address* | 5
iy | o
State * NY

Zipeode™ | 44
Is the property address listed correctly? Yes ® MNo O

Requester's Name | (oporan wariin

>




HHCP Healthcare Portal Asset Management | 2020
Project Action Request User Manual (Lender)

Step 3: Select the type of the project action request you are completing from the drop down
provided as shown below.

Is the property address listed correctly? Yes ® No O
RequestersName oo o

Date of Servicer's Submission

e
AR Financing action request

AR Financing-FINAL
Change in Collateral

- Change in Collateral-FINAL
CHOP-Change of Qwnership
(CHOP-Change of Ownership-FINAL

CHOP-Management Agent Change
CHOP-Management Agent Change-FINAL

= ey CHOP-Operator Change
CHOP-Operator Change-FINAL -
Folder View Namfl . omertial Lessed Space—Additions or Aterations File Size(KE) File Uploaded Date  Upload Files [
AssetManagement Commercial Leased Space—Additions or Alterations-FINAL
. ! Interest Rate Reduction . 5
IRR Expedited Processing OGC Checklist i '
IRR Expedited Processing OGC Checklist-FINAL View 1 -1 af |

Operating Lease Amendment

Operating Lease Amendment-FINAL

Prepayment

Request for Release of Sinking Fund Proceeds
esidual Recaij

Now you are ready to start uploading your documents or files
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Uploading Documents

Step 1: Click on the “Upload” button provided in the Documentation Grid (highlighted below).

Project Action Request Type *  [EXEE Mea e 7]

Uplosd ety L]
2o r

Folder View Name Role File Name File Size(KE) File Uploaded Date ...

AssetManagement

Step 2: Add files from your PC or laptop to the Portal by clicking on the “Add files” button provided
in the popup that appears after clicking on the “Upload” button (highlighted below).

Upload/Drag and Drop your Files here

D Start upload

g% attachied at the same time must not exceed 100 MB. Please make sure the files you are attaching are in the accepted format. (.gif, .doc, .docx, .pdf, xls, xlsx).

Step 3: After adding the files, click on the “Start upload” button to start uploading the files into the
Portal.

Upload/Drag and Drop your Files here

* All files aftached at the same time must not exceed 100 MB. Please make sure the files you are attaching are in the accepted format. (.gif, .doc, .docx, .pdf, xls, xlsx).

I FIRM COMMITMENT SIGNED 1-16-2020 PDF I 32MB
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Note: If the file you uploaded is incorrect or you don’t want to upload the file, you can remove that
file by clicking on the “Remove” button provided next to the file at this point in the process. You will
also have the opportunity to remove or delete files after they are uploaded which is covered later in
the manual.

Note: For every transaction type there is an approved document checklist provided by HUD for the
lender to adhere to. These documents are required to process a transaction. Please check with your
Account Executive for the most recent transactional checklist for the required documents (see below).

[l o vew AR Financing_Checklist-20191.docx (Protected View) - Word 2 - 8 X

© proricreoview contan View, | nabl ating

Accounts Recelvable (AR) Financing e iy o Itis critical that you name each file according to the naming convention provided in the
Checklist—New or Modified ~and Urban Development i . d in
Section 232 Office of Residential Care Facilties checklist (see the Sample Checklist that follows). These highlighted
numbers are important codes that “guide” the Portal system to recognize the type of
Warning: HUD wil prosecte faise claims and statements. Conviction may resultin criminal and/or civil penalties. (18 U.S.C. transaction submitted, section mumber of the checklist, and the identity of the document.

1001, 1010, 1012, 31U.S.C. 3729, 3302)

Therefore, using the naming conventions provided in the sample checklist that follows,
appropriate file names for this submission package include 99901-a_Lender’s Narrative
[OR] 99901-a_LendersNarrative [OR] 99901-a_LNarrative. In all three examples, the
critically important portion of lhe file name is the five- -digit number, dash, letter, and

Project Name:
Project Number:

Applicant Name:
that have been in green on the checklist. Failure to include this
. : : critical information will cause the Portal to reject the submitted document. Comparing
31: ﬁg:}' :;SF?{Xf}X:ﬂgd(ﬁr)tgF:;: n;l:rg K:gz%‘;iﬁ;‘:g’e.b e Sibmitied BEany time duting the checklist to the ordered file name list, you will be able o quickly determine what
. . documents may be missing from the All ion packages

be substantially deficient shall be returned to the applicant, closed in the Portal, and w1ll
need to be resubmitted once complete. Note that a copy of the completed checklist is one
of the documents required in the checklist and is an important part of ensuring your
submission is complete.

1. Closing in conjunction with a change of participant transaction (i.e., Change of Ownership
and/or Change of Operator); or

2. Closing without an FHA transaction (i.e., request to approve a new AR loan, modification'
of an existing AR loan, adding a project to the AR Line of Credit, etc.).

SAMPLE CHECKLIST
Requests for approval of AR financing must be submitted by the Lender. Upon receipt, the T i
request will be reviewed by the assigned Account Executive (AE). =::mxmm B
SUBMISSION REQUIREMENTS: S L =
o This form should only be used for both the approval of Accounts Receivable (AR) e y——
Financing. &

Lender shall transmit the checklist documents via the HUD Healthcare Portal (link here),
and one (1) additional hard copy of the documents to the designated HUD attorney. In the
Portal, select Asset Management > Project Reqnest Form. Fill out the information and from
the Project Action Request Type, select the type of being

o If a section of the checklist is determined to be not applicable, applicant shall describe in
! Modification of an existing AR loan may have special document submission requirements. Therefore, please sufficient detail the justification for such omission and cross-reference to the applicable

submit of proposed to your assigned Account Executive (AE) prior to section(s) of this checklist.
application submission. AE will provide Lender with submission requirements.

Once the upload has finished, you will be automatically directed back to the Project Action Request
Form and the files you uploaded will appear in the Documentation Grid.
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File Naming Conventions and How to Change a File Name

All uploaded files must comply with HUD file naming conventions which are predefined by HUD. If
the uploaded file do not comply with these standards than a message will appear directing you to
correct the document name to comply with the naming conventions. This can be accomplished by
following these steps:

Step 1: Find the file that needs to be renamed by examining the Documentation Grid for files that
are highlighted in a light blue (this indicates that the file has an incorrect file name).

Step 2: Navigate the grid to find the column title “New File Name” and select the new file name
from the drop down list which consists of accepted file names provided by HUD.

Project Action Request Type *  [AR Financing FINAL ~
Drop down for file
? rename selection

File Name File Size(KB) File Uploaded Date Upload Files New File Name Delete Attachments

<

Page| 1 [of1 [t ] View 1 -2 of 2

- — .
& Pioase correct name for the rows. This states theat the file name

is not in HUD standerds

Once you have selected a new file name, you will be presented with a confirmation popup for
validation. Click “OK” to continue.

[

Date of Servicer's Submission * n
Cancel
[
Project Action Request Type* | AR Financing gl

Documentation Grid L
Name Role File Name File Size(KB) File Uploaded Date Upload Files New File Name Delete Attachments Action

Page 1 |of 1 0 View 1-30f 3

Please correct document name for the highlighted rows.
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You will also be presented with another popup to indicate the name has been successfully changed

(see below).

Once the file name has been changed to comply with HUD standards the file will appear without the

blue highlights and you are good to go!

Documentation Grid L
Folder View Name Role File Name File Size(KB) File Uploaded Date Upload Files N
AssetManagement ‘
" o I 90203-b_Organizational o
90203-b_Organizational Chart.PDF James Shoup LAM e 397 01/31/2020
90208-a_Draft Subordination Agreement.pdf ‘ James Shoup LAM Ateentan £ ot 812 01/31/2020
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Deleting a File

Step 1: Find the file you would like to remove within the Documentation Grid and navigate to the
“Delete Attachments” column within the grid. Click the checkbox.

Documentation Grid
Name Role File Name File Size(KB) File Uploaded Date Upload Files New File Name Delete Attachments Actic

90203-b_Or

mes Shoup LAM ganizational 397 01/31/2020 [ File Upl
mes Shoup LAM 812 01/31/2020 E File Upl

page| 1 of 1 10 v View 1-30f3

The item you selected for deletion will be highlighted in yellow.

Step 2: Click the red “Attachment” button with the trashcan located above the Documentation Grid.

Delete Attachements

Are you Sure you want to Delete the selected Attachments?

You will be presented a confirmation popup, Click “Yes” to delete the file.
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Submitting the Form

Once you have uploaded all the appropriate files for a Project Action Request (determined by the

approved checklists), you will need to submit the request for HUD’s approval. To do this simply

follow these steps:

Step 1: Add any comments to the comment box that need to be conveyed to HUD and acknowledge

the form by clicking on the checkbox next the acknowledgment statement.

Folder View Name

AssetManagement

90221-a _HUD-92323-ORCF, Executed Operator

Security Agreement PDF Deborah Martin

Lender Comments Comments

1 acknowledge that | received the request for processing, and that | have reviewed it for completeness, accuracy and eligibility, in according to the Healthcare Mortgage Insurance
Program Handbook No. 42321. *

Role File Name File Size(KB) File Uploaded Date | Upload Files t

Upload

90221-a _HUD-92323-ORCFE.
LAM Executed Operator Security 3122
Agreement.PDFE

01/17/2020

Page| 1 |of] 10 View 1 -2af2

| Save I | Save and Check-in l

Step 2: Select and click on one of the 3 options to submit or save your request form. The 3 buttons

are explained below:

e Submit: If you are sure that all uploads are complete and the form is ready to submit. This
option is final and you will not be able to upload any further documentation unless prompted
to by HUD via a Request Additional Information or Documentation (RAI).

e Save: If you want to submit the form at a later date and need to upload further documents
at a later date. This option will allow you to save your progress and return to the form where

you left off. The form will be available via your “My Group Tasks” page. Only the individual

who created the request will be able to upload documents when using this option. (see

below)

10
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Version 3.0.0.0
out

32 Healthcare Portal

Weicom oup
Lender Account Manager

Management Group Tasks

FHA Number

Search Filters: Search

=)

FHA% - Project Action Name status  Role in Use Date & Time created Submitted Date  Unlock
AR Financing Draft | LenderAccountManager | James Shoup | 1/31/2020 2:17:46 PM Unlock
Change in Collateral FINAL Dran 112812020 7:20:27 AM
- AR Financing-EINAL Draft | LenderAccountManager | Amy Michel 12/3012019 2:01:06 AM ‘uniock
Telecommunications Tower Lease approval Dran 11272020 10:07:26 AM
_Ghange in Gollateral FINAL Dran James Shoup | 1/27/2020 3:45:09 AM Uniock
_AR Finanding oran James Shoup | 1/27/2020 3:41:48 AM Uniock
AR Financing-FINAL Drant James Shoup | 1/27/2020 5:52:32 AM Unlock
_AR Financing Dran James Shoup | 1/27/2020 3:26:39 AM Unlack
AR Einancing oran James Shoup | 1/27/2020 3:19:41 A uniock
HOP-Ghange of Ownership Draft  LenderAccountManager  James Shoup  1/27/2020 3:00:40 AM Unlock

12345 Next> Last>

e Save and Check-in: This is the same as above but will allow others within your organization
to upload documents to the request form.

The Project Action Request has been completed after clicking the “Submit” button.

HUD will complete the review and informs the lender if additional information or files are needed.
So, keep tracking your request status in “My Asset Management tasks” tab under Tasks menu.

I - HUD Hesithcare Portal x [ = X

—
ions.net/Task/MyTask = Pased) §
@ psisolutions.net/Task/MyTasks aQ %« o ( =d ) §

|

T o

< | Il > Version 3.0.0.0
s I 5 Log out
5 | ﬁ"l 5 2 Healthcare Portal Weicome James Shoup

e veves Lender Account Manager

Production ~  Administration ~ Contact Us ~

Home ~ Group Tasks » _ Financial Analysis v Asset Management ~ Help Desk ~

Home > Tasks > My Asset Management Tasks

FHA Number -
Search Filters: Search ‘ | Reset

Name Action Status Last Updated Time  Assigned By Assigned To Current

Notes.

Summit Carteret House AR Financing " 1/31/2020 2:34:16 PM | com Pascale X.Pi go' Greg Test

Heritage Virginia3-Green at Hanover | CHOP-Operator Change - (RAI) n 1/31/2020 1:54:37 AM _ jshoup@lancasterpollard.com Freddie.R.Soto@hud.gov test

Heritage Virginia3-Green at Hanover | CHOP-Operator Change - (RIS) » 1/31/2020 1:52:36 AM | Freddie.R.Soto@hud.go com

Heritage Virginia3-Green at Hanover | CHOP-Operator Change n 1/31/2020 1:50:25 AM ¢ com Freddie.R. .go\ Test

Heritage Virginia3-Green at Hanover | CHOP-Operator Change-FINAL - (RIS) » 1/29/2020 2:28:38 AM | Freddie.R.Soto@hud.g¢ com

Heritage Virginia3-Green at Hanover | CHOP-Operator Change-FINAL - (RAI) » 1/29/2020 2:27:27 AM | Freddie.R. gov. com

Heritage Virginia3-Green at Hanover | CHOP-Operator Change-FINAL n 1/29/2020 2:25:59 AM | jshoup@lancasterpollard.com  Freddie.R.Soto@hud.gov test

MISSION HILLS HEALTH CARE CTh Change in Collateral-FINAL - (RAI) | ] 1/29/2020 2:05:31 AM  Kia.J. gov com

Granite- Gracy Woods Nursing Cente CHOP-Change of Ownership n 1/29/2020 1:47:28 AM | com | John.A. go test

MISSION HILLS HEALTH CARE CTh Surplus Cash/Residual Receipt Note 1 1/28/2020 6:37:31 AM  j com Kia.J. go\ test

NOTE: If HUD member requests for new file then there will be a task added to your asset
management tasks with an extension (RAI) to the existing task name.

If HUD member raised a request for additional information then there will be a task add to your
asset management tasks with an extension (RAI) to the existing task name.

11
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Requests for Additional Information (RAIs)

At times, HUD will request additional information about a particular file associated to a Project
Action Request and it will need to be addressed within the Portal before the request can be
processed completely. In order to accomplish this, follow these steps:

Step 1: Open up your “My Asset Management Tasks” grid by clicking the “My Asset Management
Tasks” from the Task tab on the Quick Navigation toolbar located at the top of the screen when you
log into the Portal.

| - HUD Healthcare Portal " + L X
€ 5 C @ pskolutionsnet/Task/MyTasks a % o0 ( >
A 0 Version 3.0.0.0
& | 2 f
- [l 232 Healthcare Portal i
5| ”]“ 5 £ Welcome James Shoup
5 Lender Account Manager
woeres |
Home Tasks(23) v Group Tasks ~ Financial Analysis ~ Asset Management ~ Production ~ Administration ~ Help Desk ~ Contact Us +

Home > Tasks > My Asset Management Tasks

FHA Number -
Search Filters: Search Reset ‘
Name Action Status Last Updated Time  Assigned By Assigned To Current
Notes

[ Summit Carteret House ( ) ] AR Financing - (RAl) > 1/31/2020 3:22:27 PM | pascale.x. go j com
Summit Carteret House AR Financing n 1/31/2020 2:34:16 PM | com Pascale.X.Pi .gov Greg Test ;
Heritage Virginia3-Green at Hanover CHOP-Operator Change - (RAI) ™ 1/31/2020 1:54:37 AM | jshoup@lancasterpollard.com | Freddie.R Soto@hud.gov. test
Heritage Virginia3-Green at Hanover CHOP-Operator Change - (RIS) > 1/31/2020 1:52:36 AM  Freddie.R.Soto@hud.gov  jshoup@lancasterpollard.com
Heritage Virginia3-Green at Hanover CHOP-Operator Change n 1/31/2020 1:50:25 AM | jshoup@lancasterpollard.com | Freddie.R.Soto@hud.gov Test
Heritage Virginia3-Green at Hanover CHOP-Operator Change-FINAL - (RIS) » 1/29/2020 2:28:38 AM  Freddie.R Soto@hud.gov  jshoup@lancasterpollard.com
Heritage Virginia3-Green at Hanover CHOP-Operator Change-FINAL - (RAl) » 1/29/2020 2:27:27 AM | Freddie.R.Soto@hud.g i com
Heritage Virginia3-Green at Hanover CHOP-Operator Change-FINAL n 1/29/2020 2:25:59 AM  jshoup@lancasterpollard.com Freddie.R.Soto@hud.gov test
MISSION HILLS HEALTH CARE CTN Change in Collateral-FINAL - (RAI) | ] 1/29/2020 2:05:31 AM | Kia.J. gov J com
Granite- Gracy Woods Nursing Center CHOP-Change of Ownership n 1/29/2020 1:47:28 AM ¢ com John.A. go\ test

You will see a list of all the tasks assigned to you as a LAM or BAM. As you can see the RAl is listed at
the top. Click the text in the Name column to open the RAI request.

12
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1 - HUD Heatihare Pora X+

Version 20.00

Logout

Home > Tasks > My Asset Managemen Tasks > Task Detail

EHA Number
Project Number
Property Name

Street Address.

2

sate
Zipcode

Is the property address listed correctly?
Requester's Name.
Date of Servicer's Submission

Project Action Request Type.

Role Comme File His

Adion | Name
Lendera
File Approved (
i James Shoup |ccount
Approved ) Py
File RAL(RAL)  James Shoup
OPASubmit James shoup.

Lender Comments :

Step 2: To see what the AE is requesting, click the icon in the “Comment” column. This will bring up

the Comments History.

Project Action Request Form

Summit Cartret House.

Property Address:
3020 Market Street
Newport
Ne
28570

Yos No

James Shoup
017312020 233 PM

AR Financing

Expacted File Nan Atiached Fila Fila i, Remove Atiachme Upload/Modify £v

facite:

facltiesincluded || facllles |
R financing. | fngncing
line.PDF s

20213

a_Cuarantees and m‘"ﬁ“

Equity Pledges pdf  JUAEOUE.

i - w =

Faoe[ 1 Jor ik

Welcome James Soup
Lender Account Manager

DocTypestist

View1 3013

.

11 - HUD Healthcare Portal x o+
c>c & PAF " Model
Is the property address listed correctly? Yes No .
Requester's Name James Shoup
Date of Serviger's A:miz=i= __ n4inimnnn n.nn s
Comments ory
Project Action |
User Name comment uploadDate
. . . ion | 01/31/2020
PASCALEPIERRE | Please provide additional information | ” (/2701
Action Name Role ¢ Page 1 |of1 dify Ev DocTypesList
< LenderA
F": A"rg\’,‘;‘(’f;’ ¢ James Shoup  ccountM
7 anager
LenderA
File RAI (RAI) James Shoup  ccountM
anager
OPA Submit James Shoup LAM :
—

Lende/

1 acknowledge that | received the request for processing, and that | have reviewed it for completeness, accuracy and eligibility, in

" Program Handbook No. 42321.

View1-3of 3

to the Mortgage I

x

13
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If the request can be fulfilled by providing additional comments, this can be accomplished by adding
your comments to the Lenders Comment box below the Grid.

1 - HUD Healthcare Portal x 4+ = = x
<« c a PAForm/Get D Model a % o H
Kequesters Name  James Snoup =
Date of Servicer's Submission 01/31/2020 2:33 PM
Project Action Request Type AR Financing
Action Name " Role Comme File His Expected File Nan Attached File File Si Remove Attachme Upload/Modify Ev’ DocTypesList

90204-a_All

90204-a_All
File Approved (- 06 Shoup ki faciliies included |, % 15 pp 307
Approved ) on AR financing included on AR
2nager line.PDF Ihariciy
: line.PDF
LenderA 90213- 20213
File RAI(RAI)  James Shoup  ccountM a_Guarantees and | 2-Cuarantces anees || B2
uaranteess i
anager Equity Pledges.pdf Pledges.pdf
; Greg
OPA Submit James Shoup tam | Lreg null NA NA
Page 1 | of1 0w View 1-30f 3
Lender Comments :

Additional Information provided. Thanks

1 acknowledge that | received the request for processing, and that | have reviewed it for completeness, accuracy and eligibility, in according to the Healthcare Mortgage Insurance
Program Handbook No. 42321.

Submit

Return to My Tasks

If a new document needs to be uploaded to fulfil the request, then click the “Upload” button and
upload a new file as requested. The new file will be added to the grid once upload has successfully

completed.

16 -HUD HeathcarePoral X | - 8 x
€ c @ & 3 2 Q@ % 0B (G )t
Requester's Name  James Shoup
Date of Servicer's Submission  01/31/2020 7:33 PM
Project Action Request Type AR Financing
Action Name  Role Comme File His Expected File Nan Attached File File Sii Remove Attachme Upload/Modify Ev DocTypesList
90208-2_Draft
LenderA 90208-a_Draft
File Upload (New .00 shoup — ccountM Subordination 1871 x
anager Agreement.PDF
04-a_All
LenderA sy
File Approved ( facilities included
Approved ) leiries shioiipy |[Ecofint on AR financing o8

= line.PDF

LenderA 90213-

File RAI ( RAI) James shoup  ccountm ) a_Guarantees and 812
anager Equity Pledges.pdf
- Greg
OPA Submit James Shoup Lam | g null NA
of 1 0 View 1 -4 of 4

Lender Comments :

Page 1

I acknowledge that | received the request for processing, and that | have reviewed it for completeness, accuracy and eligibility, in according to the Healthcare Mortgage Insurance
Program Handbook No. 42321.

14
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Step 3: Once you have fulfilled the request by adding a comment or uploading a new file (or both),
click the acknowledgment statement and then the “Submit” button at the bottom of the page. This
will complete the RAI and bring you back to the Task list.

|- - HUD Heaithcare Portal »® + X
€ 5 C @ psbolutionsnet/Task/MyTasks a % o G o)

T o

e Version 3.0.0.0
s * III'.I .‘% - 2 Health Portal Log out
& il 5 e P
Koo, ;. ol Lender Account Manager

Tasks

Home ~ Group Tasks ~ _ Financial Analysis v AssetManagement v Production ~ _ Administration + _ HelpDesk Contact Us ~

Home > Tasks > My Asset Management Tasks

FHA Number
Search Filters: Search ‘ Reset ‘
Name Action Status Last Updated Time  Assigned By Assigned To Current t
Summit Carteret House AR Financing - (RAI) [ 28/2020 9:29:49AM | jshoup@lancasterpollard.com | Pascale.X.Pieme@hud.gov | Additionz

Heritage Virginia3-Green at Hanove HOP-Management Agent Change - (RAI) 2/2020 6:59:04 AM  Freddie.R.Soto@hud.gov jshoup@lancasterpollard.com

Heritage Virginia3-Green at Hanover CHOP-Management Agent Change " 2/2/2020 6:37:46 AM | jshoup@lancasterpollard.com  Freddie.R Soto@hud.gov | test
Zandex-Cedar Hill Change in Collateral n 1/31/2020 7:35:42 PM com  Timothy.L.D: 9o
Summit Carteret House AR Financing n 1/31/2020 2:34:16 PM | jshoup@lancasterpollard.com | Pascale.X.Piere@hud.gov | GregTes
Heritage Virginia3-Green at Hanover ( CHOP-Operator Change - (RAI) = 1/31/2020 1:54:37 AM com FreddieR 9o test
Heritage Virginia3-Green at Hanover ( CHOP-Operator Change - (RIS) > 1/31/2020 1:52:36 AM | Freddie.R Soto@hud.gov  jshoup@lancasterpollard.com
Heritage Virginia3-Green at Hanover ( CHOP-Operator Change n 1/31/2020 1:50:25 AM | jshoup@lancasterpollard.com Freddie.R Soto@hud.gov ~ Test
Heritage Virginia3-Green at Hanover ( CHOP-Operator Change-FINAL - (RIS) 1/20/2020 2:28:38 AM | Freddie.R.Soto@hud.gov  jshoup@lancasterpollard.com
Heritage Virginia3-Green at Hanover ( CHOP-Operator Change-FINAL - (RA)) b 1/20/2020 2:27:27 AM | Freddie.R Soto@hud.gov  jshoup@lancasterpollard.com
——————ini—i—

Note: The Status of the RAl transaction will have a Stop “®” jcon to indicate the process has been
completed.

Note: The process will be the same if the AE request a new file to be uploaded or if they request
additional information.
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Lender Project Action Management Report (Lender PAM)

The Lender PAM report is a master list of all the project action request that have taken place within
the system by a particular lender. As you might imagine, this is a massive report that contains a lot of
data. All project action request can be accessed via this report and the report can be sorted and
filtered by many data points.

The report is accessible by navigating to the “Asset Management” tab on the quick navigation
toolbar located at the top of the screen and selecting “Lender PAM report”.

Group Tasks ~__ Financial Analysis ~ _Asset Management

Home > Asset Project Acti Report

Report Name: Project Action Management Report
Lender Name: LANCASTER POLLARD MORTGAGE COMPANY LLC
Lender User Name: James Shoup

Role List: Select Role ~

Al selected (2)~

Project Action; All selected (57) +

From Date; To Date:
[searen |

=)
Project  Project Project Is
Action i i

Action  Proje
Manager CUmROtAE ErcjectAction Name. submit  Completion DaysTo Actio

Date Date Complete Open

FHA L erty Name HUD Project
Number petty

£] P —— ARTHURLSTEN | mtetperaig Dotot (00) | 12232013 v 75
Bl B i A s | et e
O T P PP S——— P 7 e

Heritage Virginia3-Green at Hanover FREDDIERSOTO  Parlial Release of Collateral (Beds) 1224/2019 NA 41 Yes

Filtering options are available by selecting an option in the area circled in green within the
screenshot above. Simply select one or more of the items from any of the drop down menus and
click the “Search” button to initiate a search based on the criteria entered.

Note: If you would like to see all the transactions for your organization within the PAM, you will need
to click the “Role List” and check the “Select All” checkbox, then click the “Search” button. If this is
not selected, you will only see transactions that you have submitted.

To access any of the Project Action Request forms, simply click the “Form” icon in the grid (circled in
red) and this will open up the Project Action Request Form.
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Help Desk

Should you run into any issue while leveraging the Portal, please submit a help desk ticket via the
Help Desk within the Portal. This can be accomplished by following these steps:

1. Once you have successfully logged into the site, find the quick navigation toolbar located at the
top portion of the screen. There will be an option titled ‘Help Desk’ which will expand to a drop
down list when you hover your mouse over it.

232 Healthcare Portal

Production ~ Adminisfraion ~ | HelpDesk~  ConfactUs -

Create Ticket

Home ~ Tasks ~  GroupTasks ~  Financial Analysis ~ Asset Management ~

Home > Landing View Tickels
Office of Desidential Care Facilities View MyHofications
Healthcare Mcrisace Insurance Presram Handbook (4232.1) HelpDesk Reporis

Contact an Emplovee

2. Select ‘Create Ticket’ from the drop down menu.

3. Thisis where you will complete your Help Desk ticket. Fill in the form with all pertinent
information. Any field marked with a red asterisk is mandatory.

a. Please provide the Help Desk with as much information as possible including a detailed
description of the issues you are facing and detail instructions on how to recreate the
issue. This information will be used by the team to ultimately solve your issue so it is
imperative.

b. To attach a screenshot or another file to the ticket, click the ‘Attach File’ button located
in the File Attachment section of the form. This will open an interface that will allow you
to select a file from your PC to attach. Select the file or files you would like to attach and
once they have been successfully uploaded they will appear within the interface.
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FHA Number
Project Number
Property Name
Category Type*  [Select Category Type v Title *
Sub Category Type® Created On  g/5/2019 10:33:13 AM
On Action Type*  [Select Action Type ~|

Actions and Comments Log!

Issue Description ™ piogge provide comments regarding the issue that you encountered or the

question you may have (max 500 chars)

Recreation Steps * Please provide the steps that you encountered prior to receiving the issue

submit your comments o help desk!! (max 100 ch
(max 500 chars)

File Attachments Attach File

Attach File
Aitach File

Attach File

Attach File
Attach File

Note: * indicates mandatory fields

4. Once all fields have been completed and attachments have been uploaded, click the ‘Submit’
button located at the bottom of the page.

Note: If the FHA number does not populate in the field, you can simply type the FHA number into the
“Issue Description” or “Recreation Steps” field and submit the ticket.

Please refer to the Help Desk manual for further instructions on how to leverage the help desk.
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