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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 and 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 based on
contracts and task orders.

Objectives

The purpose of PASS Scheduling is to provide REAC staff and inspection contractors -- Master
Schedulers and Inspectors -- with a tool to manage physical inspection scheduling details.

Throughout this guide, information pertaining only to Master Schedulers is marked with this

symbol:
Master
Scheduler

Master Schedulers have access to property and scheduling information within their own
organizations. Master Schedulers can:

» access information on all scheduled and unscheduled inspections within their
contracts;

e search for inspection schedules, based on specified criteria (e.g., city, date, etc.);

* modify property information;

e assign properties to be inspected to authorized inspectors within or outside of their
organization;

e view and revise scheduling changes within their organization;

» send revised inspection schedule information captured on their systems directly to
REAC's database using the Bulk Upload Process.

Information for Inspectors who are not Master Schedulers is marked with this symbol:

ANSpecTor
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Authorized Inspectors can only access property and scheduling information for those properties
to which they are assigned. Inspectors can:

» search for inspection scheduling information based on specified criteria (e.g., city);

* modify property information;

* view changes in scheduled inspections assigned to them;

* change the date and time of scheduled inspections to which they have been
assigned.

Scheduling is available to inspection contractors (on-site inspectors and the office staff
responsible for scheduling the inspection) and REAC personnel responsible for monitoring
scheduled physical inspections. Authorized users access Scheduling via the Internet.

September 21, 2001 PASS Release 4.0 2
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Accessing Scheduling

Security

PASS Scheduling is a secure, Web-based system containing sensitive public housing
information. A HUD-issued user ID is required for access. Authorized users only have access
to inspection scheduling information for properties within their contract and assignment.

Authorized users for PASS Scheduling include:

* Master Schedulers (HUD-contracted inspectors responsible for scheduling)
» Inspectors who conduct on-site physical inspections at HUD properties

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

To log in to PASS Scheduling:
1. Open the Internet browser (e.g., Netscape). The example shown is the Yahoo main screen.

B ahoal - Mtk cagia

Fieg Edi Wew o Commenicsioc  Help

- =3 4 L S 1 ol = w &
1 =5 Riaload Hosa Saaich Nascaie Priril Sacuriky
wf "Bookmencs A Lesstion fras | v yohioon coimy 2] @4 wWhat's Palakd
—©-0 YaHoO! 00—
Sy bew Chisk Cwragios  bsk
Yahono! Nadl I hirar cul Ho R EREH Racksinge

free emadl for life  RGTRERER A il Al The Dscars

| Saarch |z|.-:|'-':-u1|.'t'l.| search

Wahon! Pager - buddy lists, instant messaging, email nofification, stock alerts

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

[ [ Yew Do [omesicss Hep
i ¢« 3 X 2 A 3 oF @
M et [ Zaach Hexegs Fun Saoabs
S, O :l'f“‘i’l“m

The Real Estate Assessment Center (REAC) home page displays (next page).
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3. Click on the online systems link under the REAC heading on the left. The Online Systems
screen displays.

real estate

translate | search/index
assessment center

Hore = gbout HUD = Real Estate Aszessrnent Center

real estate real estate assessment center (reac)
assessment center
products vhat's hot!

customers
tools REAC Receives honors from the Federal C10 Council
online systems Excellence.Gov Award

b Effective October 30, 2000,
Secure Connection

tact Coordinators (AKA FASSUR
contact us Comparing HUD's Customer Survey Results o A gnd,u" o

REAC's Custorner Service and Satisfaction Survey out Coardinators] are granted
perforrns the recent Armerican Custorner Satisfaction access to physical inspection
hud news Index [ACSI) survey results, reporks wis the Internet. HUD

will comtinue to rmail reports

homes Just released! » ) until March 31, 2001, Read
Uniform Physical Condition Standards and Physical

about reac

more...
o Inspection Requirements for Certain HUD Housing:
communities Adrinistrative Process for Assessrment of Insured and P HUD extends dus date o
X X Aszzisted Properties Read more... request no cost Iead-ba_sed
working with hud paint evaluation for project

. . based Section 8 properties,
highlights Read more...
b The Business of Government Journal takes a look
tools inside REAC

webcasts k web Conversion Complete, Learn more about our
new Web format by selecting Web Features,

resources

mailing lists
federal clearinghouses b FYE 12/31 PHAs Receiving Development Level
Survey

contactus
b Letters izsued to OwnersfAgents and Public

Housing Agencies providing guidance on the
Income Discrepancy Resolution Guide, Read the
letters.

help

¥ CPAz can begin registering to obtain their Unique
IPA Identifier (UI1) Read more...

F  Statusz Reports for Tenant Incorme Verification
Ciscrepancy Resolution Read more...

Content updated January 12, 2001 o Back to Top

U. 5, Department of Housing and Urban Development Hormne | Privacy Statement
451 Fth Street 5w, Washington, DC 20410
Telephone: (2021 708-1112 TTv: (202) 708-1455

NOTE: The content of this page is updated on a regular basis. Therefore, its
appearance may vary.
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/’ 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.
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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.

If your ID has been de-certified (inspector has permanently lost inspection privileges), you will
see this screen and will not be able to access the Scheduling application.

Error

Uzer las been terminated.

B ter

Inspectat

September 21, 2001 PASS Release 4.0 6
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Inspector Status Definition
Activated
Certified inspectors that have inspection privileges.

De-activated
Inspector has not lost certification, but has temporary loss of
inspection privileges.

De-certified
Associated inspectors that have permanently lost their inspection
privileges.

If you are a Master Scheduler and your ID has been de-activated, you can still access the
Scheduling application and perform the functions of a Master Scheduler. However, you have
temporarily lost your privileges to conduct inspections.

If your ID has been de-activated (inspector has temporarily lost inspection privilege), you will
see the screen below. You should contact the Technical Assistance Center if you have any
guestions. (next page)

Physical Inspection Main Menn

Sorry, your siatus has been changed.
Plesse call the Technical Assistance Camtar gt 1-600. 245 4860 & you
have any quesstions.

September 21, 2001 PASS Release 4.0 7
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If your ID is active, a Legal Warning page displays.

Seenre Systems =

Legal Warning

Ibruse of Federal Informabion theough the HITD Secus
Comechon web sie full woder the prosmonm of bfe 18, Tiehed
Shates Code, Tachon 1030, Thus byer spechies pearahes For
exresding authonred arcess, alteratiorns, damage, of demucioa of
rivrmiation residkng on Federal Compubars

_Contre |

Back b

e Systems o
HIBmeh

Systems

= Physical Aezegznent Subayeten (PASS)

System Administration - Guide

# Paszword Change

September 21, 2001 PASS Release 4.0 8
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9. Click on the Physical Assessment Subsystem (PASS) link. The Physical Inspection Main
Menu screen displays.

Physical Inspection Main Menu
e
).

*I

||II||| « Scheduledview Inspections
+ |nspection Review

US. Drept. of Honsing

and Urban Development * Bulk Upload

Secure Systems
Menu

-Or -

Click on the Schedule/View Inspections link. One of three screens displays, as shown in the
following table: (next page)

U5, Dept, of Honsing
anvd Urbam Development

Physical Inspection Main Menu

Lnspector I
I
' I **

« Schedulefiew Inspections

*I

« |nspection Fewiemn

Secure Systems
Menu

September 21, 2001 PASS Release 4.0 9
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Master Scheduler / Inspector ‘

If you are the... Contractor Scheduling Screen

Displays

Master Scheduler or Inspector for a
Contractor, then the Contractor
Scheduling screen displays.

scheduling

Select the appropriate Contractor from the
Contractor drop-down list.

Note: Once the contractor is selected, Inspection Scheduling

select a contract and then a task
order from each drop-down menu.

| Contractor

Click on the Inspection Scheduling button,
to begin the scheduling process. | ﬂ

Inspection Scheduling |

If you are the ... Contractor/Servicing Mortgagee

Scheduling Screen Displays

Master Scheduler or Inspector for a
Contractor(s) and Servicing Mortgagee(s)
then the Contractor/Servicing
Mortgagee Inspection Scheduling
screen displays.

scheduling

Select a Contractor from the Contractor Inspection Scheduling
drop-down list, or a Servicing Mortgagee
from the Servicing Mortgagee drop-down Contractor Servicing Mortgagee
list. | = | =]
Note: Once the contractor is selected, _

select a contract and then a task inspection Scheduling |

order from each drop-down menu.

Click on the Inspection Scheduling button,
to begin the scheduling process.

September 21, 2001 PASS Release 4.0 10
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ACCESSING SCHEDULING

If you are the ...

Schedule Inspections Query

Screen displays

S hdhale Inspeeciions
Yioe vsia
i bkl e Ve Work Fags Frpme rrie Toai Hrpant
Ty
i ] L s J B R SR T —
frlorian | rieng
Fragarrs
Oy |
- | =]
|
e mam b e Mg
= (FIEy L=
i 0 [
el Laiurs Lan
[ (Mg [
Imaparian e |
Frapiin 15 |
u
e k] ol =
[ wsrer 5
Fgrrer | Buyw |
. . R

Master Scheduler or Inspector for one
Servicing Mortgagee organization, the
Schedule Inspections query screen displays.

(For more information, see the Servicing
Mortgagee Scheduling Quick Reference Guide
Version 1.0 for Master Schedulers)

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

September 21, 2001 PASS Release 4.0 11
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Inspection Scheduling

Scheduling Features
The Inspection Scheduling main screen is the first screen in Scheduling.

-______“\_ Master Schedulers see only the contract(s) for their organization displayed in the
Sche.duler Select a Contract field.

Inspectors see the contract(s) to which they have been assigned displayed in the
Select a Contract field.

For example:

Inspection Scheduling

Contractor

|Terra Properties, Inc. j

Inspection Scheduling |

Once you have selected a contractor, Please Select a Contract appears. Choose a contract
from the drop-down menu.

Inspection Scheduling

Contractor

]_Terra Properties, Inc:__j

Please Selact a Contract
Area 2-Terra Properties, Inc. (Contract Z-OPC-T8567) j

September 21, 2001 PASS Release 4.0 12
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INSPECTION SCHEDULING

Once you have selected a contract, Please Select a Task Order appears. Choose a task order

from the drop-down menu.

Inspection Scheduling

|  Contractor

IlTerra Properties, Inc. =
1

Please Select 2 Contract
Iﬂ.rea 2-Terra Froperties, Inc. (Contract Z-DF‘G-?E&E]’H

Flease Select a Task Order
|selectall Task Orders 7|

Inspeclion Scheduling | View Changes

The Inspection Scheduling main screen contains two buttons.

The | inspection Scheduing

Thel Wierw Changes

| button takes you to the Schedule Inspections query screen.

| button takes you to the Schedule Changes screen. This screen shows

all changes made to the inspection schedule within a specified timeframe.

Master
Scheduler

Inspector

Master Schedulers can view schedule changes and modify inspection schedules
within their organizations.

Inspectors can view schedule changes to their inspection assignments and modify
their own assignments.

Property Information screens contain background information on the property and owner. All
fields on Property Information screens can be edited to maintain the most current information
in the database. Property Information screens are accessed through the Inspections

Schedule Report and Schedule Changes screens.

September 21, 2001
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7 Master The PASS Bulk File Upload Module screen allows you to send updated
Sche.dulel' scheduling, property and participant information from your computer to REAC.

Saving Updates

Users can modify their inspection schedules and property information (e.g., address, phone

number, owner, etc.). Click on the button at the bottom of each screen to save
changes in the database. To maintain accurate data in the Scheduling database, it is important
to save all changes.

Once you have clicked on the button, a screen displays confirmation that the data
has been changed:

Inspection Scheduling Results

1 rows have been successfully changed.

Back to Inspections Schedule Report

Back to Search Page

Physical Inspection Main Menu

Click on the Back to Inspections Schedule Report link to return to the Inspections Schedule
Report.

Click on the Back to Search Page link to return to the Schedule Inspections query screen.

Click on the Physical Inspection Main Menu link to return to the Physical Inspection Main
Menu.

September 21, 2001 PASS Release 4.0 14
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Schedule Inspections Query Screen

The Schedule Inspections query screen allows users to search for specific inspection
assignments. Users can request to update inspection schedules, view inspection reports or
create text reports from this screen. Searches can be narrowed in scope by entering Selection
Criteria such as: City, State, Zip Code, Inspection Schedule Date Range, Inspector ID, Ideal
Future Date, Inspection Number(s), Property ID(s), and Uninspectable Code.

Schedule Inspections
Funetion
 Sehedube Inspeetion 7 View Web Page Bepart  © Create Texi Hepard
View
= View All Inspections © View Unscheduled Inspections  © View Scheduled Inspeciions
Selection Criteria
Praogeiy:
city: |
Y |
Thp Code: [

Inspection Schedule Date Range:

Begm Ii L & g Ii L
Inspeciar 11: I_ Sedar] InEpscior
Meal Future Dase :

Eegm Ii L8 & g Iil'..i.lﬁ
Tnspre tinm Muwmber= From | To: |
Prueriy 1D From | Tec|
Umimspeciable Cade : InEpeciablas=

Raported UninspectanlaiRL) ﬂ

Supmit | Resat |

M

Master The Schedule Inspections screen allows Master Schedulers to select and access
Scheduler / screens where they:

e assign inspections to inspectors
e revise inspection assignments

e view inspection reports

* create text reports

Inspector | The Schedule Inspections screen allows Inspectors to select and access screens
where they:

» revise their inspection schedules
* view inspection reports

September 21, 2001 PASS Release 4.0 15
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scheduling

Inspection Scheduling

| Contractor

[ =

Inspection Scheduling |

Click here to go to the ‘Inactive Inspector List’

Schedule Inspections Query Screen

Feature Description

When this link is clicked, the Inactive Inspector List
Click here to go to the ‘Inactive Inspector List’ d'SpIa_yS' Th's_ list displays gll 'r_]SpeCtorS that are
associated with your organization who are now de-
activated or decertified with pending inspections.
This screen allows you to unschedule those
inspections assigned to inactive inspectors.

Once all of the inspections scheduled to inactive
inspectors have been unscheduled, the message
and link no longer appear on the Schedule
Inspection screen.

Click in the checkbox under Unschedule, then click
on the Submit button to unschedule the inspection.

Inactre Inepecior List o1 ﬁ
iim Ly i I

iperadis rapaie  Bsa s il PEs e o e ]

r BEEE O e OD0DT wipg BN RS R0
Subrrd S |

& Schedule Inspection _Thls fur_lctlon allows users to schedule or reschedule
inspections.
& View Web Page Report This function allows users to view Inspections

Schedule Reports for scheduled inspections,

September 21, 2001 PASS Release 4.0 16
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Schedule Inspections Query Screen

Feature Description

unscheduled inspections, or both scheduled and
unscheduled inspections.

This function allows users to download and update
large volumes of data (inspection schedule,
inspection property and inspection participant
information) using Microsoft Word.

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

& Create Text Report

. ; This view option allows users to view both
# View All Inspections scheduled and unscheduled inspections.
& View Unscheduled This view option allows users to view unscheduled
Inspections inspections.
& View Scheduled This view option allows users to view scheduled
Inspections inspections.
Select Inspectar The Select Inspector link prompts a pop-up window

that displays all REAC-certified inspectors.

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

Note: For Inspectors this field is automatically
updated with their Inspector ID number.

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

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

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

To access the Schedule Inspections query screen:

September 21, 2001 PASS Release 4.0 17
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1. Choose a contract from the drop-down list in the Inspection Scheduling
Select a Contract field on the Inspection
Scheduling main screen. |  Contractor

IITerra Properties, Inc. j
1

Please Select a Contract
Iﬂdea 2-Terra Proparties, Inc. {Contract Z-DF’G-?E&E]"M

September 21, 2001 PASS Release 4.0 18
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INSPECTION SCHEDULING

2. Choose a task order from the Please Select a

Task Order drop-down menu.

3. Click on thel Inspection Schaduling

4. The Schedule Inspections query
screen displays. The Schedule
Inspections query screen allows users
to narrow their search by specifying
additional criteria. Use the scroll bar to
view the entire screen.

I button.

Inspection Scheduling

|  Contractor

:ITerra Properties, Inc. j

Please Select a Contract
Iﬂdea 2-Terra Properties, Inc. (Contract Z-OF’G-?E&ETH

Please Select 2 Task Order
|select ALl Task Orders 7|

Inspection Schaduling | View Changes

Schedule Inspections

Funetion
¥ Sehedibe Insptetion 7 View Weh Page Repart 7 Creaie Text Repari
View
" View Unscheduled Inspections  © View Scheduled Inspectinns

Selection Criteria

= View All Inspections

Progerty:

city: |

s [

Tip Code: [

Inspection Schedule Date Range:

Eegm liugﬁnd |7 L& <
Inspeciar [D: [ Beedinepacir
Meal Future Dade

Eegm Iiugliml Ii L4 &
Tnspretion Mumbers From | To: |
Progerty [D: From [ Te: |
Umimspertable Cade : Inzgpeclabley

Faported Uninspectahlia(RL) ﬂ

Resat |

i

Supmit |

Phareic

September 21, 2001
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Query Fields

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

All the query fields in the Selection Criteria section are optional. To execute a search, users can
enter data in all fields, enter data in some fields, or leave all fields blank. The more information
provided in the query search, the fewer unnecessary results. For example, if you have 100
inspections that need to be scheduled, and you do not enter information about your inspections,
the Inspections Schedule Report displays all 100 inspections. If you only want to see your
inspections in the state of Virginia, select Virginia in the State field and the Inspections
Schedule Report displays only those inspections in Virginia.

 The Function section lets users click on a radio button to decide what to do with the
inspection information. There are three options:

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

- View Web Screen Report allows users to view or print the Inspections Schedule
Report.

— Create Text Report allows users to download inspection schedule, inspection
property, inspection participant and participant role reference information.
* The View section allows users to search for scheduled, unscheduled, or all inspections
(scheduled and unscheduled) by clicking on the appropriate radio button.

» The City field allows users to search for inspections by a particular city.

* The State field allows users to search for inspections by states and territories using the

drop-down list. : -
i

o
|l lnspaction T|r '.': -

Al |nl|:.-|lrh.r|l.: |:'.. K - - [
-:'."" an
o ket

¥ ebaciasiy

City: [Mastara B

=—— 'ﬁ

Zip Code:
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» The Zip Code field allows users to search for inspections by postal zip code.

» The Inspection Schedule Date Range allows users to search for inspection schedules
within a range of dates, selecting the Begin and End dates of the time frame, and by clicking

on the calendar icon.

To use the calendar box:

1. Click on the calendar

current month in the calendar box. The current

date is highlighted.

2. Select a date by:

e Click on a date (e.g., 20) to select a date in

the current month.

» To move backward or forward by year, click

icon to view the

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

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

month.

alendar - Netscape

* You 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.

Next click on a specific date within the month.

The calendar box closes once a date has been 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.
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» The Inspector ID field allows users to search for inspections by Inspector ID number. Enter
the ID (“M” number) in the blank Inspector ID field, or leave this field blank.

P _ Click on the Select Inspector link to view a list of all inspectors on the
(’ #aster % Inspector List. Click on an underlined Inspector ID link to select an Inspector
x&hﬁd‘-‘"_’f_{ ID. The Schedule Inspections screen redisplays after an Inspector ID is

selected from the Inspector List screen.

NOTE: Only active inspectors (inspectors that are not de-activated or de-
certified) can be assigned to an inspection.

. Inspector List - Netscape

Inspector List Sart By: | Inspector 14 =]

Frew I Wiew: 1 - 25 of 249 Mext | felect Mo, of Records to Show: 135 "i Fage Mo: I 1 'i

Inspector Id Inspector Mame Home State Harme City

M34567 JOE KOKD AK MERRYWEATHER

MA45556 MARY SMITH AL BOATON

M55667 PETER PIPER MO AFTON

ME4556 AL MCCALL KY BORNEQ
Inspector § The system automatically displays your ID in the Inspector ID field.

» The Ideal Future Date allows users to search for inspection schedules with the ideal future
inspection date, selecting the Begin and End dates of the time frame by clicking on the
132

calendar icon.

* The Inspection Number field allows users to search a specific inspection or a range of
inspections by entering the inspection number(s).

NOTE: If an Inspection Number is entered only in the From field, the query results will
list all inspection nhumbers equal to or greater than that Inspection Number.

If an Inspection Number is entered only in the To field, the query results will list
all Inspection Numbers equal to or less than that Inspection Number.

To generate a search for one inspection number, enter the same inspection
number in both the From and To fields.
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» The Property ID field allows users to search for inspections by a specific property ID or a
range of property IDs.

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

If a Property ID is entered only in the To field, the query results will list all
Property Ids equal to or less than that Property ID.

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

* The Uninspectable Code field allows users to search for inspections by an Uninspectable
Status selected from the drop-down menu.

IN Property is inspectable (default)
RU Property is being reported as uninspectable (inspection cannot 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).
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Inspections Schedule Report

The Inspections Schedule Report contains basic information on scheduled, unscheduled, or

both scheduled and unscheduled inspections based on specified criteria. To ensure data

integrity, any modifications to the inspection schedule or property information should be made

before downloading the inspection.

( ﬂ:ﬂw) Master Schedulers can schedule inspections to any Inspector.

Inspectors can modify the date and time of their inspections and can view
information about the properties.

Inspections Schedule Report
3 Bi=cordiz) Found
Scheduled [npevaoms
To Schaduls an Inmpevaca, enier the Inmpecier's ITY, Inspeciion Dabe and the Lo ol Time
(o) [FPRSSPRPR ) PSPPSRI e [P o T
Ll il
F'r:'IH:r :l-'rﬂ:r Clny Binis Insp. Insp. Loeal Thrs Inspector Centract Task — Cersified Lether Recaip [ nimsp
AT Mo Dle 1] Mo Ordar Dhate Hurmbesr [ nds
i g :l’l‘:f" BoaToH  al akw eiww [1zooPw m] R zorcwant o F F= = F H§
P rond fi"l_':" MEFEYTON AL WIS [Fecimm 100 AM 5] [Seme | zorcaanT & —m o s |
Z18gE _:_“EE" CAROUEEL AL 15160 [t e ||,:_' W0 A -| [ ZOPEMaed & —r—r—rr s
Upcsts | Rezei |
Back in Search Pape
mz' ll.]nlEr-rIirrr. Mlaan Milenn
NOTE: Use the scroll bar if necessary to view all the columns and rows.
Once the Schedule Inspections query screen is updated and submitted, the Inspections
Schedule Report displays.
24
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Inspections Schedule Report

Feature

Description

Frev | wigw: 1-25of 30 Hest

These buttons allow users to view information on the
previous screen or next screen. In this example, there are
25 records on the current screen. To display the 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.

Select No. of Records to Show: I25 hd I

Sets the number of records displayed at one time. The
system displays 25 records at a time unless users change
this setting. Records display in increments of 25, 50, 75,
100, 200, or 250 on a screen.

Fage Nn:u:l1 "I

The list of scheduled or unscheduled inspections can be
listed on more than one page. To view another page, select
a different page number from the drop-down list.

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

Search Page

Returns users to the Schedule Inspections query screen.

Property ID Links in the Property ID column allow users to view or
update the Property Information screen for a particular
property.

. Enter the date of the inspection using this format:
£p.
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) by clicking on the drop-down arrow.
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Inspections Schedule Report

Feature

Description

Inspector
n

Enter the ID number of the inspector scheduled to conduct
the inspection in this field.

Certified Letter Receipt
Number

Enter the Receipt Number of the certified letter sent to
property owners notifying them of the property inspection
date.

Uninsp. Code

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

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

IN — Property is inspectable (default)
RU — Property is being reported as uninspectable
(inspection cannot be scheduled)

The following statuses are only assignhed 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).

Update

Button schedules or reschedules the inspection based on
the information entered.

Button returns all fields to the original information.

Fhysical Inspection bMain Menu

The Physical Inspection Main Menu link returns users to the
Physical Inspection Main Menu screen.
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To schedule an inspection or modify an inspection schedule:

1. Click onthe | & Schedule Inspection | radio button in the Function section of the

Schedule Inspections query screen.

2. Click on a view option in the View section of the screen. In this example, View Scheduled
Inspections is selected.

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

4. Click the Submit button. The Inspections Schedule Report screen displays.

Inspections Schedule Report

3 Ercordie) Foumd
Scheduled mspechons
To Schedule an kspectsn, enoer the mspeetos’s ID, Bspeoton Date and the Lol Tee

Frer | ey 1= Dol 3 (M I:.||.||L # Fycoepa b Ty I.'1- -lr..;,..w. I' -I Aaas=d Fags |

i Ideal
Froperty Pregerty iy Ceata Enup. Ensp. Local Tims Inzpeciar Ceatract  Task Ptura Certified Lester Eoceipt
T MHame Mo, Date m Ma, Crder Date  [usshar
m— W ALLEY i R = [
MM e BOATON AL e [ReRRED [1200PW ) RREET zopceT 4 e T [ R [T
LEE e ﬁ:i::'?— MERRYTOH AL s [lasicmo |30 s F| e nopoeiT 4 ol Tl ol el
sggy  PAMTIH capovss ar ssie [ [0 Am 5] P 2ORCT 4 ———
Liprsie | Rapnt |
Bark o Search Page

Phy sieal I.lnHH:I:lIl Nlain Mleng

Tininsp.
Toidi

15}

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

Master When the Master Scheduler assigns an inspection, the following fields must be
Scheduler / updated:

* Insp. Date (Inspection Date): Correct format for the Insp. Date field is
MM/DD/YYYY

» Local Time (local time of inspection): Select an inspection time from
7AM — 3 PM

* Inspector ID

Inspectors can modify only the Insp. Date and Local Time fields of the inspections

“MEPECTAn 1 assigned to them.
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5. Click on the Update button. The Inspection Scheduling Results screen displays
confirming the schedule changes.

Inspection Scheduling Resullts

1 rowss have baen succassiuly changed

Back to Inspactions Schedule Repart
Back te Saarch F'Bﬂl‘

Physical Inspection Main Menu

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

www?_hud_gov - [JavaScript Application] E

& Inzpectaril 1111 haz 3 inspection: scheduled on 060242007,

Users 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.

Inzpections Schedule Heport

To Bchedule um Iropsochon, cater the Inspeorion’s I, Tropochon T aced the Local Tone
] s Bl taiaci e o Bavrinie W[5 0 bugmia [ B el el Pl
iy T e ol L #,
. [
n_:v"h :':::":- i o ::: E'.'i-'" R :L':I"'"' "_\:"--' :-:"-" Fuope  CEmied Lomery Redpe Uiy
) : g o Dite ok Cesle
[Te L : BIATOH 5 (LN el W r| e P - I I I I
r"l,' HEPFTN AL v [T 10 AN H ERE zorcmae 4 ot | =t | =t =T =
gy AT capoven s ane TR [0 B PR ZOROTEN 4 —r—r—r—r—
b L L] “P’.-ﬂl
Es=k i Srareh Page

wp Bl
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The Uninspectable Property Details screen displays.

Uninspectable Property Details

Inspection No: 63645 Property Id: 545435
Property Name: Valley Eidge

Uninspectahle Code: IIN vI

Reporter Information

First Mame: |

Last Name: |

Telephone Number: I ) I ) I
Example: 703-555-1212

Telephone Extension: I

Uninspectable Reason Information

Update | Reset | Close |

2. Update all the fields (telephone extension is optional).

3. Click on the L_YP93t8 | b ;tton. The following message appears.

Cancel |

www?_hud_gov - [JavaScript Application] | x|

® Do wou wizh to change the Uninspectable Code from (M to BU?

4. Click on the .
Uninspectable Code updated to RU.

button and the Inspections Schedule Report redisplays with the

NOTE: Inspections with the Uninspectable Code of RU cannot be updated.
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To view property information from the Inspections Schedule Report:

Click on the Property ID link to review and update the Property Information screen. For

example, the VALLEY RIDGE property is s

hown below:

Frepary 0 4cal

VALLEY RIDGE
Propeny Information

P Frojact o - Aninsd 687

[SET2 T EF T T - 1 Hadidine € daii |1—
Freparty Fams: |Waley Raige
Frapary Asiner
Hravt rr. I TIF
[
L [Boagon 000 e De [emn [paza
FRgne I—I_ Fax
Emait [
B P I
Hara h‘lrlur [ I!Illlnl-'l
Crgarizmmen: | AlaRasis Pubic Hausng Corp
Erast Ir. BOX 100020
[
oy [Lawrance mite: Bl mp  [eenic [im
Feng # - |_ Fae |—
s, |

Updils Prolin | Wwid |

afd Bl ek

1o bk

Users can edit all fields on the Property

Information screen.

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

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
Phyaical Inspeciion bMain Mem

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.
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View Web Page Report Option

The View Web Page Report option allows users to view or print the Inspections Schedule
Report. This is a view-only screen, so it cannot be used to schedule or reschedule inspections.
Use the scroll bar to view all the columns, if necessary.

Inspections Schedule Report

3 Beonndl 8] Foand
Seheduled [nspeclinns

P s -3 o 3 IO it e od ncoweti o ww: [ 50| Puge oo [1 0] | amety P |

Prapeviy Praperty bngp. lnsp. Loral  Iespecir . Tusk Cevtified Levier Receigl  Uninsp.
i Mame I Sl " Daie Time D Comract Mo, o o E;':“ Moumbes Code
yiegy  VALLEY . [ L T P .
3454 RITKIE BLOATON Al [FEE ] 3000 1200 43024 S0P 0a%aT 4 T T I

L SH= 3
[ '_'FJ'"H'____J MEREFYTON Al 1. x| :‘“ ! 10 =0EM M55 TORC- 16T 4 iR IR RESERESE BEEE IM
= WVILLAGE 200 -

nagsen TARTUN copousmr AL sme BPCD nemam masss ZoPCosser 4

Hacl is Seareh Page

PMiyrical nspeogon Main feam

To view the Web Page Inspection Report:

1. Click on the & View Weh Page Report
Schedule Inspections query screen.

radio button in the Function section of the

Schedule Inspections

Function
% Schedule Inspection  © View Weh Page Report  © Create Text Report
View

 View Unscheduled " View Scheduled

% View All Inspections . .
Inspections Inspections

= Wi All Inspactions | T View Unschedulad lrspections

2. Click on the , orl T Viw Schaduled Ispections g djo

button in the View section.

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

Submit

4. Click onthe button. The Inspections Schedule Report screen displays with the
inspection information matching the submitted criteria. (next page)
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To View Property Information from the Inspections Schedule Report:

Click on the Property ID link to review and update the Property Information screen. The
Valley Ridge property is shown below.

VALLEY RIDGE
Property Information

Froperty 1D: 34543 PIH Project Me.: AKOSPOO100T
Inspaction No.: 63646 Building Count: |1
Property Name: |Valley Ridge
Property Address:
Street [e.o. Box 720
I
City: |Boaton State: ﬁ Tip: |99533 | D000
Fhone: | Fax: I
Email: I
OwnenPHA Infermation:
Name: |Parker [ [Steensen

Organization: |Alabama Public Housing Corp.

Street [p.o. Box 101020
City: [Lawrence state: AL zip:  [oss10. [i0zo
Phone: [om3esioo  ee o Fax: o
Emall: |
Update Prodie | [Reset |

Physical Inspection Main hMenu

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

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

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 sucoepsiil

Back to Search Page
Physical Inspechion bMam Meni

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.
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Create Text Report Option

their own computers using Microsoft Word. This function should only be used if a
large number of records need to be updated.

Inspections Schedule Report

el duled Insp et
ARecord’s) Found

Highlight the text betwesn thes honzonial lines. Copar %, then pesls ot mto & W ord Gs

Feogeamy W Berpenih M Peop W, Corinss B Dt Lol T M T Cmsmmictior P | Casmret e Toedh Cnder, Eeul Rore Toae, Sodimsdios Lama Rereipt, D Code

BIATER, 200 SEASHIOL VILLADE DOFNEYTUR, AL, [ 1 3000 M-SLARL BHE208 TENILA PRUORENTINS 040 . 2 0FC-TO00T, i, | FEEEEE R naaaaassss, .
S LAER0, SRARE FANTUM HOUSE. CARUIRSEL, A3, dgar | 19 B-30AR, BR300 TEXSA FROFENTIES 00 | S OPL- SR L [

Elezical Inspestion Main feny

To create atext report:

1. Click on the |~ Ereate Text Report | 0 1) iton in the Function section of the Schedule

Inspections screen.

Schedule Inspections

Function
% Schedule Inspection " View Weh Page Report " Create Text Report
View

" View Unscheduled T View Scheduled
Inspections Inspections

% View All Inspections

 View Unscheduled
 View All Inspections| | Inspections

2. Click on either the
i~ View Scheduled

Inspections radio buttons in the View section.

or

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

Subrnit

4. Click on the

button. The Text Reports screen displays (next page).
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5.

Text Reporis
Inspection Schedule Texy Repor
Inspection Froperty Text Heport

Inzpection Participant Text Bepor

Participant Raols Beference Text Report

Click on the text report link to download. In the example below, Inspection Schedule Text
Report was selected.

Foopearmy M Berpenion 1 Poop e Coorciems By Dt Lol T ayenes D Cosmmertor M Casore o Ttk Onder; Eeud Reore Tone Codirmsion Lasa Rereipl, [y Ciode

EIATEE, MY, SEASHELL VL LADE DEREYIURE, AL, [ 1 2000 M-S1ARL B 1208 TEOLA, FLOFENTIES 090 ; 2-OFC-TeS8T, 4, | FRRREEERNRaansasssy i, =
L0, S2IEE, FRTUR HUWGE. CARUISEL, A2, Jgu | 1FFF, BoFLARL BH 2006, TEXELA, FAOR ERZTES 003 S UPL- M &, [

Inspections Schedule Report

(Brheduled Inspechons)
A Reoord’s) Found

Highlight the teat batwresn ibe honzonisl lines. Copry &, then pasts ttinto & Ward fls

Phrrical Inspection Main frieny

6. Highlight the text between the horizontal lines.

Inspections Schedule Report

[Sekidide d Indpeelzong)
3 Bezoed 2] Fousd

Higldight the text bebween the hosmonial bnes. Copy i, then pests &t &do o Woed file

7.

Copy the text by pressing the CTRL and C keys on the keyboard, or by selecting the Copy
command in the Edit menu.
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8. Open Microsoft Word and follow these steps to format the document:

a) Click on File, then on Page Setup
b) Click on the Margin tab, change the Top, Bottom, Left, and Right margins to O
c) Click on Paper Size tab and change the Orientation to Landscape

d) Click on the button

e) Click on Format, then on Font, and change the font style to Arial, the font size to 8

= = Fuml el ek Mg Evdes g E

e
CER@RT RS - AW AEERARY e - 3§
Ham Pl sttt =k - B EEAREEERE O K-
I r v O-&-FmE —== 7t .1 Hl >
™= L Trimgy v -
T R : NN NN | ————
L]
M T b

9. Paste the highlighted text into the new document by pressing the CTRL and V keys on the
keyboard or by selecting the Paste command in the Edit menu.

T fhe fdt ew jowt Fomet Dok Tgbe Windoe el =15 =|
D@ 8By ' @ - AwFOZHEE BT o -
= = @7 (A Feies- | Go- [T teunes E

Momal % ara +: B FEEE EEEE DA
ra w we ol |0 M ] ] ‘.'EE.I?HI-ﬂ"'l
ol Al Eridries - |
= et s ot —————————————— -

operty_id inspecion_ i Frop, ke me, (i Sele; insp._Debelocsl_Timey, inspecior _Dy Combracior Meme, Contrac] Mo Tazk Qrdar lesl Muaurs Dege; Cordemalion

4547, GGG, WALLEY RIDGE, BOATON, AL Deo B 2000, 1 Z00PH, M45EHE TERRA PROPERTIES WO I-OPC.TESET, A, FITiTrrsrrraeararner, "
TEE, 54077 TEASHELL VILLAGE, MERFYTOM, AL, Do 1 2000 130aM, M45558 TERFEA PROPERTIES INC, I-OFC.FESET, 4; | BSDCODOEORIBIDI00T
SR o B MARTON RCUSE, CRROLEREL, AL Agr T 1T, O0AM, MACCSE T IR A PROFTRTICE: ING | DO a6 I, ©
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10. Highlight all of the text using the mouse, then click on Table in the Menu Bar and select
Convert Text to Table.

[T Bl Edt Wew Dnsert Fome: Tooks | Table Window el
DEFEE SR Y| 5B P S ool ==l A
Normal = [T Insert Tabie... FU EEEE |SiSiEd
Aol - -.J,'__I =22 == (RN M &l =
o H Erbries = e 153
Té' . - x 4 - B
=

YALLEY RIDGE BOSTOMN
, Ba02Y, SEASHELL WVLLAGE, M
r 55160 NERTON HOLUSE; C&

The Convert Text to Table window displays.

Convert Text to Table HE |

Murmber of columns: |15 ﬂ (]'4 I

Mumber af rows; |5 E Cancel |
Column width; I-':'Mt':' 5‘ AutoFarmat, .. |

Table Format: (nonge)

epatrate bexk ab
i Paragraphs o Comrnas
I~ Tabs ' Other: Iﬂ_
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11. Enter 15 in the Number of Columns field, click on the Other (semicolon;) radio button to
separate text, then click on the button.

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

[P be E® Dew (et Fomet Tock Tobke Midow beb

Ed SRy "ad - ¢ @xxEna BT o - 5

- =+ D -"||ﬁﬂm- Ga |T||I."~:|-:.|1'-l.'rl:-'|
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-t B 7D EEAM |EEEEO-S-A
R AR NS =E TG - A T

.;u... u;....u..q .J""Em"' m;....u..;-

[Ty
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[T

Llii!-P'F-'lJ"_l
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=

Thsk rde

VELLEYT | BOEToH
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] THEFH

PHETEE

FEOPERTI
EEINC

ThIGT

TERFA TR I

T AT

T

SEASHELL | MERRYTO
WILLAGE h

ERFE
FRICFERTI
ES INC

PR o
TESHT

After the updates are complete, convert the table back to text.

To convert the table back to text:

1. Click on a column within the table.

2. Click on Table in the Menu Bar and click Select Table.

3. Click on Table in the Menu Bar and select Convert Table to Text.

Convert Table To Text K

eparate texk with
" Paragraph marks

" Tabs

" Commas

| % ather: IH_
o] 4 I

Cancel
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4. Click on the Other radio button and then on the button. The table will be
converted back to text.

5. 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 Microsoft 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 6 — 12 to remove the blank
row.

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

H Unitied - Molegad !EE
Fla  Edt Sewch  Hep

7. Click on File in the toolbar menu and select Open.

(A=W Edit Search Help

Hew

Save
Save bz

Page Setup...
Print

E xit
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The Open window displays.

a Untitled - Hotepad _ O] x|

Eile Edit Search Help

Open 9:51:00am & | =]

Loak, i I = Hard drive [C:]

e = s

E:I Program Files
| Puws

| 1Real

:I lape

) Uedit

|1 'windows

1| |

[ Iwindaws Ilpdate Setup Files

i

File name: Iﬁ

Open I

Filez of wpe: I Text Documents

j Cancel |

L

o

Al

8. Click on the Look in: drop-down arrow and select the location where the .txt file is stored. In
the example, we are looking for the file datal.txt. Once you have located your file, click twice

on it. The File Name field will be updated with the name of the .txt file. Click on the Open

button.

File Upload

Look in:

|_-J Hard drive [C:]

=l B e

[ ] Program Filez
| Pws

| IReal

:I lape

1 Uedit

| 1 'windows

<

[ 1'windaws Ilpdate Setup Files

File name: ||:|ata'| bt

Files of bype: | Tent [~ bt

i
Open |
ﬂ Cancel |
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The .txt file will open in Notepad.

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

H data_txt - Hotepad
FEile Edit Seach Help
Property_Id;Inspection_Id.;Prop._Hame;City;State;Insp._Date;Local

34543 ; 63646; UALLEY RIDGE; BOATOH; AL; Dec 9 28008; 12:08PHM; H45Y
6556789, S540823; SEASHELL VILLAGE; MERRYTOH; AL; Dec 1 208868; 18:3¢

214ﬁ99l]; 55168; HARTON HOUSE; CAROUSEL; AL; Apr 1 1999; B:38AHM; N

9. Move the cursor to the end of the last row and click on the Delete button.

B data txt - Notepad M=l E3
File  Edit Search Help

;Task Order;Ideal Future Date;Confirmation Letter Receipt;Uninsp. Code ;J

FIITTTTTTFTITFTITE; IN; =

4; ; 8?888888888888888888; IN; =
IN; =

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

File Edit Seach Help
Property Id;Inspection_Id.;Prop. Mame;City;State;Insp. Date;Local

34543 ; 63646; UALLEY RIDGE; BOATON; AL; Dec 9 28688; 12:88PH; HM45Y
6556789, 540823; SEASHELL VUILLAGE; HMERRYTON; AL; Dec 1 2884; 18:314
P148998; 55168; NARTON HOUSE; CARDUSEL; AL; Apr 1 1999; 8:38aAH; |

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

File  Edit Search Help

34543: 63646; UALLEY RIDGE; BOATOM; AL; Dec 9 200@; 12:00PH; M45556: TE|
6556789: 54023; SEASHELL UILLAGE: MERRYTON: AL; Dec 1 2000; 10:38AH: M4
2148998; 55168; NARTON HOUSE; CARDUSEL; AL; Apr 1 1999; 8:30AM; H45556;

The screen re-displays with the two rows deleted.

File Edt Search Help

Bucu3; 63646; UALLEY RIDGE; BOATON; AL; Dec 9 2088; 12:08PHM; HA4S556; TEI;I
6556789; 54823; SEASHELL VUILLAGE; HMERRYTON; AL; Dec 1 2888; 18:30AHM; M4
21489908; 55168; HARTON HOUSE; CAROUSEL; AL; Apr 1 1999; 8:30AH; HA455546;

12. Save the file as a .txt file.

NOTE: The file is now ready for the Bulk Upload Process.
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Schedule Changes Screen

The Schedule Changes screen allows users to view all scheduling changes made within a
specified timeframe for their contract. Each change is listed on a separate line. Users can

access the Schedule Changes screen by clicking on the [ View Chengas | button on the
Inspection Scheduling screen. The Schedule Changes screen is view-only and provides
links to the Physical Inspection Main Menu, Schedule Inspections query screen, and the
Property Information screen. A detail of the screen is shown below.

Schedule Changes in Past 6 Day(s)

4 Hecond 8] hoone Deen chismged Swmee L W]

. FIIIP!:H_I\.' Timex . Tisie Taszk
Inepection I m Changed DM Drade Terw Daie Changed By Cheanged Camtract Crder
12321 rsrs PR funscheduled) D6/Z1/1599  ANE WA ZAOPC-ZIE 4

n - N h - ALTETIN () [ 0 Ll =
133% A543 3 21z ivivamg AHE W0l ZOPC.ZIEE 4
. AITITIN (M) -
E7753 ROTED ' funechsduled) (anpchadided) *ohG WA ZOPC.ZIIE 4
e B SLTITIN (G0 -
TS TEHT4 : funecheduled) (anpchadded) "G WA ZAOPC-ZIIE 4
. n ALTETIN () [0 s =
Fearch Page
EREAFNERERERARNS

To access the Schedule Changes screen:

1. Select a contractor from the drop-down menu on the Inspection Scheduling main screen.

Inspection Scheduling

|  Contractor

||Terra Properties, Inc. E]

2. Select a contract from the Please Select a Contract drop-down menu.

Inspection Scheduling

|  Contractor
||Terra Properties, Inc. ﬂ

Plaase Select 2 Contract
lﬂuraa 2-Terra Properties, Inc. (Contract Z-0OPC-TBSET ]
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3. Select the appropriate task order number from the Select a Task Order of Contract drop-

down menu.

4. Click on the

Inspection Scheduling

|  Contractor

:ITerra Properties, Inc. j

Please Select a Contract
Iﬂdea Z-Terra Properties, Inc. (Contract Z-OF’G-?E&E]’M

Flease Select a Task Order
|select ALL Task Orders 7|

Inspeclion Scheduling | View Changes

Yiew Changes

Select Timeframe
Lt m
Sueret |

button. The Select Timeframe screen displays.

5. Click on the drop-down arrow to select the number of days in the timeframe (e.g., 6 days) to

search.

Select Timeframe

Last|1 day {today) j
1 day [today)

2 days

3 days
4 days
5 days

1 Week
2 Weeks
3 WWeeks
1 Mlaonth
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Subimit

6. Click on the
reflects Schedule Changes in Past 6 Day(s).

Schedule Changes in Past & Dav(s)
4 Reeard(s) bve bees changed Stnee 0215201
Insprerian T P"'E‘"" EE:""‘L Ol Date P Dvte Clanged By culi::u Canmse
L erors e SR funscheduled) DEZLANS fﬂfmrmm MLENOL  ZOPCIRR
Lz s - 20 12112000 ﬂ:;ﬁ'rrrrmuw GMLNNOL  ZoBCEOR
Erart 5730 1 Cuangelss dued) (esaehduled ﬂ_{;mw'm IMNN0l  Z.0PCLINE
poan ] 75074 2 enehadubd) (oeschidaad f‘ﬁ.lh:-iFT“l.l-lr.'e:w.'w 0Nl Z-OPCIER
Search Page
Fhysical bnsgeetion Flain S

Tuzk
Daler

7. Click on an Inspection ID link to access the Property Information screen.

Property Name: |Valley Ridge

Property Address:
Street [e.o. pox 729
I
City: |Boaton State: m_ Zip:

Email: |
Owmer/PHA Information:

VALLEY RIDGE
Property Information
Property ID: 34543 PIH Preject Ho.: AKOGPOO100T
Inspeaction Ne.: 63646 Building Count: I'I

IQQ!J] -

Phone: I_ I_ Fax: I_

Name: IF‘arImr I_lahtnsnn

Organization: |Alabama Public Housing Corp.

Street [p.0. Box 101020
I
City: [Lawrence state: AL Zip:
Phone: [p073386100 @ [0 Far: [o
Email: |
Update Frofle | Reset |

Ehsical Inspection Main kenu

ID?S 0. IlEIZ ]

oo

button. The Schedule Changes screen displays. In this example, it
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Users can edit all fields on this screen to update the property information.

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

b. Click on the pdate Profile 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.

45
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Exiting Scheduling

Users can exit Scheduling at any time by clicking the at the top right corner of the browser
window. Alternatively, you can click on the Menu bar of your browser and select File and Exit or
Close.

. S chedule Ve Incpecisne oo Pmblobo - Helzcaps
[IE) Edi Vew Go Comescsior Help
Hew k ,ﬂﬁ ﬂ 5 ]
[ o & & 3 \
WpenPage.. WD L fome  Seach Hebscape  Pan  Secudy -
B fix Ol e a2 sl g semeaches_schy_opass/schedulingsm_scheduls_quary.chn = i 1" amars Al siated
Siorn] Pirg. Schedule Inspections [
Eclt Fage
Function
Qs b ojale Inspectian © View Web Page Report 7 Create Text Repar
Flags Sehun. View
;: \ll Inspections o 1|'FIE'|'I:' Unscheduled i 1r'i.c'n:' Scheduled
Inspectiomns Inspeciions
Choas e

T R
Promeriy:
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Bulk Upload Option

Master The Bulk File Upload option allows the Master Scheduler to upload inspection
Scheduler / schedule, inspection property, and inspection participant data to the Scheduling

database. The data must be saved as a text file, with a “.txt” extension.

The data must be in the correct order with each entry separated by semicolons. The correct

order for inspection schedule information is:

* Property ID

* Inspection ID

* Property Name
« City

* State

* Inspection Date
e Local Time

* Inspector ID

e Contractor Name
e Contract Number
e Task Order

* |deal Future Date

» Confirmation Letter Receipt

* Uninspectable Code

- Property identification number

- Inspection number

- Property name to be inspected

- City where the property of the inspection is located

- State where the property of the inspection is located

- Inspection date (mm/dd/yyyy)

- Time of the inspection in half hour increments from 7
AMto 3 PM

- Inspector identification number

- Name of Contractor

- Number of contract

- Task Order identification number

- Ideal future date for the inspection

- Certified confirmation letter receipt number

- Code that identifies uninspectable and inspectable
inspections

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

10;54003;VALLEY RIDGE;LOWBURG;AK;07/21/1999;A;M36901;MTB Investments,Inc.;Z-OPC-21241,5;04/01/1999;01/01/2001; IN; *
20;54007;FRIENDSHIP VILLAGE;IOWA CITY;IA;07/22/1999;A;M36901;MTB Investments,Inc.;Z-OPC-21241;5;04/01/1999;01/01/2001; IN; *
40;54011;MANSFIELD PARK;FAIRBANKS;AR;07/23/1999;A;M36901;MTB Investments,Inc.;Z-OPC-21241;5;04/01/1999;01/01/2001; IN; *

The correct order for Inspection Property Information:

* Inspection ID

e Property Id

* Property Name

e Building Total

* Dwelling Total

e Contract Number
e Task Order

e Organization ID
e Street Line 1

e Street Line 2

« City
e State Code
e Zip5
e Zip4

- Inspection identification number

- The property identification number

- The property name to be inspected

- Total number of buildings for the property
- Total number of dwelling units for the property
- Contract identification number

- Task order identification number

- Organization identification number

- Street address line 1 for the property

- Street address line 2 for the property

- Name of the city for the property

- State code for the property

- Five digit of the zip code for the property
- Four digit of the zip code for the property

September 21, 2001

PASS Release 4.0

46




Scheduling and Bulk Upload Quick Reference Guide for Contractors

Quick Reference Guide Version 1.0 BULK UPLOAD
»  Building Number - Number to identify the building for the property.
* Role Name - Name of the participant for the property
e Phone Number - Telephone number of the property
* Fax Phone Number - Fax number of the property
* Phone Extension - Telephone number extension for the property
e Email Address - Email address for the property
e Program Type - Type of the financial programs of the property
e Scattered Ind - Indicator if the property has scattered sites

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

6204;800010488;COLDSPRING SHORES;1;147;C-OPC-21240;6;98;11 MOON AVENUE; ;WELLTOWN;KY;48219; ;0;;3135380360;3135384427; ;None;;;N*
6421;800015096;MERRY HILLS;1;46;C-OPC-21240;6;98;2468 TUNEFUL STREET; ;CATABA;AR;10030;;0;;2126907000;2122347004; ; ; ;;N*

In the property text file example, there are three semicolons at the end of the data line. The first
semicolon marks the end of the email address field and the last two semicolons are for the two
fields PIH Project and Program Type which have no field values. If a text file has a field or fields
without data, still enter a semicolon where the data would appear as illustrated in the property
text file example.

The correct order for Inspection Participant information:

* Inspection ID - Inspection identification number

e RoleID - Identifier to identify different participants
* Participant Id - Participant identification number

e Organization Name - Name of the organization

e Last Name - Last name of the participant

e First Name - First name of the participant

» Middle Name - Middle initial of the participant

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

6204;1;14002; TINSELTOWN HOUSING CORP; ; ; *
6204;3;173830;Tinseltown Housing Co.;Jefferson;Thomas; *
6204;4;2990;TIPTOP MANAGEMENT; ; ; *
6214;5;174149;Tiptop Management, Inc.;Washington;George; *

Helpful Hints

* There must be an asterisk (*) at the end of each row to ensure the data is properly
updated.

e There cannot be an asterisk (*) within the row of data, only at the end of the row.

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

* When you save a Microsoft Word document as a .txt file, a blank row will be inserted at
the end of the .txt file. The blank row must be deleted before the data is uploaded to the
REAC database. If you do not delete the row, you will receive error messages when you
try to upload the data.
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SchaduIm) To access the Bulk Upload function:
"h-..._,.,-ﬂ"

1. From the Physical Inspection Main Menu screen click on the Bulk Upload link.

LIEN DEp't nl'I'l-nu!In[

and Urban Development + Bulk Upload

Physical Inspection Main Menu

+ Schedulefiew Inspections

+ |nspection Beview

Secure Systems
Menu

The PASS Bulk File Upload Module screen displays:

PaAss Bulk File Upload Moduale

Telapd Fepecsen Scheduls Fog Cogtracion

Upkad [repecton Schedule bor Sermaceg Morpazees
Telond Eonecton Property for Coatractors

ek Fepecten Froperty for Servcrg Moresgaes
Upload [mepechon Farbcipant

& & @ ® @

Fhysical Inspection Mam Mowa

2. Click on the appropriate link to upload.

3. The PASS Bulk File Upload Module screen displays. The example shows the Upload
Inspection Schedule for Contractors link.

PASS Bulk File Upload Module

Flease select the contractor inspection schedule file you wish
to upload:

| Browse... |

Upload the Fils |

Please note that this process might take some time depending on your
file size and connection speed. It is estimated that this process uploads
at a speed of 2 rows per second.
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Browse...

4. Click on the L button to locate the file to update. The File Upload dialogue

box opens.

5. Locate and select the file.

ookt [ Fregen = &) & | sl
| Aimn | niks

| ) dsfaiils ] F"Iugn:

| dnfonts | zpelichk.

| Full5 oit

|_lava

|—] MetHelp

File pame: | Dpen
Files of lype I TXT Files j (e |

NOTE: The file must have a .txt extension.
6. Click on the Open button. The PASS Bulk File Upload Module screen displays.

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

PASS Bulk File Upload Module

Flease select the contractor inspection schedule file you wish
to upload:

|C:‘Ldatal taxt Browse...

Lpload the File

Please note that this process might take some tune dependmg on your
file size and connection speed. Itis estimated that this process uploads
at a speed of 2 rows per second.

Lpload the File

7. Click on the button.
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Mnml, If the inspector has two inspections scheduled for the same date, a warning
Sche.dule ) message will display to remind the Master Scheduler of the scheduling conflict.

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

If the data does not upload successfully, a message window displays indicating the row(s) of
data with errors and the type of errors. An example of that message window is below:

Inspection Schedule Information:

PASS Bulk File Upload Module

5 of 7 rows have been successfully uploaded.

Diata Error Log:
® How 2: Beported and Verifled Uninspectable properties can't be scheduled.
® Bow 4: I11110 is an ivvealid or inactive inspector.

Phvsical Inspection Main Menu

The errors must be corrected before the file can be re-uploaded. After the errors on the text
file are corrected, repeat steps 1 — 7 of the bulk upload process.

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

Software and Hardware Requirements

The electronic scheduling of physical inspections using PASS 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* 4.5 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

Minimum Software Resources

Windows 3.1
Netscape* 3.5 or higher

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

#Copyright[I 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 electronically schedule physical inspections of HUD properties
requires a direct Internet connection, a computer with a high-speed modem, and Netscape 4.5
or an HTML-compliant browser application. A browser allows access to web pages on the
World Wide Web (we'll refer to it as “WWW *“ or “the Web"). The Web is a universally accepted
standard for sharing information in 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, including links to
other pages. The Yahoo!* main page is shown below as an example.

title bar

control icons

¥ rakan! - Halscaps

Ble Edi ‘Wew o Cowveesiokr el

- ¥ 3 @/ = = * Y @
i Heck Fi lcamz Hzma Samch  Hetzoaps Frm Swourky
[ wll "Boakweks b ILODERIr By | Fevsset 135700 [ 0

menii har

tool bar

m @ URL(location
P bk identifier)
Backsisze
AL Tha Oncars ——o___J

| Samch | pvmced search

Yahirn? Pager - bodhily Dtk afcrived s eaignse, @ml mtification, sieck alors

Sazppeny - Xalkrw Puge - Peopk Scarch - Mgy - Troeel Asesi - Chanfeds - Frracealk - Cuaws - Chai
Emal - Cakrdds - Pasy - My T Todus's Hew - Eaprly - Waithery - TV - Besk Cupobey - mpere L
firts & Humanities Mews & Media In the Mews
Lavevapare. Ehols erarbs Eull Torppigist, Fespgpery, TU = Eaprés siches broe
: s Wropall pogdu 1o
Business & Ecomommy Recreation & ) bt g
e e T | Soori, Trvsel, e, Ureidoor =TT fiE W R
EEI]!DJEI:EI:LL[DIEEE': E:ﬂtl:tuu nﬁ-m‘:,_ﬁfle /status indicator
[t A0 wEAEE, LIETES HETEED, LEESEAE D dCiETar Bt
Education - .ﬁ"l = =]
| i LCocurmen Dore S T e
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.

*CopyrightD Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and international
treaties.
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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 (“minimizes”) the window to the bottom of the page. To enlarge the window

back to full size, click on the appropriately titled box (e.g. |EF Micrasoft Word - $CH14.. | ) 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 [X]. Clicking on this control icon closes the browser and
the application open within the browser, and returns the user to the desktop.

Menu Bar
The menu bar provides drop-down menus for browser functions. Place the cursor over a menu

item and click on it with the left mouse button to view the drop-down menu. To make a selection,
highlight the appropriate menu function with the cursor.

m:ﬂ: Yiew Go Communicaior  Help
bdaw ’
Opan Page Cirb+0
= EVE A, Cife3
Send Pege
Edit Paga
Odfline k
Fags Sehp...

Frint Fresisw
Close Cirl='
Exit Cii=0

Available menu functions are text items in bold. Menu functions that are not available appear
faded.

Tool Bar

The tool bar consists of buttons representing browser functions. For example, the Netscape*
tool bar looks like this:

3 - 3 @& - @ 3 & &

Hack | Palosd Heme  Sesrh  Metscape  Print  Securty

*Copyrightll Netscape Communications Corporation. All rights reserved. Protected by the copyright laws of the
United States and international treaties.
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Available functions are buttons with bold text and graphics. Buttons that are not available
appear faded.

Location Identifier

The location of the Web document or application is called the URL (Uniform Resource Locator).
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 -- searching a database for information, for example -- the Netscape

logo to the right of the URL address appears to have comets flying across it, the stop sign g
on the tool bar is bold and red, and the status indicator line at the bottom of the page (next to
the lock @) describes the status (for example, “Connect . . . Waiting for reply”). Upon
completion of the action, comets stop flying across the lssi logo, the Stop tool appears faded,
and the status indicator line reads “Document: Done.”

NOTE: Some Web pages in the Scheduling application have a security feature that permits
them to be viewed only by authorized users. The lock icon indicates whether the Web
page is secure or not. If the lock is closed, the page is secure. If the lock is open, it is
not.

Links

A link provides a way to move quickly from one Web page to another. Click on a link to go to a
new page. Links are usually blue and underlined, though there are occasional exceptions.
Once a link has been clicked on, it typically changes color.

Bookmarks

The Bookmarks function is a tool that provides the user with quick access to a Web page. Once
a Web page’s title and location have been saved as a bookmark, users can click on the
bookmark to return to the page.

| .‘"Eﬂl:ll‘ﬂ'lﬂ.l‘l'ﬁ .\_ltl. Liasahdn |I|r|_. Jhudwed Fad qow -||| W,.-I- Whal's Falaled |
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To bookmark the currently displayed Web page, click on Bookmarks to the left of the Location
field for the drop-down options. Click on the Add Bookmark option to mark the page.

All bookmark(s) appear in a list under the Bookmarks option. Clicking on a bookmark in that list
takes the user directly to the page specified.
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REAC Technical Service Support

The Contractor’s Help Desk can contact staff in the Physical Inspection Operations area within
REAC for assistance regarding inspection scheduling, cancellations, and DCD support issues.
Assistance is available Monday through Friday from 8:00 AM to 5:30 PM.

REAC Technical Service Support Phone Number

1-877-406-9220

REAC Technical Assistance Center Information
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 using the email link (Contact Us)
throughout the REAC website.

REAC Technical Assistance Center Phone Number

1-888-245-4860
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