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1. Introduction

The CNA eTool System is an alignment initiative that is part of a broader set of initiatives
undertaken by multiple agencies, specifically, the U.S. Department of Housing and Urban
Development (HUD), the U.S. Department of Agriculture (USDA), the U.S. Department of the
Treasury, and Housing Finance Agencies (HFAs) that perform various types of capital needs
assessments on their respective properties. The primary objective of this initiative effortis to
gain alignment as to what constitutes the uniform assessment standard so that it can be
leveraged by external partners as well as interested third parties who are involved in the
assessment process.

Since there are many different parties involved in performing assessments, multiple delivery
channels were established for submitting assessments including email, web page upload, and
B2G/XML interface. The following user manual is intended for use by internal agency personnel
and describes the use of the web tool.

1.1 System Requirements
The basic system requirements are as follows:
e Access to HUD network/portal or VPN into the HUD network
e Accesstotheinternet

e Internet Explorer version 7.0 or higher, Google Chrome Version 37.0.2062.103 m, or
Mozilla FireFox 31.0

e HUD ID or External ID (GID, IID, or MID) and the credentials to access the CNA eTool
e Excel 2010 or higher

1.2 System Overview

This section provides an introduction to basic terms and definitions, which are used throughout
this user manual.

Screens are a set of panels that are organized around a certain area of functionality, such as
CNA review, flag/system administration.

Panels provide viewing and navigation capabilities for data specific to a Capital Needs
Assessment including Financial Schedules, Capital Needs Schedule, flags, etc.

2. Business Process Overview

This user manual is meant as a guide for all internal HUD/USDA users who are involved in the
business processes for viewing, reviewing, and managing Capital Needs Assessments (CNA).
These processes involve both internal HUD/USDA users as well as the external lender users.
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3. Accessing the CNA eTool

3.1 Logging into the eTool

All'internal HUD users will log into CNA Reviewer eTool via the
following URL: https://hudapps.hud.gov/ssmaster

a. The user is taken to the Secure Systems Notices page as displayed below.

faq | help | search | home | logout

User Login

e

Secure Systems

You must login at least once every 90 days to maintain an active ID. If you de not login again before24 Nowv 2014, your
1D will be automatically deactivated. If your User ID is deactivated, please contact the TAC to reactivate your ID.

Legal Warning

Misuse of Federal Information through the HUD Secure Connection web site falls under the
provisions of title 18, United States Code, Section 1030. This law specifies penalties for
exceeding authorized access, alterations, damage, or destruction of information residing on
Federal Computers.

Warning Notice

The Secure Systems security access software supports Internet Explorer 7.0 browser. Other
browsers may not be compatible with this software.

Message of the Day

**** Attention TEST Users ****

This is a Test.

Page 2
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b. Scroll down and click the Accept button.

The Secure Systems security access software supports Internet Explorer 7.0 browser. Other
browsers may not be compatible with this software.

Message of the Day

**x** Attention TEST Users ****
This is a Test.

We apologize for any inconvenience.

( Message ID# 85200 - Updated b 'ASSO on Tue Sep 03 08:53:26 EDT 2013)
[Logou
Content updated October 13, 2013 ° Back to To

@ U.5. Department of Housing and Urban Development
431 Tth Street 5.W., Washington, DC 20410
Telephone: (202) 708-1112 Y: (202) 708-1455

c. The Main Menu page is then displayed.

faq | help | search | home | logout

m_ Main Menu
'

Secure Systems

Systems
« CNA eToal

System Administration

SEEL « Business Partners Maintenance

administration

Business Partners « User Maintenance
Maintenance

User Maintenance

CNA eTool

Content updated October 19, 2013 o Back to To

@ U.5. Department of Housing and Urban Development
451 7th Street 5.W., Washington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455

d. Click on CNA eTool to get into the CNA eTool.
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3.2 Logging out of the eTool

When the user clicks the Logout button at the top right-hand corner of the screen, the user is
taken back to the Secure Systems Single Sign On web page.

a. Click on the Logout button.

Capital Needs Assessment Tool Contact Us [ Help | Logout
‘i USDA
U S. Department of Housing and Urban Development [1][18 _’

U.S. Department of Agriculture - Rural Development Logged in 2s: HCNTOL

CNA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports

Expand All | Collapse Al

~| Select CNA File
This system only accepts XLS files for import. Imported files must conform to HUD's published data standards for CNA files.

| Choose File | No file chosen Validate Reset

1.5, Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410

b. The user is taken to the Secure Systems Main Menu web page as displayed below.

ﬂ Main Menu faq | hein | search | home | logout
I
Secure Systems

Systems
« CNA eTool

i System Administration

System « Business Partners Maintenance

administration
Bu?mess Partners « User Maintenance
Maintenance

User Maintenance

CHA eTool

o Back to Toy

Content updated October 19, 2013

@ u.5. Department of Housing and Urban Development
451 7th Street 5.W., Washington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455
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4. Locate

CNA

This section will detail how to view all Assigner / Reviewer specific screens on the CNA eTool

website.

4.1 My CNAs

When logged-in as a reviewer, all assessments assigned to the logged-in reviewer will be
displayed on the screen. The logged-in user ID is displayed at the top right corner of the screen.

CNA SUBMISSION
~|Search

** Property Name

** Assessment ID

** Property ID

** State

== City

**iRems Property ID

= AMAS ID

** Approving Agency

LOCATE CNA

Capital Needs Assessment Tool

U.S. Department of Housing and Urban Development
U.S. Department of Agriculture - Rural Development

Reports

**Reviewer | FIRST -HCNTO4LAST -HCNTO4 Y |

View DefaultSearch & Detach

“itemalstas [ ]

Contact Us | Help | Logout

- USDA

i~ = 2

Logged in as: HCNTO4

** At least one is required

Search | Reset

JProperty MName |Assessment D |Status |Date CMA Submitted |Case MNumber |Reviewer iRems Property ID | City |State |Postal C

I MNorthgate Homes 2014-003065 Under Review 7/24/2014 000128 ‘{',2' FIRST - HCNTO¢ 800217510 Reston VA 20150
MNorthgate Homes 2014-003062 Approved 7f24/2014 000128 FIRST - HCNTO4 LAST 777555 Reston VA 20130
Morthgate Condos1  2014-003060 Approved f24/2014 000128 FIRST - HCNTO4 LAST 170808 Reston VA 20130
Morthgate Condos ~ 2014-003221 Approved 000128 FIRST NTO4 LAST 1234324252 Reston VA 20130
Morthgate Condos ~ 2014-002363 Approved 000128 FIR: CNTO4 LAST 5798085111 Reston VA 20130
MNorthgate Condos  2014-002866 Rejected 000128 FI CNTO4 LAST 5798085111 Reston VA 20130
Morthgate Condos ~ 2014-002354 Rejected 000128 FI - HCNTO4 LAS1 800217510 Reston VA 20130
Morthgate Condos  2014-002851 Under Review 000128 ‘{',2' FIRST - HCNTO+¢ 5798085 Reston VA 20130
Morthgate Condos ~ 2014-002349 Rejected 000128 FIRST - HCNTO4 LAST 5798085 Reston VA 20130
Morthgate Condos ~ 2014-002595 Approved 000128 FIRST - HCNTO4 LAST 5798085 Reston VA 20130
Morthgate Condos ~ 2014-0025%4 Rejected 000128 FIRST -HCNTO4LAS1053119 Reston VA 20130
Kris Richmond 2014-002525 Submitted 0001258 CPP FIRST - HCNTO< 800217510 Reston VA 20190 T

" Reviewer HCNTO4, in the example above, is able to re-assign only those assessments

assigned to them with a Status of Under Review or Submitted to another reviewer by clicking

on the + sign next to the name in the Reviewer column. Any assessment with the status of

Approved or Rejected or assigned to another reviewer cannot be re-assigned. See section 4.3.2
for detailed instructions on how to assign/re-assign an assessment for review.

4.1.1 Search for Existing CNA

a. Users can search for assessments by entering search values on either of the fields

displayed on the Locate CNA screen and clicking on the Search button.
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LOCATE CNA
~|Search

=* At least one is required

** Property Mame
** Assessment ID
**Property ID
== State
== City
** Rems Property ID
== AMAS ID

** Reviewer |Z|
** Internal Status

*=* ApprovingAgency

Search | Reset |

b.

Enter Property Name and click on the Search button.

LOCATE CHNA
~|Search
** At least one is required

** Property Mame | Morthgate Condos
** Assessment ID
*=* Property ID
** State
== City
**Rems Property ID
== AMAS ID

** Reviewer |Z|
** Internal Status
** ApprovingAgency

Search | Reset |

@ Users can type in complete search terms as shown above or portions of the text to
search for assessments

c. The screen displays all the assessments related to the search criteria on the bottom of
the screen.

Page 6
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Capital Needs Assessment Tool Contact Us | Help | Logout
‘i USDA
U S. Department of Housing and Urban Development _|_||"||| —_‘
U.S. Department of Agriculture - Rural Development Logged in =s: HCNTO4
CNA SUBMISSION LOCATE CNA Reports
~|Search

*=*= At least one is required
** Property Mame | Morthgate Condos
** Assessment ID
** Property ID
** State
== City
**iRems Property ID

= AMAS ID

** Reviewer | v |

“itemalstas [ ]

** Approving Agency

Search | Reset
View DefaultSearch & Detach

JProperty MName |Assessment D |Status |Date CNA Submitted |Case Number |Reviewer iRems Property ID  |City |State |Postal 4
Morthgate Homes  2014-003065 Under Review 7(24(2014 000128 ‘{',2' FIRST - HCNT0¢ 800217510 Reston VA 20150
Northgate Homes  2014-003062 Approved 7/24/2014 000128 FIRST -HCNTO4 LAS] 777555 Reston VA 20150
Morthgate Condos1  2014-003060 Approved 7f24/2014 000128 FIRST - HCNTO4 LAS1 170808 Reston VA 20150
Northgate Condos ~ 2014-003221 Approved 8/5f2014 000128 FIRST - HCNTO4 LAS] 1234324252 Reston VA 20150
Morthgate Condos  2014-002868 Approved 7f21/2014 000128 FIRST - HCNTO4 LAS1 5798085111 Reston VA 20150
Morthgate Condos  2014-002866 Rejected 7f21/2014 000128 FIRST - HCNTO4 LAS1 5798085111 Reston VA 20150
Morthgate Condos ~ 2014-002354 Rejected 7f21/2014 000128 FIRST - HCNTO4 LAS1800217510 Reston VA 20150
Morthgate Condos  2014-002851 Under Review 7f21/2014 000128 ‘{',2' FIRST - HCNTO< 5798085 Reston VA 20150
Morthgate Condos  2014-002343 Rejected 7f21/2014 000128 FIRST - HCNTO4 LAS1 5798085 Reston VA 20150
Morthgate Condos  2014-002535 Approved 7f14/2014 000128 FIRST - HCNTO4 LAS1 5798085 Reston VA 20150
Morthgate Condos ~ 2014-002594 Rejected 7f14/2014 000128 FIRST -HCNTO4 LAS1053119 Reston VA 20150
i . Sdussancan ey o miemincus cocena g P B Souco X

@ Users can enter any number of search criteria to refine their search. For example, by typingin “VA” in
the State field, and selecting “Approved” in the Internal Status field, the user will get a list of all assessments
that have a status of Approved from Virginia.

4.2 Assigning a CNA for Review
A CNA can be assigned to a reviewer either by a user with the “assigner” role or re-assigned by the currently
assigned reviewer to another user with the “reviewer” role.

4.2.1 Assigning a CNA by an “Assigner”

a. Assoon as an assigner logs into the tool, they are automatically presented with a list of
CNAs submitted to the agency associated with them but not yet assigned.

b. To select a reviewer, click on the ¥ sign in the Reviewer column.
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CMNA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports
~|Search

** Property Name |Morthgate Condos
** Assessment ID

** Property ID

**iRems Property ID
== AMAS ID

** Reviewer

** Internal Status l:l

** Approving Agency

*=* At least one is required

** State
== City

-«

Search | Reset

View - DefaultSearch & Detach
JPropert‘y MName |Assessment D [Status Date CNA Submitted |Case Number |Reviewer iRems Property ID | City |state |Postal €
I Morthgate Condos  2014-003221 Under Review  8/5/2014 000128 ‘{',:' FIRST - HCMTO1 LAST -HCMTO1 1234324252 Reston VA 20190
Morthgate Condos  2014-003493 Under Review  &/14/2014 000128 ‘{',:' FIRST - HCMTO1 LAST -HCMNTO1 11111133 Reston VA 20190
Morthgate Condos  2014-002873 Rejected 21/2014 000128 FIRST -4 MNTO1 LAST - HCMTO1 800217510 Reston VA 20190
Morthgate Condos  2014-002843 Approved 7/21/2014 000123 FIR: CMTO1 LAST - HCNTO1 5798085 Reston VA 20190
Morthgate Condos  2014-002341 Approved 7f21f2014 000128 FIR: ICMTO1 LAST - HCMTO1 800217510 Reston VA 20190
Morthgate Condos  2014-002526 Submitted 7/10f2014 000128 ‘{',:' FIRST - HCMTO1 LAST -HCMTO1 800217510 Reston VA 20190
Morthgate Condos  2014-002735 Rejected 7f17{2014 000128 FIRST - HCMTO1 LAST - HCMTO1 800217510 Reston VA 20190
Morthgate Condos  2014-002734 Approved 7/17j2014 000123 FIRST - HCWNTO1 LAST - HCNTO1 800217510 Reston VA 20190
Morthgate Condos  2014-002565 Submitted 7/10f2014 000128 ‘{',:' FIRST - HCMTO1 LAST -HCMTO1 800217510 Reston VA 20190
Morthgate Condos  2014-002558 Submitted 7/10f2014 000128 ‘{',:' FIRST - HCMTO1 LAST -HCMTO1 800217510 Reston VA 20190 -
3
Columns Hidden 1
When an Assigner with both assigner and a reviewer roles logs in, they will be
presented with the assessments assigned to them (via their reviewer role).
Only assessments with the status of Submitted and Under Review can be assigned to
a reviewer.
c. After clicking the ¥ sign, the following dialog box is displayed
Lty |
F*Rems Property 1D
== AMAS TD
== Reyiewer '.<Unassigned> Iz‘ Select Reviewer
== Internal Status | Reviewers |Z|
** ApprovingAgenc HUD. j
& SRR oK. Cancel
Search Reset
View » DefaultSearch g Detach
-IF;roperty I;J-ame !.‘ |u|_i1 i;siatus .i.l.Zl-ane CNA Submltted itase .I\.lur-nber .iﬁeviewer i .Rems-Property ]D |C|ty iétane iF;osi.z;J Y
d. Click on the drop-down arrow to choose a reviewer.
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dl
Jmhs pswow e roperty 0|
Rmcareed B walclabe 1742054 i a5 R
Wi For vialclale 1/0/E4 ok B 45

e. Choose areviewer from the list displayed. Here, LAST — HCNTO4, FIRST - HCNTO4 is
chosen. Click on the OK button.

I

select Reviewer

Reviewers |LAST -HCNTO4, FIRST-%TM v |

M Cancel

Date CNA 5ul

|iRems Prop)

f.  On the search fields above the table, search for the assigned reviewer by clicking on
the down-arrow in the Reviewer field and click on the Search button.

= Proper Ty Mo
** hmaoument 1D
== Property ID

= Siaty

== Oty

** R.ems Property ID
== AMAS ID

R eewer

=* Infernal Stats

= AT ngARenty

View =

Horthgate Condos
hisethgate Conelos
Blue Ridge Towers
Horthgate Condos
Morthgate Condos
Northgate Candds
hiorthgate Condos:
Herthgate Condaos
THE PROPERTY

THel FROPERTY

Defaitse|
——

3 rF[R‘EI’-L‘C‘iTEaLA':TI'-CENTDa

<Linasshgred > |:|
| elirastigred -
|FIRST ~CONTOE LAST - CONTO 1
| FIRST - CONTIR LAST - CCNTOZ
| FIRST « CONTO3 LAST - CCNTD3
| FIRST - CONTOS LAST - CONTOS
FIRST « CONTOS LAST - CCHTRS (|
| FIRST ~ DOWTOE LAST - QONTOS
| FIRST - CONTOT LAST - CONTOT

[Dane CNA fubertted Chse humber
| FIRST - CCHNTOS LAST - CCNTOR

| FIRST  MONTD LAST - HCNTOL b 1/ 1/2014 TeaTaEd

| FIRST - HONTOZ LAST - HCNTOZ e U104 a7

|FIRST - HCONTOFLAST - HCNTOS Rl

v o +
| FIRST « HONTOS LAST « HCHTOS e 12302013 DEDA023

| FIRST - HONTDG LAST - HCNTOS te 12302013 [-F.L PEE

| FIRST -HCHTOT LAST - HCNTOR B 12/38/2003 foF v
et sidpiictes B 127342013 020023

| Vx E o : v ¥,

|FmeT - ronTog LasT - qonTon = [HaBe 1ELE0L pEDL3

2014000549 Submitted 122003 M Nurmber oo
0 14-0000 550 Recerved for Validatic 1277113 ICHA Humber

== At least o regured

Ross Property [0 Dty

233N Reshon W 20170
ZILEIN, Reisen Wl i
21R0IR ‘Wiashingbon o 75235
FEHIHT Restan ™ 20190
WS Reston ™ 20150
SFEHRHT Restan ™ 0150
SRS Resion T 0150
IR Riston ™ 2013
REMS Property Reston WA 2190
REMS Property Reston W 2050 %

Page 10



SIS
% ,@v‘g

g

CNA eTool - User Manual

g. The bottom of the screen displays all the CNAs assigned to the selected reviewer.

~|Search

** Property Mame
** Assessment ID
** Property ID

** State

== City

**Rems Property ID
== AMAS ID

** Reviewer

** Internal Status

**= ApprovingAgency

FIRST - HCNTO4 LAST - HCNTO4 [=]

HUD

** At least one is required

Search Reset

n

View » DefaultSearch d‘ Detach
. . Rems .
JProperty Name Assessmentld 1 ‘Stab.ls Date CNA Submitted |Case Mumber |Reviewer Property ID ‘Clty ‘Stabe Postal €
I Morthgate Condos  2014-000335  Under Review 1/1/2014 7987987 ‘{IF' FIRST - HCMTO4 LAST - HCNTO4 23LK31L Reston WI 0190 *
Blue Ridge Towers ~ 2014-000032 Approved 1/1/2014 4207055 FIRST -HCNTO4 LAST - HCNTO4 F5HOLY Washington DC 75100
Blue Ridge Towers ~ 2014-000037 Submitted 1/1/2014 6496300 ‘{ly:' FIRST - HCNTO4 LAST - HCNTO4 21R0IR Washington DC 75235 1
MNorthgate Condos  2014-002099 Submitted 6/30/2014 000123 ‘:D:' FIRST - HCNTO4 LAST - HCNTO4 904504 Reston VA 20190
Harry Messner 2014-002104  Submitted 6/30/2014 000128 ‘{IF' FIRST - HCNTO4 LAST - HCNTO4 800217510 Reston VA 20130
MNorthgate Condos  2014-002295 Received for Validation 7/8/2014 000123 FIRST -HCNTO4 LAST - HCNTO4 120151 Reston VA 20190
MNorthgate Condos  2014-002146 Rejected 6/30/2014 000123 FIRST -HCNTO4 LAST - HCNTO4 800217510 Reston VA 20190
Morthgate Condos 2014002152 Submitted 6/30/2014 0001238 ‘{IF' FIRST - HCMTO4 LAST - HCNTO4 800217510 Reston VA 20130

4

1

+

4.2.2 Assigning CNA by a currently assigned reviewer

a. Loginto as a reviewer; here logged in as LAST — HCNTO4, FIRST - HCNTO4.

NOTE: Please note that only those CNAs with the status of Submitted or Under Review have the

+ sign next to the reviewer’s name, indicating that these CNAs can be re-assigned to a different

reviewer by this reviewer. Those CNAs with the status of Approved or Rejected or Received for
Validation cannot be re-assigned to a different reviewer by this reviewer.
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~|Search

** Property Name

** Assessment ID
**Property ID
**State

== City

**iRems Property ID
= AMAS ID

** Reviewer

** Internal Status

== Approving Agency

View -

DefaultSearch

[FIRST -HCNTO4 LAST -HCNTO4 ¥ |

L ]

etach

** At least one is required

Search | Reset

Property Mame

Morthgate Homes
Morthgate Condos1

Morthgate Homes

Morthgate Condos

Morthgate Condos
Morthgate Condos
Morthgate Condos

Morthgate Condos

Morthgate Condos
Morthgate Condos

Assessment ID

2014-003062
2014-003060

2014-003057

2014-003221

2014-002868
2014-002866
2014-002854

2014-002551

2014-002549
2014-002555

Status

Approved
Approved

Under Review

Under Review

Approved
Rejected
Rejected

Under Review

Rejected
Approved

Date CNA Submitted |Case Number |Revi

7/24/2014
7/24/2014

7/24/2014

8/5/2014

7/21/2014
7/21/2014
7/21/2014
7/21/2014
7/21/2014
7/14/2014

000123
000123

000128

000128
000128
000128

000128

000128
000128

S HCNTO4 LAST - HCNTO4
FI - HCNTO4 LAST - HONTO4

‘{,5 FIRST - HCNTO4 LAST - HCNTO4 122205

iRems Property ID City

777555
170808

‘{',2' FIRST - HCNTO4 LAST - HCNTO4 1234324252

FIRST - HCNTO4 LAST - HCNTO4
FIRST - HCNTO4 LAST - HCNTO4
FIRST - HCNTO4 LAST - HCNTO4

5798085111
5798085111
800217510

‘{',2' FIRST - HCNTO4 LAST - HCNTO4 5798085

FIRST - HCNTO4 LAST - HCNTO4
FIRST - HCNTO4 LAST - HCNTO4

5798085
5798085

State |Postal €

= e -
VA

Reston 20150
Reston VA 20190
Reston VA 20180
Reston VA 20190
Reston VA 20190
Reston VA 20190
Reston VA 20190
Reston VA 20190
Reston VA 20190
Reston VA 20190 7

<

| 3

b. Click on the * sign in the Reviewer column and below screen is displayed. In this
example, Assessment ID 2014-003057 is selected.

View DefaultSearch Detach

|Pr0perty MName | 4 nt ID |Stab.|s |Dahe CNA Submitted |Case MNumber |Reviewer iRems Property ID |City |Stahe |Postal a
Morthgate Homes 2014-003085 nder Review  7/24/2014 000128 ‘{',2' - HCNTO4 LAST - HCNTO4 800217510 Reston VA 20190 *
Morthgate Homes 2014-00308 Approved 7f24/2014 000128 FI HCNTO4 LAST - HCNTO4 777555 Reston VA 20130
Morthgate Condos1  2014-00306! Approved 7f24/2014 000128 FI - HCNTO4 LAST - HCNTO4 170808 Reston VA 20130

I Morthgate Homes 2014-003057 Under Review  7/24/2014 000128 FIRST -HCNTO4 LAST - HCNTO4 122205 Reston VA 20150

Morthgate Condos  2014-003221 Under Review  8/5/2014 000128 ‘{,‘3 FIRST -HCNTO4 LAST - HCNTO4 1234324252 Reston VA 20130
Morthgate Condos  2014-002363 Approved 7f21/2014 000128 FIRST - HCNTO4 LAST - HCNTO4 5798085111 Reston VA 20130
Morthgate Condos  2014-002366 Rejected 7f21/2014 000128 FIRST - HCNTO4 LAST - HCNTO4 5798085111 Reston VA 20130
Morthgate Condos  2014-002354 Rejected 7f21/2014 000128 FIRST - HCNTO4 LAST - HCNTO4 300217510 Reston VA 20130
Morthgate Condos  2014-002351 Under Review 7212014 000128 ‘{',2' FIRST - HCMNTO4 LAST - HCNTO4 5798085 Reston VA 20130
Northgate Condos  2014-002349 Rejected 7/21/2014 000123 FIRST - HCNTO4 LAST - HCNTO4 5798085 Reston VA 20150
Morthaate Condos  2014-002535 Approved 7/14/2014 000128 FIRST - HCNTO4 LAST - HCNTO4 5798085 Reston VA 20190 7

<

| 3

c. Click on the drop-down arrow to choose a reviewer.
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d. Choose a reviewer from the list displayed. Here, LAST — HCNTO6, FIRST - HCNTO6 is
chosen. Click the OK button.

e. On the search fields above the table, search for the assigned reviewer by clicking on
the down-arrow in the Reviewer field and click on the Search button.
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=¥ Il Slabuim |

= BDDroYg AEnEy

1 CHA Sulsratied [Case turber v |Rews Foperny I |Ory

P Lingalis Hownea | TR i ol FISST - HENTOALAST - HOHTEH BB02E7E10 Rl
P Uingalm hoema TP 28 FIRET - HIMTOHA LAET - BONTEA eSS Bmilon
Fior ingale Candasl a4 200128 FIRST -#T2 LAST - BONTTA LPE0a Reston
Mo thgaie nores pafmis o1 qp FIZ5T -HCNTOALAST - HONTDS 123708 Reyinn
P lxgain Esindes e o1 ol FIRCT . HEMTOALAST . HOMTEH {23a304250 Baileni
i ligale Condes. TER LT e RS  HONTOS LAST  HONTOB | FIRST - scToa LAST - HONTEA SMAmELL] Bl
Phrthgate Condes  §TRET - [0 LAST - [CRTD] " Fariet 1% FIRET - HOMTCA LAET - BOWTIH S73E0851L Rzston
Forthgate Condas 01500285+ Repeced i ¥ 01z FIRST - HIWTC LAST - HONTEA BOIZLTELD Reston
Porligaie Condos 018002851 Lnde Rewew 12370034 S dh Fisft - ACNTOALAST - HONTIH SRS Baiien
Nertgais Conded 201800580 Aepmcted 124 FIRET - HETTE LAST - RCNTEA SPEaEE Ranlon

i 34 FIRET - #WT34 LAET - BCMTIH Ere RESIOn

P haate Condss 1400795 Anceireedl

f. The below screen shows the reviewer FIRST — HCNTO4, LAST - HCNTO04 has re-
assigned to assessment ID 2014-003057 to reviewer FIRST — HCNTO06, LAST - HCNTO6.

~|Search

*=* At least one is required

** Property Name

|
** Assessment ID |
** Property ID |

=state [ |

= City |

**iRems Property ID |

|

|

= AMAS ID

** Reviewer

“itemalstates [ ]

== Approving Agency |

View v | DefaultSearch |%

Property Mame Assessment I Date CMA Submitted |Case Number |Reviewer iRems Property ID
MNorthgate Condos  2014-002124 Under Review  6/30/2014 000123 ‘{',2' FIRST - HCNTOG LAST - HCNTOS 904504 Reston VA 20190
EARL Cook 2014002123 Under Review  6/30/2014 000123 ‘{',2' FIRST - HCNTOS LAST -HCNTOS 800217510 Reston VA 20190
MNorthgate Condos  2014-002148 Approved 6/30/2014 000123 FIRST - HCNTOS LAST - HCNTO& 800217510 Reston VA 20190
MNorthgate Condos  2014-002013 Under Review  6/29/2014 000123 ‘{',2' FIRST - HCNTOS LAST -HCNTOS 800217510 Reston VA 20190
MNorthgate Condos  2014-001933 Rejected 6/25/2014 000123 FIRST - HCNTOS LAST - HCNTO& 800217510 Reston VA 20190
MNorthgate Condos  2014-001932 Approved 6/25/2014 000123 FIRST - HCNTOS LAST - HCNTO& 800217510 Reston VA 20190
THE PROPERTY 123 2014-000619 Submitted 12/31/2013 CNA Number ‘{',2' FIRST - HCNTOS LAST -HCNTOS REMS Property Reston VA 20190
MNorthgate Condos  2014-000473 Submitted 1/1/2014 7987987 ‘{',2' FIRST - HCMTOS LAST - HCNT0S 23JLK31L Reston FL 20190
-
4| - | 3
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4.3 Reviewing a CNA

To review a CNA, the reviewer logs into the reviewer tool and is presented with all the assessments
currently assigned to them. In this example, reviewer FIRST — HCNTO04, LAST - HCNTO04 has logged in
to review a Submitted CNA.

U.S. Department of Housing and Urban Development ‘@% I fs -j

U.S. Department of Agriculture - Rural Development MLogged in =s: HCNTO4
CNA SUBMISSION LOCATE CNA Reports

~|Search

** At least one is required

** Property Mame

|
** Assessment ID |
** Property ID |

=state [ |

== City |

**iRems Property ID |

|

|

= AMAS ID

** Reviewer

“itemalstats [ V]

**= Approving Agency |

Search | Reset
View + | DefauitSearch | | i etach

Property Name Assessment ID Status Date CMA Submitted |Case Mumber Reviewer iRems Property ID State  |Postal C
& __--
Northgate Homes 2014-003062 Approved 7/24/2014 000125 FIRST - HCNTO4 LAST 777555 Reston 20190
MNorthgate Condos1  2014-003060 Approved 7/24/2014 000125 FIRST - HCNTO4 LAST 170303 Reston \I'A 20190
Morthgate Condos  2014-003221 Under Review 8(5/2014 000123 E'E'P FIRST -HCNTO« 1234324252 Reston VA 20150
MNorthgate Condos  2014-002368 Approved 7/21f2014 000125 FIRST - HCNTO4 LAST 5798035111 Reston VA 20190
Northgate Condos  2014-002366 Rejected 7/21f2014 000125 FIRST - HCNTO4 LAST 5798035111 Reston VA 20190
MNorthgate Condos ~ 2014-002854 Rejected 7/21/2014 000123 FIRST - HCNTO4 LAST800217510 Reston VA 20190
MNorthgate Condos  2014-002351 Under Review 7/21/2014 000125 KDD FIRST - HCNTO< 57938085 Reston VA 20190
MNorthgate Condos  2014-002345 Rejected 7/21/2014 000125 FIRST - HCNTO4 LAST 5793035 Reston VA 20190
Morthgate Condos  2014-002595 Approved 7/14/2014 000125 FIRST - HCNTO4 LAST 5793035 Reston VA 20190
MNorthgate Condos  2014-002594 Rejected 7/14/2014 000125 FIRST - HCNTO4 LAST053119 Reston VA 20190

a. Clickthe Assessment ID link in blue to launch the assessment for review. Here, assessment
ID 2014-003221 has been selected.

Search | Reset
View | DefaultSearch |%Detach

|Property Name | 1t ID |status |Date CNA Submitted |Case Number |Reviewer iRems Property ID_ | City |state |Postal ¢
Morthgate Homes 2014-003065 Under Review 7(24/2014 00012 ‘{',2' FIRST - HCNTO< 800217510 Reston WA 0190 *
Morthgate Homes 2014-003062 Approved 7/24/2014 000128 FIRST - HCMNTO4 LAST 777555 Reston \I'A 20150

Morthgate Condos1  2014-003060 7/24/2014 0001258 FIRST - HCNTO4 LAST 170808 Reston 20150

____--

Approved

Morthgate Condos ~ 2014-002363 Approved 7/21/2014 000128 FIRST - HCMNTO4 LAST 5798085111 Reston 20150
Morthgate Condos  2014-002366 Rejected 7f21/2014 0ooizs FIRST - HCNTO4 LAS1 5798085111 Reston \"A 20190
Morthgate Condos ~ 2014-002354 Rejected 7/21/2014 000128 FIRST - HCNTO4 LAS1 800217510 Reston VA 20150
Morthgate Condos  2014-002351 Under Review 7/21/2014 000128 ‘{',:' FIRST - HCNTO< 5798085 Reston VA 20150
Morthgate Condos ~ 2014-002349 Rejected 7/21/2014 000128 FIRST - HCNTO4 LAST 5798085 Reston VA 20150
Morthgate Condos ~ 2014-002535 Approved 7/14/2014 000128 FIRST - HCNTO4 LAST 5798085 Reston VA 20150
Morthgate Condos  2014-002534 Rejected 7/14/2014 000128 FIRST -HCNTO4 LAS1053119 Reston VA 20150

A

3
Columns Hidden 1
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d. The LOCATE CNA screen displayed below shows various panels that contain all of the
CNA information submitted to the agency.

Capital Needs Assessment Tool Contact Us | Help | Logout
i USDA
U S. Department of Housing and Urban Development (178 -‘
U.S. Department of Agriculture - Rural Development Logged in 25 HONTO4
CMNA SUBMISSION LOCATE CNA Reports
Expand All | Collapse all | Return |
Reviewer HCNTO4 Rems Property ID 1234324252 Postal Code 20130
Assessment ID 2014-003221 Property Name Morthgate Condos Case Mumber 000125
Date CNA 8/5/2014 State VA Internal Status  Under Review
Submitted City Reston
Completed Date  12/31/2013
‘Wiew Previous History
~| Summary
View v d‘ Detach
Role ) iContact Mame Contact Number |Contact eMail Address  |Org MName iSh’eet Address City State Zip Code
Rl | b | | Add | dd | | | de |
I current Owner Tom Forliri 493-403-4032 tforini@gmail.com  Tom Forlin 3920EmStrest  Reston va 20190
Lender - Originator  Jane Sullivan 493-403-4039 janes @mainstreetiendi... Main Street Lending 827 Shady Oak Blv... Herndon WA 20180
Property Manager  Bob Builder 493-403-4039 bbuilder @gmail.com ABC Property 123 Main Street Reston WA 20130

[

| Flags

[

| Financial Factors

e

| Financial Schedule

v

| Estimate Period Recap

[

| Critical Repair Needs

[

| Non Critical Repair Needs

w

| Future Repair Replacements

v

| Narrative

e. Each of the panels can be expanded by:
i. Clicking on the right-arrow button to the left side of the panel names
ii. Double clicking anywhere in the panel header.

ancial Factors

i

Financial Schedule

£

Estimate Period Recap

'

Critical Repair Needs

£

Mon Critical Repair Needs

£

Future Repair Replacements
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All the panels can be expanded by clicking Expand All button at the top right corner of

the screen.
Capital Needs Assessment Tool Contact Us | Help | Logout
iy USDA
U.S. Department of Housing and Urban Development : ’|.||||||| e
U.S. Department of Agriculture - Rural Development Logged ip fPHCNTO4
CNA SUBMISSION LOCATE CNA Reports

Expand All | Collapse all | Return |
Postal Code 20190

Reviewer HCNTO4
AssessmentID  2014-003221

Rems Property ID 1234324252

Property Mame Morthgate Condos Case Mumber 000128
Date CNA 8/5/2014 State VA Internal Status  Under Review
Submitted City Reston

Completed Date  12/31/2013
View Previous History

4.3.1 Locate CNA

The top-most panel displays the basic information of the CNA.

Capital Needs Assessment Tool Contact Us | Help | Logout

. USDA
U.S. Department of Housing and Urban Development £ ’|||||||| "—f‘
U.S. Department of Agriculture - Rural Development ‘

Logged in s: HCNTO4
CMA SUBMISSION LOCATE CNA Reports

Expand All | Collapse all | Return
Rems Property ID 1234324252 Postal Code 20190
AssessmentID 203003221 Property Mame Morthgate Condos Case Number 000128
Date CNA Gj2014 State VA Internal Status  Under Review
Submitted City Reston
Completed Date 131/2013
View Previous History

Reviewer HCNTO4

@ “View Previous History” displays all other CNA’s submitted for the same property with
various statuses.

4.3.2 Summary

The Summary panel displays various participants associated with this assessment. For
example, Current Owner, Lender, and Property Manager are displayed on the screen.

JRole |C0ntac1Name Contact Number |C0ntact eMail Address Org Mame |Sh'eet Address |City State Zip Code

I Current Cwner Tom Forlini 493-403-4039 torlini@gmail.com Tom Faorlini 35920 Elm Street Reston VA 20190
Lender - Originator ~ Jane Sullivan 453-403-4039 janes@mainstreetlending.com  Main Street Lending 827 Shady Oak Blvd, Suite 160 Herndon VA 20130
Property Manager  Bob Builder 453-403-4039 bbuilder @gmail.com ABC Property 123 Main Street Reston VA 20130

4.3.3 Flags

The Flags panel displays all the flags generated for this assessment.

a. Click the arrow on the left side of Flags to expand this panel.
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TETTTTE TS TS TOTY
~| Summary

View - | & Detach

Role Contact Name Contact Mumber  |Contact eMail Address Org Name Street Address City State Zip Code

Lender - Originator  Jane Sullivan 453-403-4035 janes @mainstreetlending.com Main Street Lending 827 Shady Oak Blvd... Herndon VA 20190
Progyty Manager  Bob Builder 493-403-4039 bbuilder @gmail. com ABC Property 123 Main Street Reston VA 20150
» | Flags

_»| Financial Factors

b. The expanded panel is displayed below.

v/ Flags
View - | add | Edit | Export || & Detach

Severity |Flag ID Component Type Name Flag Cauze Note Lender or Owner Response Reviewer Response

contains an invalid walue for an identified

Accessibility Recommendation/Decision; edit
Component: Central panel smoke

detector , Alternative: New Central Panel

Compliance requirements not met for Fair

Housing Act Covered Unit; Site: 1500

w DA-005 Side, Building: 1501 Morthgate Square, edit
Unit Type: 1BR 1BA 650, Unit Mumber:

11A

Compliance requirements not met for Fair

Housing Act Covered Unit; Site: 1500

W DA-005 Side, Building: 1503 Morthgate Square, edit
Unit Type: 2BR. 2BA 850, Unit Mumber:

318

Compliance requirements not met for Fair

Housing Act Covered Unit; Site: 1400

W DA-005 Side, Building: 1406 Northgate Square, edit
Unit Type: 2BR. 1BA 750, Unit Mumber:

218

Smoke and fire detection

Comments field has been left blank or
i DG system, central panel

Compliance requirements not met for Fair

Housing Act Covered Unit; Site: 1400

W DA-005 Side, Building: 1402 Northgate Square, edit

Unit Type: 1BR 1BA 650, Unit Mumber:

11A B

c. The reviewer has to the ability to add comment to flags. To add a comment
on a specific flag, click the “edit” in the Reviewer Response column.

| Flags
View~ | Add | Edt | Export | | EDetach
| |Severity |Flag ID Component Type Name Flag Cause Note Lender or Owner Response wer Response

Comments field has been left blank or

contains an invalid value for an identified

Accessibility Recommendation /Decision;

Component: Central panel smoke

detector , Alternative: New Central Panel

Compliance requirements not met for Fair

Housing Act Covered Unit; Site: 1500

W DA-005 Side, Building: 1501 Morthgate Square, edit
Unit Type: 1BR 1BA 650, Unit Number:

11a

Smoke and fire detection
system, central panel
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d. Enter the comment in the Add Reviewer Response box.

e. The below screen capture is an example of reviewer comments added in the pop
up window. Click the OK button to save the review comment.

- |This is the comment from the Reviewer

f. The user is back on the original screen with the reviewer’s comment saved and
displayed.
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| Flags
View v | Add | Edt | Export | | i Detach
-Severity-I Flag ID Component Type Mame |Flag Cause Mote |Lender or Owner Response |Reviewer Response
The EPA Portfolio Manager Report (SEDI -
W AA-002 or SEF) was not attached to the edit

Assessment

w DA-005
W DA-005
W DA-005
W DA-005

Compliance requirements not met for Fair
Housing Act Covered Unit; Site: 1500
Side, Building: 1501 Morthgate Square,
Unit Type: 1BR 1BA 650, Unit Mumber:
11A

Compliance requirements not met for Fair
Housing Act Covered Unit; Site: 1500
Side, Building: 1503 Morthgate Square,
Unit Type: 2BR 2BA 850, Unit Number:
31B

Compliance requirements not met for Fair
Housing Act Covered Unit; Site: 1400
Side, Building: 1406 Morthgate Square,
Unit Type: 2BR. 1BA 750, Unit Number:
218

edit

edit

Compliance requirements not met for Fair
Housing Act Covered Unit; Site: 1400
Side, Building: 1402 Morthgate Square,
Unit Type: 1BR 1BA 650, Unit Number:
11A

edit

Comments will not be visible to the submitter until a decision on the assessment has been made
(i.e. Accept or Reject)

(i) Add aFlag

The reviewer has the ability to add a “manual flag” to the assessment at any time during

the

review.

a. Click the Add button on top of the Flags panel.

~| Flags
view~ | Add | Edit | Export | | & Detach
'Se\-’erity-I Flag ID Component Type Mame |Flag Cause Mote |Lender or Owner Response |Reviewer Response

AA-002

w DA-005

—

The EPA Portfolio Manager Report (SEDI
or S5EP) was not attached to the
Assessment

edit

Compliance requirements not met for Fair
Housing Act Cavered Unit; Site: 1500
Side, Building: 1501 Morthgate Square,
Unit Type: 1BR 1BA 650, Unit Number:
114

edit

| Compliance reguirements not met for Fair

b. A pop-up box with the options to add a new flag is displayed on the screen.
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View - add | Edit | Export o Detach

|Severitv iFIag D Component Type Name |Flag Cause Mote iLender or Owner Response iReviE'f'\'er Response
The EPA Portfolio Manager Report (SEDI
W AA-002 or 5EF) was not attached to the edit
Azcazcment
Add Flag =
W “Flag I | v Flag
Cause
Component Type Mame | ¥ | Mote
severity[ v ]
W Automated Flags [N &
Reviewer
Response

P

ﬂ Cancel

Unit Type: JBR 1B4 750, Unit NU-I:I'IbEI':
218

c. Click the drop-down option for Flag ID and choose any of the manual flags that
were predefined. In this case Fhe FN-013 fIa_g is chc_)sen.

=T =TT R

@ In the drop-down list a user will see only those flags that have been designated by system
administrators as manual flags. Users cannot create their own flags, they must choose from the
predefined list (See section 5.1.2 for steps on how to create a new manual flag in the system).

d. Since this is a manual flag, the Automated Flag field is grayed out and has “N”
implying that it is not an automated flag, the Severity and Flag Cause Note
fields automatically populate based on the flag chosen.
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Add Flag L]
w *Flag ID [ FN-013 File Type field l=fgank ] Flag | This is a manual flag,
Cause
Component Type Name | i ] MNote

Severity

w Automated Flags | M

Reviewer
Response

s
M Cancel

e. The user is able to select a Component Type tied to the assessment from the
pre-populated drop-down list and enter a Reviewer Response and click the OK
button to save the new flag.

[p—
Add Flag <]
w *Flag ID [ FN-013 File Type field left blank ] Flag | This is 3 manual flag.
Component Type Name | ¥ ] C;ﬁ:
Severity
W Automated Flags |N =

Reviewer |This is my response.
Response

s

M Cancel

f.  Scroll down the Flags panel to view the new flag.

Z1A

Compliance requirements not met for Fair
Housing Act Covered Unit; Site: 1400

W DA-005 Side, Building: 1402 Morthgate Square, edit
Unit Type: 1BR 1BA 650, Unit Mumber:
11A
. Annual Ending Balance per Unit falls y
i 002 below Allowable Minimum Balance in year Edt
l W FM-013 This is a manual flag. editThis is my response.

The "Recommended Remaining Useful

Life" differs from the “Standard

Remaining Useful Life™ on an Alternative; edit
ComponentType: Disposal (food waste)-

Common, Alternative: Mew Disposal -

Better

Tho T dad i Lleatll

W UL-001  |Disposal (food waste)-Common

(ii) Edit a Flag

The reviewer has the ability to edit a response of any flag.
a. With the respective row of the Flag to edit selected, click the Edit button on

top of the Flags panel.
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~| Flags
View » Add

Edit | Export || &4 Detach

iSeverity Flag ID

Col t Type Mame |Flag Cause Mote |Lender or Owner Response |Re\-'iewer Response

W AA-002

W DA-005

The EPA Portfolio Manager Report (SEDI
or S5EP) was not attached to the edit

-
Assessment U

Compliance requirements not met for Fair
Housing Act Covered Unit; Site: 1500
Side, Building: 1501 Northgate Square, edit
Unit Type: 1BR 1BA 650, Unit Number:

114

Compliance reguirements not met for Fair

b. The screen dlsplays the Manage Flag box, where the reviewer can edit the flag.

—

T 7 1]
Manage Flag FiI-013 "
Compaonent Type Name | v Lender or Owner
Response
Severity [Warming V]
Automated Flags | M |
Flag Cause Note | This is a manual flag.
Reviewer Response | This is my response,
4
%

ok | cancel

C. Update the Rewewer Response with a new comment and click the OK button.

—

N T T
Manage Flag FN-013 -]
Component Type Name | v Lender or Owner
Response
Severity

Automated Flags |N

Flag Cause Note | This is a manual flag.

P
Reviewer Respanse | This is my second response, '
f 5

M Cancel

d. The information is updated on the Flags panel for the flag selected.
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W

W

Bw

W

DA-005

FN-002
FN-013

UL-001

Disposal {food waste)-Common

T
Compliance requirements not met for Fair
Housing Act Covered Unit; Site: 1400
Side, Building: 1402 Northgate Square,
Unit Type: 1BR 1BA 650, Unit Mumber:
114

Annual Ending Balance per Unit falls
below Allowable Minimum Balance in year
This is @ manual flag.

The "Recommended Remaining Useful
Life” differs from the “Standard
Remaining Useful Life” on an Alternative;
ComponentType: Disposal (food waste)-
Comman, Alternative: Mew Disposal -
Better

Tho ™ Ao Do inics 1 loo 6l

edit

edit

editThis is my second response,

edit

434

Financial Factors

a. Click the arrow next to Financial Factors panel to view information related to
the financial factors submitted

Financial Factors

Initial Deposit to AR

Estimate Period | 20

1000

Anr®%| Deposit to Reserves for Replacement (ADRR) per | 500
Unit

Initial Inflation Rate for Annual RFR. Deposit

1.123

Start Year for new Deposit Inflation Rate | 1.4

Start Year for new Deposit Inflation Rate

Mext Inflation rate on Cap Needs

Initial Inflation rate on Cap Needs

Initial Interest Rate for RFR Balance

L

w

.5

£

£

Start Year for new Inflation Rate on Cap Needs
Start Year for new Rate on RFR Balance

Start Year for new Rate on RFR Balance
MinimumBalancePercentage

Minimum RfR Balance Per Unit

Required Minimum RfR. Balance in Escrow Account

Reserve Comments

First Year RfR Deposit

w| =]t

100
4700

This financial data should be
suffident.

23500

4.3.5 Financial Schedule

a. Click the arrow next to Financial Schedule panel to view the calculated
financial schedule based on recommendations/decisions made

Calendar Year

Beginning Balance

Interest Income
Annual Deposit

Ending Balance

Inflation Rate on ...
Inflation Rate on ...

TISL Teal RIR Deposlt | 25000
Financial Schedule
- Export d‘
tion ‘Year 01 |Year 02 ‘Year 03 Year 04 ‘Year 05 ‘Year 06 Year 07 Year 08

2015 2016 2017 2018 2019 2020 2021 2022
51,000 524,722 549,066 574,112 £99,873 5126,352 §153,576 5181,560
515 $370 5736 51,111 51,498 51,895 52,303 52,723
523,763 524,030 524,367 524,708 525,054 525,405 525,760 526,121

Inflated Needs (Wi... [$56 §57 558 558 §72 576 530 585
$24,722 549,066 $74,112 $99,873 $126,352 $153,576 $181,560 $210,319

Required Minimum ... [$4,770 54,842 54,914 54,988 55,262 §5,552 §5,857 55,179

Interest Rate onB... |1.5% 1.5% 1.5% 1.5% 1.5% 1.5% 1.5% 1.5%
1.123% 1.123% 1.4% 1.4% 1.4% 1.4% 1.4% 1.4%
1.5% 1.5% 1.5% 1.5% 5.5% 5.5% 5.5% 5.5%

RFRR Deposit /Un... |$505 5511 5518 5525 §533 5540 5548 §555

Inflated Meeds /U... |51 51 51 51 51 g1 g1 g1

Financial Schedule

»| Estimate Period Recap
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4.3.6 Estimate Period Recap

a. Click the arrow next to Estimate Period Recap panel to display a list of fields

that give a financial recap of the assessment submitted

Financial Schedule

) ate Period Recap
Total %/Unit
Immediate Repairs (Total) 2,120
Life Safety Remedies £1,500 232
Accessibility Remedies 5120 51
Mon-critical Needs $500 $11
Total % /Unit
Total Deposits [all sources] to RfR Escrow $599,965 12,765
fears in Estimate Period 20
Initial Deposit §1,000 <500
[Total Future Annual Deposits £542,709 £11,547
Total Interest Income $56,256
[Total Uninflated Future Needs $11
[Total Inflated Future Meeds [withdrawals] 5636 514
Estimate Period Ending Balance £599,329 512,752
1st ¥r Annual Deposit/Unit $500
Lowest RfR Balance Year 1
Lowest RfR Balance s/Unit £10.64]
Last Year Ending Balance Deficiency §/Unit
Suggested Add to ADRR S/Unit <0
Highest RfR Balance Year 20
Highest RfR Balance s/Unit 512,752
Lowest Withdrawal Year 10
Highest Withdrawal Year El

»| Critical Repair Needs

4.3.7 Critical Repair Needs

a. Click the arrow next to Critical Repair Needs panel to display 2 sub-panels, Life
Safety Critical Repairs and Accessibility Critical Repairs. Items displayed in
these panels are recommendations/decisions that were identified as a life

safety or accessibility deficiency.

~| Critical Repair Needs

Life Safety Critical Repairs

Scope of Required
Meed Category " |Need Item Component Type Component ID Location Alternative Name Replacement or Action
Refurbishment
I Faucets & valves Mohen Faucet 2 Building Mew Faucet Test Repair
3
Accessibility Critical Repairs
View Export [ Detach
Scope of Required
Meed Category  [Meed Item Component Type Component ID Location Alternative Mame Accessibility Action
Compliance
I Smoke and fire detection sy... Central panel smoke dete... Building 4 Mew Central Panel  Building Yes Replace

Critical Repair [Replacements (Immediate Needs)

3
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b. Life Safety Critical Repairs: The Life Safety Indicator identifies the repair or
replacement item as a critical repair intended to remedy an immediate risk to
health and safety identified by the assessor.

| Critical Repair Needs

Life Safety Critical Repairs

iRepair or iScope of Required |
iNeed Category iNeed Ttem Component Type Component ID Location Alternative Name IRepIacement !Replacement or |Action

| | | | |Location |Refurbishment |
Jul Faucets &valves  MohenFaucet2  Buiding New Falicat Place Test Repair

»

c. Accessibility Critical Repairs: The Accessibility Indicator identifies a particular
repair, replace or add new action as part of a corrective action plan to address
identified accessibility deficiencies.

Accessibility Critical Repairs

Repair or Scope of Required
Meed Category  |Meed Item Component Type Component ID Location Alternative Mame Replacement Accessibility Action
Location Compliance
Smoke and fire detection sy... Central panel smoke dete... Building 4 Mew Central Panel  Building es Replace

3

Critical Repair/Replacements (Immediate Needs)

4.3.8 Non Critical Repair Needs

d. Click the arrow next to Non Critical Repair Needs panel. ltems listed in this
panel are recommendations/decisions that were identified as to be completed
“Now” but were not identified as Life Safety or Accessibility.

~| Non Critical Repair Needs

Need Category Need Item Component Type Component ID Standard ELL Current Age Assessed RUL Location Alternative Nam

l Drywall Basement Drywall 35 15 Test Location Mice Drywall - br
»

Mon-Critical Repair/Replacements {Immediate Meeds)
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4.3.9 Future Repair Replacements

a. Click the arrow next to Future Repair Replacements panel. Items listed in this
panel are recommendation/decisions that were identified as to be completed
at their “End of Cycle”

~| Future Repair Replacements

JNeed Category |Need Ttem |C0mp0nentType Component |Chosen Alternative |T0ta| Cost |Relaﬁve ‘fear
Disposal {food waste)-Commaon Garbage Disposal £55.56 1
Dizposal {food waste)-Common Garbage Disposal 555,56 2
Disposal {food waste)-Comman Garbage Disposal 555,56 3
Dizposal {food waste)-Common Garbage Disposal 555,56 4
Disposal {food waste)-Comman Garbage Disposal 555,56 5
Dizposal {food waste)-Common Garbage Disposal 555,56 [
Disposal {food waste)-Comman Garbage Disposal 555,55 7
Dizposal {food waste)-Common Garbage Disposal 555,56 8
Disposal {food waste)-Comman Garbage Disposal 555,55 :}

Mon-Critical Repair/Replacements (Future Needs)

4.3.10 Component Schedule Summary

a. Click the arrow next to the Component Schedule Summary panel. This panelis a
summary of all Components.

= L o wt Schedule 5 i
Viw = Expart | | Detmch

CompSreent ALBor When Fagt ACSon Lot Frit Recuarng Cost Py—— :r‘_n! Tioar DO Yoar 0] T O

Asplalt Prrement Dl Ered af Cytle $55, 00050 $55, 0. O £55, 00,00 0, 0k . e 0,00 -

Barking Stall Strprg  Beplace Ered of Cycle 6, 554 00 6, 544 00 6, 584,60 0, 6 .00 $0.00

Vi Aocesssible Parion Dne-tme Repar P 450,00 0,0 £, 03 $A450, 00 0. 0 0, 0

Coar byard Accesalble DOne-Time Repar PFa $750, 00 $0.00 $750. 00 0.0 30.00

Mz, Eulmier Aol Deplacr Erd &f £yt §10, SO0 50 §10, 500,00 .00 0,00 .00

Proscd Ly Beplace Erd of Cycle B, 500,00 6, 500,00 0, 00 #0,00 0,00

Pood Equipesent Replsoe Erd of Cyde 2,000 00 $32, 000, 30 0,0 50, 0 £0, 0

Exteri Pant [ Seals Replace Ersd of Cycde 322, 500 000 $22,500.00 0,100 $0.00 .00

Enteriar St vior Dot Replace e of Cycle £3, 250,60 £3, 35060 £, 00 &0, 00 $0.00

Flpicnny oot Enplsce B of Cycle LS, 13500 118, 175.00 0,00 50,00 0,00 -
v m '

4.3.11 Narrative
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a. Click the arrow next to Narrative panel.

~| Narrative

Marrative E

NOTE: If an assessor has input a narrative that is pertinent to the CNA, the user can view it in
this panel.

a. Click on the down-arrow of the Narrative box.

~| Narrative

Narrative

b. The drop-down values are displayed for those areas populated by the
submitter.
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barrCriscal Repeir Resincereancs (Fubne besds)

= | Rarratnee

| Pruperty Tree

c. Inthis example, INTERIOR_ELEMENTS_COMMON is selected from the list of
values.

b Crinca Paper Fasiacesans (Fulng Mesds)

= | Rarratnee

e v ‘
T . [SOEPACE
T 5 _TERAKT

3| Fruperty Tree

d. The narrative for INTERIOR_ELEMENTS_COMMON entered by the assessor on
the Assessor tool is displayed on the screen.

~| Narrative

Marrative |II‘-ITERIOR_ELEI'ﬂEI‘-I'I'S_COI'vII'vIOI‘-l r

Most buildings use a steel frame on concrete
slab construction.

4.3.11 Property Tree

The Property Tree panel, when completely expanded, displays the Property, Sites,
Buildings, Units and Common Spaces that belong to this Property.

a. Click the arrow next to Property Tree panel.
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roperty Tree
thgate Condos

~| Property
AMAS ID
Assessment ID
Mumber of Sites
Total Building Sg. Footage
Total Insurable Value
Total Mumber of Buildings
Total Units in Property
j Year Built
Year of Rehab

300920309250
2014-003221
2

46600
5051000

7

47

1971- 1972
1995 - 2006

City
Family Elderly Indicator
M5A or MonMSA

Postal Code

Property Id

Property MName

Rems Property ID
State

Street Address

Reston

Family

M54

20130

2014-003221
Morthgate Condos
1234324252

VA

1500 North Shore Drive

b. Click the right-arrow to the left side of the Property name.

~/| Property Tree
Morthgate Condos

~| Property
AMAS ID
Assessment ID
Mumber of Sites
Total Building 5q. Footage
Total Insurable Value
Total Number of Buildings
Total Units in Property
Year Built
Year of Rehab

Lok

300920309250
2014-003221
2

45600
5051000

7

47

1971 - 1972
1995 - 2006

City
Family Elderly Indicator
MSA or MonMSA

Postal Code

Property Id

Property Name

Rems Property ID
State

Street Address

Reston

Family

M54

20190

2014-003221
Morthgate Condos
1234324252

VA

1500 Morth Shore Drive

c. The Property name is expanded to display the Site information below the
Property name.
~| Property Tree
) it | Prope
1500 Side = pery
[+ 1400 Side AMASID 300920303290 City Reston
Assessment ID  2014-003221 Family Elderly Indicator Family
Number of Sites 2 MSA or NonMSA  MSA
Total Building 5g. Footage 46600 Postal Code 20190
Total Insurable Value 5051000 Property Id  2014-003221
Total Mumber of Buildings 7 Property Mame Morthgate Condos
Total Units in Property 47 Rems Property ID 1234324252
ﬂ Year Built 1971 - 1972 State VA
Year of Rehab 1995 - 2006 Street Address 1500 North Shore Drive
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side of the panel.

Click on the name of the Site; the Site information is displayed on the right

~| Property Tre:

~| Site
L= 1400 Side Assessment ID 2014-003221 Accessible Surface Parking 15
Property Id 2014-003221 Covered Surface Parking Spaces 0
Site Id - 1500 Side Accessible Covered Parking 0
Street Address 1500 North Shore Drive Total Parking Spaces 300
Square Footage 90000 Total Accessible Parking Spaces 15
City Reston Total Garage Parking Spaces 0
State VA Total Accessible Garages Spaces 0
j Postal Code 20190 LastUpdate 8/5/2014
Number of Buildings 4 Created 8/5/2014
Improved Vehicular Surface Area 125000 CreatedBy X01408
Surface Parking Spaces 300 LastUpdateBy X01408
e. Clickthe arrow on the left side of the Site’s name; here, 1500 Side; the list of
the buildings under this Site are displayed on the left side of the panel.
hd | rty Tree
VN gate Condos | Site
7 &
1501 Morthgate Square AssessmentID  2014-003221 Accessible Surface Parking 15
1503 Morthgate Sguare Property Id 2014-003221 Covered Surface Parking Spaces 0
1505 Morthgate Square Site Id 1500 Side Accessible Covered Parking 0
Main Office Street Address 1500 Morth Shore Drive Total Parking Spaces 300
k> 1400 Side Square Footage 90000 Total Accessible Parking Spaces 15
City Reston Total Garage Parking Spaces 0
State VA Total Accessible Garages Spaces 0
j Postal Code 20190 LastUpdate 8/5/2014
Mumber of Buildings 4 Created 8/5/2014
Improved Vehicular Surface Area 125000 CreatedBy X01408
Surface Parking Spaces 300 LastUpdateBy X01408

f. Click on the name of the Building; here, 1501Northgate Square; it displays the
Building information on the right side of the panel.

~| Property Tree

% Morthgate Condos
W 1500 Side

~| Building

Assessment ID

Property Id
Site Id

Building ID

1503 Morthgate Square
1505 Morthgate Square
Main Office

[= 1400 Side

Building Types
Year Built

ﬂ Replacement Cost of
Building per 5Q

Source of Replacement
Cost

Street Address

City

State

Zip Code

% Number of Elevators

2014003221 Number of 3 Replacement Cost of 671000
2014003221 Stories Building
1500 Side Foundation Slab on Grade Building Sq. Footage 6100
1501 Northgate Construction Steel Frame Floor System Reinforced
Square Type Concrete
Semi-Detached Construction  Steel columns with a steel Garage Parking Spaces 0
1971 Type stud/brick wall system. Accessible Garage Parking 0
S Comments Spaces
Numbal' of 1 Accessory Building M
Stories Below fc
RSMeans Grade LastUpdate :,?;g :
Basement Slab on Grade Created 1 4
Floor Type CreatedBy X01408
Foundation Structurally sound, minor LastUpdateBy X01408
Comments “racking and some mold CalcBuildingSaFtResid 5600

Building Permit
Date of

Pirmimames

growth
7j31/1971
3/1/1972
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g. Scroll down to view the complete information of this building. It displays the

Common Spaces and Unit Types associated with this building.

~| Property Tree

W Morthgate Condos

Year of Rehab
7 150

Total Sinks or
Faucets
Total Toilets

Total
Showerheads

1503 Morthgate Square
1505 Morthgate Square
Main Office

[= 1400 Side

Common Space

Type of Common

j ‘Common Space Id ‘Tvpe Comments

1995

o

Mum|
Show

Square Footage Number of Sinks Number of Toilets
Space
Mo data to display.
»
Unit Types
Unit Type gﬂﬁs:n%ms n Square Footage Number of Bedrooms g;$?§;££ MNumber of Sinks Mumb
¥ || Mo data to display.
» » b

h. Similarly, click on other arrows and view the various Sites, Buildings and the
associated Unit Types and Common Spaces under this Property.

4.3.12 Inspection Sample

The Inspection Sample panel displays the information on all the units that were inspected

by the assessor.

~| Inspection Sample

View -

Property Id Site Id Building Inspected  |Inspection Status  |Unit Floor Unit Type Unit Status Unit Identifier EE:;;’EEFUHY
2014-003221 1500 Side 1501 Morthgate S...  Inspected 1 1BR. 1BA 650 Occupied 11A Mone
2014-003221 1500 Side 1503 Morthgate 5. Unable To Enter 1 ZBR. 2BA 850 Occupied 316 Maobility
2014-003221 1400 Side 1402 MNorthgate 5...  Unable To Enter 1 1ER. 1BA 650 Occupied 21A Mobility
2014003221 1400 Side 1402 Morthgate 5...  Unable To Enter 2 1BR. 1BA 650 Vacant 114 None
2014-003221 1400 Side 1406 Morthgate 5. Inspected 2 ZBR 1BA 750 Vacant 218 Mone

~

Scroll to the right to view the complete information of each of the inspected units.

4.3.13 Attachments

The Attachments panel displays any attachments that have been attached to this
assessment. In this example, the submitted CNA is the only attachment.

a. Click the arrow next to the Attachments panel; the panel expands. To
download the attachment to view, click on the icon to the right of the

Document Date field.
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Attachments
- ;:j' Detach
C |File Type |Attachment Type |Document Date | =

I nént Type Name |Need Category ID Il‘-leed Ttem ID
[ [ NA A CNA 05-04-14 1700, sm cna 8/5/2014 I3

As seen above, the actual CNA (Excel document) uploaded to the Submission page, will always be
available for download in the attachments panel. Reviewers are able to make changes to the
downloaded assessment and use the Validation screen to perform a “What-if-Analysis” to
determine what impacts the changes would have on the schedule.

4.3.14 Reports
The Reports panel displays the option to view 7 different reports.
Expand the Reports panel by clicking the arrow next to the Reports panel;

the below screen is displayed.
b. Click on each of the reports to view or download the report.

a.

Reports
Snapshat

Critical Repair [Replacements (Immediate Meeds)
Mon-Critical Repair/[Replacements (Immediate Needs)
Mon-Critical Repair/Replacements (Future Meeds)
Froperty Insurance Schedule
Finandial Schedule
Estimate Period Recap

1. Snapshot:
This report gives an overview of the data captured in the assessment.

a. Click on Snapshot to open this report.

~| Reports
Snapshat

Critical Repair Replacements {Immediate Needs)
Mon-Critical Repair /Replacements (Immediate Meeds)
Mon-Critical Repair/Replacements (Future Needs)
Property Insurance Schedule
Financial Schedule
Estimate Period Recap

If you click on Snapshot and nothing happens, please look at the top of the screen to see
whether there is a message about pop-ups. If so, then allow pop-ups to see the report.
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testwehapgn hud g h x|

Ln c

testwebappshud.gov/C!

21 Hags

»| Fmancial Factors

v Fmanrisd Schedule

1) Estmmate Feriod fecap
&) Critical Bepair Fesds

21 on Critecal Bepar Reeds

| Future Repair Replacements

NHZ FRAMC-BAWWIRHH 61651 7R T =
The dniowmg pop-ups wers bincied o this page: -
it bestwehapps b il poster, Cnatenpehot TF A ssessmenti. XUOY

Atwuyr sllew pos-ups frerm eshastapss, ad. o

= Continus Elncking pop-sps

Daong

@ Check the first radio button (Always allow pop-ups from to accept pop-up blocker) and then click

the Done button.

bethwabappehudgoCH o ) [
= c testwebapps hud.gov/ CH et 1 = =
i i
(15, Department of Hovsing and Urban Development
L5, Department of Agriculture - Ruml Development
e SUEmIEEION LOCATECHA  Fsg Adee LV A Tast Tevotis AT
Dune

b. The below screen is displayed on the screen.
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[glapshot for Assessment Id: 2014-003221 - Google Chrome - . . - - |ﬂ |
[ testwebapps.hud.gov/CNAeToolSecure/faces/adf task-flow?adf.tfDoc=%2FWEB-INF%2FCnaSnapshotTF.xml&adftfld=CnaSnapshotTF&assessment]
Property Summary Information for Assessment Id: 2014-003221 Printable Version -
Property MName Morthgate Condos Mumber of Sites 2
City, State Reston, VA Mumber of Buldings 7
‘Year Built 1971- 1972 Total Units 47
‘ear of Rehab 1995 - 2006 Section 504 of Rehab Act/UFAS Applies MO
Replacement Cost-Mew $5,051,000.00 Date of Site Visit 4/6/2014
Number of| Fair Housing Act

Site ID Building | Stories ; Regidential 5F Gross SF ‘fear Built Applies (ADD)

1400 Side 1402 Northgate Square 3 i) 5,600 5,100 1571 Mo

1400 Side 1404 Northgate Square 3 14 15,400 15,900 1571 Mo

1400 Side 1406 Northgate Square 3 3 6,400 6,300 1971 Mo

1500 Side 1501 Northgate Square 3 8 5,600 5,100 1571 Mo

1500 Side 1503 Northgate Square 3 5 4,250 4,750 1871 Mo

1500 Side 1505 Nerthgate Square 3 4 2,600 3,100 1971 Mo

1500 Side Main Office 1 0 1) 3,750 1572 Mo

[ TOTAL 47 39,850 46,600 ]

Assessment Information .

|Name |Contact |
Main Street Lending Jane Sullivan, 493-403-4039, janes @mainstreetiending. com
Tom Forlini Tom Forlini, 433-403-4039, tforlini@gmail.com
Prepared With: AEC Property Bob Builder, 433-403-4038, bbuilder @gmail.com
Assessment Summary
Mumber of Components 4

Number of Alternatives

7
Number of Recommendations 4
a

Number of Dedisions

Inspection Summary
Minimum Sample Percentage 5%

Mumber of Units

Unit Types Mumber of Units Inspected
1ER 184 650 12 L
2R 184 750 12 !

c. Scroll down to view the complete report.
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Inspection Summary
Minimum Sample Percentage 5%
Unit Types Mumber of Units Number of Units
Inspected
1BR. 1BA 650 12
2BR. 1BA 750 12 1
2BR. 2BA 850 13 0
3BR. 2BA 1200 10 0
TOTAL | a7 2
| Financial Schedule Graph —
TOOK
B00K
500K
400K
300K
200K
100K
114
1 2 3 4 [ 7 8 W 11 12 13 14 15 16 17 18 189 20
W Inflated Meeds (Withdrawal) e Required Minimum Balance | Balance After Deposits
Capital Needs/Financial Recap
Capital Needs/Financial Recap
Capital Needs Total Total Per Unit Financial Schedule Total Total Per Urit
Immediate (Accessibility) Critical Repairs $120 $1|Initial Deposit 51,000 $500
Immediate {Life Safety) Critical Repairs $1,500 32
Immediate Non-Critical Repairs $500 511 | Annual Deposit $542,709 $500
Future RepairReplacements 5635 514
Financial Schedule
Inflated Needs
Year Beginning Balance Interest Income Annual Deposit] Withcrawa) Ending Balance
1 51,000 515 523,764 556 $24,723
2 $24,723 $371 524,031 $57 $49,067
3 599,067 $736 24,367 $58 §74,112
4 $74,112 §1,112 524,708 559 $99,873
5 599,873 51,498 525,054 73 §126,353
6 $126,353 1,385 425,405 $77 $153,577
7 $153,577 2,304 $25,761 81 $181,560
8 $181,560 2,723 $26,121 $85 $210,320
] $210,320 $2,103 $26,457 590 $233,820
10 $233,320 $2,338 $26,858 0 $265,066
11 $268,066 2,881 27,234 0 $297,380
12 $297,330 52,380 27,615 0 $328,575
13 $328,575 $3,286 $28,002 0 $359,363
14 $359,363 $3,599 $28,394 0 $391,855
15 $391,355 3,519 $28,791 0 424,565
16 424,565 54,246 529,194 0 $453,005
17 $458,005 $4,530 529,503 s $492,188
18 $492,188 §4,922 530,018 s §527,128
19 §527,128 $5,271 530,438 s §562,837
20 §562,837 §5,628 530,864 s $599,328

d. This report can be printed by clicking on the Printable Version button on the top right
corner of the screen.

Property Summary Information for Assessment Id: 2014-003221

Property Name Morthgate Condos Mumber of Sites 2
City, State Reston, VA Mumber of Buidings 7
Year Built 1971-1972 Total Units 47
Year of Rehab 1995 - 2006 Section 504 of Rehab Act/UFAS Applies MO
Replacement Cost-New $5,051,000.00 Date of Site Visit 4/6/2014

Printable VerSion
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a.

2. Critical Repair/Replacements (Immediate Needs):

Click on Critical Repair/Replacements (Immediate Needs) and the user is taken to the
reports login screen.

ORACLE Business Intelligence

Sign In

Enter your user id and password.

@ Unable to Sign In

An invalid User Name or Password was
entered.

User ID

Password

Sign In

Accessibility Mode

English

b. Enter your username and password to login and the screen displays the below report.

C.

below:

The report appears in a separate tab on your browser. See the example of the report

Critical Repair/Replacements (Immediate Needs)

Assessment Id | 2016-005395 ¥ Property Name | Bretton Arms ¥ Date Run: | 11/29/2016 ¥
Section | Selected Alternative | Life Safety Indicator | Accessibility Indicator |Action  |Location Observed |Unit of Measure | Quantity || Total Cost
Elevatorl MO YES Repair |here Each 2( &1,800.00
Fire extl YES NO Replace |0 Each 10| 46,000.00
Grand Total $7,800.00

Refresh - Print - Export

3. Non-Critical Repair/Replacements (Immediate Needs):
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d. Click on Non-Critical Repair/Replacements (Immediate Needs) and the user is taken to
the reports login screen.

ORACLE" Business Intelligence

Sign In

Enter your user id and password.

{3 unable to Sign In

An invalid User Name or Password was
entered.

User ID

Password

Sign In

Accessibility Mode

English

e. Enter your username and password to login and the screen displays the below report.
f. The report appears in a separate tab on your browser. See the example of the report

below:

Non-Critical Repair/ Replacements (Immediate Needs)

Assessment Id: | 2014-003221 ¥

Property Name:

Morthgate Condos ¥

Section |Selected Alternative

Action |Location Observed

Quantity [Unit of Measure |Unit Cost [Total Cost

Mice Drywall - better

Replace |Location

500

$1.00| Ss500.00

Grand Total

$500.00

Edit -Refresh -Print -Export

Date Run: | &/26/2014 ¥

4. Non-Critical Repair/Replacements (Future Needs):

a. Click on Non-Critical Repair/Replacements (Future Needs) and the user is taken to the
reports login screen.
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ORACLE" Business Intelligence

Sign In
Enter your user id and password.
(@ Unable to Sign In

An invalid User Name or Password was
entered.

User ID

Password

Sign In

Accessibility Mode

English v

b. Enter your username and password to login and the screen displays the below report.
c. Thereport appears in a separate tab on your browser. See the example of the report
below:

MNon-Critical Repair/ Replacements (Future Needs)

Assessment Id:  2015-000634 - Property Name: FRococo Arms Date Run: 1/26/2017 -
Meed Category Section Need Item Section  Component Type Section | Section Selected Replz Total Cost
3.2 3.2.4 3.2.4.2 Asphalt Seal Coat Asphalt Seal @ 53,174.00
Asphalt Seal O $3,174.00
Asphalt Seal @ 53,174.00
Asphalt Seal Coat Total $9,522.00
3.2.8 3.2.6.8 Signage, Entrance/Monument |F‘.eplacement1 £2,500.00
Signage, Entrance {Monument Total %2,500.00
3.3 3.3.3.1 3.3.3.11 Aluminum Siding |Fascia [ Soffit| 54,842,492
Aluminum Siding Total %4,842.43
3.3.3.1.2 Vinyl Siding |\.-'inyl Replacen] 45,412.50
Vinyl Siding Total $6,412.50
Grand Total $23,276.92
4| m | 3

Refresh -Print -Export

5. Property Insurance Schedule:

This is a report that consists of the Property Insurance Schedule of Replacement Cost
(HUD Form 92329). The report is generated in a PDF format that can be opened or
downloaded and saved.
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a. Click on the Property Insurance Schedule Report link to generate the report.
b. When prompted choose either “Open With” to open the report now or “Save File” to
save the report to your computer.

Opening Property Insurance Schedule Report - 2017-001491.pd

You have chosen to open:

@ Property Insurance Schedule Report - 2017-001491. pdf

which is: Adobe Acrobat Document (12.8 KB)
from: https://hudappswassdev.hud.gov

What should Firefox do with this file?

(") Openwith |Adobe Acrobat (default) -

i@ Save File

[7] Do this automatically for files like this frem now on.

c. Below is an example of the Property Insurance Schedule Report:

3 Property Insurance Sthedule Report - 2017-00149Lpdl! - Adobe Acrobat Pro = e
| File Edit View Window Help edudit 2

F:‘E Create ~ | @ =l @ B | © o GG o B B = Customize - | ‘._

ILI /1 | Ik B:U | = & [120%]- | LEJ o] | |j§_| Tools Fill & Sign | Comment
LJ_SDA Property Insurance Schedule of Replacement Cost ‘|'|||'||].
[ (HUD Form 92329) i~ -

OME Approval No. 2502-0029
(exp. 09/30/20186)

CNA Mumber: 2017-001491 Property Name: Fianl Testing Subhash Date Run: 3/31/17

Residential Buildings

Building Types Building Id SF Cost Total SF 100 % Value
Walk-up A $110 17,640 $1,940,400
Walk-up B $110 15,480 $1,702,800
Walk-up c $110 17,640 $1,940,400
Walk-up D 5110 15,480 $1,702,800
Walk-up E $110 17,640 $1,940,400
Walk-up F 5110 15,480 $1,702,800
Walk-up G $110 17,640 $1,940,400
Walk-up H s110 15,480 $1,702,800
Walk-up I $110 17,640 $1,940,400
Walk-up J $110 15,480 $1,702,800
Walk-up K _ $1101 17.640 $1.940.400
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6. Financial Schedule:

a. Click on the Financial Schedule link and the user is taken to the reports login screen.

ORACLE Business Intelligence

Sign In

Enter your user id and password.

@ Unable to Sign In

An invalid User Name or Password was
entered.

User ID

Password

Sign In

Accessibility Mode

English

b. Enter your username and password to login and the screen displays the below report.
c. Thereport appears in a separate tab on your browser. See the example of the report

below:
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Financial Schedule

BgsessmentId  2016-001104 -

Year 01 Year 02 Year 03 Year 04 Year 05 Year 06 Year 07 Year 08
Calendar Year 2017 2018 2019 2020 2021 2022 2023
Beginning Balance £375,000.00 |$396,866.56 |5424,319.5959 |5456,277.59 |5488,775.72 [5520,896,13 [5555,308.70 | 5591, 13
Interest Income £0.00 S0.00| $4,243.20| &4,562.78| S4,837.76| §5,208.96| &5,553.09| 55,91
Annual Deposit £28,800.00 | $2B,800.00| 25,088.00 $29,378.88| $29,672.67| 529,969.40| $30,269.09 | $30,57|
Required Minimum Balance £2,668.17| &2,668.17| £2,721.53| £2,775.96| S2,831.48| 52,888.11| £2,945.88| £3,00
Inflated Meeds (Withdrawal) £6,933.34| 81,340.67| §1,373.00| S1,443.52| S2,440.01 575579 £0.00 g
Ending Balance £390,806.00 |5424,319.95 |5456,277.59 |§488,775.72 | §520,856,13 |$555,308.70 |§591,130.88 |8027,601
Interest Rate on Balance 0.00% 0.00% 1.00% 1.00% 1.00% 1.00% 1.00% 1.
Inflation Rate on Deposit 0.00% 0.00% 1.00% 1.00% 1.00% 1.00%: 1.00% 1.
Inflation Rate on Capital Needs 0.00% 0.00% 2.00% 2.00% 2.00% 2.00% 2.00% 2,
RFRR Deposit [/ Unit / Year §450.00 £450.00 $454.50 §458.05 5453.64 54568, 27 §472.95 547
Inflated Needs [ Unit [/ Year £108.33 £21.04 £21.45 £22.56 £38.13 £11.97 £0.00 g
Balance After Deposits <] [» |$403,800.00 |$425,666.66 |§453,407.99 | §485,656.47 | §518,448, 39 | $550,865, 53 | £585,577.79 |§621,70

1| n | 3

Refresh -Print -Export

7. Estimate Period Recap:

a.
screen.

Click on the Estimate Period Recap link and the user is taken to the reports login

ORACLE" Business Intelligence

Sign In

Enter your user id and password.

{3 unable to Sign In

An invalid User Name or Password was
entered.

User ID

Password

Sign In

) Accessibility Mode

| English

b. Enter your username and password to login and the screen displays the below report.

Page 41




SIS
% m};

By, CNA eTool - User Manual

c. The report appears in a separate tab on your browser. See the example of the report
below:

Estimate Period Recap

Assessment Id | 2016-005395 ¥

Immediate Repairs 140,180 ~
Life safety Remedies 6,000
Life safety Remedies Per Unit 19
Accessibility Remedies 1,800
Accessibility Remedies Per Unit

Mon-critical Needs 132,380
Mon-critical Needs Per Unit 422
‘Years in Estimate Period 20
1st ¥r Annual Deposit/Unit 100,000
Total Deposits to RfR Escrow 3,827,992
Total Deposits to RfR Escrow per Unit 12,191
Lowest RfR Balance Year 1
Initial Deposit 5,000,000
Initial Deposit Per Unit 1,194
Lowest RfR Balance 5/Unit 1,694
Total Future Annual Deposits 3,081,879
Total Future Annual Deposits Per Unit 9,815
Total Interest Income 371,112
Ending Balance Deficiency 5/Unit

Suggested Add to ADRR 5/Unit

Total Uninflated Future Needs 16,697
Total Uninflated Future Meeds Per Unit 53
Highest RfR Balance Year 20
Total Inflated Future Needs 22044 7

Refresh - Print - Export

8. Building Unit Mix:

a. Click on the Building Unit Mix link to open the report

If you click on Building Unit Mix and nothing happens, please look at the top of the screen to see
whether there is a message about pop-ups. If so, then allow pop-ups to see the report.
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b. The below screen is displayed on the screen.

Building Unit Mix for Greenboro
Assessment ID: 2016-001104

~| SITE: 1PrkPic

BUILDING: Park Place

Unit Type Unit Type Sq. Ft. No. Units/Spaces Square Footage # Garage Spaces
1BR1BA1000OSQ 1,000 100 100,000 a
Unit Totals 100 100,000 0
RESIDENTIAL BUILDINGS
Unit Type Unit Type Sq. Ft. No. Units/Spaces Square Footage # Garage Spaces
1BR1BA1000OSQ 1,000 100 100,000 a
Unit Totals 100 100,000 ]
PROPERTY TOTALS UFAS Accessible Units
Mobility Sensory

# Units 100 10 10

Total Sq. Ft. Units 100,000

Total Cornmon Space 0

Total All Sg. Ft. 100,000

Total # Garage Pkg Spaces 0 # Accessible 0

Total In Unit Garage Spaces 0 # Accessible 0

Total # Surface Pkg Spaces 10 # Accessible 10

9. Assessment Summary Report:

The Assessment Summary Report is a report generated in a PDF format that can be
opened or downloaded and saved.

d. Click on the Assessment Summary Report link to generate the report.
e. When prompted choose either “Open With” to open the report now or “Save File” to
save the report to your computer.
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Dpening Assessment Summary Report - 2016-001104.pdf @
You have chosen to open:
'Ei] Assessment Summary Report - 2016-001104,pdf
which i Adobe Acrobat Document (2.2 KB)
from: hitps://hudappswassdev.hud.gov
What should Firefox do with this file?
() Openwith | Adobe Acrobat (default) -
@ Save File
[7] Do this autornatically for files like this from now on.
[ oK l ’ Cancel l
A A Y — e o o -
f. Below is an example of the Assessment Summary Report:

Capital Needs Assessment
Project Summary - Asset Management

Property: Rococo Arms Received for

Validation Status Date: 11/29/16 for 2016-005699

Assessor

Owner

Name: Acme Engineering Name: Mid State Affordable Housing
Addr1: 6509 Yberra Street Addr1: 6509 Yberra Street
Addr2: Addr2:
City: Jackson City: Jackson
State: MS Zip Code: 39201 State: Mg Zip Code: 39201
Phone: 225-560-4198 Phone: 225-560-4198
Email: susan.underhill@acmeengineering.com Email: susan.underhill@acmeengineering.com
Site Information /Init Mix Project
Type: Elderly Name: Rococo Arms
Year Built: 1999 - 1999 Addr1: 123 Main Street
Addr2:
Last Renovated: -
City: Anytown
1BR 1BA 49 -
2BR1BA 1 State: XX Zip Code: 12345
Mobility Accesssible Phone: 225-560-4198
Apts: Email: susan.underhill@acmeengineering.com
Total Dwelling Units: 50
Inspection Report
Date: 1114
Inspector: Susan Underhill

1of 23

CNA Worksheet Run Date: 11/29/16
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10.Export CNA

The Export CNA panel provides an additional place to export various files to an excel
document, where it can be printed, emailed, etc.

a. Expand the Export CNA panel by clicking the arrow next to Export CNA panel; the
below screen is displayed.

~(Export CNA
Clic ownload file

Estimate Period Schedule

Estimate Period Recap

b. Click “Estimate Period Schedule”; the file is downloaded and displayed on the left side
corner of the screen.

~| Attachments

view v | HfiDetach

JCUmuunenl Type Mame ‘HEEd Category ID |Need Item ID |F\|E Type |Altachmenl Type |D0cument Date
MNA A MNA CNA 08-04-14 1700.xIsm CNA 8/5/2014 P
~| Reports

Snapshot
Critical Repair/Replacements {Immediate Needs)
Non-Critical RepairfReplacements {Immediate Needs)
Mon-Critical Repair Replacements (Future Needs)
Property Insurance Schedule
Financial Schedule
Estimate Period Recap

~| Export CNA
Click to Download file

Estimate Period Schedule

Estimate Period Recap

»| Agency CNA Decision
Return

[5 EstimatePeriodSche....xlsx

c. Click on the file “EstimatePeriodSchedule...” to display the report.
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A

2014-0032 1
2014-0032 1
2014-00321
2014-00321
2014-00321
2014-00321
2014-00321
10 |2014-00321
11 |2014-00321
12 |2014-00321
13 |2014-00321
14 12014-00321
15 /2014-00321

RN RS RN

w

B

2

10
1u
12
20
30
50
70
71
72
80
81
S0

C

Assessme WhatlfVe LineNo

Lineltem Descriptic Year01
CALENDAI Calendar * 2015
BEGINNIN Beginning 1000
INTEREST_Interest Ir 15
ANNUAL_ Annual De 23763.91
INFLATED Inflated N 56.39
ENDING_EEnding Ba 24722.52
REQUIRED Required 4770.5
CURR_INT InterestR 1.3
CURR_INF Inflation F 1.123
CURR_INF Inflation F 1.5
RFRR_DEP RFRR Depi 505.62
INFLATED Inflated N 1.2

D

E

G

Year02
2016
24722.52
370.84
24030.77
57.23
49066.89
4842.06
135

1.123

1.3
511.29
122

H

Year03
2017
45066.89
736
24367.2
58.09
74112.01
4914.69
L3

1.4

15
518.45
124

BALANCE Balance A 24763.91 48753.29 73434.1

Year04
2018
74112.01
1111.68
24708.35
58.96
99873.07
4988.41
15

14

15
525.71
1.25
98820.35

J K L ™M N o] P Q R S T V]

Year05 Year06 Year07 Year08 Year09 Yearl0 Yearll Yearl2 Yearld Yearl4 Yearl5 Yearl)
2019 2020 2021 2022 2023 2024 2025 2026 2027 2028 2029 2030
99873.07 126352.82 153576.53 181560.05 210319.54 238819.82 268065.88 297980.41 328575.36 359862.86 391855.27 42456
1498.1 1895.29 2303.65 2723.4 2103.2 2388.2 2680.66 2979.8 3285.75 3598.63 3918.55 4245.§
25054.26 25405.02 25760.69 26121.34 26487.04 26857.86 27233.87 27615.14 28001.76 28393.78 28751.29 29154
72.61 76.6 80.82 85.26 89.95 1] 1] 1] 1] 0 0 0

126352.82 153576.53 181560.05 210313.54 238819.82 268065.88 297380.41 328575.36 359862.86 391855.27 424565.12 45800]
526277 5552.22 5857.6 6179.76 6519.65 6878.23 7256.53 7655.64 8076.7 8520.32 8389.57 9434
15 15 15 15 1 1 1 1 1 1 1 1

14 1.4 1.4 1.4 14 14 14 14 14 14 1.4 1.4
3.5 3.5 3.5 3.5 3.5 3.5 3.5 3.3 3.3 3.3 3.3 3.3
533.07 540.53 548.1 555.77 563.55 571.44 579.44 587.56 595.78 604.12 612.58 621.14
154 1.63 172 1.81 191 1] 1] o o 0 0 0

124927.33 151757.84 179337.22 207681.4 236806.58 265677.68 295299.75 325595.55 356577.11 388256.64 420646.57 45375

d. Thisreport can be saved, printed, emailed, etc. However, any updates made to this
file will not be reflected in the submitted CNA.

4.3.15 Agency CNA Decision

In this panel, the reviewer has the ability to either Accept or Reject the submitted CNA.
| t also allows the reviewer to add a comment in the Reviewer Comments section.

a.

Expand the Agency CNA Decision panel by clicking the arrow next to Agency CNA
Decision panel; the below screen is displayed.

ency CNA Decision
Ret erComments

Approve Reject

b. Enter the text in the Reviewer Comments box and click the “Approve” or “Reject”
button.

= ey [MA Degisin

Approe _u._
c. A pop-up box with a message that the CNA has been either approved or

rejected is displayed on the screen.
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~| Reports

Snapshot

Critical RepairReplacements {Immediate Needs)
Mon-Critical B : ds)
Non-Critizsl Information

P
CMA Approved Successfully

Ok

| Export CNA
Click to Download file

Estimate Periad Schedule

Estimate Period Recap

| Agency CNA Decision

ReviewerComments These are my comments.

Approve Reject

d. Click the OK button; the user is taken back to the Locate CNA screen where the
status has been updated.

CMA SUBMISSION LOCATE CNA Reports
v|Search
** At least one is required
** Property Name
** Assessment ID
** Property ID
** State
*=* City
**iRems Property ID | 1234324252
**AMASID | 300920309290

** Reviewer | v |

“mtemalss [ V]

== Approving Agency

Search | Reset
View » DefaultSearch & Detach
_|Property Name |assessment ID |status |Date CNA Submitted |Case Number |Reviewer |iRems Property ID_ |ity |state |Postal Code
l Morthgate Condos ~ 2014-003221 Approved 8/5/2014 000128 FIRST - HCNTO4 LAS] 1234324252 Reston VA 20150

@ When a decision has been made on an assessment, an email is sent to the original submitter and
the reviewer is copied with a record of the decision.

4.3.16 Undo Approval

After a CNA has been approved a reviewer has the ability to undo the approval of an
approved CNA by using the “Undo Approval” button. When a CNA is unapproved the
status of the CNA is changed back to Under Review. In order to undo the approval of an
assessment, the following conditions must be true:

) The assessment Internal Status = “Approved”
) The assessment was approved in the last 180 days

M) A user may only undo an approval for an assessment in which the user’s
agency is the Approving Agency for the assessment
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V) The user must have an Assigner role

To undo an approval, in the Agency Decision Panel, the reviewer selects the Undo
Approval button.

a. Locate the CNA in the Locate CNA screen and drill down on the Assessment ID
field to display the CNA details.

b. Expand the Agency CNA Decision panel by clicking the arrow next to Agency CNA
Decision panel.

c. Click the “Undo Approval “button.

v!| Agency CNA Decision

Reviewer Comments | This assessment is approved

» Undo Approval
Back
d. After clicking “Undo Approval” the following confirmation dialog box is
displayed. Click “OK” to continue.
Confirm
You are sending this assessment back to review. Click 'OK' to
continue.
oK | Cancel |
e. The CNA is sent back to Under Review.
| Inspection Sample
Information
*! Attachments Assessmant sent back to review
successfully.
*! Reports
oK
»| Export CNA
~!| Agency CNA Decision
Reviewer Comments | This assessment i5 apnmve

Undo approval
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5. Administrative Functions

Administrative functions are performed by users of the web tool with the Data or Security Administration
roles. These functions allow users to create flags, update drop-down list data, add users, and create

customized reports.

5.1 Flag Admin
When a user with the Data Administrator role logs into the eTool, they will be able to see
all available tabs as seen below.

Capital Needs Assessment Tool Contact Us | Help | Logout

- USDA
U.S. Department of Housing and Urban Development |||||||| -’
U.S. Department of Agriculture - Rural Development Logged in as: HONTOL

CHA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports

fe. This page can be used for validation purposes only.

Expand All | Collapse All

~| Select CNA File
This system only accepts ¥LS files for import. Imported files must conform to HUD's published data standards for CNA files.

; Choose File | Mo file chosen Validate Reset

a. Click on the “Flag Admin” sub-tab to view the contents of this tab.

Capital Needs Assessment Tool Contact Us | Help | Logout

|||.||| 'USDA
U.S. Department of Housing and Urban [#velopment || || || -’
U.S. Department of Agriculture - Rura elopment Loggad in 2=: HONTOL

CHA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports

role, This page can be usad for validation purposss only.

CNA Submission functional
Expand All | Collapse All

~| Select CNA File
This system only accepts ¥LS files for import. Imported files must conform to HUD's published data standards for CNA files,

; Choose File | Mo file chosen Validate Reset

|t tis]

b. The below screen is displayed.

CMA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type [/ EUL Admin Reports
~|Search Flag
Fag [ 7]
Search | Reset
View - Create | Edit ¥ Detach
‘Flag D Severity Category Automated Manual Effective Date End Date _(I;Ea;s;al;l:te ‘Implementaﬁon Dat
Mo data to display.
3

U.5, Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410
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5.1.1 Search Flag

The user has the ability to search for a flag.

a. Click the down arrow button on the Flag ID drop-down.

CMA SUBMISSION OCATE CNA Flag Admin LOV Admin Text Template Admin Component Type [/ EUL Admin Reports
~|Search Flag
Flag ID
Search | Reset
View - Create | Edit ¥ Detach
‘Flag D Severity Category Automated Manual Effective Date End Date _I(E:;s;al';leote ‘Implementaﬁon Dat
Mo data to display.
3
U.5, Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410
b. All the available flags are displayed in the drop list.
T = T
CHE, SLBMIESH LOCATE TS Flag Admin LOW Adrvn Test Tamplane S Canpasent Type [BLL Admin Repatts
= Search Flag
Fowen.| Fovmt.
=) D
Savenly Calegary Aurmmeised Marnal Teclve Luim Ed Dk :fl':"_:u._"" Srecermerialzn Dl
¥
e b o -r o b s ton, 0¥

c. Select one of the flags; here, AA-001 is chosen for this example and click the

Search button.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin
~|Search Flag

Flag ID |AA-Q01 ¥

View Create | Edit ¥ Detach

Flag ID Severity Category Automated Manual Effective Date End Date

Reports
Search | Reset
Cause Note .
Template ‘Implementahon Dat

Mo data to display.

3

d. The selected flag — AA-001 is displayed on the row.
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CNA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports
~|Search Flag

Fiag ID

Search | Reset

5.1.2 Create Flag

The administrative user has the ability to create new manual flags for reviewers to add to
assessments.

a. Click the Create button on top of the table.

CMA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type [/ EUL Admin Reports
~|Search Flag

Flag ID

Search | Reset
View + Create | Edit & Detach

Flag ID Severity Category Automated Manual Effective Date End Date _E:;SDT;::E ‘Implemenmﬁon Dat
Mo data to display.
4| | 3
U.5, Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410
b. The below screen is displayed on the screen.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admi Text Template Admin Component Type [ EUL Admin Reports
| Add Flag

* Category | A Automated | Manual [

Severity :l Effective Date %
Description End Date %

Cause MNote Template

Save | Cancel

.5, Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410

c. To choose a category, click the down arrow button on the Category box.
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U5, Department of Housing and Urban Development
155 Tflrp:rlrr-"n‘ nfl‘cgrirulh:rr - Buzal Tflm'r-lr\-pm"m omgad o
CMA, SLUBMIEEEE LOCATE CHA, Frag Edren Licré sy Teat Temoabe Sdne Comparent Tyvpe | B Bdman Repats
w Hrd Flag
| £ "
= EMfitis D 3
: =
- S L
Sawi |
saFul Life oo - wshing

In this case we have chosen “Assessment” from the list of values.

CNA SUBMISSION LOCA A Flag Admin LOV Admin Text Template Admin Component Type [ ELL Admin Reports
~| Add Flag
* Category [ Assessment v Automated Manual
severity [ v Effective Date )
Description End Date I'-;"(9

Cause Mote Template

Save | Cancel

d. Select a Severity that will be tied to the flag (Severe, Warning, or Informational).
In this case we have selected “Warning” from the Severity drop-down options.

~| Add Flag
* Category |Assessment r | Automated Marual
Severity [Warning Effective Date Fe)
Description End Date E"(B

Cause Note Template

Save | Cancel

e. Enter a date in the “Effective Date” for which the flag will take effect. In this
example, we have chosen 8/1/2014, which means that starting on August 1 users
will be able to assign this flag to assessments manually. If there is a determined
“End Date” when the flag should no longer be available for use, a user can select
the end date, in this example 7/31/2015.
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~| Add Flag
* Category | Assessment ¥ Automated Mani
Severity Effective Date [8/1/2014 2}
Description End Date | 7/31/2015 |'—5"(!-)

Cause MNote Template

Save | Cancel

f. Enter text for Cause Note Template. This will be what is displayed next to the
flag Name/ID that describes the flag

CMA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports

~| Add Flag

* Category [ Assessment v Automated | Manual [«

Severity Effective Date [8/1/2014

End Date [7/31/2015

=

Description
Cause Note Template | This is a manual flag.

Save | Cancel

g. Click the Save button to save the new flag.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports
~| Add Flag
* Category [ Assessment ] Automated | Manual [«
Severity Effective Date [8/1/2014 &y
End Date | 7/31/2015 I'-;“(9

Description
Cause Note Template | This is a manual flag.

Save | Cancel

h. Upon saving, the new flag is given the next available flag ID within that category.
In this example, the new flag is AA-014 and displayed on the table.

CMNA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type / ELL Admin Reports

~|Search Flag

Fag >
Search | Reset

etach

View - te | Edit
Cause Note

Severity Category Automated Manual Effective Date End Date
Template

JFIag D ‘Implementaﬁon Dat
Baa014 w A ¥ ¥ 812014 7/31/2015 This is a manual flag.

3
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5.1.3 Edit Flag

A Data Administrator user has the ability to edit manual flags.

a. Click the Edit button in the Flags panel.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports
v|Search Flag
FlagID |AA-001 ¥
Search | Reset
View - Create | Edit | | &fiDetach
- = Cause Note .
Flag ID Severity Category Automated Manual Effective Date End Date Template Implementation Dat
Baa014 w A ¥ ¥ 812014 7/31/2015 This is a manual flag.
»
.5, Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410
b. The below screen is displayed.
CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports
~| Add Flag
* Category [ Assessment ] Automated Manual [«
Severity Effective Date [8/1/2014 &y
End Date | 7/31/2015 I'-;“(9

Description
Cause Mote Template | This is a manual flag.

Save | Cancel

c. Once on this screen, users can update information about the flag. In this
example, the Severity was changed from Warning to Informational. Click the

Save button to save the flag.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [/ EUL Admin Reports

~| Add Flag

* Category [ Assessment ] Automated Manual [«

Severity | Informational ¥ Effective Date |8/1/2014 F-?‘(B
End Date | 7/31/2015 I'-;“(9

Description
Cause Mote Template | This is a manual flag.

Save | Cancel
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d. The below screen is displayed with the Severity as

MIII .

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports
~|Search Flag

Flag ID

Search m

View Creats w & Detach
JFIag D Severity ‘C ¥ Automated Manual Effective Date End Date _(I;Ea;s;al;l:te ‘Implementaﬁon Dat
l AA-016 I ¥ i 8/1/2014 7/31/2015 This is a manual flag.

3

5.2 LOV Admin

The user with the Data Administrator role has the ability to manage List of Values (LOV)
items. In order to update the list of values for assessment data, the user will have to first
change the LOVs in the Assessor tool and then update these values on the web tool.

5.2.1 LoV Maintenance on the Web Tool

“Contact Us | Help | Logout

Capital Needs Assessment Tool
- USDA

U.S. Department of Housing and Urban Development il _‘
U.S. Department of Agriculture - Rural Development Logged in as: HCNTOL

CNA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type [/ ELL Admin Reports

~|Search LOV

ListD | v
Search | Reset

Mvi Add | Edit | Delete | | & Detach

|value iDescripﬁon
Mo data to display.

U.5, Department of Housing and Urban Development, 451 7th Street 5.\W., Washington, DC 20410

1. Search LOV

The user has the ability to search for the List of Values.

a. Click the down arrow button on the List ID drop-down.
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U.S. Department of Housing and Urban Development

U.S. Department of Agriculture - Rural Development Loggad in ==: HCNTOL
CMA SUBMISSION LOCATE CMNA ag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports
~|Search LOV
ListD |

Search | Reset
-| Add | Edit | Delete || £ Detach

|value |Description |
Mo data to display.

.5, Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410

b. Choose one of the options from the drop-down list. Here, Utility type is chosen.
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1.8 Department of Housing and Urban Development |
175, Department of Agricultare - Rural Development Lo = i HOTE
Ch ELBNISEION LOCETECHS - Pl Adren LOW Admin T Tempiate ddvin Componant Tyoe (ELL Adrin Resorts

= Search LOW
Lt [ ¥

ACCESEEILITY_STATUTE ‘| Sepch | Resst
[ONGLMABLE_FEAGUILE
HrEDaE |ines
VW = | ok DHE TYRe tech
Ivahie | PTIERA ST
e ITILITY U5 CATZRoRY
| 57amse

| AGENCY _PROORAH

| BASEMENT_SLOOR,_TVFPE | TH] ¥
| P eEem LT v trent af Fiocsid e Liibon Divsiogreent, 451 T GEEs 5,9, Washungion, DC 2413

| IrtERAL STt |
| v oo e
|hM.EJ.1'I|-'.' LR

c. After selecting the item, the below screen is displayed. Click the Search button to
display the selection.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports

~|Search LOV

ListID | UTILITY_TYPE v

Search | Reset
vier| Add | Edit | Delete |%Detach

|value |Description |
No data to display.

d. The below screen displays the resulting List of Values.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports

~|Search LOV

ListID | UTILITY_TYPE v

Search | Reset
vier| Add | Edit | Delete |%Detach

_lvee  |pescpton |
Beectioty

Fuel Oil Fuel Cil

Kerosene Kerosene

Matural Gas Matural Gas

Propane Propane

Sewer Sewer

Water Water

Water and Sewer  Water and Sewer

Other Other
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2. Add

The user with the Data Administrator role has the ability to add to the List Of Values.

a. Click the Add button to add a new LOV.
CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports
v|Search LOV
ListID [UTILITY Ty v
Search | Reset
View = Add | Edit | Delete ¥ Detach
J'u'alue | Description |
[l Electricity Electricity
Fuel Gil Fuel Cil
Kerosene Kerosene
Natural Gas Natural Gas
Propane Propane
Sewer Sewer
Water Water
Water and Sewer  Water and Sewer
Other Other
b. The below screen is displayed.
CMA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type [ ELL Admin Reports
*List ID |
*Value

* Description

Submit | Cancel

c. Click the drop-down arrow of the List ID box.
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U8, Department of Housing amd Urban Development |
U 5. Department of Agricaltare - Rural lopment Lizzged vy HEMTER
T BUBMIESI0H LOCETE CHA g LD Bdbrrin Toast Terrplatz Admin Component Type | ELL Somin Recorts
i = =
= v =

| T———

Subwnk | 1

d.

"lwD
* Wy

* Descnoban

U5, Department of Housing and Urban Development
1.8, Department of Agriculture - ol Developmsent

CT4B, o 55000

ACCESSELITY_STATUTE
DORSEMANE MEASRE
SCHETALE _|THES
USha_ CAE_TTE
EXTERNAL STATLS
UTILITY _USE_CATEGORY
UPT_STATUS

UFILITY TR
NFTHCY_PROGRAM
EASENENT_FLOOR,_TFPE
AL _SYSTEM
INTERKAL STATLE
MG8_FOM M4
AT OO
ACCEERRITY TV
COHMNDH T TIFL

L o,

af Hougng ancl Urben Devsppment, 451 Th Street 5.8, Yischington, O 3G

In this example, UNIT_STATUS has been chosen from the list displayed.

) USDA

Eogged in w1 MOWTH

L DCATE ik Flag Adeir L 0f Atimin Terat Template &drr Comporen! Ty | [1L Ao Erporta

=

LAY _ST AT
ACCESSIOITY_STATUTE
CONSMARE MEARET
SOHEDURE | IhES

LS, ek _Treg
ENTIRNME, _FTATLG
UTRITY_LEE CATEGORY
LT _STATLE

WY T
AGERCY_PRoaM
BASEMENT _FLOCE TriE
FLOOA_STSTEM
INTERMAL _STATUS

HLA HOhMEA
aEEATIVE SoLiLpe
ACOESSERLITY TYPL
CORMOR SPACE TRPE
Seaich

el

ol Faugng and Urhan Cevsiopownt, #51 78 SEeet & W, , Washngaon, O 20410

Enter the new value in the Value field and if desired, give the value a description
in the Description box.

Page 60



SIS
% ,@v‘g

By, CNA eTool - User Manual

CMA SUBMISSION LOCATE CM Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports

*List ID |UMIT_STATUS =|
* Value | Under Renovation

* Description | Under Renovation

Submit | Cancel

f. Click the Submit button to save the new value.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports

*List ID |UMIT_STATUS =l
*Value |Under Renovation

* Description | Under Renovation

Submit | Cancel

g. Upon clicking the Submit button, the main screen is displayed with the new
value added in the table.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports

~|Search LOV

List ID | UNIT_STATUS v
Search | Reset
View -
J'v'alue |
B Occupied

Vacant
Under Renovation  Under Renovation

3. Edit
The user with the Data Administrator role has the ability to edit the List Of Values.

a. Choose the category that needs to be edited from the List ID drop-down options.
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Here, UNIT_STATUS is selected.

U, Department of Housing and Urban Development a II
U'S. Department of Agriculture - Rural Development

TR RERGEEION LOCATE Gk Flag Aden L0 Addmin

Teort Tamplade ddmr Conmgsirard Type [ELL Admn Baeporty

| cotemian e SEanme St | bt |

COMMON_PACE_TIPE
Fi_BLD_IHOICATOR

| manTIC AN Ens

| PR _AcTION -

b. Click the Search button to display the list of values of UNIT_STATUS.

115 Department of Housing and Urban Development
1.5, Department of Agricultors - Rural Development

P L ERTEEION LECATE Chl Flag Admin 1O Achmsin

| ﬂ USDA
[ R
Tewt Tempiade Admr Comporent Type [ ILL Admin Eeports

= Search LOV
Lt I | 0T STATUS =]

Wem = AGd | Bdt Deleie | B pewch
ha dlats (5 duiay,

L4, Bt of Housesg ard Lirbues Sevebacrmsert, ai1 P Seneet LW, Washegies, B2 Madid

c. The List of Values for UNIT_STATUS is displayed on the screen.
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CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ ELUL Admin Reports

~|Search LOV
ListID | UNIT_STATUS [=]

Search Reset

View - | Add | Edit | Delete || &4 Detach

Value Description

Vacant Vacant

Under Renovation  Under Renovation

1.5, Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410

d. Choose one of the items from the list that needs to be edited. Here, Under
Renovation is chosen.

DA FRGRE T LOCATE (Hak Fag Adrar L Addmin Vet Tempiate ddrar Compxren] Topee [ UL A Beporin

= Search LOV
Lst D |LMIT_STATLS =

s | et |

Vow = | | Add | Ede | Deete L B Detsch

Nl Desooegs
Bomess
Viairsl L

| inder Renewvabon  Urader Rivawvabon

LS, Deparmment ol Housing and Libar Develooment, 451 7 Seet 5.0, Washegaon, DT X400

e. Click the Edit button to edit the LOV.

THA RERG RN LOCATE ik Flag dgmar LD Adfmin Tiat Template ddme Comparerd Trpe | UL &dmn Eeporty

= Search LOV
Gt [UMT_STATUS =l

vew = Add | B | Deleie || B Cetsch
o [esroton

L et
E Urader Revawadon  Urader Renorvaion

LS, Dt ol oty e Lt Dhesabanmstt, 451 0 Swah S, Wisshwgton, B MO

f. The below screen is displayed.
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CMA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reparts

* List ID |UNIT_STATUS R4
*Value |Under Renovation

* Description | nder Renovation

Submit | Cancel

g. Users can change the text in the Value and the Description boxes. In this case,
“Under Renovation” was updated to “Under Repair”.

CMA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports
* List ID | UN A

TUS ]
* Yalue |Under Rep

* Description | |ynder Repair

Submit | Cancel

h. Click the Submit button to accept the changes.

CMA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type f EUL Admin Reports

* List ID [INIT_STATUS -
*Yalue |Under Repair

* Description | Under Repair

Submit | Cancel
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i. The updated values are displayed on the main screen.

CNA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports
~|Search LOV
ListID |UNIT_STATUS [=]

Search Reset

View » | Add | Edit | Delete | £ Detach

Value Description

Vacant Vacant

Under Repair Under Repair
4. Delete

The user with administrative privileges has the ability to delete the value from the LOV list.

a. Choose UNIT_STATUS from the list of values.

U5, Department of Howsing and Urban Development
U5, Department of Agnculture - Rural Development Logged e m1 HIWTE

A AT LOCATE Chd Flag Admr L Axtmin Teowt Template dder Comporent Ty | UL Admn Seperty

= Search LOV

LD =]
WOEESSBRITY_STATUTE. - Sonecn.| B
COHELMBALE MEASLRE —_—
| SovEtneE jpEs

Vo v |tk Cria, T Dt

Ve |DITIRMNAL_STATUS
e | WTILITY USE_CATEGORY

UTRLITY _TrE 18
ACENCT PROCRAM | LBET STATUS |
AT FUOOR TVPE [ 1. D tmwirst &7 Hensiarig el U Dbt 51 T Siees S0, Washegioe, B 0410

FLOOR,_SYSTEM
| INTERMSL _STATLE
A P MEA

b. Click the Search button to display the list of values.
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ChA SRR S0 LOCATE Ok Flag Adrar 1O Achmin Tewt Template Admwr Comporent Ty [ UL Admen Reports
= Search LOV l
i
[ P hid ar Iir*""’
Vahi [asroas
Vae chaln bxchariag
c. The list of values for UNIT_STATUS is displayed in the table.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Companent Type [ EUL Admin Reports
~|Search LOV

ListID | UNIT_STATUS

[=]

J\falue

Search Reset

|Description |
[l occupied Occupied
Vacant Vacant
Under Repair Under Repair
d. Click on the item from the table that needs to be deleted. Here, “Under Repair”
is chosen.
CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports
~|Search LOV
ListID | UNIT_STATUS [=]
Search Reset
View~ | Add | Edit | Delete || fiDetach
|Value |Descriph'0n |
Occupied Occupied
Vacant Vacant
I Under Repair Under Repair

e. Click the Delete button to delete the selection.
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LOV Admin

Text Template Admin
~|Search LOV

Component Type [ EUL Admin Reports
ListID | UNIT_STATUS

|Value

|Descriph'0n
Occupied

Occupied
Vacant

Vacant
I Under Repair

Under Repair

Search Reset

f. A pop-up box with the below message is displayed on the screen.

View » Add | Edit | Delete o Detach

iVaIue

|DescriDh'on
Occupied Oceupied Delete List Ttem L
Vacant Vacant
Under Repair Under Repair

Are you sure you want to delete the selected List Item

ﬁ Cancel

U.5. Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410

from the list and the final list is displayed on the screen.
CMA SUBMISSION LOCATE CNA Flag Admin LOV Admin

Text Template Admin
~|Search LOV

g. Click the OK button to delete the selection. Upon clicking OK, the item is deleted

Component Type [ ELL Admin Reports
ListID | UNIT_STATUS

[=]

J\n'alue

Search Reset
|Descripﬁ0n
IOca.q:ied Occupied
Vacant Vacant

5.3 Text Template Admin

The user with the Data Administrator role has the ability to manage Text templates.
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‘Capital Needs Assessment Tool
U.S. Department of Housing and Urban Development
Logged in as: HCNTOL

U.S. Department of Agriculture - Rural Development
Flag Admin LOV Admin

Text Template Admin Component Type [ EUL Admin Reports

CNA SUBMISSION LOCATE CNA

~|Search Template
[=]
Search Reset

TemplatePurpose

View = Edit
Agency ActiveFlag TemplateText |\n'ersi0n5tamp
Mo data to display.
U.5. Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410

5.3.1 Search Template
The user has the ability to search for the various templates that control what text is shown

where on the system (i.e. emails, certification messages, etc.).
Click the down arrow button on the Template Purpose drop-down.

a.
Capital Needs Assessment Tool Corinct Us | Wlp | Legout
. QSDA
U5, Department of Howsing and Urban Development - "".‘-_H
U, Department of Agrculture - Rural Development g m i ROHTE
( TRCT s LOCATE CHe Flag A LN Aaimn Fext Template Adman Crmponsrd Type [ ELL Adewr Sarcehy
= Search Template
TawoisbPumase =
Aoy Mt peEnn Learch sraet
Ci o b
Eeturred Adcarirwrt
Vew Fu oo Aok alrdge et
T VadciaSor R sppones LLp st ]
o clats e Saciay
i Ehpdonnand AT

b. Choose one of the options from the drop-down list. Here, Approved Assessment

is chosen.
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Pery
G‘pﬂdm Asseszment Tool ComBeE Us | Hedp | Logona
. USDA
p e
U, Department of Housing and Urban Development =
US. Department of Agriculture - Fural Development Engged im w1 SIWTE
CMA RBSGREI0N LOCATE C3A Plag Adein LW Achean Text Template Admn Component Type | ELL Adwn Raports
= Search Template
o ch Fous
VerporGinD
c. Click the Search button to display the selection.
CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [/ EUL Admin Reports

~|Search Template
TemplatePurpose | Approved Assessment lz‘

Search Reset

View - Edit etach
Agency ActiveFlag TemplateText |Versi0n5tamp |
Mo data to display.

d. The below screen displays the result. For this text template, there are three
different templates based on the Agency a CNA is submitted to.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports
~|Search Template
TemplatePurpose | Approved Assessment v
Search | Reset
view » | _Edit | | & Detach
J.ﬁ.gency |.ﬂ.cﬁveFIag |TemplateText |Uersi0n5tamp |
lI-I..D i The assessment you submitted was approved. - HUD 1]
Qther Y TEMPLATE TEMPLATE The assessment you submitted was approved, - Other 1]
UsDA Y TEMPLATE TEMPLATE The assessment you submitted was approved. - USDA 1]

5.3.2 Edit Template
The user with the Data Administrator role has the ability to edit the Text templates.

Choose the category that needs to be edited from the List ID drop-down
options.

a.
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Here, Approved Assessment is selected.

U.5. Department of Housing and Urban Development
U3, Department of Agriculture - Rural Development Logged = i ONTE

A RSSO LOCATE CRA Flag dsdeur LN i Text Templake Adman Cormponend Type | UL Adein Rty

= Search Template

Ty atePir (it

B
i

1%, Ewpirtrere! of Housirg ard Urbuar Deeveiogrsert, 281 75 Seet £, Wanhegfon, O MH00

b. Click the Search button to display the list of values of Approved Assessment.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports

~|Search Template

TemplatePurpose | Approved A nt v

Sear Reset
View | Edit |%Detach

Agency ActiveFlag TemplateText VersionStamp
Qther Y TEMPLATE TEMPLATE The assessment you submitted was approved, - Other 1]
UsDA Y TEMPLATE TEMPLATE The assessment you submitted was approved. - USDA 1]

c. Thetemplates for Approved Assessment is displayed on the screen.

CMA SUBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports

~|Search Template

TemplatePurpose | Approved A nt v

Search | Reset
View | Edit |%Detach

Agency ActiveFlag TemplateText VersionStamp
Qther Y TEMPLATE TEMPLATE The assessment you submitted was approved, - Other 1]
UsDA Y TEMPLATE TEMPLATE The assessment you submitted was approved. - USDA 1]

d. Choose one of the items from the list that needs to be edited. Here, HUD is
chosen.
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© CMASUBMISSION ~~ LOCATECNA | FlagAdmin  LOVAdmn ~  TextTemplate Admin | ComponentType [EUL Admin  Reports
~|Search Template
TemplatePurpose | Approved it v
Search | Reset
View v it | i Detach
Agency] ActiveFlag TemplateText VersionStamp
Other i TEMPLATE TEMPLATE The assessment you submitted was approved. - Other 0
UsDA Y TEMPLATE TEMPLATE The assessment you submitted was approved. - USDA 1]

e. Click the Edit button to edit the template.

| CNASUBMISSION | LOCATECNA | FlagAdmin | LOVAdmin  TextTemplate Admin | ComponentType /ELL Admin  Reports

~|Search Template

TemplatePurpose oved it v
Search | Reset

View |ﬁ| %Demdﬂ

Agency ActiveFlag TemplateText VersionStamp
Qther Y TEMPLATE TEMPLATE The assessment you submitted was approved, - Other 1]
UsDA Y TEMPLATE TEMPLATE The assessment you submitted was approved. - USDA 1]

f. The below screen is displayed.

Search Tc_:mphte Text

The assessment you submitted was approved. - HUD

g. Enter the updated text in the text box: Here, “The assessment you submitted
was approved — HUD Management” was entered.
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The assessment you submitted was approved. - HUD Management

h. Click the OK button to accept the changes.

Search Template Text L

The assessment you submitted was approved. - HUD Management

i. The updated values are displayed on the main screen.

~|Search Template
Templ urpose |N)proved 1t r
Search | Reset
view v | _Edit | | i Detach
ActiveFlag TemplateText VersionStamp

Agency
HD

Cther

Y

TEMPLATE TEMPLATE The assessment you submitted was approved. - Other
UsSDA Y TEMPLATE TEMPLATE The assessment you submitted was approved., - USDA
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5.4 Component Type / EUL Admin

The Component Type / EUL Admin tab is used to update the EUL table values (name and
prescribed estimated useful life). This screen is made up of three different panels — Need
Category, Need Item and Component Type. The user with Data Administrator privileges

has access to add and/or edit various Need Categories, Need Items and/or Component
Types.

Capital Needs Assessment Tool Contact Us | Help | Logout

(. USDA
il * e

Logged in 2s: HCNTOL

U.S. Department of Housing and Urban Development
U.S. Department of Agriculture - Rural Development

CNA SUBMISSION LOCATE CNA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports

Need Category
»|Search
View v Add | Edit | | SfiDetach

|Meed Category
|Mame

Mo data to display.

!AS‘I‘M Code |Desa’ipb’on
|

Need Item

> Search
View » Add

iNeed Item Mame
Mo data to display.

Edit i Detach

!ASI'M Code !Descripﬁon

Component Type

> Search

vieww | Add | Edit | | &fiDetach

| [ % Standard Estimated |Standard Estimated

|Need Category ID  |Need Item ID {Component TYpe |, 1.1l Life for Family [Useful Life for ASTM Code Description

| |Name : P

| Units Elderly Units

Mo data to display.
U.S. Department of Housing and Urban Development, 451 7th Street 5.W. , Washington, DC 20410

5.4.1 Need Category
1. Search
The user has the ability to search for the Need Category.

a. Click the arrow on the left side of Search within the Need Category panel to
expand the Search option.
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U.S. Department of Hou.smg and Urban Development 7 -
U_S. Department of Agriculture - Rural Development Logged in as: HONTOL
Cl UBMISSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports
Category
+|Search

View= | Add | Edit || E¥Detach

Meed Category
MName

Mo data to display.

Description

|ASTM Code

Need Item
»|Search
viewv | Add | Edit | | & Detach

|Need Item Name |ASTM Code |Descripﬁon
Mo data to display.

Component Type
»|Search

View + Add | Edit a%netach

Standard Estmated |Standard Estimated
Useful Life for Family Useful Life for ASTM Code Description
Units Elderly Units

Companent Type
MName

‘Need Category ID  |Meed Item ID

Mo data to display.

U.5, Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410

b. Click the down-arrow button of the Need Category Name.

Need Category
~|Search

Meed Category Name | v

Search | Reset

View - Add | Edit %Detach

Meed Category =
MName

Mo data to display.

‘ASTM Code

Description ‘

c. The below screen is displayed.

Werd Category
= Search
Fmed Catepory Mare | T

| i Sypiers Sean | Resel
e Akl n--\:icirwa.'-:-'si::ratm _I _I
— _I | Busicing Frame & Srvesiops

] Cans | Hedh - Bect - Plusbing I
tam s 1 Vi Lol Tramageora bon I
o dats (o dsplay, |- F |
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d. Select a value from the list of values displayed on the screen and click on the

Search button.

Seanm || Reset |

Hesd Categnry
- Search

Kt Categn

Ve v -.-nJ-.

M Catirbin'y
aTm
s ks 12 Shedar

e. The below screen is displayed.

Need Category
~|Search
Meed Category Mame | Site Systems v
Search | Reset
View » | Add | Edit | | B Detach
JHEEd Category ‘ASTM Code Description ‘
ame
[ site Systems 3.2 Site Systems
2. Add
The user has the ability to add a new Need Category.
a. Click the Add button in the Need Category section.
Need Category
~|Search
Meed Category Na | r
Search | Reset

View - Add Edit 7 Detach

Need Category™"
MName

Mo data to display.

‘ASTM Code Description ‘

b. A box with details to add the new Need Category is displayed on the screen.
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c. Enter the values into the following fields and click the OK button.

*Need Category Name |New Category
* ASTM Code [5.1

= Description | New Category

d. The new category is added to the list of values.

e. When the user clicks on the Search button, the below screen is displayed.
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Need Category
~|Search

Need Category Name | Mew Category v

Search | Reset
Viewv| add | Edit |%Detach

Meed Category

Name ASTM Code Description
Brewcategory 52
3. Edit

The user has the ability to edit the Need Category.

a. Choose the category that needs to be edited from the Need Category Name
drop-down options and click the Search button.

Need Category
~|Search

Meed Category Mame | Mew Category A |

Search | Reset
Viewv| Add | Edit |%Detach

Meed Category ASTM Code Description
Mame

b. Click the Edit button to edit the template.

Need Category
~|Search

Need Category Name

Search | Reset
Viewv| Add | Edit |%Detach

Meed Category
MName

ASTM Code Description

c. The below pop-up panelis displayed.
oo - | bl il | e

Manage Need Category m

Name

Meed Category MName :_-N.ew ééﬁag_orx_

e * ASTM Code [5.1
Need Ttem l

»>ISearch
View = | Add J.v‘_mJ ﬂ Cancel

Need Ttem Name  |ASTM CBEE" TIEEERTET 1

o i

* Description :.New Category
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d. Update the text in the following text box.

iew + | |_add | Edt | | i petech -
e ASTM Code |Desu"lnﬁnn
Manage Need Category B
Meed Category MName | Mew Category

Pre— ] = ASTM Code 5 1
3/Search * Description | New Category - Approved

W | -ﬂj& ﬂ Cancel
Ii“_leeed ItemName | ASTM C08E 8 iy spilg |

e. Click the OK button to accept the changes.

ASTM Code |Descl"lnﬁnn
Manage Need Category <]

Meed Category MName | Mew Category
[rmr— - = ASTM Code 51
iSearch * Description | New Category - Approved
i | -E—J& ﬁ Cancel
I[leeed Item Name  |ASTM C50E TOEEETEr |

f. The updated values are displayed on the main screen.

Need Category

~|Search
Need Category Name |New Category v

Search | Reset
view ~ | Add | Edit || & Detach
Need Category ASTM Code Description -
MName

5.4.2 Need Item

1. Search

The user has the ability to search for the Need Item.

a. Click the arrow on the left side of Search button within the Need Item panel to
expand the Search option.
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T —— U
eV
U. S Department of Agriculture - Rural Development Logged in as: HCNTOL
CNA SUBMISSION LOCATE CMNA Flag Admin LOV Admin Text Template Admin Component Type / EUL Admin Reports
= Eategor\r —
>|Search
View | Add | Edit | | &fDetach
Need Category ASTM Code Description S
MName

~|Search

Need Ttem Name | r

Search | Reset
View v ||_Add | Edit | | &fiDetach

I |Need Item Mame |.¢\STM Code |Descripﬁor| I
Mo data to display |

b. Click the down-arrow button of the Need Item Name.

Need Ttem
~|Search
Need Ttem Name | v

Search | Reset
vier| Add | Edit |%Detach

|Need Ttem Name  [ASTM Code |Description |
Mo data to display.

c. The below drop-down menu is displayed.

Heed Ilem
= Search

Fowwct llom Kars bl
Evrerreial Mzaores inel osestere o fred| 5--.:-1| Hud.J
Correras Fmact Inprovemerni -l

e e A e e P, Aroeins Semeciaton

——— s o Egrem
tia dats b ey, Fawing, Durbing and Paidng
Fawark [Wahs, o, Terraces, Saios)

| Landscasing and Aoourienances
{ Reestonal Fackikes
Enl'l'lhbli-‘ﬂtT'rIk Sl LI W b
St L Sl
2 Searclh Siw Ut

Feindaiion distmated  Staetand Eivane
Eatizens I oy Sy, Floges B Wals i Vo Fasmdy Liefid Lk B AETH Cixla [r—
Cravd Spaces, Envelaoe Persratons Edarly Lints
o daie io Smplap. ﬁmr—-m B Slsuin-ru
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d. Scroll down and select a value from the list of values displayed on the screen
and click on the Search button.

Heed Iiem

= Search
Vo Thom Fomrns [ v
Hoaf Frame & Shaw T

el Sarit | Ramat |

Flasmng & Vioertr

e Sidmieal Syvien
Lot Soopme Flal Hoafy
Compesent Type o Tranage, Tnr § Arcemmnes

+ Search i e Sy anel Vaste Sping
Dormestic Wter Hasting
wew = | M| Fanpas 1]

dSseaied Sadand Evreasd |
fur fir Fiamdp Ui Lt Far ST Coxde Camcrpbon
Eclariy Lirnin

| e trafipact Haking L podng Squinmeant
N o (e bk pac Hepk M i D iribebon
[l Comcery I s (Cnewean AfE3 VAL Equissnt
1 —r HART Corvrais
L i el b
-Elactcsl Dmbbacbon

e. The below screen is displayed on the screen.

Need Ttem
~|Search
Need Ttem Name [ Sidewall System v

Search | Reset
View Add | Edit i Detach

Need Item Name ASTM Code Description

2. Add
The user has the ability to add a new Need Item.

a. Click the Add button in the Need Item section.

Need Item
~|Search

Meed Item Namesidewall System r

Search | Reset
View - Add | Edit i Detach

Meed Item Mame ASTM Code Description

b. A pop-up box with details to add the new Need Category is displayed on the
screen.
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c. Enter the information on the following fields and click the OK button.

Add Need Ttem

*Need Item Name |New Need Item
*ASTM Code [5.1.1.1
*Description |New Need Item

d. The new category is added to the list of values. Scroll down to view the newly
added Need Item.

[S—
W fiem 1
= Search
it Ty b | Sadwsl Swainm T]
ok oot Fe AL oo DLt -
Coagnng(Corwson Aroa FYAL Eguesnent Sawch | Resst

| HAL Control
R [ —

"“!Mﬁhh’w
i Gectric Lighing B Fiwtones
Tsimooreruncations Egupment
BeviorEscalsine
| Spainkders and Shandpipes

e. When clicked on Search button, the below panel is displayed.

Need Item
~|Search

Need Ttem Mame [ New Need Ttem r

Search | Reset
View = | Add | Edit | if: Detach
Meed Item Mame ASTM Code Description
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3. Edit
The user has the ability to edit the Need Item Name.

a. Choose the category that needs to be edited from the Need Item Name drop-
down options. Here, New Need Item is selected. Click the Search button.

Need Ttem
~|Search
Need Ttem Mame [ New Need Ttem ]
Search | Reset
View v Add | Edit || i Detach

Meed Item Mame ASTM Code Description

b. Click the Edit button to edit the template.

Need Item
~|Search

Need Ttem Name [ New nfiffd Ttem v
Search | Reset
Viewv | Add | Edt | | 5 Detach

Meed Item Mame ASTM Code Description

c. The below popup box is displayed on the screen.

—_————————% Manage Need Ttem ﬂ%

Need Ttem
~/Search = Need Item Name | New Need Item
Need Ttem Name [New Need *ASTM Cade [5.1.1.1
* Description |MNew Need. Item T
Search | Reset
View | Add | Edit oK | cancel

d. Enter the text to be edited into the following text box.
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Manage Need Item

*Need Item Name [New Meed Item
*ASTM Code [5.1,1.2
* Description [ New Need Item - Approved

e. Click the OK button to accept the changes.

Manage Need Item

*Need Item Name [New Need Item

*ASTM Code [5.1,1.2

* Description [ New Need Item - Approved

f. The updated values are displayed on the main screen.

Need Ttem
~|Search

MNeed Item Mame | MNew Meed Item r

Search | Reset
View = | Add | Edit | if: Detach
Need Item Name ASTM Code Description

5.4.3 Component Type

1. Search
The user has the ability to search for the Component Type.

a. Clickthe arrow on the left side of Search in the Component Type panel to
expand the search option.
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U.S. Department of Housing and Urban Development - il

U.S. Department of Agriculture - Rural Development Logged in =s: HCNTOL
CMA SUBMISSION LOCATE CMNA Flag Admin LOV Admiry Text Template Admin Component Type / EUL Admin Reports
ﬁéed Ca.t.egorv
»|Search
View | add | Edit | £ Detach
Need Category | som coge Description P

MName

Need Ttem

»|Search

view | Add | Edit | & Detach
| |Meed Item MName ASTM Code Description

nent Type

+|Search

view | Add | Edit | | & Detach
| Standard Estimated |Standard Estimated

Meed Category ID [Meed Item ID ﬁomponentType Useful Life for Family [Useful Life for ASTM Code Description

ame 5 :
Units Elderly Units

|
Mo data to display.

U5, Department of Housing and Urban Development, 451 7th Street 5.W., Washington, DC 20410

The user can search for a component type by selecting a Need Category, Need Item or both of
these options to narrow the search.

b. Click the down-arrow button of the Need Item ID.

= At least one is reguired

** Need Category ID |
== Need Item 1D | [=]

Search | Reset
View - | Add| Edit | £ Detach

Com T Standard Estimated |Standard Estimated
Meed Category ID  |Need Item ID Namg""e ¥YPE  luseful Life for Useful Life for ASTM Code Desciption
Family Units Elderly Units
Mo data to display.

c. The below screen is displayed on the screen.
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Heed Category
» Search
vews ol | E% || Rioetso
T i
. Comger? | acmecoce \Desmobon
Erwwanmanis Magures (nateseshens defred)
- Corpmergal Tenank Impeoverents
| LeadEased Paa, ASDEShis Ranasnamn
T Shome ey Dranage
» Searchy Acuews mnd Egre

Paneg, Durbrg and Pacerg
ve v | O || B ek el Para, T, Baksr]
" || Lancazazing amd Acprtsnacoes
o] Pemtlarm | eyl

b Utiges-waier

Srbe Lt Slecirkc

St Utges-Gas
e T

Component Type Sk Utdmes Trash

Foacarr

= Search Framing Systen, Soon b el
Cravd Spacee, Fruwlaos Perstrabone
= RngfPare h Sheat
"= hiestn Sl I | oy § Wby Prgiection

= Nipwd fem 10 |

en | | e

I 1 | Bt Standsrd
Commgory D |hestlen D ?E“’wr”""* imemmrumrmwu'ew 4ETH Code |Descriptan
L Eidesly Linils !
Fio clats tm sy,

%A% mart ome @ reaquned

Smarthy | famat |

d. Scroll down and select a value from the list of values displayed on the screen

and click on the Search button.

“eaurd Cwnmzory | sz case

Tesmyation
ey r— -~
Sbw |y S
. e % e |Higas Trach
Hezod Ilcm Founaadon
4/ Bearch Frawing Svsnem, Fooes & ials

Crad Spaces, Envelaoe Penetratons
¥ew e A | | PoafFraree b sheativg

it == Flastan & Mot Pl

ilhl‘dl-t!"im- |} Asten & Baves

indaes
Compesent Twpe o - Racts Suctewn] giem
« Search Lo Soope Flal Roals
ol Crasage, Trer b Ascsoones
e Syl ad Vaaie Spng
== higed Categary [ | Dorvesix: Warter Hestng =
= tiperd Ciemn 11T I 'l'|

vew | _acd | | e

I I Starday Stancard
Mesd Cotegory D (Mt Tiem I w"‘,”"’“ szl L for Famdy Usedis Lis har ASTH Code
ool I |usis Edderly Urets
it o sok

gy H? rezmrad

e. All the related component types under this need item are displayed on the

screen.
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Component Type
~|Search
== At least one is reguired
** Need Category ID | [=]
= Need Item ID | Sidewiall System [=]

Search Reset
View ﬂ @ % Detach

e T Slandanzl Estimated Slandan_i Estimated o
Nead Category ID  [Need Item ID Name Useﬁ.ll LlFe for Useful ere_for ASTM Code Description
Family Units Elderly Units
l_______
Building Frame &.. Sidewall System Vinyl Siding 3.3.3.1.2 Vinyl Siding
Building Frame &... Sidewall System Cement Board Sidi... 45 45 3.3.3.1.3 Cement Board Siding
Building Frame &.. Sidewall System Plywood/Laminate... 20 20 3.3.3.1.4 Plywood/Laminated Panels
Building Frame &.. Sidewall System Exterior Insulation... 30 30 3.3.3.1.5 Exterior Insulation Finishing System (EIFS)
Building Frame &... Sidewall System Stucco, over wire.. 50 50 3.3.3.16 Stucco, over wire mesh/lath
Building Frame &.. Sidewall System Metal(Glass Curtai. 40 40 3.3.3.1.7 Metal(Glass Curtain Wall
Building Frame &... Sidewall System Precast Concrete.. 60 &0 3.3.3.1.8 Precast Concrete Panel (filt-up)
Building Frame &.. Sidewall System Brick/block veneer 60 60 3.3.3.1.8 Erick/block veneer
Building Frame &.. Sidewall System Stone Veneser 50 50 3.3.3.1.10 Stone Veneser i
2. Add

The user has the ability to add a new Component Type.
a. Click the Add button in the Component Type panel.

Component Type

~/Search
** At least one is reguired

** Need Category JD | E|
== Need IrfliD | Sidewall System [=]

Search Reset
View ﬂ @ % Detach

e T Slandanzl Estimated Slandan_i Estimated o
Nead Category ID  [Need Item ID Name Useﬁ.ll Llfe for Usaful ere_for ASTM Code Description
Family Units Elderly Units
l_______
Building Frame &.. Sidewall System Vinyl Siding 3.3.3.1.2 Vinyl Siding
Building Frame &... Sidewall System Cement Board Sidi... 45 45 3.3.3.1.3 Cement Board Siding
Building Frame &.. Sidewall System Plywood/Laminate... 20 20 3.3.3.1.4 Plywood/Laminated Panels
Building Frame &.. Sidewall System Exterior Insulation... 30 30 3.3.3.1.5 Exterior Insulation Finishing System (EIFS)
Building Frame &... Sidewall System Stucco, over wire.. 50 50 3.3.3.16 Stucco, over wire mesh/lath
Building Frame &.. Sidewall System Metal(Glass Curtai. 40 40 3.3.3.1.7 Metal(Glass Curtain Wall
Building Frame &... Sidewall System Precast Concrete.. 60 &0 3.3.3.1.8 Pracast Concrete Panel (tilt-up)
Building Frame &.. Sidewall System Brick/block veneer 60 60 3.3.3.1.8 Erick/block veneer
Building Frame &.. Sidewall System Stone Veneser 50 50 3.3.3.1.10 Stone Veneser i

b. A box with details to add the new Component Type is displayed on the
screen.
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I | |
| ¢ pon ‘T‘i’l;' Add Comp Type ]
~ISearch * Need Category ID | =]
= El e is required
+= Naed Catego MNeed Item ID .
. | Component Type Name .
Standard Estimated Useful Life for Family Units |
Standzrd Estimated Ussful Life for Elderly | || Reset
e | add Units
At ASTM Code
Need Category EndDate | By
Wt e Bk | |
3 ﬂ Cancel
20 %0 53319 Phywood|Laminated Panels i
130 30 3.3.3.1.5 Exterior Insulation Finishing System (EIFS)
k) 50 333186 Stucco, over wire mesh/lath
A a0 23317 Metal/Glass O rizin Wall

c. Enter the following values to add a new Component Type and click the OK

button.
' J
I-C D T\Fll: Add ComponentType ar
v|Search * Nead Category ID | Site Systems [=l
: E E i requirsd
* Need Item ID | Site Utilities-Water
** Need Categol = i x
. el * Component Type Name Water Tank
Standard Estimated Useful Life for Family Units | 30
Standard Estimated Usaful Life for Elderly 3(]
View = | Add Hie
= ASTM Code |3.2.8.1.4
“ Need Category EndDate [y
[ Description | Water Tank
| Building Frame
OK| Cancel

Building Frame J ﬂ

Building Frame & Envalops Sidewal System Plywood|Laminated Fansis 20 20 33314 Plywood/Laminated Fanss L

Building Frame & Envelope Sidewall Sysbem Exterior Insulation Finishing System (.. 30 30 3.3.3.1.5 Exterior Insulation Finishing System (EIFS) |

Building Frame & En Sidewall 5 ath 50 50 3.3.3.1.6  Stucco, over wire mesh/lath

d. Onthe main screen, select the value added from the drop-down values of
Need Category ID and from the drop-down values of Need Item ID and
click the Search button.

Component Type
~|Search

** At least one is reguired
*= Need Category ID | Site Systems [=]
*= Need Item ID | Site Utilities-Water [=]

Search | Reset |

E fard E d |standard E

MNe=d Category ID Mesd Itsm ID  |Component Type Name Usaful Life for Usaful Life for
Family Units Elderly Units

1

S Description
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e. The new component type is added to the list of values.

Component Type
~|/Search

** At least one is required
** Need Category ID | Site Systems

*= Need Item ID | Site Utilities-Water [=]

Search | Reset
View + ﬂﬂ d‘ Detach

Standard Estimated |Standard Estimated ASTM
Meed Category ID |Need Item ID Component Type Name Useful Life for Useful Life for Description
> ; ; Code
Family Units Elderly Units
Site Systems Site Utilities-Water Water Mains/\alves 50 50 3.2.8.1.1  Water Maing/Valves
Site Systems Site Utilities-Water Water Tower 50 50 3.2.8.1.2 Water Tower
Site Systems Site Utilities-Water Irrigation System 25 25 3.2.8.1.3 Imigation System
W site Systems Site Utilities-Water Water Tank 30 30 3.2.8.1.4 Water Tank
3. Edit

The user has the ability to edit the Component Type.

a. Select the appropriate Need Category ID and Need Item ID and click the
Search button.

Component Type
~|Search

** At least one is reguired
** Need Category ID | Site Systems E|

** Need Item ID | Site Utilities-Water

Search Resat
view - | Add] Ed| | |

Nead Category ID

Standard Estimated
Usaful Life for
Family Units

Standard Estimated
Useful Life for
Elderly Units

ASTM
Code

Nesd Item ID  (Component Type Name

‘Description

a. The below panel is displayed.
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Component Type
~|Search

** Nead Category ID | Site Systems
** Nead Item ID | Site Utilities-Water

Kl

** At |least one is reguired

Search | Reset

View » @ @ Detach
Standard E d |Standard E d e
Nead Category ID |Need Item ID Component Type Name Useful Life for Useful Life for Description
> ; ; Code
Family Units Elderly Units
Site Systems Site Utilities-Water Water Mains/Valves 50 50 3.2.8.1.1  Water Mains/Valves
Site Systems Site Utilities-Water Water Tower 50 50 3.2.8.1.2 Water Tower
Site Systems Site Utilities-Water Imrigation System 25 25 3.2.8.1.3 Irigation System
[l site Systems Site Utilities-Water Water Tank 30 30 3.2.8.1.4 Water Tank

b. Select the Component Type to edit, in this case Water Tank from the
list displayed, by clicking on the line and click the Edit button to edit
the Component Type.

Component Type

~|Search
** At least one is required
** Need Category ID | Site Systems E|
** Need Item ID Utilities-Water [=]
Search | Reset
View » | Add| Edit [ Detach
Standard Esti d |Standard Esti d e
Meed Category ID |Need Item ID Component Type Name Useful Life for Useful Life for Description
> ; ; Code
Family Units Elderly Units
Site Systems Site Utilities-Water Water Mains/Valves 50 50 3.2.8.1.1  Water Mains/Valves
Site Systems Site Utilities-Water Water Tower 50 50 3.2.8.1.2 Water Tower
Site Systems Site Utilities-Water Irrigaticn System 25 25 3.2.8.1.3 Imigation System
W site Systems Site Utilities-Water Water Tank 30 30 3.2.8.1.4 Water Tank

c. The below pop-up box is displayed.
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= Ha_lage Component Type

Need Category ID | Sit= Systems.
Need Ttem 1D |Site Ulities-Water
Companent Type Name | Water Tank
Standard Estimated Useful Life for Family Units |30
el it sl e o 'U,,,slm

ASTM Code [3.2.8.1.4

d. Enter the changes in the following text box and click the OK button to
accept the changes.

Manage Component Type

Nead Category ID [Sit= Syst=ms
Need Ttem ID | Sit= jflffie=-Water
Component Type Name
Standard Estimated Useful Life for Family Units | 25°

Units

ASTM Code [3.2.8.1.4

e. The updated values are displayed on the main screen.

Component Type

~|Search
** At least one is reguired

** Need Category ID | Site Systems (=]
== Need Item ID | Site Utilities-Water [=]

Search | Reset |

Standard Estimated |Standard Estimated
‘Component Type Name Useful Life for Useful Life for
Family Units i

3.2.8.1.2  Water Tower

3.28.1.3 Irmigation System
3.28.1.4  Water Tank

Site Systems Site Utilities-Water Irigation System 25
Site Systems Site Utilities-Water Water Tank 25
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5.5 Reports

The user with Data Administrator privileges has the ability to view process monitoring and analytical
reports across the portfolio of assessments by clicking on the Reports tab. The following section gives
an example of each of the report links shown below. To access each report, click on the desired report
link in the Reports screen.

5.5.1 Nightly Reports

The “Assessment Workload/Volume Metrics” and “Property Assessment Assignment Aging” can be run
as needed, but are also scheduled nightly reports. The reports are scheduled to generate automatically
each night and are emailed in PDF format to a distribution list. Contact your system administrator to be
added to the distribution list to receive these reports.

5.5.2 Answers

The first link is a link to “Answers” which is an Oracle out of the box reporting tool allowing users to
create Ad Hoc reports on data from assessments currently in the system. For more information on how
to use/navigate through Answers, please see the Oracle Answers user manual.

Capital Needs Assessment Tool Contact Us | Help | Logout

- USDA
U.S. Department of Housing and Urban Development Il _’
U.S. Department of Agriculture - Rural Development ed in 2s: HCNTOL

CNA SUBIFSION LOCATE CMA Flag Admin LOV Admin Text Template Admin Component Type f ELL Admin Reports

Answers

Component Type Useful Life Variances
Component Type Price Variances
Properties With Out-Of-Date Assessments
Assessment Workload [ Volume Metrics
Property Assessment Review Aging

Property Assessment Assignment Aging

When a user clicks on the “Answers” link they are taken out of the CNA eTool and to the Answers tool as
shown below.
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ORACLE" Business Intelligence search [Al M [#] Advanced Hebp v Signout ©

Home | Catalog | Favorites » | Dashboards ~ | [ New - | B8 Open v | SignedIn As HONTO1 +

Create... Recent
Analysis and Interactive Reporting (@ Recently opened or edited items will be displayed here.

Analysis

¢ Published Reporting
Report Job D\ Most Popular

Actionable Intelligence @ No recommendations are curently available. Mast Papuiar items will be displayed here when results become avaiible.

bar®  Action

Browse/Manage...
| Al Content v
@ My Analyses
@ My Reports
@ My Scorecards

Get Started...

w Introduction to Oracle BT
% Oradle BI EE Documentation

Download B Desktop Tools
Help Contents v

Oracle Technology Network

#Qla

5.5.3 Component Type Useful Life Variances

The Component Type Useful Life Variances report displays the variances of Component
Type useful life on a separate tab. This report can be printed or exported to an excel
spreadsheet by clicking on Print or Export at the bottom left side of the screen.

testwebapps.hud.gow/CH. % / [ Component Type Useful L %

C' | [ testbihud.gov/analytics/saw.dl?Go&Path=%2fshared%2fCNA%2fComponent%20Type%20Useful%20Life%20Variances&Options =rdf

Component Type Useful Life Variances Date Run:8/25/2014
Component Type State |Family Elderly |Unit of Measure |Est Useful Life |Variance 5 |# nis
Boiler Blowdown and Water Treatment 18 3

oc_ Y 5y 3| -TA73% 1
MA  |Family Each 25 36.36% 2
Buoiler Room Pipe Insulation 19 3
oc_|Y Sq 6| -67.86% 1
Ma  |Family Each 25 33.93% 2
Roofdatch 19 4
Dc |¥ Kw 10| -46.67% 1
DC_|Y S5y 3| -73.33% 1
MA  |Family Each 30 60.00% 2

Refresh -Print -Export

5.5.4 Component Type Price Variances

The Component Type Price Variances report displays the variances in Component Type
price on a separate tab. This report can be printed or exported to an excel spreadsheet by
clicking on Print or Export at the bottom left side of the screen.
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Component Type Price Variances Date Run:8/25/2014
Component Type State |Family/Elderly |Unit of Measure |Avg Unit Cost |Variance % | # Assessments
Boiler Blowdown and Water Treatment 1,392 3
pco|Y Sy 45| -95.77% 1
MA  [Family Each 2,065 48,38% 2
Boiler Room Pipe Insulation 1,397 3
DC ¥ 5q 50 -95,42% 1
MA  [Family Each 2,070 43.21% 2
Roof Hatch 979 4
DC Y K 70 -92,35% 1
Dc Y Sy 45| -95.40% 1
MA  [Family Each 1,900 94,13% 2

Refresh -Print -Export

5.5.5 Properties with Out-Of-Date Assessments

The Properties with Out-Of-Date Assessments report displays the properties with out-of-
date assessments on a separate tab. This report can be printed or exported to an excel
spreadsheet by clicking on Print or Export at the bottom left side of the screen.

Properties with Out-Of-Date Assessments Date Run: 8/25/2014
- Owner/f Last Date A
Property Nlame |State|Address iREMS # AMAS # Participant Lender | Assessor| 1 [Ad
Blue Ridge Towers |DC 401 Elm Street F5HOLY 43V4BA Person 401 Person 402 |Persan 01/01/2014  |HY
403
Blue Ridge Towers (DC 401 Elm Street 37W0AQ 51D4QM Person 401 Person 402 |Person 01/01f2014  |Us
403
Getaway DC 301Elm Street 24YBAX 87MSZMN Person 301 Person 302 |Person 01/01f2014  |Us
Apartments 303
Getaway DC 301Elm Street 24YBAX 87MSZMN Person 304 Person 302 |Person 01/01f2014  |Us
Apartments 303
Morthgate Condos |NE 300 Main Street 8DHEEH 83HR38 Bob Linda Smith 01/01f2014  |US
Morthgate Condos |NE 300 Main Street 8DHEEH 83HR38 Dave Smith Linda Smith 01/01f2014  |US
Morthgate Condos |TM 1500 Morthgate 98H9HHI HS9HBHZ Baob Linda Smith 12/312013 |HY
Square
Morthgate Condos |TM 1500 Morthgate 9EHIHHS H3HBHS Dave Smith Linda Smith 12/31f2013  |HU
Square
Morthgate Condos (VA 1500 Morth Shore 5798085 300520309290 | Tom Forlini Jane 12/312013  |HU
Drive Sullivan
Morthgate Condos (VA 1500 Morth Shore 5798085111 |300920309290 | Tom Forlini Jane 12/312013  |HU
Drive Sullivan
Morthgate Condos (VA 1500 Morth Shore 7035798085 | 300920309290 | Tom Forlini Jane 12/312013  |HU
Drive Sullivan
Morthgate Condos (VA 1500 Morth Shore 800217510 300920309290 | Tom Forlini Jane 12/312013  |HU
Drive Sullivan
Morthgate Condos |VA 1500 Morth Shore 800217510 | 300920309290 | Tom Farlini Jane 12/312013 |US
Drive Sullivan i
3
Refresh -Print -Export

5.5.6 Assessment Workload / Volume Metrics

The Assessment Workload / Volume Metrics report displays the Assessment
Workload / Volume Metrics on a separate tab. This report can be printed or
exported to an excel spreadsheet by clicking on Print or Export at the bottom left
side of the screen.

This report is also a scheduled nightly report that is emailed in PDF format to a distribution
list. Contact your system administrator to be added to the distribution list to receive
these reports daily.
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Refresh -Print -Export

Assessment Workload / Volume Metrics

Assessment Workload / Volume Metrics

Date Ru

Agency |Asswgned Reviewer Average Value [ A nt
HUD Total 5,334,875 16
HUD  |FIRST - HCNTO1LAST - HCNTO1 9,883,250 4
FIRST - HCNTO4 LAST - HCNTO4 3,054,125 3

FIRST - HCNTOG LAST - HCNTOG 5,447,000 3

FIRST - HCNTOS3 LAST - HCNTOS 5,051,000 1

USDA Total 3
USDA |FIR5T - CCNTO1LAST - CCNTO1 1
|FIR5T - CCNTO4 LAST - CCNTO4 2
3,575,125 8

[ 3,575,125 B

5.5.7 Property Assessment Review Aging

The Property Assessment Review Aging report displays the Property Assessment
Review Aging on a separate tab. This report can be printed or exported to an
excel spreadsheet by clicking on Print or Export at the bottom left side of the

Date Run: 8/25/2014

screen.

Property Assessment Review Aging

Property Assessment Review Aging
CMAZ Property Mame Property State |Date Assigned |Assigned Reviewer Age in Days
2014-000325 |Morthgate Condos WI 07/17/2014  |FIRST - HCNTO4 LAST - HCNTO4 38
2014-000597 |THE PROPERTY VA 07/18/2014 37
2014-002123 |EARL Cook VA 07/21/2014  |FIRST - HCNTOS LAST - HCNTO6 34
2014-002851 |Northgate Condos VA 07/212014  |FIRST - HCNTO4 LAST - HCNTO4 34
2014-002124 |Northgate Condos VA 07/22(2014  |FIRST - HCNTOG LAST - HCNTO& 33
2014-000465 |Northgate Condos WI 07/23(2014  |FIRST - HCNTO4 LAST - HCNTO4 32
2014-000471 |Northgate Condos WI 07/23(2014  |FIRST - HCNTO4 LAST - HCNTO4 32
2014-001081 |Northgate Condos VA 07/23(2014  |FIRST - HCNTO4 LAST - HCNTO4 32
2014-002474 |Northgate Condos VA 07/23(2014 32
2014-002938 | The Reserve at Reston (VA 07232014 32
2014-002955 | The Reserve at Reston (VA 07232014 32
2014-002956 | The Reserve at Reston (VA 07232014 32
2014-000056 |Longview Apartments  [GA 07/24/2014  |FIRST - CCNTO4 LAST - CCNTO4 31
2014003011 | The Reserve at Reston (VA 07/24/2014 31
2014-003048 |Northgate Homes VA 07/24/2014 31
2014-003057 |Northgate Homes VA 07/24/2014  |FIRST - HCNTO4 LAST - HCNTO4 31
2014-003065 [Northgate Homes VA 07/24/2014  |FIRST - HCNTO4 LAST - HCNTO4 31
2014-000439 [Northgate Condos FL 07/29/2014  |FIRST - CCNTO1LAST - CCNTO1 28
2014-003221 |Northgate Condos VA 08/05/2014  |FIRST - HCNTO1 LAST - HCNTO1 19
2014-000589 | THE PROPERTY VA 08/06/2014  |FIRST - CCNTO4 LAST - CCNTO4 15
2014-002013 [Northgate Condos VA 08/14/2014  |FIRST - HCNTOG LAST - HCNTO& 10
2014-002080 [Northgate Condos VA 08/14/2014  |FIRST - HCNTO4 LAST - HCNTO4 10
2014-003493 [Northgate Condos VA 08142014  |FIRST - HCNTO1 LAST - HCNTO1 10
2014-003507 |Northgate Condos VA 08/14/2014  |FIRST - HCNTOS LAST - HCNTOS 10

Refresh -Print -Export

5.5.8 Property Assessment Assignment Aging

The Property Assessment Assignment Aging report displays the Property
Assessment Assignment Aging on a separate tab. This report can be printed or
exported to an excel spreadsheet by clicking on Print or Export at the bottom left
side of the screen.
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This report is also a scheduled nightly report that is emailed in PDF format to a distribution
list. Contact your system administrator to be added to the distribution list to receive
these reports daily.

Property Assessment Assignment Aging

Property Assessment Assignment Aging

y

Refresh -Print -Export

Date Run: 8/25/2014

CMAZ Property Name Date Submitted |Approving Agency [Property State |Age in Days
2014-000037 |Blue Ridge Towers 01/01/2014 HUD DC 44| -~
2014-000033 |Blue Ridge Towers 01/01/2014  |USDA DC - D
2014-000039 |Blue Ridge Towers 01/01/2014 USDA DC -
2014-000040 |Getaway Apartments 01/01/2014  |USDA DC -
2014-000041 |Getaway Apartments 01/01/2014 UsSDA DC -
2014-000042 |Getaway Apartments 01/01/2014 USDA DC -
2014-000043 |Getaway Apartments 01/01/2014 USDA DC -
2014-000044 |Getaway Apartments 01/01/2014  |USDA DC -
2014-000045 |Getaway Apartments 01/01/2014 USDA DC -
2014-000055 |Blue Ridge Towers 01/01/2014 USDA DC -
2014-000057 |Longview Apartments 01/01/2014 HUD GA 44
2014-000059 |Getaway Apartments 01/01/2014 USDA DC 58
2014-000081 |Morthgate Condominiums Updated 01/01/2014 USDA VA -
2014-000083 |Morthgate Condominiums Updated 01/01/2014 USDA VA -
2014-000034 |Getaway Apartments 01/01/2014 USDA DC -
2014-000085 |Morthgate Condominiums Updated 01/01/2014 USDA VA -
2014-000086 |Getaway Apartments 01/01/2014 USDA DC -
2014-000087 |Getaway Apartments 01/01/2014 USDA DC -
2014-000085 |Getaway Apartments 01/01/2014 USDA DC -
2014-000089 |Getaway Apartments 01/01/2014 USDA DC -
2014-000090 |Getaway Apartments 01/01/2014 USDA DC -
2014-000091 |Morthgate Condominiums Updated 01/01/2014 USDA VA -
2014-000092 |Morthgate Condominiums Updated 01/01/2014 USDA VA -
2014-000093 [Morthgate Condominiums Updated 01/01/2014 UsDA VA -7
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5.6 Security

5.6.1 Authentication (provisioning new credentials)

In order to receive new credentials, users will need to complete a CHAMPS request of
request an “I” ID through WASS. This is managed outside of the CNA eTool.

5.6.2 Authorization (granting / revoking roles)

The user with the security administrator role has the ability to either grant or revoke roles
from a user.

a. The user logs into the WASS system with proper credentials.

ﬂ' User Login fa | help | search | home | logout
[

Secure Systems

You must login at least once every 90 days to maintain an active ID. If you do not login again before23 Nov 2014, your
ID will be automatically deactivated. If your User 1D is deactivated, please contact the TAC to reactivate your ID.

Legal Warning

Misuse of Federal Information through the HUD Secure Connection web site falls under the
provisions of title 18, United States Code, Section 1030. This law specifies penalties for
exceeding authorized access, alterations, damage, or destruction of information residing on
Federal Computers.

Warning Notice

The Secure Systems security access software supports Internet Explorer 7.0 browser. Other
browsers may not be compatible with this software.

Message of the Day

*x%* Attention TEST Users ****

This is a Test.

b. Scroll down to the bottom of the screen to Accept the conditions displayed on
the screen.
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Message of the Day

**x*x* Attention TEST Users ****
This is a Test.

We apologize for any inconvenience.

( Message ID# 85200 - Updated by HWYASS0 on Tue Sep 03 08:53:26 EDT 2013)

Logout

Content updated October 13, 2013 °BacktuTu

@ U.5. Department of Housing and Urban Development
451 7th Street 5.W., Washington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455

c. The below screen is displayed on the screen.

faq | heln | search | home | logout

ﬁ|’7 Main Menu

Secure Systems

Systems
« CNA eTool

System Admipistration

system « Business Partne aintenance

administration

:u§iness Partners e User Maintenance
Maintenance

User Maintenance

CNA eTool

Content updated October 19, 2012 o Back to To

@ U.5. Department of Housing and Urban Development
451 7th Street 5.W., Washington, DC 20410
Telephone: (202) 708-1112 TT¥: (202) 708-1455

d. Click on User Maintenance; the below screen is displayed.
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ﬂ_ System Administration Taq | el | search | home | logout
=

Secure Systems

User Maintenance

0On this form, you can either add a new User, search for a User
by User ID, or search for Users by entering your search criteria.

Add New User

system To add a new User to Secure Systems, click the "Add New User' button.

administration
siness Partners Add (N) ew User

Maintenance
User Maintenance
Search by User ID
To search for a User by User 1D,
enter a User ID and then click the "Search for User"” button.

User ID What's This?

CNA eTool | (S)earch for User

Search Users
To search for a User, enter at least one search criteria
and then click the "Search Users" button.
To limit your search and response time, select a User Type or leave blank for all User Types.
If you do not select a User Type, then you must enter at least one other search criteria.

User Type A

You may enter only one of the following search criteria.

Enter the participant’s TIN, SSN, or PHA ID to list Business Partners OR

enter the Inspection Organization to list Inspectors OR

enter the AQA Contractor Employer Identification No. to list AQA Contractors OR
enter the Mortgage ID to list Lenders.

Business Partner - TIN/SSN/PHA ID/IPA ID What's This?

Inspector - Organization ID -

e. Enter a User ID in the provided box and click Search for User button. Here, user
ID, MCNTO1 is entered.

Add New User
To add a new User to Secure Systems, click the "Add New User® button.

| Add (N)ew User

Search by User ID

To search for a User by User ID,
enter a User ID and then click the "Search for User” bu

User ID |[MCNTOT * ywhat's This?
| (S)earch for User |

f. The credentials for user MCNTO1 are displayed below.
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ﬂ_ System Administration faq | heln | search | home | logout
J=

Secure Systems

Maintain User MCNTO1

User Information
User ID MCNTO1

- HCNTO1
L = 01 First Name FIRST - MCNTO1
Middle Initial
system _
e e Tl Last Name LAST - MCNTO1
Business Partners User Status |Active

Maintenance -
= Coordinator No
User Maintenance

User Type Lender

Choose a Function
Maintain User Profile - Actions ~

CNA eTool

[ Submit] | Cancel ‘

Content updated October 13, 2013 °BacktoTo

@ U.5. Department of Housing and Urban Development
451 7th Street 5.W., Washingten, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455

g. Click the drop-down arrow for Choose a Function option.

User Information
User ID MCNTO1
First Name FIRST - MCNTO1
Middle Initial

Last Name |LAST - MCNTO1
User Status Active
Coordinator No

User Type Lender

Choose a Function

Maintain User Profile - Actions -

[ Submit] | Cancel |

h. Choose Maintain User Profile — Roles from the drop-down list and click the
Submit button.
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Maintain User MCNTO1

User Information
User ID MCNTO1
First Name FIRST - MCNTO1
Middle Initial
Last Name LAST - MCNTO1
User Status |Active
Coordinator |No
User Type Lender
Choose a Function

Maintain User ?Ie -Roles -

[ Submit‘ [ Cancel I

The below screen shows the current role the selected user MCNTO1 has and the

available roles that can be assigned to this user.

System Administration

Assign/Unassign Roles for User MCNTO1

User Information
User ID
First Name
Middle Initial
Last Name
User Staus
Coordinator
User Type

Please check/uncheck b to

MCNTO1
FIRST - MCNTO1

LAST - MCNTO1
Active

No

Lender

' ign roles to the user

Disabled roles cannot be unassigned until they are removed in the
appropriate Assignment Maintenance screens

CNTOOL |

CNTOOL - CNA eTool

[ N2 - Government Assigner

CN4 - Government Security Admin

[
[[] cN5 - Government Data Admin
[

CNE - External Viewer

CNC - External Submitter

)

CN1 - Government Reviewer

CN2 - Government Viewer

[ Assign/Unassign Roles ] I Cancel I
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NOTE: This user has CNC — External Submitter role, and can be assigned any other roles displayed in the

list.

j-  Check the box which correlates to the role to be assigned to the user, in this
case— CNE - External Viewer to assign external viewer role to this user, and
click on Assign/Unassign Roles button.

Please check/funcheck boxes to assign/unassign roles to the user
Disabled roles cannot be unassigned until they are remowved in the
appropriate Assignment Maintenance screens
CNTOOL |
CNTOOL - CNA eTool
CMN3 - Government Assigner
CN4 - Government Security Admin
lCNS - Government Data Admin
4| CNE - External Viewer
CNC - External Submitter
CN1 - Government Reviewer
CNZ2 - Government Viewer
Assign/Unassign Roles | |m|

k. This user is given the assigned role and click on the Confirm button.
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System Administration an | heln | searoh | home | logout

Assign/Unassign Role Confirmation for User MCNTO1

Roles to Assign to User MCNTO1

System Code Role Code Role Description
CNTOOL CNE External Viewer
system
administration Mo roles were selected to unassign.
Business Partners
Maintenance
Usar Maintenance
Confirm ] | Cancel I
CNA eTool
Content updated October 19, 2013 OBacktoTuE

@ U.5. Department of Housing and Urban Development
451 7th Street 5.W., Washington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455

I.  The user has successfully been assigned a new role.

ﬂ" System Administration fan | heln | search | home | logout
E

Secure Systems

You have successfully assigned/unassigned role(s) to user MCNTO1.

[oK|

system

administration
Business Partners
Maintenance

User Maintenance

Content updated October 19, 2013 oBacktoTo

@ U.5. Department of Housing and Urban Development
451 7th Strest 5.W.., Washington, DC 20410
Telephone: {202) 708-1112 TTY: (202) 708-1455
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Appendix A

This section covers the common features within a panel. All these features are applicable to all

the panels on each tab.

Al: View

A1la: Columns

m. For demo purposes, let’s look at the Inspection Sample panel on the Locate

CNA tab, displayed below.

CNA SUBMISSION LOCATE CNA Hag Admin LOV Admin Text Template Admin Component Type [ EUL Admin Reports
Expand &ll | Collapse all | Return |
Reviewer Unassigned Rems Property ID 11111144 Postal Code 20150
Assessment 1D 2014-003508 Property Name Northgate Condos Case Number 000128
Date CNA Submitted 8/15/2014 State VA Internal Status  Submitted
Completed Date  12/31/2013 City Reston
View Previous History

| Summary

*| Flags

*| Financial Factors
_»| Financial Schedule
.| Estimate Period Recap

»| Critical Repair Needs

*| Non Critical Repair Needs
_*| Future Repair Replacements
*| Narrative

*| Property Tree
~| Inspection Sample

View -+ d Detach

] | T z T ] ] I =
1 P Inspection : = - 3 o 504 UFAS Fully
d i 1 | 1

Property Id !Snte Id iBuldlng Inspected Status IJn1t Floor IUmt Type I.Jnlt Status Unit Identifier P
2014-003508 1500 Side: 1501 Northgate Square. Inspected 1 1BR 1BA 650 Oecupied 114 lone
2014-003508 1500 Side 1503 Northgate Squares Unable To Enter 1 2BR 2B4A 850 Occupied 318 Mone
2014-003508 1400 Side 1402 Northgate Squars Unable To Enter 1 1BR 1BA 650 Occupied 21A Mone
2014-003508 1400 Side 1402 Northgate Sgquars Unable To Enter 2 1BR 1BA 650 ‘Vacant 114 Mone

n. Click the drop-down arrow on the right side of View.
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| Properji§ Tree
~| I Sample
| i Detach

Property Id  [Site Id

Building Inspected

Inspedmn

Unit Floor Unit Type

Unit Status

Unit Identifier

504 UFAS Fully
Accessible

2014-003308 1500 Side 1503 Morthgate Square Unable To Enter 1 2BR 2BA 850 Occupied Mone
2014-003308 1400 Side 1402 Morthgate Squars Unable To Enter 1 1BR 1BA 650 Occupied 218 Mone
2014-003308 1400 Side 1402 Morthgate Squars Unable To Enter 2 1BR 1BA 650 Vacant 11A Mone
2014-003508 1400 Side 1406 Morthgate Square Inspected 2 2BR 1BA 750 Vacant 218 None
< I | 3
_»| Attachments
0. The below screen is displayed.
~ Inspection Sample
Colamns . 3 |Inspaction | e | T LFAS Fuily
-I' Builihrg Eraspon fa " Lirat Floer =L1|l: Tomma Lienl Slalvw :L'n'.l: [HE =
j oemxch
P ek 1503 Nowthgaie Souane Unable Tio Ender 1 287 JB4 B30 Oerupied 3B Hone
P02 Morthgate Soguan Linabhe T Enfer 1 188 1B& &S0 O L ItA o
004000500 1400 Sd= 1402 Morthgets Squars Unabls To Ereer 2 157 1B 650 Wacent 184 Mone
03400506 1400 Sala LA36 Mot Saquais Imapacims TEG 1BS 750 acant 2t8 e
1 |-I.l_ | ¥
p. Move the cursor over Columns and the below screen is displayed on the screen.
* Inspection 5
2 _ . . :
Columrs * chowall {Inspection 5 | S04 LIRS Fuily
/ [Shbis et Flesci |unt it Lt Stabs (L Tebare e i
| Detach + Dropaty [d
" — o e d Unabie T Enter £ TER 184 BS0 Cerupied 348 Hone
- Linalske T Enter 1 18R 1B4 830 Drrugsisl 214 e
 Buadng lrocecsed
I015-000508 14000 S Unabis To Enter 2 18R LBA. f50 ‘Wacant 1La Mone
I014-00A508 1400 Sufe ¥ InsDecTon Sms Tnajuictind 1 JER 1R TS0 \azanl 718 Horm
LI + Lnit Rosr "
+ Unit Type
= o+ Uil Slatm r
+ Attackemenls S
SR + 504 LFAS Fully Aceemible i
- + Booessiile Path Bests }
* Cxport CHA Manage Colimns...

g. To hide one column at a time, click on any of the checked items to be unchecked.
Here, Building Inspected is selected.
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w Inspection 5u.rlﬂe
W | 2 oo
Columrs b chowall |Inspection TR | S04 UFRS Fuily
! i Urat Flesct [l Ties Lt Stabn |Lor Tbarrt e Pl
§ tach * Eroparty I —
fenrder Cobamre.. & Tpmld Linabde T Enter L 35 1BA B0 O 318 Bone
= Unatthe T Enbar © 15 184 &30 Oerighis] A Mt
CR R ————
2014-000508 1400 Sde & Unabie To Enter 2 15%: LRA 650 wacant 118 Mone
J014-000508 1400 Gl ¥ Inspecton Stahe - E 757 1R4 750 dacant 8 Hora
L unit Aoer F
" Urit Type
o Linil Slatum r
+ Al o it
— + SD% LIFAS Fully Accossitla |
: + Booesskle Path Bests :
* Dxport CHA Manage Colinns...

r. Assoon as this field is selected, the user is taken to the main screen with the selected
column hidden. NOTE: Building Inspected is hidden in the screen below

~| Inspection Sample

i Detach

View -

2014-003508

1500 Side

Unable To Enter 1 2BR 2BA 850

Occupied 31B None NO N
2014-003508 1400 Side Unable To Enter 1 1BR 1BA 550 Occupied 214 MNone WO M
2014-003508 1400 Side Unable To Enter 2 1BR 1BA 550 Vacant 114 MNone WO M
2014-003508 1400 Side Inspected 2 2BR 1BA 750 Vacant 218 None NO N
< I ] 3

Columns Hidden 1

s. To hide multiple columns at a time, click on Manage Columns... under Columns

options.
w Imspection Samgples
B | 2 o
i Cokms . Shews &l
|: Dutach  Proparty [d
Betrder Colrt.. o Sheld 2BR 784 250 Do 315 e NO 5
18R 124 651 D A Wumt MO W
Huitng rapectal
0I4-000508 1400 Sd= g LR, 154 G5 vacart 114 W MO L
014000508 1400 Gde  * InsDection Stans J8R 188 750 Varant 8 Wimni MO N
| —— . Linit Floer ul ]
Coipmng Midden 1 + Linit Type
o Uil Shatas [
* Altardmments o L et
R o S04 LIFAS Fully Agy i
w Eooeschle Path }
. Enport CHA Manage Cohimns...
+ Bgency CHA Decishon

t. The below screen is displayed on the screen.
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Property Id

Site Id
Inspection Status
Unit Floor

Unit Type

Unit Status

Unit Identifiar

504 UFAS Fully Accessible
Accessible Path Exists
Accessible Path Required

Covarad 1nie Comnkiznea

u. Select the column that needs to be hidden and click the left-arrow button. Here,
Inspection Status is selected.

504 UFAS Fully Accessible
Accessible Path Exists
Accessible Path Required
Crusrad | init Crmnliznes

V.

Visible Columns
Property Id

Site Id

Unit Floor

Unit Type

Unit Status

Unit Identifier

504 UFAS Fully Accessible
Accessible Path Exists
Accessible Path Required
Covered Unit Compliance
Eair Hrncinn Ak Cramead | init

w. Click OK button to return to the main screen. NOTE: Columns Building Inspected and
Inspection Status are hidden. Any column that needs to be hidden can be hidden in
the same way.
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Property Id  |Site Id Unit Floar Unit Type Unit Status Unit Identifier

2014-003508 1500 Side 1 2BR 2BA 850 Occupied 318 None NO N NO
2014-003508 1400 Side 1 1BR 1BA 650 Occupied 21A None NO N NO
2014-003508 1400 Side 2 1BR 1BA 650 Vacant 11A None NO N NO
2014-003508 1400 Side 2 2BR 1BA 750 Vacant 218 None NO N NO
4 m | 3

A1b: Reorder Columns

a. Click on Reorder Columns... from the drop-down option of View.

—-

T s T
o Inckpeckion
| 2 oo
§  Columms y
j_ tesh
© Beorder Coka 1 2ER 284 850 Cczugied 38 Mene HO M 4O
T - 1 1ER 1BA &50 (et =] Ha Fod RO N L1}
(I0L4-000508 1400 Sd= 2 1BR 1B& &50 Wmcant 1La Mone L] N 8O
034-003508 1400 Sl 2 JER 1BA& 730 aant fal: For L n] L] WO
4] ] ] '
Cofgmns fidden

b. The below is displayed on the screen.

504 UFAS Fully Accessible
Accessible Path Exists
Accessible Path Required
Covered Unit Compliance

| Fair Huisina Act Crasarad 1init

c. Click on one of the entries that need to be moved. Here, Property Id is selected.
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site Id

Unit Floor

Unit Type

Unit Status

Unit Identifier

504 UFAS Fully Accessible
Arcessible Path Exists
Accessible Path Required
Cavered Unit Compliance

Fair Houwina Ak Consarad Hini

d. Note that the 2 down arrows are highlighted.

Site Id

Unit Floor

Unit Type

Uniit Status

Unit Identifier

504 UFAS Fully Accessible
Arcessible Path Exists
Arcessible Path Required
Coverad Unit Compliance

Fair Housing Act Cruarard 1init

e. If you choose the single down arrow, the selected entry would go down one
below the existing entry.

Unit Floor
Unit Type
Unit Status

Unit Identifier

504 UFAS Fully Accessible
Accessible Path Exists
Accessible Path Required
Covered Unit Compliance

Fair Hoswinn At Cenarad |init

f. Click OK button to accept the change and the screen is displayed on the screen.
NOTE: Now, Property Id is the second column.
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| Inspection Sample ‘

1500 Side 2014-003508 1 2BR 2BA 850 Occupied 318 MNone MO M MO
1400 Side 2014-003308 1 1BR 1BA 650 Occupied 214 Mone MO N MO
1400 Side 2014-003508 2 1BR 1BA 650 Vacant 11A MNone ille] M ile}
1400 Side 2014-003508 2 2BR 1BA 750 Vacant 218 MNone ille] M M
< T ] 3

Columns Hidden 2

g. Ifyou click on the double down arrow, the selected would be moved as the last
entry in the list. Scroll down to see this value.

Reorder Columns

W Vbl Cobiarie

. oty L
Unit Status
Unit Identifier
504 UFAS Fully Accessible
Accessible Path Exists
Accessible Path Required
Coverad Unit Compliance
Fair Housing Act it
GroundFleorIndicator
Comments

o co

h. Click OK button to accept the change and the following screen is displayed.

~| Inspection Sample
View - | ot Detach

. p . - - R 504 UFAS Fully Accessible Path | Accessible Path Covered Unit
Site Id Unit Floor Unit Type Unit Status Unit Identifier Accessible Exists Required Compliance
1500 Side 1 2BR 2BA 850 Occupied 31B None NG M ille]
1400 Side 1 1BR 1BA 550 Occupied 214 None NO M MO
1400 Side 2 1BR 1BA 550 Vacant 114 None N M ile]
1400 Side 2 2BR 1BA 750 Vacant 218 None N M ille]
< I | 3

Columns Hidden 2

i. Scroll to far right to view this column. The panel also displays how many columns
have been hidden. NOTE: Similarly, you can move the other entries up or down.

| Inspection Sample
View + | %D&Eﬂ:h

Unit Identifier

318 MNone MO M MO N MO Mobility Unit 2014-003508
214 M, N M [ille] N MO Mehility Unit 2014-003503
11A N M ille] N N 2014-003508
218 MO M MO N MO 2014-003308
'l 1 ]

Columns Hidden 2
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A2:Detach

When the use clicks on the Detach button, the whole panel is detached from the screen and is displayed
as a separate screen.

a. Click on the Detach button within the Inspection Sample panel.

= Inspection 53
has
D N e ok Skl T 50 UTaSE Pully Eomesshie Path acreble Fach Cwmred Lk

ﬂ?_ll N Linié H ! wiral Typa .|1 Fis T TE s R [prcematie emn = it Y _'_!_H_”
1500 S |- L) ] N =]

i 318 MO L HO

1 Tis MO MO

Z il MO N MO

1 u MO ] W
[

Tl e

b. The below screen is displayed.

Detached Table

]
- . 504 UFAS Fully Accessible Path Accessible Path Coverad Unit Fair Housing Act
Site Id Unit Floor Unit Type Unit Status Unit Identifier Accessible Fer Required Compliance Covered Unit ‘GroundFloorIndicator Comments Property Id
1500 Side 1 1BR 1BA 650 ‘Occupied 11A None NO N NO N NO 2014-003508
1 2BR 2BA 850 Occupied 31B None NO N NO N NO Mobility Unit 2014-003508
1 1BR 1BA 650 Occupied 21A None NO N NO N NO Mobility Unit
2 1BR 1BA 650 Vacant 11A None NO N NO N NO
2 2BR 1BA 750 Vacant 21B None NO N NO N NO
< . r
‘Columns Hidden 2

c. This panelis similar to an Excel spreadsheet. The user is able to print, export, change
column widths, etc., as with any Excel spreadsheets.

d. Clickthe ® atthe top right side corner of the page to close this panel.
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Detached Table
Site 1d Unit Floor Unit Type Unit Status Unit Tdentifier mﬁ;ﬁg“”‘/ é‘“."ess‘b‘e (i Q’:gf:f;‘e (= gﬁgﬂﬁ‘t g;‘;:::i”ﬂ?tm GroundFloorindicator Comments Poparty 1d
1500 Side 1 1BR 1BA 650 ‘Occupied 114 None NO N NO N NO 2014-003508
1500 Side: 1 2BR 2BA 850 ‘Occupied 318 None NO N NO N NO Mobility Unit 2014-003508
1400 Side 1 1BR 1BA 650 Occupied 21A None NO N NO N NO Mobility Unit 2014-003508
1400 Side 2 1BR 1BA 650 Vacant 11A None NO N NO N NO 2014-003508
1400 Side. 2 2BR 1BA 750 Vacant 216 None NO N NO N NO 2014-003508
< m | v
Columns Hidden 2
e. The user is taken back to the main screen.
~/| Inspection Sample
View - fj' Detach
Site Td Unit Floor Unit Type Unit Status Unit Identifier 504 UFAS Fully Accessible Path Accessible Path Covered Unit
Accessible Exists Required Compliance
1500 Side 1 1BR 1BA 650 Occupied 11A None NO N NO
1500 Side 1 2BR ZBA 850 Occupied 31B None [ille} M MO
1400 Side 1 1BR 1BA 550 Occupied 214 None WO M NO
1400 Side 2 1BR 1BA 650 Vacant 11A None NO M NGO
1400 Side 2 2BR 1BA 750 Vacant 21B None ille} M NO
4 [ | +
Columns Hidden 2

A3: Sorting within a column:

The user is able to sort the entries in an ascending or the descending order within a column.

A3a: Sortin ascending order:

a. Move the cursor over to any of the columns. Here, move the cursor over Unit Type.

| Tnapertion Smeple

Fraperty Id Ste i Tusicing Jrsperted

W v Expein | [ Datact

et Shvam mw Faar

Liit icderrafer A,
AcoEnn o
E L4098 1 114 oo
XL 1508 1 115 Mo
& L 114 2
20 2 HE] e
2 2 i e

Note: There are up and down arrows displayed on the column.
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= | Tnapactisn Sumple
Egpert | | | oetanh
Beoqerhy; i L] |rlr=:|nc1-mrﬂ 1w Flaar

Wi =

Treection Shyvaus

Aa-o0mson 18401 Sae 180 Morthomes Souare iriahis To Eter

204003508 100 St verthgans Squre Linable T Exter L

14003508 1900 Gede 12 Marthgahs Souars Un=bis Ta Enfer 2
140] B 435 Marthgens Gauere Trmpected 2

A -En

{509 RS Ry
| Berpumiie

b. Click the up arrow to sort the column in an ascending order. The values are sorted in

the ascending order.

| Inspection Sample

‘ Expart | & Detach
Property Id Site 1d Building Inspected Inspection Status | Unit Flaor UnitType 4~ |Unit Status Uniit Identifier g‘c’jeg:i'gim"“
2014-003508 1400 Side 1402 Morthgate Square Unable To Enter 1 1BR 1BA 650 Occupied 21A None
2014-003508 1400 Side 1402 Morthgate Square Unable To Enter 2 1BR. 1BA 650 Vacant 114 MNone
2014-003508 1400 Side 1406 MNorthgate Square Inspected 2 2BR 1BA 750 Vacant 21B None
2014-003508 1500 Side 1503 MNorthgate Square Unable To Enter 1 2BR 2BA 850 Qccupied 31B None

1| | 3

c. Click the Down arrow to sort the column in a descending order. The values are
sorted in the descending order.

| Inspection Sample

View = Export | % Detach
Property Id Site Id Building Inspected Inspection Status  |Unit Flaar UnitType  —~'% |Unit Status Unit Identifier g‘c’z‘eg;‘;i':“""
2014-003508 1400 Side 1406 Morthgate Square Inspected 2 2BR 1BA 750 Vacant 218 None
2014-003508 1400 Side 1402 Morthgate Square Unable To Enter 2 1BR. 1BA 650 Vacant 11A Mone
2014-003508 1500 Side 1501 Morthgate Square Inspected 1 1BR. 1BA 650 Occupied 11A Mone
2014-003508 1400 Side 1402 Morthgate Square Unable To Enter 1 1BR. 1BA 650 Occupied 214 Mone

1] | 3

A4: Export

These panels can be exported to excel spreadsheet and the reports can be printed, emailed, etc., as any
other excel spreadsheet.

a. Click the Export button within the panel.
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~| Inspection Sample
View » [: Detach
Property Id Site T Building Inspected Inspection Status Unit Floor Unit Type W (Unit Status Unit Identifier ig?eg;';i':u"y
2014-003508 1500 Side 1503 Morthgate Square Unable To Enter 1 2ER. 2BA 850 Occupied 318 Mone
2014-003508 1400 Side 1406 Morthgate Square Inspected 2 2BR 1BA 750 Vacant 21B Mone
2014-003508 1400 Side 1402 Morthgate Square Unable To Enter 2 1BR. 1BA 650 Vacant 11A Mone
2014-003508 1500 Side 1501 Morthgate Square Inspected 1 1BR. 1BA 650 Occupied 11A Mone
2014-003508 1400 Side 1402 Morthgate Square Unable To Enter 1 1BR 1BA 650 Occupied 21A None
3
b. Thefileis exported and the name is displayed at the bottom left side of the screen.
»| Narrative
»| Property Tree
~| Inspection Sample
View = Export i Detach
Property Id Site 1d Building Inspected Inspection Status | Unit Floor UnitType % |Unit Status Unit Identifier ;Egei;":i’:u"y
2014003508 1500 Side 1503 Northgate Square Unable To Enter 1 2BR 28A 850 Occupied 318 Mane
2014-003508 1400 Side 1406 Morthgate Square Inspected 2 2BR. 1BA 730 Vacant 218 None
2014-003508 1400 Side 1402 Morthgate Square Unable To Enter 2 1BR 1BA 550 Vacant 114 Mone
2014-003508 1500 Side 1501 Morthgate Square Inspected 1 1BR 1BA 550 Occupied 114 MNone
2014-003508 1400 Side 1402 Morthgate Square Unable To Enter 1 1BR 1BA 550 Occupied 21A MNone
»
@ InspectionSample (1) xls v
c. Click on the file name; here, InspectionSample(1).xls to display the file. The file is
exported onto an excel spreadsheet and the user is taken to the file.
213 HOME | INSERT ~ PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW  DEVELOPER  ACROBAT
X cut 5 o = T B > Autosum -+ A
Calibri “lo A A - | EFWrap Tet General - = iE27] ¥ &= E A
Past R Copy - c[u:i I F pt CEH IEEIR EEEl‘et F@t = Szrt& F[I;I;c
= - 5= . . <o oo
" Sramrane 8705004 =B omacon - | § - % » [ 5| ot Fos | e Ot | gt
Clipbaard 5 Fant 5 Alignment w Mumber 5 Styles Cells Editing ~
Al A 5 Property Id ~
A B c D 3 F G H 1 J K L N[~
1 | Propertyid  siteld Building Inspected  Inspection Status Unit Floor  Unit Type  Unit Status Unit Identifier 504 UFAS Fully bl ible Path Exists ible Path Required Covered Unit Compliance Fair Housing Acl
2 |2014-003508 1500 Side 1503 Northgate Square Unable To Enter 1 2BR 2BAB50 Occupied 31B None NO N NO N
3 2014-003508 1400Side 1406 Northgate Square Inspected 2 2BR 1BA 750 Vacant 21B None NO N NO N
4 |2014-0D3508 1400 Side 1402 Northgate Square Unable To Entar 2 1BR1BAGSD Vacant  11A Hone NO N NO N
5 |2014-003508 1500Side 1501 Northgate Square Inspected 1 1BR1BA650 Occupied 11A None NO N NO N
6 2014-D03508 1400 Side 1402 Northgate Square Unable To Enter 1 18R 1BA650 Occupied 21A None NO N NO N
7
8
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