PHA User Guide

CY 2013 HUD-52722 UEL Excel Tool
Operating Fund: Calculation of Utility Expense Level (UEL)
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1. Introduction

For Calendar Year (CY) 2013, Public Housing Authorities (PHAS) will submit their HUD-52722
to U.S. Department of Housing and Urban Development (HUD)/ Financial Management
Division (FMD) in Excel.

The purpose of this “PHA User Guide” is to provide guidance and assistance to PHAS in
completing the CY 2013 HUD-52722 UEL Excel Tool (hereafter referred to as the “UEL Excel
Tool”) to determine the Utility Expense Level (UEL) for a project.

The purpose of the UEL Excel Tool is to calculate the UEL for each project to determine final
operating subsidy eligibility and to enable Public Housing Agencies (PHAS) to submit form
HUD-52722 electronically to their local HUD field office.

Key Changes:

Similar to the HUD-52723 PHA Excel Tool used in 2012, PHAs will be able to download the
HUD-52722 UEL Excel Tool from the internet and create their PHA specific UEL Excel
Tool(s). Each PHA will be able to complete all of their projects in only one tool, which will
allow for easier management of data files (emailing and storage).

2. Obtaining the CY-2013 HUD-52722 UEL Excel Tool

It must be noted that the UEL Excel Tool is developed in MS Excel 2007 and MUST be
completed and returned in the same format. Any PHA that does not have Microsoft Excel 2007
installed on their machine and is working off an older version of Microsoft Office i.e. MS Office
2003, a 60 day trial version of Microsoft Office 2010 may be downloaded from the following
link:

http://www.microsoft.com/business/en-
us/products/office2010/default.aspx?=CR CC&WT.srch=1&WT.srch=1&CR SCC=200000271
&fbid=H5gbXVwxnrB

PHAs having difficulty in downloading the forms should contact their local HUD field office
immediately.

NOTE: If a PHA is using a machine, which has combination of MS Excel 2010 and Windows 7/
Windows XP, the PHA Excel Tool may not allow for printing. In this case the PHA should
follow steps in Section - 7.3 i.e. “Tips for Successful Submission”.

The UEL Excel Tool is compatible with Windows Operating System and not with the MAC
operating system.


http://www.microsoft.com/business/en-us/products/office2010/default.aspx?=CR_CC&WT.srch=1&WT.srch=1&CR_SCC=200000271&fbid=H5gbXVwxnrB
http://www.microsoft.com/business/en-us/products/office2010/default.aspx?=CR_CC&WT.srch=1&WT.srch=1&CR_SCC=200000271&fbid=H5gbXVwxnrB
http://www.microsoft.com/business/en-us/products/office2010/default.aspx?=CR_CC&WT.srch=1&WT.srch=1&CR_SCC=200000271&fbid=H5gbXVwxnrB
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The steps given below should be followed for downloading and extracting the Excel Tool:

2.1. Create a ‘CY-2013 HUD-52722 UEL Excel Tool’ folder on the desktop.

2.2. Click on ‘CY 2013 PHA HUD-52722 Excel Tools’ on the Asset Management website link

below in order to download the UEL Excel Tool:

http://portal.hud.gov/hudportal/HUD?src=/program offices/public indian housing/progra

ms/ph/am/of/opfnd2013

2.3. A window will appear, which will give an option to ‘Save’ or ‘Open’ the file 2013 HUD-
52722 UEL Excel Tool’. Select the location of the folder, created on the desktop in Step-

2.1 and click on the “Save” button.

Note: If a specific location is not selected the UEL Excel Tool will save to the desktop by

default.

3. Enabling Macros in MS Excel 2007 and MS Excel 2010

3.1. Enabling Macros in Excel 2007

Excel must have macros enabled for the UEL Excel Tool to work correctly. To enable macros,
go to the ribbon to the top left of Excel and click on “Excel Options” as shown in Figure 3.1:

Figure 3.1: Ribbon and ‘Excel Options’ button in MS Excel 2007

’E’\g :\ fz‘ 3 Bookl - EE

Recent Documents
New

Open

Save

Save As >

Print >

Prepare »

Send >

Publish >

I Neg REZLT T

| Close

Ii 2] Excel Options IX Exit Excel |

Next, click on “Trust Center” on the left side of the menu as shown in 3.2:


http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/ph/am/of/opfnd2013
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/ph/am/of/opfnd2013
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Figure 3.2: ‘Trust Center’ button after clicking on ‘Excel Options’ button.
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Click the button “Trust Center Settings” as shown in Figure 3.3:

Figure 3.3: ‘Trust Center Settings’ button after clicking on ‘Trust Center’ button.
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Once in the Trust Center window, click on “Macro Settings” as shown in Figure 3.4:
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Figure 3.4: ‘Macro Settings’ button after clicking on ‘Trust Center Settings’ button.
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Under “Macro Settings”, select the radio button “Enable all macros” as shown in Figure 3.5, then
click OK (If this option is already selected, simply click on OK and proceed with the UEL Excel
Tool).

Figure 3.5: ‘Enable all Macros’ button after clicking on ‘Macro Settings’ button
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Macros are now enabled and the UEL Excel Tool will work as intended. It is important to return
to the “Macro Settings” window and return to the original setting (usually “disable all macros
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with notification” to ensure the security of your computer) after you have completed all the
submissions.

3.2.  Enabling Macros in Excel 2010

To enable macros in Excel 2010, click on the “File” button on the top left of Excel and click on
‘Options’ as shown in Figure 3.6.

Figure 3.6: Click on File and ‘Excel Options’ button in MS Excel 2010
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Next, click on “Trust Center” on the left side of the menu as shown in Figure 3.7.
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Figure 3.7: Click on ‘Trust Center’ and then click on ‘Trust Center Settings’

Excel Options s = = T |
General @ Help keep your documents safe and your
computer secure and healthy,
Formulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy. For more
information about how Microsoft Excel helps to protect
language your privacy, please see the privacy statements.
Advanced he Micr 1t Excel pr (1]
flice. fly men
Customize Ribbon stomer Experience Improvement Program
kA Toolbar
Quick Access Toolba Sec Waed
ceaie - Learn more about protecting your privacy and security
™ Trost Centes W from Office.com,

Microsoft Trustworthy Computin

Microsoft Excel Trust Center

The Trust Center contains
security and privacy
settings. These settings
help keep your computer

secure. We recommend (Im“ Conter seitooh. J
that you do not change
these settings.

[ oK ][ Cancel l

Click on “Macro Settings” in the Trust Center Settings window, then select the radio button
“Enable all macros” and click on “OK” as shown in Figure 3.8 (If this option is already selected,
simply click on OK and proceed with the UEL Excel Tool).

Figure 3.8: Click on ‘Macro Settings’ and then Select ‘Enable all Macros’
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4. Creating the PHA-specific UEL Excel Tool (PHA UEL Excel Tool)

The following steps must be followed for creating the PHA specific UEL Excel Tool, herein
thereafter referred to as the PHA UEL Excel Tool:

4.1. Double-click on the “UEL Excel Tool” that was saved per instructions in Section-2. The
“PHA Selection Form” will appear as shown in Figure 4.1.

Figure 4.1: “PHA Selection Form”

i

Userfarml

CY-2013 HUD-52722 (UEL) EXCEL Tool
Version 1.0

Please select your PHA ‘

Create PHA Tool

4.2. Select the PHA by locating the PHA code in the drop down box as shown in Figure 4.2.
Upon selecting the PHA code, the full name of the PHA will appear in the white text box to
the right of the drop down menu as shown in Figure 4.3. Next, click on the “Create PHA
Tool” button, as shown in Figure 4.3.

Figure 4.2: PHA Dropdown List
UserForml # 3 L'é:_hJ

CY-2013 HUD-52722 (UEL) EXCEL Tool
Version 1.0

Please select your PHA | Alaska Housing Finance Corporation
E—

Click to create a
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Figure 4.3: “PHA Selection” screen with a PHA Code
UserForm1 * 4 Lth

CY-2013 HUD-52722 (UEL) EXCEL Tool
Version 1.0
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AKO01

4.3. Upon Completion of Step-4.2, the “Save” prompt appears as shown in Figure 4.4. The user
MUST select the folder on their desktop that was created in Section 2, Step-2.1 in order to
save the PHA UEL Excel Tool (naming convention automatically assigned as
AKO001 2013 UEL Tool_V1.0_08-14-2012) saved as shown in Figure 4.5, which will also
result in easy file management.

If the user simply clicks “OK” without selecting the location, the PHA UEL Excel Tool
will be automatically saved to the desktop. The file is automatically named with the
appropriate naming convention.

Figure 4.4: “Save” prompt for saving the newly created PHA Tool
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Bl Desktop
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™ Computer

"ZE Pictures

FD Music
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Public
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Comparison Mode »
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Folder name:| CY-2013 HUD-52722 (UEL) EXCEL Tool |

Tools ~ l QK ] I Cancel




PHA User Guide - 2013 HUD-52722 UEL Excel Tool

Figure 4.5: Folder structure after saving the UEL Excel Tool
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4.4. After completing Step-4.3, the PHA Excel Tool will launch itself and will appear as shown

in Figure 4.6:

Figure 4.6: UEL Excel Tool Template
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Calculation of Utilities Expense Level
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Section 1 - General Information

1. Name of Public Housing Agency: (2. Funding Period: 3. Type of Submission: 4, Unit 5. DUNS 6. Rate
Change Humber: Reduction
12013 to 12312013 Incentive:
No - No &
7.ACC Number:  |8. Operating Fund Project (9, Fiscal Year End: 10. ROFO Code (HUD Use
Number: Only):
| Please Select PP j Ci231  Coadt CO0BB0 Co8k0
Load Data | Save Data |

Note: If the wrong PHA code is selected during the PHA Excel Tool creation process
please follow the following steps:

1) Delete the incorrect PHA UEL Excel Tool from the location where it is stored.
2) Follow Steps 4.1 through 4.4 in order to create a new PHA Excel Tool.

10



PHA User Guide - 2013 HUD-52722 UEL Excel Tool

5. Understanding the PHA UEL Excel Tool

The PHA UEL Excel Tool is a replica of the paper form HUD-52722. However, the Excel form
uses color-coding (Similar to the HUD-52723 Excel Tool) to guide users as shown in Figure 5.1.
As a general reference, “yellow” cells can be edited. “Orange” cells either contain pre-populated
data or are calculated fields and are locked (i.e. not editable) for data entry. Cells that are black
are not used and locked.

Figure 5.1: Color coding on the PHA UEL Excel Tool
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¢ L,,..; IR0 30 02012 S48 678 0 so! 0 according to the Incentive type chosen.

- —‘-"';I ;'.t's;e r.‘v v";"- :r4
ot L 1L _ $0.00 $0 00{Flat Rate $0.00
Secton § - Base Vbt s and Inflation Deflation Factd

Orange cells are locked to prevent PHA

Base Lites oot Ve data entry.
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172011 1 £70201: oy cannot be edited.
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Table 5.1 presents a summary of the fields in Sections 1 through 9, which may be user input, pre-
populated and may or allow for editing of data in the PHA UEL Excel Tool.

Table: 5.1: User input/ Pre-populated fields in the PHA UEL Excel Tool with Field Descriptions

Line Description Pre-populated Can be Field Description
based on 2012 edited?
Submissions Yes/No)
(Yes/No)
Section - 1: General Information

1. Name and address of PHA Yes No

2. Funding Period Yes No

3. Type of Submission Yes No "Original" is checked by default.

4. Unit Change Indicator Yes Yes Dropdown: Pre-selected as "No", but user may
change as required.

5. DUNS Number Yes Yes

6. Rate Reduction Incentive Yes Yes Dropdown: Pre-selected as "No", but user may
change as required.

7. ACC Number Yes Yes

8. Project Number Yes No Dropdown: Contains list of Projects in that PHA
for which the Tool is created. Though the cell is
orange, user can select the required project
number, however the cell is locked for data
entry.

9. Fiscal Year End Yes Yes

10. ROFO Code Yes Yes

Incentive Type Yes Yes Dropdown: User can select from three (3) types
of Incentives. Pre-populated selections cannot
be altered.

11
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Line Description Pre-populated Can be Field Description
based on 2012 edited?
Submissions Yes/No)
(Yes/No)

Delete No Yes Check box: In case the user does not intend
having one of the pre-populated incentive types
and the corresponding data, the column can be
deleted by checking this box.

Utility Type Yes Yes Dropdown: User can select from a list of Utility
Types. Pre-populated selections cannot be
altered.

Section - 2: Current Consumption Level

1. Actual consumption No Yes User input field.

1a. Unit of Consumption Yes Yes Dropdown: User can select any unit of
consumption available based on the
combination of "Incentive" and "Utility" Type
selected. Pre-populated selections cannot be
altered.

Section - 3: Rolling Base Consumption Level

2. Rolling base year 1 Yes Yes User input field. Pre-populated data can be
altered as required.

3. Rolling base year 2 Yes Yes User input field. Pre-populated data can be
altered as required.

4. Rolling base year 3 Yes Yes User input field. Pre-populated data can be
altered as required.

7. Actual Consumption for No Yes User input field.

New Units

Section - 6: Payable Consumption

14. Annualization of No Yes User input field.
consumption for new units

Section - 7: Actual Utility Costs and Average Rate

16. Actual utility costs No ‘ Yes ‘ User input field.

Section - 8: Base Utilities and Inflation/Deflation Factor

19. Surcharges for excess No Yes User input field.
consumption

Section - 9: Calculation of Utilities Expense Level

23. Energy Rate Incentive No Yes User input field. If an amount is entered in this
field the dropdown selection in Section-1 # 6,
must be changed to "Yes".

25. Eligible Unit Months No Yes User input field. Should be entered from the
(EUMs) 2013 HUD-52723 PHA Excel Tool (Section-2,
Column B, Line 15)

Section -10 Remarks
In order to go to the next line in the comments cell the user must hit the keys “Alt” and ‘Enter’ together on the
keyboard.

*Note: The UEL will not be calculated if Eligible Unit Months are not entered.
Entries in these fields can be changed at any time while completing the UEL Excel Tool.

12
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6. Completing the PHA UEL Excel Tool

After creating the PHA UEL Excel Tool in Section-4 and gaining an understanding of the
PHA UEL Excel Tool, the user will now be ready to complete the PHA UEL Excel Tool.
Section-8 provides detailed steps for completing the UEL Excel Tool.

6.1.

begin working on a project submission as shown in Figure 6.1.

Select a project from the dropdown menu and click on the “Load Data” button in order to

NOTE: “Load Data” button should be clicked before making any changes to the Tool.

The Tool will not allow for any data entry until a project is selected.

Figure 6.1: Project Dropdown Menu

Operating Fund
Calculation of Utilities Expense Level
PHA-Owned Rental Housing

U.5. Department of Housing and
Urban Development
Office of Public and Indian Housing

Wersion 1.0

OMB Approval Mo. 2577-0028 (exp. 05/31/2014)
inqi ians,rear ching exirting data rourcor, aathe ring and maintaining 4

Section 1 - General Information

1. Name of Public Housing Agency: |2. Funding Period: 3. Type of Submission: 4. Unit 5. DUNS 6. Rate
Change Number: Reduction
1112013 to 12/31/2013 Incentive:
No -l No E
7. ACC Number: 8. Operating Fund Project 9. Fiscal Year End: 10. ROFO Code (HUD Use
Number: Only):
Please Select PPN - Sz Cow3 Cos30  Cowv3o
Please Select PP - Save Data |
(@AKN000213 b
@AKD01000216 | -l -l | | |
IN_ine gﬁ%;‘ %%ﬁ [ oeLere - O oeLere - O oeere - O oecere - [ peLete - O oeere -
o @AKDO1000257
Description (@AKN000260
A L @AKN01000263 — D E F G H

6.2. The project will now load with pre-populated data as shown in Figure 6.2. Once the project
is loaded the “Save Data” button is available and the “Load Data” button is disabled.

Figure 6.2: Load Project Data Screen

Operating Fund U.S. Department of Housing and Versicn 10
Calculation of Utilities Expense Level Urban Development
PHA-Ovmed Rental Housing Ofice of Public and indian Housing
OB Approval No. 2577-0023 fexp. DSO12014

PabcFpartmaBardeaionis colluo Tiow Eagd il e e, d i
edrvnicmyts alectom ol misracise by = i afeemeion, end requredus. otz that - dredd 002 . Tica Saa o quesd by Sectims Nadaf|

mseded satby HCFR . B edar et crwrstam exd mamts ot len-acoms b A 7 e ey |

e N oLomed (PELY Wilisar Eqpoary LomsHUEL), Dbiur L ) - e majer Operatine? HD e
o recd PR Tamaoina: mdds bntaivell diertdzoried: AFRES. eady Corgrur. 900 cbswurds af o barz far:
Cangrer. Ramersss m the callecioe sfafamatinn ckoests Tow mier: = >
Section 1 - General Information
1. Name of Public Bousing Agency: | 2. Funding Penod: 3. Type of Submission: 4. Unit 5. DUNS &. Rate
Change Ramber: Reduction

Alssts Housing Fnsnce Comoesian. | 412013 o 12312013 i
20 Box 181120 101933000 |0 3
Anchorags, 2K 59510
7.ACC lumber: |8 Opesating Fund Project 19 Fiscal Year Endt 10. ROFO Code (HUD Use

‘ﬂ-ber | Only):

SF-240 - C1231  Cpaat  Speng Cogmg (1001
Lozd Data SaeDaa |
—
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6.3. Click on the “Save Data” button, once data entry has been completed for the loaded project
as show in Figure 6.3. Clicking on this button stores the project information within the
PHA UEL Excel Tool. The user will notice that the “@” sign will disappear from the
beginning of the project # which has just been stored, as shown in Figure 6.4.

Figure 6.3: Storing and saving project data

Operating Fund U.S. Department of Housing and Wersicn 10
Calculation of Utilities Expense Level Urban Development
PHA-Owned Rental Housing Ofice of Publiic and Indian Housing
ONB Approval No. 2577-0023 {exp. 053172014)
el 25 e rs
afmomien. T e it B o
saUS. Mo emunded ol v n Py e PER T
iy 3= < Fre. APELY T e
e =i 52 The 2
Secton 1 - General Information
1. Hame of Pubiic Housing Agency: | 2. Funding Period: 3. Type of Submission: 4. Unit 5. DURS ]6. Rate
| Change Number: Reduction
Alasts Houseg France Corpersiicn 1172013 1o 12312043 Incentive: =
PO Box 121020 o <]| 101s3m08 | o -l
Anchorags, AX 38510
7. ACC Kumber: 8. Opesating Fund Project 8. Fiscal Year End: 40. ROFO Code (HUD Use
Humber: ! Oniyk
SF-210 [| c1231  Coz1 ®esmo Cogme  [t001
Load Date I I Szes Dtz I
——————

Note: The PHA file has already been saved as AK001 2013 UEL Tool V1.0 08-14-
2012.xIsm. (automatic naming convention: PHA Code_2013 UEL Tool_Version

# Creation date)

Figure 6.4: @ sign disappears once the “Save Data” button is clicked.

Operating Fund U.S. Department of Housing and VYesson10
Calculation of Utilities Expense Level Urban Development
PHA-Owned Rental Housing Office of Public and Indian Housing
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Section 1 - Geperal Information
1. Mame of Public Bousing Agency: |2. Funding Period: 3. Type of Submission: 4. Unit 5. DUNS 6. Rate
Change Namber: Redaction
Alaska Hossng Fnence Corporation 1112013 1o 123172013 Incentive:
PO Bax 101820 -|| 101336000 B
Anchorsge, AK 99510 =
7. ACC Number: ‘& Operating Fund Project |2 Fiscal Year End: 10. ROFO Code (HUD Use
Numbes- Oniyk
Set Piease Select PPU +J| C1z231 OCpaat Epeme Coa3p  [1081
— Ealart-D0 - Sawwelaxa |
AKDD1080213 —
SAKDI1300Z16 = | F -l - - = -l
Line SAKD1900234 Osase |Ocase |Oram | Ooasre __|DGramn _{Osa== I
1y SAKDI1000247 E . -l = -l -
SAXN1000257 - =
Description | @AXD1900260 |
A SAKN00253 — D £ F G H I

6.4. In order to complete submissions of all the projects in the PHA Excel Tool, the user must
select the next project from the dropdown menu and follow steps 6.1 through 6.3 until the

last project is completed.

Note: The “Load Data” button is enabled again only when the current project data is
saved. Once the current project data is saved, user can choose another project from the
drop-down menu and click “Load Data.
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7. Tips for Successful Submission

7.1.

7.2.

7.3.

Saving and Emailing the PHA Excel Tool: When the user has completed all the projects
in the PHA Excel Tool, the file can be closed by clicking on the close file button M
in MS Excel in the top right hand corner of the PHA Excel tool. The user will then be
prompted to save changes to the file as shown in 7.1.

Figure 7.1: Prompt for saving changes to the PHA Tool
Microsoft Office Excel L&J

l Do you want to save the changes you made to 'AK001_2013UELTool_v1.0_2012-08-14,xlsm'?

l Yes ] [ No | .Cancel]

Clicking on the “Yes” button will save the changes to the file that was saved in Step 4.7.
The saved file will have a “.xlsm” file extension and it should be emailed, as an attachment
to the PHA’s respective Field Office. The following syntax should be used in the subject
line of your e-mail:

PHA Code + Completed 2013 HUD-52722 UEL Excel Tool
Project Deleted from inventory: In case a PHA decides not to submit a particular project,

then this project should not be loaded and stored. Thus, for a project that is not being
submitted, it is ok to have an “(@” sign before the project number in the dropdown menu.

Printing the PHA Tool in MS Excel 2010: If the PHA is working on a machine that has a
MS Excel 2010 and Windows 7/Windows XP the PHA Excel Tool may not allow for
printing. In this case the following steps must be followed:

7.3.1. Create a folder “Print 2013 HUD-52722 PHA Tool” on the desktop.
7.3.2. Open the PHA Tool e.g. “AK001_2013UELTool_v1” and load the project that

needs to be printed. Click on the ribbon on the left most corner of the file, now
select “Save As” and then select “PDF or XPS” as shown in Figure 7.2,

15
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Figure 7.2: File menu “Save As” option

. I I

-

i
Qpen

Save

Save As  »

Print >

Prepare »

Save a copy of the document

Excei Workbook
Save the file as an Excel Workbook.

Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macro-enabled file format.

Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading and saving.
Excel 97-2003 Workbook

Save a copy of the warkbook that is fully
compatible with Excel 97-2003.

OpenDocument Spreadsheet

Save the workbook in the Open Document
Format.

Send »

PDF or XPS
Publish a copy of the workbook as a POF or

e v B[ZE ¢ OB

Share »

7.3.3. Upon selecting “PDF or XPS” a prompt as shown in Figure 7.3 will appear. The
user must select the folder created in Step 7.3.1 and check the appropriate

“Optimize for” / “Minimum Size” options and the click on “Publish”.

Figure 7.3: Saving the PHA Tool as PDF for printing

- - : |
B xehs i
GO-[ J. < Print 2013 HUD-52722 PHA Tool « [ 43 || seorch 2l
T Vew: - W New Foe

Name

Date modified Type

[ Occuments This folder is empty.

Mare »
Folders v |

B Desktop Changs tha file name to the project that

B Guest is baing saved E.z AK001000213 pdf
4. Public
1™ Computer /
' Fie na I .
Save as type: | PDF -

Authors: Microsoft Cotporation
Togs Add atag
Title: Add a title

Subject: Specdy the subject
Managen Specdy the manager
Company; Specify the company name

Optimize for: £ Standard (publshing ! Open file after
onine and panting) publishing
©@ Mnimum see publshng
oning)
| Options.. |
~ Hide Folders Tools v |[ Seve ||| Conce
N — — — — — - ——




PHA User Guide - 2013 HUD-52722 UEL Excel Tool

7.3.4. The file will be saved by the project name in the folder created in step 7.3.1 as

shown in Figure 7.4, which can be opened and printed.

Figure 7.4: PDF file saved in the Print 2013 HUD-52722 PHA Tool folder

= ) ety
K5\ )v/ 5 « Guest » Deshtop » Print 2013 HUO-52722 PHA Tool v |49 1] Secre »
,.;}, — ;.,’ J| Change the fil= name to the projectthat  |§ ”
— is beingsavad.E.g. AK0010002132 pdf
Name

F S8 AKDOL 2013UELTool v... 8/14/2012 1254 PM  Microsoft Office E.. 792 K8

<y S Cv-2013 HUD-5272 42012920 AM  Microsoft Office E.. 8,597 KB

B ) AKDOI000213_13UEL.. SI4/2012119PM  Adcbe Acrobat D... 82K8

_

NOTE: Steps 7.3.2,

7.3.3 and 7.3.4 will have to be followed in order to print any

project in the PHA Tool

7.4. Warning/Stop Error Messages in Tool: The UEL Tool uses a number of validation
checks in the form of pop-up messages to ensure PHAs enter valid data into cells. This
section presents a list of the stop error messages that a user may come across while

completing their PHA UEL

Excel Tool. These are called “stop errors” as the user will be

unable to move forward with the submission until he clicks on “OK” and changes the cell

data to meet the requirements requested in the message.

7.4.1. If a PHA tries to load/enter any data before selecting a project (PPN), a message as

shown in Figure 7.5 will appear.

Figure 7.5: Loading/entering any data before selecting a Project
(Microsoft Excel lj_hj

Select a PPN first then click Load Data

.

7.4.2. 1f a PHA tries to load/enter any data in the Tool before clicking the “Load Data”

button, a message as shown in Figure 7.6 will appear.

Figure 7.6: Load Data

i~ o
Microsoft Excel &J

Click Load data before editing the data
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7.4.3.

74.4.

7.4.5.

7.4.6.

If a PHA tries to enter data in a new column without having selected an “Incentive
Type”, “Utility Type” or “Unit of Consumption”, a message as shown in Figure 7.7
will appear.

Figure 7.7: Entering data without selecting an incentive type

Microsoft Office Excel

The cedl or chart that you are trying to change is protected and therefore read-only.
! s To mod€y a protected cell or chart, first remove protection using the Unprotect Sheet command (Review tab, Changes group). You may be prompted for a
password.

If a PHA tries to select a “Unit of Consumption” before selecting an “Incentive
Type” and “Utility Type”, a message as shown in Figure 7.8 will appear.

Figure 7.8: Selecting “Unit of Consumption” before selecting “Incentive” and Utility Type”

- "
Microsoft Excel LJ&

You must select a Utility Type first (Water, Electricity, etc.).

If a PHA tries to select a “Utility Type” before selecting an “Incentive Type”, a
message as shown in Figure 7.9 will appear.

Figure 7.9: Select an “Incentive Type”

Microsoft Excel @

You must select an Incentive Type first (Frozen, Non-Frozen or FlatRate).

Once a PHA selects an “Incentive Type” a message as shown in Figure 7.10 will
appear.

18
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Figure 7.10: Select a “Utility Type”
Microsoft Excel &J

You need to select a utility type

7.4.7. If a PHA tries to enter data without selecting a “Unit of Consumption”, a message
as shown in Figure 7.11 will appear.

Figure 7.11: Select a “Unit of Consumption”

<
Microsoft Excel l&J

You need to select a unit of consumption
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8. Completing the UEL Excel Tool
Completing the UEL Excel Tool will allow a PHA to calculate the UEL for each project.

Note: In order to select and work on a new project, the current project has to be first saved
by clicking on “Save Data” button.

8.1. Main User Form

The main user form is where the project is selected and general information is populated as shown
in Figure 8.1. The form will not allow the user to enter or edit any information on the form unless
the project is selected from the drop-down menu and data is loaded by clicking “Load Data”
button. The main screen also allows editing/ deleting of records as illustrated in Section-8.2. Once
the project is selected the data input fields are enabled. Follow the steps below to complete the
UEL Excel Tool for the applicable project.

Figure 8.1: Main User Form

Section 1 - General Information
1. Hame of Public Housing Agency: | 2. Funding Period: 3. Type of Submission: 4. Unit 5. DUNS 6. Rate
Change Number: Reduction
112013 to 123102013 Incentive:
No - No |
= = - Microsoft Excel &J
7.ACC Number:  |[8 Operating Fund Project ||o. Fiscal Year End:
Mumber:
| Please Select PPN j G123 D033t C06R0 C0830 Select a PPN first then click Lead Data
Load Data Saue Data |
Incentive Type j j j j j
Line JoeLere JoeLere JoeLere JoeLete ETE
Ho. Utility Type El z El I} -
Description
A B C D E F G H 1 J

Section 2 - Current consumption Level

Actual Consumption (12-month
period 7/1/2011 to 6/30/2012 0 0 0 0 0 0 0 0

Ma Unit of censumption (£.q., j j j j j j j j

gallons, KWh, therms)

0

Section 3 - Rolling Base consumption Level

Rolling base year 1 - actual
02 |consumption (12-month period
TM/2010 to 6/3042011) 0 0 0 0 0 0 0 0

Step 1. In order to select the appropriate Operating Fund Project Number the user must
click on the drop down list in Section-1, Field 8 i.e. “Operating Fund Project
Number” as shown in Figure 8.2. Once selected, click “Load Data” and the columns below
will populate as shown in Figure 8.3 with the project information. Review the information
before proceeding to the next step.
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Figure 8.2: Selecting a project from the drop down menu.

Section 1 - General Information
1. Hame of Public Housing Agency: | 2. Funding Period: 3. Type of Submiszsion: 4. Unit 5. DUNS 6. Rate
Change Number: Reduction
Alaska Housing Finance Corperation 1H/2013 to 12/31/2013 Incentive:
PO Box 101020 J 101930000 J
Anchorage, AK 93510
7. ACC Number: 8. Operating Fund Project 9. Fiscal Year End: 10. ROFO Code (HUD Use
Humber: Only):
SF-210 Please Select PPN j D 2031 Cp331 ®oss0 ©ow3o 10mM
Please Select PPN N Save Data |
AK001000216 ] S| El El El El
|N-i:e Desc giﬁ:%iﬁ O pelete - O pelete - O oelere O petete - O pelete - O oelete
’ @AKD01000257
({@AK001000260
A @AKDD1000263 - ] E F G H I
Section 2 - Current consumption Level
01 Actual Consumption (12-month
period 7/1/2011 to 8/30/2012 0 0 0 0 0 0 0
Unit of censumption (e.qg., _ - ~ . .
01a galions, kWh, therms) J J J J J J J
Section 3 - Rolling Base consumption Level
Rolling base year 1 - actual
02 |consumption (12-month pericd
72010 to 8/30/2011) 0 0 0 0 0 0 0
Figure 8.3: Project information populated upon clicking the “Load Data” button.
1. Name of Public Housing Agency: |2. Funding Period: 3. Type of Submission: 4, Unit 5. DUNS 6. Rate
Change Number: Reduction
Alaska Housing Finance Corporation 112013 to 121312013 Incentive:
PO Box 101020 Ho J 101930000 No J
Anchorage, AK 99510
7. ACC Humber: 8. Operating Fund Project 9. Fiscal Year End: 10. ROFO Code (HUD Use
MNumber: Only):
SF-210 @AKD01000213 L 1231 Qo3 06/20 20830 1001
I Load Data | Save Dlata |
Incentive Type J J J |I j j j j
Line [ oeLete [ eLeTe [ eLeTE [ oeLeTE [ eLeTe [ eLeTE [ oeLete
No. Utility Type b hd il -l
Description
A B C D E F G H
Section 2 - Current consumptjon Level
01 Actual Consumption (12-month
period 74142011 to 8/30/2012 0 ] ] 0 ] ] 0
Unit of consumption (e.g., - - - -
0a gallons, kWh, therms) J J J J J J J
Section 3 - Rolling Base consumption Level
Relling base year 1 - actual
02 |consumption (12-month period
TM/2010 to 6/30/2011) 0 0|Flat Rate 0 0 ] 0
Rolling base year 2 - actual
03 |censumption (12-month peried
TMIZ009 to 6/30/2010) 0 0|Flat Rate 0 0 0 0
Relling base year 3 - actual
04 |consumption (12-month period
THi2008 to 6/30/2009) 0 0|Flat Rate 0 0 0 0
Step 2: “No” is the default selection in case of “Energy Rate Reduction” and “Unit

Change Indicator” and can be changed by clicking on the drop-down menu as shown in

21




PHA User Guide - 2013 HUD-52722 UEL Excel Tool

Figure 8.4 (see form HUD-52722 instructions, Section 1, Line 4).

Figure 8.4: Select “Unit Change” and “Rate Reduction Incentive”

Operating Fund U.S. Department of Housing and
Calculation of Utilities Expense Level Urban Development
PHA-Owned Rental Housing Office of Public and Indian Housing
thir zollecti inFarmation ir erti 4 TS hourr perrerpanre, inzludi he il ar ieving i innr,rearal hing exirting 4 d,and letin
athe zolleztion of information. Thir agency may nak zallect thir i i 4 ired ! hir Farm, unlesr it dirplayr a zurrentl i Thir i ionirrequired by Section 3(a) of
dod, and by 24 CFR Park 990 HUD re qulations. HUD maker entr Far the i dmai of lau-i hauri i taPHA Th ingFund 4 iner the porating
the Project Exponre Lovel (FEL], Utilitior Exponre Lowel (UEL), Othe [Ad4-onr)andFi lal =~ the major Operating Fund companentr. HUD reviewr the
dth dr ta ke akli 4 h dtocashFHAL 4 h iatign by Cangress, HUD alra wer the i i the barir far i 1] i-akil
b ik, The inF 44 i iali
Section 1 - General Information
1. Name of Public Housing Agency: |2. Funding Period: 3. Type of Submission: 4. Unit 5. DUNS I6. Rate
Change Number: Reduction
Alaska Housing Finance Corporation 1112013 to 12/31/2013 Incentive:
PO Box 101020 No - 101930000 | o j
Anchorage, AK 93510 Yes
7. ACC Number: 8. Operating Fund Project 9, Fizcal Year End: (HUD Use
Number: onlyy:
SF-210 J Caz31r Domst Sosso Cowso 100
Load Data | Save Data |

If the user selects “Yes” in case of “Energy Rate Reduction”, a whole dollar amount must be
entered on Line 23, “Energy Rate Incentive”. “Excess Consumption Surcharges” (surcharges
for excess consumption of PHA-supplied utilities) may be entered on Line 19 for a project if
required. User MUST enter “Eligible Unit Months” for the selected project on Line 25 in
order for the UEL to calculate. The UEL will not be calculated if Eligible Unit
Months are not entered. These three fields are user input fields (“Yello”) and are
editable as illustrated in Figure 8.5.

Figure 8.5: “Energy Rate Incentive” “Excess Consumption Surcharges” and “Eligible Unit Months”

Upane wtorey b it Progmes [ Chpwr st g &l Pompont
Mot ANDINIOTTI | Ry e AXDOWOO2 T

Step 3: Once the “Load Data” button is clicked, the form will populate with the existing data as
shown in Figure 8.6 (highlighted in green). In order to enter additional data, user can select an
“incentive type”, “utility type”, and “unit of Consumption” from the drop-down menu of
additional columns provided as shown Figure 8.6 (highlighted in red).
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Figure 8.6: Choosing the “Utility Type”, “Incentive Type” and “Unit of Consumption”

1. Hame of Public Housing Agency: (2. Funding Period: 3. Type of Submission: 4, Unit 5. DUNS
Change Humber:
Alaska Housing Finance Corporation 1M2013 to 12/31/2013
PO Box 101020 No j 101930000
Anchorage, AK %9510
7. ACC Humber: & Operating Fund Froject 9. Fiscal Year End: 10. ROFO Code (HUD Use
Number: Only):
SF-210 J Ciz3t Coxat @oaso Cowso 1001
Lioad Diata | Save Data |
Incentive Type J J J j j
Line [ ceLeTe O oeLeTE O peLete [ peLete [ oeLETE
No. Utility Type Ceal hd =
Description el -
El=ctricity
A B C D E Fuel il H
Gas
Section 2 - Current consumption Level Fropans
. Sewer (if repd” |
01 Actual Consumption (12-month Water and Se
period 7172011 to 83002012 200 200 O Water {if repc 0
Unit of censumption (e.g., Founds - || Poung -
01a galions, kWh, therms) J J J J J = L _E J
Section 3 - Rolling Base consumption Level Tons
Reling base year 1 - actual L Other
02 |consumption (12-month period
TI/2010 to 6/3042011) 1,642 353,503 |Flat Rate 0 ] 0

8.2.  Editing / deleting an incentive/utility type

Once the Project Data is loaded, user can edit the consumption data in the form. For pre-
populated data the “Incentive Type”, “Utility Type” and “Unit of Consumption” is grayed out
and cannot be edited as shown in Figure 8.6 above. Only consumption data is editable.

Additional columns may be used to enter data for “Incentive Type”, “Utility Type” or “Unit of
Consumption” other than pre-populated data (Figure 8.6). User can enter and edit data in
additional columns and then click “Save Data”. Once the “Save Data” button is clicked only
consumption data will be editable. “Incentive Type”, “Utility Type” and “Unit of Consumption”
will be grayed out and cannot be edited.

User can delete the Incentive type. The “Delete” check-box as shown in Figure 8.7 allows
deleting of an incentive type at any time after data is entered. Checking the “Delete” check-box
will activate the delete functionality and delete the data in that column. To delete the “Incentive
Type” user should check the “Delete” button and “click “Save Data” button. The project will
again have to be selected from the drop down and loaded. The user will observe that the
“Incentive Type”, “Utility Type” and “Unit of Consumption” are blank and the consumption
data has changed to “0” in the column where delete was checked.

23




PHA User Guide - 2013 HUD-52722 UEL Excel Tool

Figure 8.7: Delete check-box to delete the Utility Type

1. Name of Public Housing Agency: | 2. Funding Period: 3. Type of Submission: 4. Unit 5. DUNS 6. Rate
Change Number: Reduction

Alagka Housing Finance Corperation 12013 to 12/31/2013 Incentive:
PO Box 101020 No | |_101930000 | o -]
Anchorage, AK 98510
7. ACC Number: 8. Operating Fund Project 9. Fiscal Year End: 10. ROFO Code (HUD Use

Number: only):

SF-210 J C1z31  Cox31  ®oemo Coscso 1001
Load Diata | Sawe Dlata |

Incentive Type J J J j j j j
Line [ cecete O ceLere Coecere O ceLere Ceoecere O oeLere O oecere
No. Utility Type 5| El = - ] | |

Description
A B c D E F G H

8.3.  “Frozen” Incentive Type

Complete/Review the fields from line 1 through line 16. A comment can be added in Section 10.
Then click the “Save” button to save the data.

Note: The user should average the three years of the frozen rolling base, enter the amount on
Line 2 “Rolling base vear 1” and Lines 3 and 4 will auto-fill as shown in Figure 8.8.

Figure 8.8: “Frozen” selected as Incentive Type

1. Name of Public Housing Agency: |2. Funding Period: 3. Type of Submission: 4. Unit
Change
Alaska Housing Finance Corporation AM2013 to 121312013
PO Box 101020 Ho J
Anchorage, AK 58510
7. ACC Number: &_ Operating Fund Project 9. Fizcal Year End: 10. ROFO Codd
Number- D‘I'Ihf]:
SF-210 J =R belich Co3E ®osin0 ©09/30 1001
Load Diata | Sawe Data |
Incentive Type J J J Frozen j j
Line [#] cELETE [ ceLete [ ceLere [ oeLeTe [ ceLeTe
No. Utility Type El El 2| e =l zl
Description
A B C D E F G

Section 2 - Current consumption Level

Actual Consumption (12-month
period 7/1/2011 to §/30/2012 10

013 Unit of consumption (e.g., J J J Founds j j

gallons, KWh, therms)

01

=)

Section 3 - Rolling Base consumption Level

Roling base year 1 - actual
02 |consumption (12-month period
TI2010 to B/30/2011) 1,642 353,503 |Flat Rate 200 0
Relling base year 2 - actual
03 |consumption (12-month period

TI/2009 to 8/30/2010) 11,832 58,765|Flat Rate 200 0
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8.4. “Non-Frozen” Incentive Type

Complete/Review the fields from line 1 to line 16 as shown on Figure 8.9. A comment can be
added in Section 10. Then click the “Save” button to save the data.

Figure 8.9: “Non-Frozen” selected as Incentive Type

1. Hame of Public Housing Agency: | 2. Funding Period: 3. Type of Submission:

Alazka Housing Finance Corporation 1H2013 to 122120132
PO Box 101020

Anchorage, AK 98510

7. ACC Number: §_ Operating Fund Project 9. Fiscal Year End:
Number:
SF-210 J 012031 Co3a &o6a0  C0o30
Load Data | Save Data |
Incentive Type 5 J J Frozen j
Line [JoeLete [JoeLeTe [ oeLeTe [ peLETE
No. Utility Type I -l )| cem B
Description
A B C i} E F

Section 2 - Current consumption Level

Actual Congumption (12-month
period TH/2011 to S/30/2012 200 200 100

013 Unit of consumption (e.qg., J J J Founds j

gallong, kWh, therms)

1y

Section 3 - Rolling Base consumption Level

Feling base vear 1 - actual
02 |consumption (12-month period

TA2010 to 8/30/2011) 1,642 353,503 |Flat Rate 200
Relling base vear 2 - actual

03 |consumption (12-month period
TH/2Z008 to 673072010} 11,832 58 765|Flat Rate 200
Rolling base year 3 - actual

04 |consumption (12-month period
7172008 to 6/30/2009) 12 748 58 780|Flat Rate 200

8.5.  “Flat-Rate” Incentive Type

“Units of Consumption” should not be selected when “Flat rate” incentive type is selected. An
amount must be entered on line 16 “Actual utility cost”. All the other fields from line 1 to 14
are disabled as shown in Figure 8.10. A comment can be added in Section 10. Then click the
“Save” button to save the data.
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Figure 8.10: Flat Rate selected as Incentive Type

1. Hame of Public Housing Agency: | 2. Funding Period: 3. Type of Submizsion:
Alaska Housing Finance Corporation AH2013 to 120312013
PO Box 101020
Anchorage, AK 95510
7. ACC Humber: 8. Operating Fund Project 9. Fiscal Year End:
Mumber:
SF-210 J 12431 o3 ®osE0 Dowdo
Load Data | Save Data |
Incentive Type J J J Frozen j
Line O ceLete O oeLete O oecere O cecete
No. Utility Type Coal =l
Description
A B C D E F
Section 2 - Current consumption Level
0 Actual Consumption (12-month
period 7M/2011 to 8/30/2012 200 200 100
Unit of consumption (e.g., Founds -
a gallons, kWh, therms) J J J J
Section 3 - Rolling Baze consumption Level
Relling base year 1 - actual
02 |consumption (12-month period
TH2010 to B/30/2011) 1,642 353,503 |Flat Rate 200
Reling base year 2 - actual
03 |consumption (12-month period
THJZ008 to 83072010} 11,832 58,765([Flat Rate 200
Rolling base year 3 - actual
04 |conzumption (12-month period
TH/2008 to 8/30:2009) 12,748 58,780([Flat Rate 200

9. Utility Expense Level

Once all the data is entered, the user must review the calculation of UEL in Section — 9 as shown
in Figure 9.1.

Figure 9.1: Calculation of UEL

Chpevanng b e Progees
Numboc DI DIOZTY

9 . Comewbiion

{ USbes Eapense Leved
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10.Technical Support

PHAs with technical difficulties or PHAs that would like to report more than 12 combinations of
incentive and utility types for a project must contact their local HUD Field Office immediately.
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