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The Submission Submodule TC "Submission Submodule" \f C \l "1"  enables you to enter an electronic Form-50058 file on to the PIC system. The submitted files contain the entire record history and background information for a HUD tenant. This information is stored in the HUD database. 

It is recommended that you use this submodule to submit a new Form-50058 file every time the status of a tenant changes, such as a change of address, a name change, or a new baby. By updating the application, the PIC system can maintain the most accurate and current information for its residents. 
Note: Refer to Appendix C for a quick reference guide for using this submodule.

Preparing a File for Submission

Several different software applications create the specific types of files required for the Submission Submodule. The Family Reporting Software (FRS) is one such application. 

FRS collects, stores, and transmits Form HUD-50058 data via the Internet to the Submission Submodule. The software is available on the HUD Web site at no charge.

To learn more about FRS:

	Step


	Action/Result

	1. Go to the Public and Indian Housing (PIH) home page.
	This is located in: http://www.hud.gov/offices/pih/
index.cfm

	2. Locate the Quick Find list in the lower right
	

	3. Click Family Reporting Software-FRS.
	

	4.
Click Go to this page.
	The FRS information page appears.


Navigating to the Submission Submodule
[image: image8.wmf]Navigating to the

Submission

Submodule

Uploading a File

Viewing an Upload

Report

Errors

You 

are 

here

To submit the file to the PIC, first find the Submission page of this application. To find the Submission Page: 

	Step


	Action/Result

	1. Log on to PIC.
	The PIC main page is displayed.

	2. Move your cursor over the Form-50058 button on the PIC main page. 
	A list of submodules is displayed (see Figure 1).

	3. Click the Submission hyperlink. 
	The Upload page is displayed.


[image: image1.png]le Edi View Favorles Tods Help

I A

Back  Fowsd  Siop Refiesh  Home

Q

Seach Favortes Meda Histoy

Gl & 3

- o

Mal Pt Edt  Disouss

A5 [8) mps i P conmon emaimanigaton o

EREITE

A" publicindjind

i3

nnpusingunonmauon cenic]

PIC HEADLINES

PIC Maintenance
Housing Inventory Subrmission

Executive Summary Viswer

Form - 50058 Reports

[Form 50058. Form 50058 is the name of
the tenant data repository. It includes the
following submoduies:

SEMAP Appeals are Working - 1#/1/2002
SEMAP Appeal "Page cant be displayed” eror fixed [ful text]
Form 50058 Processing Problem - 10/:29/2002

In sorme instances forms are not processed properly. [ful text]
Emergency Release 3.6.5.1- 10/25/2002

Resolves Form 50058 backup [ful text]

Unknown system problems discovered - 10/17/2002
Beginning Thursday moming, problems appearing [ful text]
Release 3.65 arrives - 10/16/2002

Series of fixes plus  new feature [ful text]

Browse all PIC Headlines.

+ Submission
« Viewer
+ Reports
« Alt ID Generator (HAs only)
LOGOFF  HUDHOME  PIHHOME QeA  seaRcHiNDEX  EmAL
[EDone R





Figure 1: The PIC main page. The Submission Submodule link is at the top.

Uploading a File
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Figure 2: The Submission Submodule Upload page.
You can submit electronic Form-50058 records via the Upload page of the Submission Submodule (see Figure 2). 

Note: The Upload page is the default page of the Submission Submodule.
To submit a file into this submodule:

	Step


	Action/Result

	1. Generate a file in ASCII or XML format with custom software, or use FRS to generate an ASCII file.
	Make written record of where the file folder is located so that it can be loaded into the system using the steps below.

Note: Only ASCII and XML files designated by either the .ASCII or .xml file extension are accepted. (The Form HUD-50058 Technical Reference Guide provides file format information. To view the Reference Guide, click Form-50058 documents in the Quick Find list on the PIH homepage.)


After you generate a file, identify the HA you are submitting records for.

To find a field office PHA: 

	Step


	Action/Results

	1. Click PO Field Office Operations in the HQ Office dialog box.
	PO Field Operations is the default and agency code for Field Office Operations.

	2. Click on one hub in the Hub dialog box. 
	If you do not know this Hub information, refer to Appendix B.

	3. Click on one field office in the Field Office dialog box.
	If you do not know this Field Office information, refer to Appendix B.

	4. Click on one Field office HA in the Field Office HA dialog box.
	If you do not know this Field Office information, refer to Appendix B.


To find a TARC HA:
	Step


	Action/Result

	1. Click TARC Development in the Select View dialog box.
	

	2. Click PB Office of Troubled Agency Recovery in the HQ Office dialog box. 
	PB Office of Troubled Agency Recovery is the default choice and the agency code for TARC operations.

	3. Click the TARC you want from the TARC dialog box.
	If you do not know the TARC you want, refer to Appendix B.

	4. Click the TARC HA you are looking for from the TARC dialog box.
	


After you have selected a Development or TARC Development, continue to define your criteria in the next section of the Upload page:

	Step


	Action/Result

	1. Click the radio button filter for the program type you are creating.
	· Low Rent

· Section 8

· Combined

	2. Click the Browse button to search a local drive for the file.
	This displays the File Upload box (see Figure 3).


[image: image3.png]MTCS Data Transfer - Netscape SEIES

Fle Edt View Go Commuricalor Help

oo i | P RFPCRT
wn [ AollEE (s 8 6

[EmoTASE (= 00007AsC jeculy  Shop Sicp

[Woozase  [Aoomease

[Wooo0zesc  [Aoomasse

[lsoussc ]
(] o005 50

(] on0s s

OFFICE |
R | =3 [ p—
Files of type: |4l Files () ' Cancel

Blease choose the program type for which you would like to upload 50058 data.

viever

F=Pet Program Type: & Low Rent
st 10 © Section 8
aanarator

€ Combined

Select the HUD 50058 form fle in ASCIT or XML format by clicking on the browse button. Click Upload to
Subimit the fle to MTCS System.

Attach File: Browse. Upload | _|
|

EIRSl [Document: Done 4P @
st | @S DE @S B ||[FENTCS Data Tra. | ) Nowbemo- Lotus | i ErorReport-Netsc ”m





Figure 3: The Dialog box used to select 
an ASCII or XML file.

To select a file that has already been saved in ASCII or XML format: 

	Step


	Action/Results

	1. Use the dialog box to navigate to the location containing the ASCII or XML file. 
	Be sure that the Files of Type field is set to All Files (*.*) to help find the file more easily.

	2. Double-click the file. 


	The file automatically is entered in the Attach File field, and the Submission submodule page is re-displayed.


After an ASCII or XML file is selected, the Upload page is re-displayed. 

To upload the file:

	Step


	Action/Result

	1. Click the Upload button.
	The file is copied from its current location to the HUD server. The ASCII and XML files are converted if necessary, and the file is queued for validation.

	2. View the Submission Receipt that appears after file upload.
	The receipt contains a message that: 

· Confirms that the file has been successfully submitted.

· Displays a ticket number.

	3. Write down the Ticket Number.
	Retain this number to obtain results of the file upload.


If the system does not receive the file, an error message is displayed. If this occurs, resubmit the file by repeating the steps above.

Viewing an Upload Report


The Report tab enables you to view the uploading results for a submitted file (see Figure 4). It provides detailed information supplied from the ASCII or XML file. If the file was uploaded incorrectly, this section will describe the error in detail and allow you to repair and resubmit the file. 
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Figure 4: The Report tab of the 
Submission Submodule.
To view an upload report for a field office PHA in the Report tab of the Submission Submodule:

	Step


	Action/Result

	1. Click PO Field Office Operations in the HQ Office dialog box.
	PO Field Operations is the default and agency code for Field Office Operations.

	2. Click on one hub from the Hub dialog box. 
	If you do not know this Hub information, refer to Appendix B.

	3. Click on one field office from the Field Office dialog box.
	If you do not know this Field Office information, refer to Appendix B.

	4. Click on one Field office HA in the Field Office HA dialog box.
	If you do not know this Field Office information, refer to Appendix B.


If you are looking for an Upload report for a TARC HA:

	Step


	Action/Result

	1. Click TARC Development in the Select View dialog box.
	

	2. Click PB Office of Troubled Agency Recovery in the HQ Office dialog box. 
	PB is the default choice and the agency code for TARC operations.

	3. Click the TARC from the TARC dialog box.
	If you do not know the TARC you want, refer to Appendix B.

	4. Click the TARC HA from the TARC dialog box.
	


After the Development or TARC criteria have been selected, you can specify the file to view.

There are two options: 

· Type in the ticket number in the blank dialog box. Then click View Report.
· Click a hyperlink ticket number from the Recent Submission list.

Either action generates an Upload report.

If the Status for the report reads Complete, the file was submitted successfully. 

If the status for the report reads Fatal Error, further investigation is suggested on the report page.

Errors


Even if the upload is completed, errors can occur during the process. The report page provides a list of all the errors that occur when files are uploaded (see Figure 5). You can view these errors in any of the following seven different formats: 

· HTML Error Report: Displays a representation of the entire error report. Errors are noted in red type. 

· HTML – Warning: Displays warnings only. Errors are noted in red type. 

· HTML – Fatal: Displays fatal errors only. Noted in red type, information in this screen shows the total number of errors in transmission, describes the type of error, and explains the cause of the error. 

· XML: Presents an XML representation of the error report. 

· CSV: Generates an Excel file of the error report.

· TXT: Downloads the error report into text. 

· Analysis: Displays all fatal errors and notes the number of times they occur.
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Figure 5: The Submission Error Report Format list.

A document titled List of Error Messages in the 50058 Submission Module presents details about how to fix these errors. To view this document: 

	Step


	Action/Result

	1. Go to the Public and Indian Housing (PIH) home page.
	This is located in: http://www.hud.gov/offices/pih/
index.cfm

	2. Locate the Quick Find box in the lower right.
	

	3. Click Form HUD-50058 Documents.
	

	4. Click the link titled Go to this page.
	The Forms, Guidebooks and Tools page appears.

	5. Click the link titled List of Error Messages in the 50058 Submission Module.
	It is in the Technical Documentation and Tools section.

	6. Click the Open the PDF File link in the PDF File Request notice page.
	The document opens in PDF form.


The PDF file contains 30 pages that describe different types of error messages, under the following identifying column headings: 

· Module Number:
Notes the module in which the error occurred

· Error ID:

Assigns a number to the error

· Field Number: 

Assigns the field an identifying number

· Field Name:

Lists the field in which the error occurred

· Error Message: 

Offers a brief description of the type of error

· Error Status:

Confirms the error with a ‘Y’ 

· TRG Page:

Notes the page on which the fix can be found
Note that the last column heading, TRG Page, is the Technical Reference Guide page number and location with information about repairing a specific error. 

Avoiding errors saves time and improves efficiency. If even one aspect of the input is incorrect, the system searches for the input and generates error messages. 

To understand the most common types of errors, familiarize yourself with the Development Submodule in PIC. It can help you understand the origins of several common errors.

Note: The Development Submodule is located in PIC’s Housing Inventory Module. It is available to PHAs only.

Finally, immediately notify HUD Headquarters when errors occur.
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