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1.0 GENERAL INFORMATION

1.1 System Overview

The Voucher Management System (VMS) supports the information management needs of the
Housing Choice Voucher Program (HCVP) and management functions performed by the Financial
Management Division (FMD) and the Financial Management Center (FMC) of Public and Indian
Housing and the Real Estate Management Center (PIH-REAC). This system’s primary purpose is
to monitor and manage Public Housing Agency (PHA) use of vouchers. VMS collects PHA data
that enables HUD to fund, obligate, and disburse funding in a timely manner based on actual PHA
use.

The web-based VMS application facilitates electronic submission of monthly program data by the
PHAs which in turn, makes the data accessible to users in PIH-REAC, FMD, FMC, Field Offices
(FO), and Headquarters (HQ). Currently, users can generate and print or download PHA monthly
reports, but PIH personnel perform all budgeting and funding activities manually. The long-term
goal of the VMS project is to integrate budgeting and funding activities into the VMS application
and automate the currently manual tasks. Automation will be accomplished by implementing
electronic entry of all relevant data, automatic data calculations, complex report generation, and
automated business workflows including an online approval process.

1.2 Technical Support

For assistance accessing the WASS system, password reset, or unlocking user ID, please
contact:

Technical Assistance Center
Toll Free — 1-888-245-4860
Fax — 202-485-0280

Email at REAC TAC@hud.gov

Data entry questions:

Please contact your Financial Analyst at the Financial Management Center

1.3 Organization of the Manual

This manual has been organized to familiarize the reader with the Voucher Management System.
It introduces each step in the use of VMS for the user. It is organized logically from Registration,
Login/Logoff procedures, Navigating to the desired screens, PHA entry, validation and submission
of HCV Voucher related data, Correction of prior month submissions, (HUD User) review and
approval of pending Hard Edits, Generating reports and prints. For a summary outline of this
organization, review the Table of Contents.

Note: Some of the screen prints in this manual are quite detailed. In order to better see the
“fine print” you can expand the size of the page using the Zoom controls located on the top
bar of the display.
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1.4 Contingencies and Alternate Modes of Operation

Because of the nature of its operation, VMS has no need for contingencies or alternate modes
of operation from the user’s point of view. Any interruption in power or connection simply
requires that the user begin an operation over again.
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2.0 GETTING STARTED
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2.0 GETTING STARTED

This section provides a general walkthrough of the system from initiation through exit, to enable
the user to understand the sequence and flow of the system.

2.1 Logging into VMS

To access and use VMS, you must be a HUD employee or a qualified PHA employee with a
valid User ID and password. User authentication is handled by the Web Access Security
System (WASS) using Role-Based Access Control (RBAC). You must follow WASS
requirements in order to obtain a user-ID and password. Once you have your User ID and
Password you will be able to log into the system.

2.1.1 PHA Users:

2.1.1.1 From the HUD.GOV homepage at_http://www.hud.gov/offices/reac/online/reasyst.cfm
(which you should have bookmarked), and click on the “Login here” link.

N

__.--:-'---._I L ,u(j & |
U.S. Department of Housing and Urban Development < llull~ Toxt A A !

Secretary Shaun Donovan [ Search r
HOME

System Upgrade Release Schedule System Login
Existing users -
System Upgrade Release Schedule » Login here
Attention All Users, All applications will be down Need to access HUD systems?
between 6am and noon EDT Sunday 24 October 2010 for +  Roglstor onfine

system maintenance. We apologize for any inconvenience
Forgot Password?

« Friday November 19, 2010 - 8pm EDT T T -

- Friday April 15, 2011 - 8pm EDT Note: Password reset will
require you to provide exact
information from your original

Note: With the March 2nd 2007 release of Secure registration
Systems, HUD has implemented an upgraded program for

security, and have changed our URL for logging in. Please

update all bookmarks to use this Secure System - Online

Systems web page.

A AAAA A AA

Helpful Tools
Online Regittration
Duick Tips Tor Registration
Technical FAGs
Passwrord lnstredctions

Note: With the December 7th, 2007 release users of
WASS will no longer be allowed multiple logins into
Secure Systems. This means that if you are logged into

the system and start working on another computer, your Sucairn Systarme § =wcmmw;
earlier login will be ended and a new login will be doralls
initilated. Additionally, even when on the same computer, * PMA System Security Guide

Sa M A, 4

you will be unable to open another browser and log in

HUD On-line Internet Home Page

NOTE: It is recommended that you “bookmark” this page to easily access it in the future. To
“bookmark” the page, simply “right-click” the “Login here” link and select “Add to Favorites...”
from the pop-up menu.
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2.1.2 HUD Users Log into VMS:

2.1.2.1 From the HUD homepage at_http://hudatwork.hud.gov/po/reac/home/accessreac.cfm,
click “Log in” link.

D L and d olog d

Monday November 8, 2010

www.hud.gov

= A-Z Index
Work online Discussions
Handbooks/Forms
- HIHRTS
Log into Secure Connections HUD Locator
Training

» Login ‘_ Travel
Webcasts/Broadcasts
WebTA

If you reached this page by accessing https://wwwi 1. hud.gov/ssmaster or through a
boockmark, please ncte that the address (URL) to Secure Systems has changed. The

new address (URL) is http:/ /hudatwork.hud.gov/po/reac/home/accessreac.cfm. RIE,AC Home
Please update your bookmark accordingly. These instructions on how to update your gcz"‘ .
bookmark (PDOF) have been provided for your convenience. Library
Products
Work On-line

[
Content current as of March &, 2007 =
‘*) Search Employee Directory

o et DAl e g, OSSR IURE WO
HUD at work Online Login Screen

2.1.3 All users from this point on:

2.1.3.1 The User Login page displays. Enter the User ID and Password, and click on the
“Login” button.

m ! User Login faq | help | search | home

Secure Systems User 1D
Single Sign On Password

Forgot your password? Click the link to reset your password and for other useful
information.

ATTENTION: This computer system, and all the systems associated with this system for User
Authorization and Authentication, are protected by a computer security system; unauthorized

access to these systems is not permitted; and usage may be monitored.

NOTE: There is an inactivity imeout of 30 minutes. Please save your work periodically to avoid being logged out.

Please also note that there is a 4 hour session imeout, after which, you will need to re-authenticate. You can then resume
whaere you left off,

Contant updated June 15, 2007

e U.5. Department of Housing and Jrban Developrg Home | Priv
th b o o o

WASS — User Login Screen
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2.1.3.2 The “Rules of Behavior for HUD Systems” page displays once you are logged in.

(This page will display only for first time login and once a year).

User Login

RULES OF BEHAVIOR FOR HUD
SYSTEMS

U.S. Department of F
rtment’'s automated

They
sur job d

termination

(a) L off the system whean leaving the = m/workstation area;
{b) Refrain from leaving wrnitten passwords in the workstation area;
=) Avoid craating & parsaonal password that can be sasily as iated with you:

(d) Awvaid pasting printauts of sansitive autput data on bulletin baards;

(a) Avoid leaving system output reports unattended or unsecured;

(f) Centro put documents by returning them to files or forwarding theam to the appropriate contact
person in your office;

the Privacy Act which requires confidentiality of personal data contained in

tractor data files;

(9} Avoid violation c
government

(h) Immediately conta the HUD Inspector Genaral's Office, as appropriate, regarding any suspacted

viclation or breach of m Securnty;

(i) Cooperate in providing personal background information to be used in conducting security

background checks to the extent required by Federal regulations;

(i) Respond to any inguirie vou may receive from either the HUD
duartaers or managem urity pra =11

ve informat
HITS Help

onic/optical media and hardcopy documentation containing sen
of it k edding hardcopy documentation, or by contacting
medis

drive aof a
« removable;

) A s sanamtve HUD informa

(1) ptop, personally ownad computar
or other mebile or portable techneology

ermmal hard dn atc. ).

(n) Individuals v
remote access

accessed in th
CERTIFICATION
and pr
set fort

access

or ramotely access HUD information should do so anly thr
such as hudmobile.hud.gov), and should safeguard all se

ead the above
2ing HUD's inf

Accept ] | Logout |

Content updated May 9. 2008 onigklg Top
@ i3, Departmaok of Housing, and Lichan: Developmant Home | Privacy Statement
431 7th Street S.W., Washington, DC 20410

Talephone: (202) 708-1112 TTY: (202) 708-1433

WASS Rules of Behavior Screen

Read the “Rules of Behavior for HUD Systems”, and click on the “Accept” button at the bottom
of the page.
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2.1.3.3 The “Legal Warning” page displays. Read the warnings, and then click the “Accept”
button at the bottom of the page.

WASS Legal Warning Screen

2.1.3.4 The Secure Systems Main Menu displays. Click the “Voucher Management System
(VMS)” link.

Main Menu

Iaq | help | search | home | logout

A

Secure Systems

Systems
¢ Voucher Management System (WMS)

System Administration
t -~ o
;:;fr:li‘stratlgn + Password Change

® Password Change

o Youcher Management
System (¥MS)

Content updated Septemnber 17, 2010 OEka Top
@ U.S, Department of Housing and Urban Development Home | Privacy Statement
451 7th Street S.W., Washington, DC 20410

WASS Main Menu Screen
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2.1.3.5 The VMS home page displays.

Voucher Management System

Home Page

Halla, FIRST - HVMS20 LAST - wims

{1F o mre not FIRST » HYMSO0 LAST = vrrs , please log cut by going to this link immedistely and call the TAC ot BRE-245-4860.)
Me<cage of the Day
You've gona incogrito, PAges you view in incognits tabs won't S| owsar's hstory, cookie store, or search history after you've
losad all of your incogrito tabe. Any files you download or bookmarks you craate will ba kept. However, you aren't imisible. Gong incognito doacn't
L1 our browsang from your amployar, your intarnat serace provider, or the wabsites you wisit, Laam mora about ncogrete browang.U Because
GoogizChrome does not control how axtension.

Voucher for Payment of Annual Contributions and Operating Statement

1 tance Pay q MESSAGE OF THE DAY
Supplamentsl Ragorting Farm
OMB Approval fis. 2977-0164
Pubbc reporting burden for this collecwgn of nformaton & astmated 1o aveérage 1.50 hours per response, includng the teme for réwswng

instruckions, searching existing data souPsgs, gathenng and maintaining the data needed, and completing and reviewing the collschon of
information. This agancy may not conduct ofwgonsor, and you are not required te respond to, a collectbon of informahon unless that collaction
dizplays a valid OMB control number. Authonty 2 ie collaction of information is the Housing and Community Davelopment Act of 1987, Housing
Agenceas (HAs) raquired to maintzin financial reportSim accordance with accepted accounting standards to parmit imely and effective audits. The
financial recards identify the amount of annual contnbutibgs that are received and disbursed by HAs. Responses to the collechon of informabon are
required to obtain a banefir or to rerain a banefit. The inforfmgion requested does not lend irself to confidentiality.

To continue, plaase click a link on the side menu.

e AN NAAN A,

e Y o o B Sl Y o e el gt e I VRS S
VMS Home Page

The VMS Home page displays a Message of the Day section. In this section, messages will be
posted for VMS users.

NOTE: Depending on the access you have been granted in the Secure Systems and VMS, the
Main Menus displayed on your screen may differ from the ones that are presented here. These
screenshots displayed above may not necessarily reflect what you will actually see on

2.2 System Menu

The first VMS System page you see is the Home Page. From here you can select the following
options:
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2.3 Changing User ID and Password

2.3.1 Go to the PIH-REAC homepage_http://www.hud.gov/offices/reac/online/reasyst.cfm.

HUD.GOV
U.S. Department of Housing and Urban Development
Secretary Shaun Donovan
HOME

EdEd &
Busque Informacion en Espat
Text 4 A A

System Upgrade Release Schedule Swvstem Login
Existing users

» Login h
System Upgrade Release Schedule ogin here

Need 10 access HUD systems?
» Register online

Forgo1t Password? (—.—_—

» Password Reset

Attention All Users. All applications will be down between Sam and noon
EDT Sunday 24 October 2010 for system maintenance. We apologize for any
mnconvemnence

» Friday November 19, 2010 - 8pm EDT

Note: Password reset will require you to
¢ Friday April 15, 2011 - 8pm EDT

provide exact information from your
original registration

Note: With the March 2nd 2007 release of Secure Systems, HUD has
implemented an upgraded program for security, and have changed our URL for
logging in. Please update all bookmarks to use this Secure System - Online
Systems web page

Note: With the December 7th, 2007 release users of WASS will no longer be i F'I?l?f"l Tools
allowed multiple logins into Secure Systems. This means that if you are logged » Online Registration
into the sl amni 1T on aooih s ez -

REAC Internet Homepage

2.3.2 CLICK PASSWORD RESET.

The ‘Password Reset’ page appears. (see below)

Swmezsxstug&“—:f-.:—r

RESET PASSWORD
*Please note thart all of the following fields are required.
User ID
First Name
Last Name
Secial Security Number

Mlother's Maiden Name

Your New Password will be sent to vour current email address in Secure Systems.

Resel Password

% ’-\l
Back to T
Home
Last Mosided: Apnil 17, 2008

Secure Systems Password Reset Screen

Page 10


http://www.hud.gov/offices/reac/online/reasyst.cfm.

Voucher Management Systems (VMS) User Manual

2.3.4 Complete the following fields, and then CLICK Reset Password:
In this field... Type...
User ID User ID (for example, MO0305)
First Name First name of the user
Last Name Last (family) name of the user
Social Security Number Social Security Number (nnn-nn-nnnn format) for
the user
Mother’s Maiden Name Maiden name of the user’'s mother

This allows you to reset your password and continue or Log out of the system.

2.4 Exiting VMS and Logging Out

This section outlines the procedures for exiting VMS and logging out.

2.4.1 Exiting VMS

2.4.1.1 Make sure that you have saved or submitted the necessary information.

2.4.1.2 CLICK the Exit VMS link on the left side of the page. The ‘Secure Systems Main
Menu’ page will appear.

2.4.1.3 If you have un-submitted data you will be prompted with the following message:

]

You have unsubmitted reporting periods. Do you still wish to exit or would you like to complete your reporting?
]

Exit Confirmation Screen

2.4.1.4 CLICK Exit to continue exit without submitting data. You will be taken to the Main
Menu

2.4.1.5 Or CLICK Submit PHA to go to the data that needs to be submitted.

2.4.2 Logging Out of WASS System
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2.4.2.1 Make sure that you have saved or submitted the necessary information.

2.4.2.2 Click the Secure Systems on the left side of the page. The Secure Systems Main Menu
page will appear

2.4.2.3 Click Logout at the top-right corner of the page. A message appears asking you to close
all browser windows

2.4.2.4 Click OK. The ‘Logged Out’ page appears.

Log Out Popup Window

2.4.2.5 Close the browser window to exit REAC Online Systems.
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3.0 USING THE VMS SYSTEM
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3.0 USING THE VMS SYSTEM (PHA USER)

Log onto VMS

Generate Reports

Generate Executive
Summary Report

Manage PHA Data

Enter PHA Data

Exit VMS

Navigate to Desired PHA Monthly Submission
Data Entry Form (Form 52681-B)

Submit Monthly PHA

Data

|

|Enter, Modify, Validate, View

|
Monthly Submission Data H

v

¥

Voucher UML and

HAP

Other Income and
Expense

Additional Expense
and Comments

Disaster UML and
HAP

PHA Contact
Information

Enter/Modify Data

Validate Data

Save Data

Cancel Changes

System Workflow Diagram
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3.1 Manage PHA Data

This link is generally accessed by PHA users. Users in the housing choice voucher program and
are required to maintain financial reports in accordance with accepted accounting standards in
order to permit timely and effective audits. The financial records identify the amount of annual
contributions that are received and disbursed by the PHA. The Voucher for Payment of Annual
Contribution and Operating Statement, Form HUD 52681-B, is used by HUD to approve actual
PHA program expenses for the PHA Fiscal year, and is the basis for reviewing PHA financial
estimates for the subsequent fiscal year. This form is also used in conjunction with the Disaster
Information System to complete the settlement processed when a Disaster Program has
terminated.

PHAs are advised not to wait until the final day of the collection period to submit their data.
Doing so may result in a delayed transmission of the data to HUD that could impact a
PHA's funding. Failure to submit the data results in a PHA being sanctioned as a non-
submitter. Incomplete submission and/or non-submissions could also affect the PHA's
future years funding. PHAs need to follow the submission timeframes established by the
Financial Management Center on the submission periods.

3.2 Navigate to Desired Monthly Submission

Click on “Enter PHA Data Tabs” link under the heading “Manage PHA Data” located on the left
side navigational menu of the VMS Home Page.

Voucher Management System
Home Page

Hello, FIRST - HYMS00 LAST - vims
(Tf you are pot FIRST = HUMS00 LAST « vrna , please log out by going to thiz link immedistely and call the TAC ot BEE-345-4860.)

Message of the Day

This is to test the YMS Message of the Day. Test Cycle (TC) 5 is now cpen and ready for user Testing.

R and Appra

= Re
Ponding Hard Fdits Tabs

Voucher for Payment of Annual Contributi and Op ing St
Housl i e Pay % Program

Supplemental Reporting Form
OMS Appreval No.2577-0169

Public reporting burdei v this collection of informabon is estmated to average 1.50 hours per response, including the tme for reviewing

instructions, searching exMjng data sources, gathering and maintaining the data needed, and completing and reviewing the collecton of

Approvel By PHA information. This agency may™wgt conduct or sponsor, and you are not required to respond to, a collection of information unless that collection

=R Agymural By A displays a valid OMB control numbeg. Authority for this collection of information is the Housing and Community Development Act of 1987. Housing
Agencies (HAs) required to maintain Tegncial reports in accordance with accepted accounting standards to permit tmely and effective audits. The

Administer VMS financial records identify the amount of Bspual contnbutions that are received and disbursed by HAs. Recponses to the collection of information are

Ganerste Reparts required to obtain a benefit or to retain a b®wgfit. The information requested does not lend itself to confidentiality.

Exit VMS o continue, please click a link on the side menu.

B S s R N e N

T ¥ P N o _fwwa Y s -t“"f“‘““*”'-ﬂwJ\ o BP0 W Ny e —

VMS Home Screen

NOTE: Depending on the number of agencies you have associated with your User ID, you will
see one of the two following screens. Single PHA users use the next screen, where multiple
users will see the screen with the Enter PHA Code and Select PHA State

A user with multiple PHA Codes either enters the PHA code directly in the first box, or selects
the state code from the drop-down menu, then selects the PHA name from the next drop down
menu, and then clicks “Go”.
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Voucher Management System

TABS Manage PHA Data '
Enter PHA Code ,

4

Please type the PHA Code: »

¢

_ a8 2

| Resol | Go < £

-

OR f

Sclect PHA f:

Ploase Salact a PHA: @; Authority of tha County of Armstrong - j

Resel | [Go] ;

£

P

<

-

B s Bl i o o« B o el . A P gl et

Users with Multiple PHA assignment, selection

screen 3.2.1 PHA List of Submissions

The PHA List of Submissions page below serves as the home page for the selected PHA. The
top section of the page will display information about the PHA, information includes the following:
PHA Code, PHA Name, FYE, and PHA Type, while the bottom section contains links to the data
entry pages for each month listed.

Voucher Management System

Manage PHA Data

List of Submissions {
e PHA Code CTO68 {
Manage PHA Data
i TERRESIE: PHA Name Canton Housing Authority i
& Wi s Apguera e 12/31
Pending Hard Edits Tabs PHA Type ‘_ Section 8
PMC Status Last Updated By
PHA Not Entered

B e ——

& Data Input

* Status Checking Avgust 2026 FIRST - HVMS00 LAST

Submitted - Hard Edit Aoproved 14 Mowernber 201 i e
\Lmm g g SIS e il ST N o

PHA Home Screen — List of Submissions

The List of Submissions maintained by the reporting months in descending order, with the latest
Month always at the top of the screen, and previous months follow in chronological order.
The “List of Submissions” contains:

3.2.1.1 Month — Identifies the submission period and contains the monthly links used to enter
or modify PHA information.

3.2.1.2 Status — Displays the current status of the current monthly submission, and each prior
month submission. List of the types of status’ are as follows:

¢ Not Entered
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3.2.1.2.1 PMC Status displays as hyperlinks on the List of Submissions page

Homes &
Communities
5D shg

iecurs Systems

Manage PHA Data

® Enter PHA Data Tabs

* Review and Approve
Pending Hard Edrts Iabs

* HE Approval By PHA
» HE Approval By FA

Adiminister VMS

GenerateBaports

Saved

Revised

Pending Hard Edits
Submitted

Hard Edit Approved
Hard Edit Disapproved
PMC Submitted

PMC Pending

PMC Disapproved
PMC Approved

Voucher Management System

Manage PHA Data

List of Submissions

PHA Code CTo6s
PHA Name Canton Housing Authority
FYE 12/31
PHA Type Section B
Month Status

October 2016 Not Enterad

Saptembar 2016 Not Entered

August 2016 Saved - Hard Edit Dsapproved

2016 BMC - Dissoproved
2 2018 MC - Pending
Mgy 30 BMC - Appro

Last Updated By

FIRST - HVMS00 LAST - vms

07 November 2016

FIRST - HVMSO0 LAST - v
07 November 2016

FIRST - HVMSOO LAST - vms

‘-.MJMA/—M.-L ._HM-\_M/‘ME’:\%__‘[M_U__,” \"“‘-"v.l""““

PHA Home Screen — List of Submissions

\Mr\/\fwv’\/
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Click on the PMC link on the List of Submission page to pull the PMC status report by the
assessment related to the link.

Voucher Managementsystem QY

Prior Month Correction (PMC) /
3

CADOS Housing Authority of the County of Kern

1 CAQO08:201211:05/14/2013 10:14:31 Voucher UML and HAP Moving To Work 10 PMC-Approved r

2 CAQ08:201211:05/14/2013 10:14:31 Voucher UML and HAP Moving To Work HAP 10 PMC-Approved
3 CADO08:201211:05/14/2013 09:46:56 Additional Expense/Comments Comments See detall PMC-Submitted

Return | Print

i __'Wmvu’ .,' " * m’u‘—m‘\_ *M‘_A"m‘-& J"~'f“‘f.f I ‘Mf‘-u\_ - '\-"‘"‘""‘\r
PMC Status Report Screen

Click on the Record Id link to display the item detail as seen on the screen below.

Voucher Management System

Prior Month Correction (PMC) ’
CAOQOS Housing Authority of the County of Kern November 2012 .
Tab Selection Field Selection Frior Amt Adjustment Amt Currant Amt ‘

Commant
HE0O2 - [[Error HEDO2: PHA has reported .| HEOO2 - Other - test -
- Moving to Work leasing, bur = || - E

Adjustment Amt

Comment ;
HEO13 - |[Error HED13: PMA has reported = HEO13 Oother test -

Moving to Work MHAP expenses, = l

PHA Justification J

Lt o DB e, . pesn e pentnndl TN gonn P e _.,,_..j
Prior Month Correction- Details Screen

3

3.2.1.3 Last Updated by — Identifies the individual who made the last change to any of the
monthly documents with the last date the monthly information was modified.

3.2.2 View List of All Submissions

A link at the bottom of the List of Submissions page allows the user to view historical data
submitted beyond the current and past two fiscal years. In order to view the historical data, click
the “View All Submissions” link at the bottom of the List of Submissions page.
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March 2011

Eebruary 2011

January 2011

Racamber 2010

November 2010

October 2010

Ssotember 2010

August 2010

July 2010

June 2010

May 2010

Aprl 2010

The system will redisplay a “List of Submissions” showing all prior months and their current

PMC - Submitted

PMC - Submitted

PMC - Submitted

Submitted - Hard Edit Approved
Submitted - Hard Edit Approved
PMC - Submitted

Submitted

Submitted

Submitted

Submitted

Submitted - Hard Edit Approved

Submitted - Hard Edit Approved

First Name, Last Name Unavailable
06 January 2012

First Name, Last Name Unavailable
06 January 2012

First Narné, Last Name Unavailable
06 January 2012

First Name, Last Name Unavailable
21 January 2011
First Name, Last Name Unavailable
21 January 2011

First Name, Last Name Unavailable
28 September 2012

First Name, Last Name Unavailable
21 January 2011

First Name, Last Name Unavailable
21 January 2011

First Name, Last Name Unavailable
22 November 2010

First Name, Last Name Unavailable
22 November 2010

First Name, Last Name Unavailable
17 December 2010

First Name, Last Name Unavailable
21 May 2010

— + [ View All Submissions ]

Bottom of VMS List of Submission Screen

\Mwﬁ-ﬂv\..’_ﬁ"\-“\ .“ "‘, -’M 44 vy = '-0-"'

status.

June 2003 Submitted ;;S:\:;J:te’zlﬁz:]s; NamE Una

May 2003 Submitted ?;S;HN;J::.Z:;JS:I Name Unavailable
April 2003 Submitted gl‘:s;::r;%,&;st Name Unavailable
March__ 2003 Submitted E:s;l:in;}%&_fst Name Unavailable
Egbeyary 2003 Submitted g‘r‘s;uﬁacrr%eo,uL;st Name Unavailable
January 2003 Submitted Fg;s;:;r;gbliast Name Unavailable
December 2002 Submitted First Name, Last Name Unavailable
= 07 April 2003

November 2002 Submitted ;i;si::n;gbléast Name Unavailable
Octobar 2002 Submitted Ei;s;:;r;g,ol;st Name Unavailable
September 2002 Submitted E;S; :;rggbl;st Name Unavailable
August 2002 Submitted First Name, Last Name Unavailable

S A 0 P s sstim s At i G . o AR g g n. ot b . M

07 April 2003

et [ Return to Original Results ]

Bottom of VMS List of Submission Screen

I T N e P o WL W

To remove the historical information and return to the original PHA Home screen, click on the
“Return to Original Results” link.
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3.2.3 Select the desired Month/Year to display

The data entry form, Form 52681-B.for the PHA and month will display. Note that the Month
has a “Not Entered” status when the PHA has never entered data for that month.

NOTE: The PHA will not be allowed to enter data for the current month if any previous month has
been revised and has not been re-submitted and approved by HUD if required. Submissions with
the following status “Pending Hard Edit”, “Saved”, and “Revised” are considered incomplete
submissions.

Voucher Management Systom G ——

Manage PHA Data

Monthly Veucher Date Valldation and Save Poge }

ane o sata far U Tollommng month. Vscher Expenss Dy Iidatod whien - = datatase 1

A

¥

2

2

<

<

y

¢

It Avwe » [] i I s N . 5

most > I o = | v > 4 T . : '(/

e N | 1 i | e 100 . L) s

o , 3

1 ® ves | oo * o6 . L 'C

—tt - - N | wa | wo | . > al 1000 5 1000 5 ‘{

w > | W o5 [ . > lof oW oA e

i

ity st Prades - MTW * I L W[ =l T . (L F

H

™ J > r r . T of ' » ?

» T o | . » o =% J

* | I [ s >y s s ‘H

\

* | wa | oo | T s 16008 g 1060 g ,(l'

* | | oo [ * o o 0 . :’

<

* | T - f1; s * ol TOE . 0 s b 4

- | [ {

&

| a | ol > of To09 « FiT b1

* 1] ¥ . * sf s [ /

C

o * | wa | wo | . 7 ol 1000 g 1000 g -

<

<

<

£

e

L4

-

<

£

2

-

2

<

1

P

<

3

-

-

> | | | A . > 5f o0 s i b

1 * | [ 2

N | [ 4

p

* | I | ‘/

L

| I | . * af M M :)‘

£

s ]| ot || camont 2

. , - — e e
—— e e P T N v e, e . o

VMS Initial Data Entry Sc_r_een
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3.3 Enter, Modify, View Data

NOTE: HAP expenses are entered under the month for which they are applicable, regardless of

the month in which they are actually paid. HAP expenses are only entered after the payment has
been made.

NOTE: You may view and print completed submissions (Status of Submitted, Pending Hard Edit,
Hard Edit Approved), but you are not allowed to alter them. You must use the Prior Month
Correction (PMC) process to alter them.

3.3.1 Select the data entry tab you want

For ease of data entry, and to improve accuracy of reported information, HUD has divided the

data entry document, Form 52681-B, into tabular format. “Voucher UML & HAP” is the default
display, as shown above. To access the other sections, just click on the appropriate tab button
at the top of the tabular screen.

The five main data entry screens are as follows:

Voucher UML and HAP

Other Income and Expense
Additional Expense / Comments
Disaster UML and HAP

PHA Contact Information

(The remaining tabs are not for data entry and will be discussed in later sections)
Submission (Section 3.6)

Executive Summary (Section 6.0)

The other data entry tabs are displayed below:
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VoucherManagementSystem

Manage PHA Data

Monthly Voucher Data Validation and Save Page

Please enter data for the following month. Voucher Expense Data is validated when It is saved to the database.

Canton Housing Authority L VERSION: 15

Other Income and Expenses s

Data Input

T — |
Fraud Recovery Total Collected This Month | 5 o
HE Approval By FHA
HE Approval 8 Interest or other income e.t.d. month from theinvecturnent of HAP fun. 5 .
and Net Restricted Asse.
dr er VM| o
(Generate Repo FSS Escrow Forfeitures dip Mo. s 2 bl
Number of Hard to House Families Leas. ? -
Number of iI3P Initial Clearance Tests Vel
Quick Toufwenced
Number of LISP sk Assess b {
Portable HAP Costs" Biled and Unpaidments 90 Days or okder . % (‘
Ad e Expenses| | }
s ? !)
FSS Coordinator Expenses Covered by FSS Grant FSS 3 .
Coordinator Expenses Not Covered by FSS Grant s ? {
Adminwtratve Expenses '] 2 5
<
Audit s 7 )
| £
Net PoNtion (UNP) as of the base oay of the Mo. 5 2 é
Net Restricted Position Funds (NRP) as of the rd. Day of the Mont, s - {
Cashy/Investment as of the Last Day of the Month - Voucher Program Only 5 e (S
New
MEW - HCV Administrative: € ?
Expenses <
New et
MTW - Public Housing Pehabilitagon s i
New
MTW - Debt Service Repayment: t ? {
= - 2
MTW - Development Activities $
New 2
MTW - Local Housing Program £
Other- Unspent Funds| ‘)
Pand Source 1
Hew ¢
Unspent Fund Source (HCV, CAP, 1k .
OP or MTW)-1 {
fv—;edmm-l b2 £
" 2
lew r
Activity-1 ? i
New
Funds Committed-1 s ? /
Type of Commitment-1 ?
New
Date of Commitment-1 ?
(NLVDDODIDO
New - g
Funds Obligated-1 ] = j
Type of Obligation-1 ? (
New » @
Date of Obligation-1 (MM/DD/WW) /
Feexpend. from s | <
Commitment/Obligation-1 §
Projected D. of Fun Expenditure- [ 4
1 (MINEDDEMY) f
T I e’ SS.I€ISreIrssusy-Imimern....Ve-99e e 9eWwW-ervw...—wWeeee merwnrm

Other Income and Expense Tab
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[Communities Voucher Management System

Manage PHA Data

bionThly Voucher Data Validation and Save Page

Please erilei date fur the Experise EleLd is validated when Il fa saved Lu Llie database.

Add,.  LEPp_ 1 15—
Expenses i 0 Description 1
R L s L
P Ameant > s 1%
Cxperse Amount 3 ] k-2

_ Cxpense Armount 4 s >
Cxponse Armount 5 ] >

Pl = PA 1 i iy Tive Ly 3 7
O SREENGE ANCUrTEa Amdant -

MW - Cthar - PHA b2 idartify e tres " ]
of mumanus Incures Amoum - ¢

T - Dl - P& L bl iy Gve Ly s -
Of GMDONES INCUMad Ammount - ¥

VA A A AL A TN AL AAMAAAAT A A A

comments

Validate 1

Additional Expense / Comments Tab

Homes

ICorn munities | Voucher Management System
Chumnpra 6 1-kaus.g
Ind Urban Deniument Manage PHA Data

Secure Systems Monthly Voucher Data Validation and Save Page

Manage Please enter data For the following month. Voucher Expense Data | I validated when it is saved to the databas:

:1122011101212:1111=

r PHA Data Tabs

Revi®

'oisasler )
PG Disaster UML and HAP
. Disaster VVoucher Program (DVP) | UL e
* St Checking g
New
Gl Disaster Name | (
. P &
N L New 2
Disaster Families assisted (Lmb, @ bt ® {
Administer VHS New f
Generate Revolts Disaster Security Deposit ' i -
Exit VNS
ter Security Deposit Returned | » ?
R 7 _
MattaIrn52.1113 Disaster Utiity Deposit s =
Disaster utity Deposit Retuned | ™ 2 2
W
Dcaster administrative | $ ‘o
Dmenuitures
Disaster Broker Fee ] 5 S
et (][ G|
e i, i O, e e il ittt o il gttt -‘_,-.__‘r"""“'-__,_,-m".(‘ AT s B ittt

Disaster UML and HAP lab
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Homes &
Communities

The White Housc

Voucher Management System

April 16, 20,
Manage PHA Data ‘:
er Data Validation and Save Page J
4
Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database. L 4

CADD1 Housing Authority of the City & County of SF MONTH: November YEAR: 2012 VERSION: 10

Joucher

PHA Info

LIML/HAR

PHA Contact Information

HA Nurmbar CADOY g

¢
HA Name Housing Autherity of the City & County of SF -*
A, FYE 0%/30 :
Name of HA Point of Cantact Cheny Hwes P 3
b |
Point of Contact Phane (@18 715:3140 ? 4
Ext.: 0 ? /
Paint of Contact E-mail Address hwesc@sthe.org P }'
Name of Autharzed HA Official Henry A Alvarez Il #
Offidal Housing Authority E-mail Address UserD1_PIH-NASS@huddev.gov f
FMC Financial Analyst Thamas M Vitek
P
£t Adreees Userd] PIH-VMSBhuddey gov L 4
-+
FA Phone Nurmber (415) 489-6497 ;
Ext. J

Program Area Point of Contact - Field Office

Field Office Code QAPH '
Field Dffice Name SAN FRANCISCO HUB OFFICE ‘:

-
Field Office Point of Contact Gerard Windt 4
FO POC E-mail Address Userd]PIM-VMSBhuddey gov {
FO POC Phone Number (415) 489-6444 ,
Ext A

Technical Assistance Center 1-880- 2454850

g g g gV A AT il gV AR gt

PHA Contact Information Tab

3.3.2 Key Data into Fields

Enter data into each appropriate field of the tab. You may navigate from field to field using the
Tab key on your keyboard, or by positioning your cursor in the white box of the field. Some
fields are shown as gray. These will be calculated or provided by the system, and are not data

entry fields.
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Voucher UML and HAP

Vouchers under lease on UML UML Avg UML Avg UML HAP HAP

the First Day of the Month Last Month Last 12 Month Year to Date Last Month
Litigation \'? | | | s @ [
1 Year Mainstream v e i [ | $ @ [
Homeownership B @ | | | E @ [

Example VMS Data Entry Fields
3.3.3 Question Marks Provide Help

Next to each editable field is a red Question Mark (?) in a yellow circle. If you click on the
guestion mark, an explanation of the field will appear, as shown below.

Litigation — |® | ] ] g 19 |
M

1 Year Mainstrzam [ed | | ] p 2 | |

Homeownership \

Windows Internet Explorer

New This Manth Total nurmber of vouchers leased from iniial or renewal 1-Year Mainstream funds, Vouchers should only be reported in this category if the PHA has
received an allocaton of Vouthers for the 1-Year Manstream program. A voucher is reparted.

Moving To Work |

Family Unification 2 | I I $ 2

Example VMS Popup Window

3.3.4 Reset Button

Every data entry Tab has a “Reset” button. Pressing this button will cause all the data you have
entered since the last “Save” to be reset to the way the tab looked before the last “Save”. If you
haven't yet saved any data, the screen will be reset to all blanks.

Year Mainstream & 10 [ 11 1s @ 250 ¢ 20 o 27 #
4
_ Vabdate || Reset | Cancel J

g .’_*"‘.,,_J‘ -‘r.“-.. _\)..__r.;.._,._'.___.'“' ‘,*_hr‘.-._.r--n..'_“_—_‘."’-m--*rm

VMS Data entry screen — Reset Button
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3.4 Validate Data

Once the data has been entered completely for a tab, click the “Validate” key at the bottom of
screen to check for data entry errors.

Voucher Management System
Manage PHA Data

Monthly Voucher Data Validation and Save Page

Please enter data for the following month, Voucher Expense Data is validated when it Is saved to the database
PADLL MONTH: Octobeer

chem Housimg Authority YEAR: 2012

Voucher
UML/HAP

Disaster
UML/HAP

Income/Expenses § Expense/Comments ExsutiveSummary

Disaster UML and HAP ———
Disaster Voucher Frogram (DVF)

3
VP Famikes Assistad ? L 2 ’
* HE Approval By PHA
- HE-Approval-fy Fo Naw This Month ? e
Adrainistar VMS i
DVP Homebass Familias Assistad @ 5 P j
-*

Naw This manth o

Disaster Housing Assistance Program (DHAP-Katrina/Rita)

DHAP Familes Assisted » 5 P

Maw this month bl

s % %

Disaster Housing Assistance Program {IHAP-Tke/ Gustav)
DHAP- IKE Famibes Assitad & $ i ! 4

Naw This Manth » (

4

Sacunty Deponits Paxd 5 # l

Thc White Houss utiity Depasits Paid 5 o f
Sacunty Deposics Retumed $ ¥ ,

&+

Wity Deposins Aeturmed

Disaster Pertabls Linits Adminatarsd

| vahdate || Reset || Cancel

i
I \ 115, Dpartment of Housing and Urban Development (HLID]
'\ H 451 Tth Streat 5.W., Washington, DC 20410

o g g a1 T G 1055 i o B0 iyttt e et gt i g B
VMS Data entry screen — Validation Button

The Validate Data function is crucial to the integrity of the data entered by the user prior to saving
and submitting to the database. VMS verifies the apparent validity of the data via a series of steps,
first checking for proper format, second comparing the amounts fall within “reasonable” ranges,
then where possible comparing related fields to insure completeness and consistency against a
list of business rules. Where inaccuracies are found, the system will generate error messages.

The order in which the fields are validated is as follows:
e First, a simple check (basic validation) to make sure the field is present if mandatory,
and is numeric (for a numeric field), with no special characters embedded.
e Second, a check for Hard Edits, against the Hard Edit criteria listed below in this section,
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e Third, a cross validation check, if two fields must accompany each other, such as
Litigation and Litigation HAP, which must both be present if one of the fields is present.

If a field fails all three types of validation checks, only the first type of error will appear. When
this error is corrected, if the field still fails the other two types, only the second type of error will
appear. If the field fails the third type of validation once the second type is corrected, only then
will the third, cross-validation error appear.

3.4.1 Basic Validation
3.4.1.1 Mandatory Field Check

The required fields are:

All Voucher HAP Expenses After the First of Month

Number of Vouchers Under Lease (HAP Contract) on the last day of the Month
Unrestricted Net Position (UNP) as of the Last Day of the Month

Restricted Net Position Funds (RNP) as of the Last Day of the Month

Cash/Investment as of the Last Day of the Month - Voucher Program Only
Administrative Expenses (Mandatory for Non MTW PHAs only, field will accept 0 for
MTW PHAs

e MTW - HCV Administrative Expenses (Mandatory for MTW PHAs only, field will accept O
for Non MTW PHAS)

The system will perform a simple check and the error message below will display if validation
fails.

Other Voucher Reporting Requirements

Number of Vouchers Under Lease
HAP Contract) on the last day of
the Month

..\;,

Temporary Housing Units to HCV it J |
Conversion - Leasing -

VMS Required Field Error Message

3.4.1.2 Numeric Check

The system will perform a simple check for numeric data with no special character embedded
and the message error message below will display if validation fails
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VMS Sample Error Message Popup Window

3.4.2 Hard Edit Validation

NOTE: During the validation process, data entered is validated against specific business rules
associated with hard edits. The system prevents the user from submitting data that fails to
meet the business rules. Data that fails a hard edit is not necessarily incorrect — the data may
fall outside reasonable ranges. The PHA can either correct the data, or explain it. If you opt to
explain it, you will be able to submit data with a status of “Pending Hard Edit”. To complete
this submission, approval by the PHA’s Financial Analyst is required. The Financial Analyst
can generate areport of submissions containing Hard Edit explanations. The Financial
Analyst must review and either approve or disapprove the submission.

3.4.2.1 Hard Edit Error Messages

The following fields of the monthly UML data will be compared to the ACC unit data. If the
entered data fails the criteria for hard edits, an error message will display and you will need to
make the correction OR enter a comment from the drop-down box or a personalized comment
to explain why the data is correct as submitted. The following displays each of the hard edits
under the Units section.

Moving to Work— Error HEOO1 will display if the PHA has units or dollars contracted under the
Moving to Work program option (is operating under a MTW agreement), and the PHA has failed
to report in this section

g e e e S A e e e e == —— ez e oL L S Y WD e i e P2 SO

Moving To Work @ | 4459 4780 | 47315 2 4

{

i

4

i Write comments here if r

L - you selected "Other" 4

ko e sty v ;

HEDO1 - 1

HEDO1 - Ot i

Note: Please, provide Commant If "Othaer” selected E

{..

5 A A LRI 0 A il S S apia )

Moving To Work— Error HEOO1

Moving to Work HAP— Error HEO12 will display if the PHA has units or dollars contracted
under the Moving to Work program option (is operating under a MTW agreement), and the
PHA has failed to report in this section O S

Mowing To Work 2 | 4459 | ' 4.780 | 4731 ¢ 7 s;_'i:

¥

i

e A , ¢

: B Wkl =TT > ’

- <

1

ote L] - o o - ‘{

i

i

Write comments here if :

yeou selected "Other" i!

¢

Moving to Work HAP— Error HEOQ12
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Moving To Work— Error HE0O02 will display if the PHA does not have a MTW program and the
PHA has reported MTW leasing in this section

Moving To Work 123/ @ | $ 123/ 2,

**Error HEOD2: PHA has reported Write comment here if
Moving to Weork leasing, but PHA

doas not have a Moving to Waork -- Select Below -- M “Other” is selected

HEODO2 - No Units Leased
HEOO2 - Other

Note: Please, provide Commant if “Other” selected

Moving To Work— Error HE002

Note: If the value of the Moving to Work field is not empty, the PHA user will not be allowed to
choose the "No Units Leased" option from the drop down

Moving to Work HAP- Error HEO13 will display if the PHA does not have a MTW program
and the PHA has reported MTW HAP expenses in this section.

T Bt —— e

I'\luuin,;:fo work o 11/@ | Ni r g ] S -

'3
.
.
I
¢
£
LY
«
™.
|
L
£
I
|
b
T

- Select Below - v

Note: Plezze, orovide Comment |F "Other” zelected

Write comment here if

you selected "Other"
— Select Below — v

— Select Below — '
HED13 - nis Leased
HED13 r

Note: Please, provide Comment if "Other” selected
AR AAEN | M e B e il e, A A ‘-.a...-aﬂ‘,"‘" L SHPPRPT LY ._*v_@ﬁ-""‘...\“._‘-"ﬂ-. - ""-\.j

Moving to Work HAP— Error HEO13

. e
M, ety

\..— S W Y WL P Y L T Y WS i I

Note: If the value of the Moving to Work HAP field is not empty, the PHA user will not be allowed
to choose the "No Units Leased" option from the drop down
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Tenant Protection — Error HEOO3 will display if the PHA has received a tenant
protection increment and the PHA has not reported tenant protection leasing

Tenant Protection [ |@ |

**Error HEOD3: PHA has failed to
report tenant protection leasing, r .
while the PHA has received one or - Select Below -- v
more awards of tenant protection
units.

-- Select Below --
HEQQ3 - TP units received but not et leased
HEDO3 - TP units received but not leased by eligible families

TUTE P TE e PTUIUE CUTIITTETIG T T STy

Tenant Protection — Error HE0O3

Tenant Protection — Error HEOO4 will display if the PHA has not been awarded a tenant
protection increment and the PHA has reported TP leasing in this section.

Tenant Protection

**Error HEODS: BHA has Write comment here if

reported te '\51! protection . - you selected "Other"
lessing. but PHA has not - Select Beiow — e

'_9:1--._(_ an a -‘r: of tenant — Select Below —
protection units

HEQOS - TP unts recened but not yet leased

HEDOS - TP units received but not leasad by eligible families
HEDD< - Other

oTE T TR T TOE SO T T SO T T SOy

Tenant Protection — Error HE004

Note: If the value of the Tenant Protection field is not empty, the PHA user will not be allowed to
choose the "TP units received but not yet leased" option from the drop down
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Tenant Protection HAP- Error HEO16 will display if the PHA has received a tenant
protection increment and the PHA has not reported tenant protection HAP costs

I T S e 8T [0 Y 2 pfeneipats A oD MECR s pplemnl Tt o
Tenant Protection | 2 S[ @ 4

[Explanation
**Error HEQCO3: PHA has
falles to resert tanant
P c lazzing. wh h [ |
rotection lezzing. while the i--Seec:Beh:z'-' = v:

PHA has recelved one or
meore awercs of tanant
srotaction units

lote: Please, provide Comment if “Ct

**Error HED1S) BHA has Write comment here if
sl g TR | you selected "Other"
the DUA o o | = Select Below - Rl

& FHA has recalved one o
more avwarcs of Tanant
Srotection units

HEG1E - TP units received but not yet eased
HEQ1E - TP units received but not leased by eligible families |
HEQ1& - Other |

L e i = e s

¢
%
¢
{

&
§
é

&
) PR S el s M e A N e a\ N o B, _,g

Tenant Protection HAP- Error HE016

Tenant Protection HAP- Error HEO17 will display if the PHA has not been awarded a tenant
protection increment and the PHA has reported TP HAP costs in this section.

Tenant Protection 10000 @ | [ | s 10,000/ 2

Explacation _________________________________IComms

- Select Below - v

received an anard of tenant
protection units

Note: Flease. provide Commant if "Other” selected

Write comment here if

— Select Below — = you selected "Other"

vot received an award of
Tenant Erotection units

- Select Below -

HEOQ17 - TP units recerved but not yet ieased
HED17 - TP unts recerved but not leased by eigble famiies
HEQ1T - Other

v e

wruTgw ikl o WLy

Tenant Protection HAP- Error HEO17

Note: If the value of the Tenant Protection field HAP is not empty, the PHA user will not be allowed
to choose the "TP units received but not yet leased" option from the drop down
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Enhanced Vouchers — Error HEOO5 will display if the PHA tries to report more Enhanced
Vouchers than the number of Tenant Protection units reported; an error will also occur if the
PHA has not been awarded a tenant protection increment and the PHA has reported in this
section. Note that a PHA may have a tenant protection increment that did not assist any
tenants eligible for enhanced vouchers.

Tenant Protection s2| @ | | | $

Enhanced Vouchers 65| @ I 1 I

-- Select Below -- ~
HEDODS - Enhanced Vouchers are gap funding i

Hote: Please, provide Commant if “Other” selected

Enhanced Vouchers — Error HEO05

Veterans Affairs Supportive Housing (VASH) - Error HEOO6 will display if the PHA has
received a VASH increment in FFY 2008 or later, and has not reported VASH leasing costs

Veteran's Affair Supported 2 | | |
Housing (VASH) Voucher -

**Error HEOD&: PHA has failed to

report VASH leasing, while the PHA
does have a VASH award for 2008 - Select Below -- B
or later, -- Select Below --

HEQOE - VASH HAP units received but not leased

HEOQOE - Other

Mote: Please, provide Comment if "Other” selected

Veterans Affairs Supportive Housing (VASH) - Error HE006

Veterans Affairs Supportive Housing (VASH) - Error HEOO7 will display if the PHA has not
been awarded a VASH increment and the PHA has reported VASH leasing in this section.

Veteran's Affair Supported i)
Housing (VASH) Voucher 23] @ | [ | $

or HEDO7: PHA has
ad VASH laasing, but

- Select Below -- -

HEDO7 - VASH HAP units received but not yet leased
HEOQO? - Other

MHote: Please,. provide Commant if "Other” selected

P e S N W S S
Veterans Affairs Supportive Housing (VASH) - Error HEOO7

Note: If the value of the Veterans Affairs Supportive Housing (VASH) field is not empty, the PHA
user will not be allowed to choose the “VASH HAP units received but not yet leased" option from
the drop down
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Veterans Affairs Supportive Housing (VASH) HAP- Error HEO18 will display if the PHA has
received a VASH increment in FFY 2008 or later, and have not reported VASH HAP costs

Veteran's Affair Supported 1(0) ’ e
Housing (VASH) Voucher @ I ! [ $ ".?' $

| HEODS - VASH HAP units received but not yet leased v

Note: Please, provide Comment if "Other” selected

Explanation

mant

**Error HEO18: PHA has Write comment here if

failed to report VASH HAP . . " "
costs, vhile the PHA does - Salect Balow - o | you selected "Other

have a VASH award for 2008
or later,

HEQ18 - VASH HAP unis received but not yet leased

HED18 - Other

Note: Please, provide Comment if "Other” selected

Veterans Affairs Supportive Housing (VASH) HAP- Error HEO18

Veterans Affairs Supportive Housing (VASH) HAP- Error HE019 will display if the PHA has
not been awarded a VASH increment and the PHA has reported VASH HAP costs in this
section.

bl r 2 T o A, e T R ettt et e e oML AY i e et o A T i b A GIPT T hh P LT Lt P L G W P i i
Veteran's Affair Supported | o @) I—
Housing (VASH) Voucher I Tﬂ'ﬂ_! 2 ] I I S_ N 10.000__: 2

— Select Below —

Note: Please. provide Commant if "Other” selected

¢
;
:
{
2
3

" Write comment here if
*®Error HEC13) PHA has 1 =
VASH HAP zosts, but you selected "Other
not received 3n | — Select Selow — v
award of VASH units in FFY
2008 or later

— Select Below —
HED1% - VASH HAP units received but not vet leased (
HED19 - Other

A N tios, Hote Plaaas. ppvigaCompental. Gthap selected | o iuh A R O I o Py !

Veterans Affairs Supportive Housing (VASH) HAP- Error HEO019

Note: If the value of the Veterans Affairs Supportive Housing (VASH) HAP field is not empty, the
PHA user will not be allowed to choose the “VASH HAP units received but not yet leased" option
from the drop down
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DHAP to HCV Vouchers Leased - Error HEO30 will display if the PHA has units or dollars

contracted under the DHAP to HCV program and the PHA has failed to report vouchers in this
section.

pare=at g i P R e —

¢ ot . - 2o L ' A e T
“HM‘ to H\u \.cuche—s — 1® I 1
Leased

*“Error HEO30: PHA has
failed to raport DHAR to | — Select Below — |v)
KOV Vouchers Lessed
while the PHA does have —
30 A 40, n i .
s DHAF to HCV srogram.  |HEC30 - DHAP to HCV vouchers received but none leased
HEQ30 - Other

Mm-""\

— Select Balow —

MNotet Please, provide Comment (f Ot-\er se d
- .M‘\-"“M.A'“"\-"\._A-.-’"‘w\ AR np S et __m Y TP P U S s fu\‘..p‘.__,‘l- ,M\AM_\’JL s

DHAP to HCV Vouchers Leased - Error HE030

DHAP to HCV Vouchers Leased - Error HEO31 will display if the PHA does not have a
DHAP to HCV program and the PHA has reported vouchers in this section

DHAP to HCV Vouchers Leased 23 @ | | | $

**Error HED31: PHA has reported
DHAP to HCV Vouchaers Lassed, but

PHA does not have a DHAP to HCV — Select Below -- b
program. -- Select Below --
|HEO31 - DHAP to HCV vouchers received but none leased
|HEO31 - Other

Mote: Please, provide Comment if "Other” selected

DHAP to HCV Vouchers Leased - Error HE031

DHAP to HCV Vouchers HAP ErrorHEO32 will display if the PHA has units or dollars
contracted under the DHAP to HCV program and the PHA has failed to report costs in
this section

S g e,
DH.’AP ‘o HCJ ‘:ouchers

Leased {'?J I 1 [ 2 I 1s iff*

b f rs Leased =
while the PHA doas have | = Select Selow - i
B DRAR to HCV program

|
i
1
L THragrr e Py Ly

Note: Flease, provide Commant if "Othar” selected
(Explanation

=*Eror e —— | Write comment here if
= Selact Balow —

iled t ) 3 n I
ey you selected Other
hile the FHA doss have W —

= DHAS o OV progrsm HE032 - DHAP to HCV vouchers received but none ieased
HE032 - Other

Note: Fiease provide Comment if " cher aele'ted
R e T e ey TR e iy P Stranny Murn BAMARScy nafe Aty | ey et b e P b, ket ey o s

DHAP to HCV Vouchers Leased - Error HE032
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DHAP to HCV Vouchers HAP - ErrorHEO33 will display if the PHA has reported DHAP to HCV
Voucher HAP costs, but the PHA does not have a DHAP to HCV program.

DHAP to HCV Vouchers

Leased 2,000| ? I I s 2.000| @

— Select Beiow — v

Note: Please, provide Commaent if "Other” selected

Write comment here if
you selected "Other”

voucher costs, but PHA — Select Below — v
E?.:i:.?..t have a DHAP to HCV I Select Below —
o .
& HEQ32 - DHAP to HCV vouchers received but none leased
HEO0323 - Other

Note: Please, provide Commant if "Cther” selected

DHAP to HCV Vouchers Leased - Error HE033

Total Vouchers- Error HE008 displays if Voucher Utilization is not within a standard
range calculated from prior periods in the last 12 months.

Total Vouchers

VWrite comment here if you
selected “Other™

-~ Seiect Below — ~

HEQOS - New Unis

HEQQS - Tranafer

HEQOQS - Leasing Decreased
HEQQE - Leasing increased
HECOE - Revised Payment Standards |
HEQOS - HA is using NRA or NUA

HEQOS - Absorbed Portables

HEQOS - Other

pther” selected

Total Vouchers - Error HE0OO8
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Total Vouchers - Error HEOO9 The system validates the VMS monthly UML total data to the
reported monthly UML data for the increase as well as decrease within the reporting cycle plus
the previous 12 months. If the change in voucher utilization is greater or less than the expected
range, Error HEOO09 will display and the user will need to make the correction OR enter a
comment from the drop-down box or a personalized comment to explain why the data is correct
asis.

Total Vous heors I > | 93 | aga | 494 %

Select Below -- -~
- Solect Below --

4"
[RTRDN 41" 100 - Pl Lt s
s fenr

HEOOS - Tros

F

HEOOD
HEOOS -
HEOODS -
OO0
HEOOS - ©

-- Select Delow -- -

.-\.‘_’.—'-.,' o - — v g ™ .~

Total Vouchers--- Error HEOO09

Total HAP Amount - Error HE020 displays when total HAP expenses is not within a
reasonable range. The system validates the VMS monthly HAP total data to the reported
monthly HAP data within the reporting cycle plus the previous 12 months. If the entered data
fails the edits criteria for the hard edits, Error HEO20(HAP Total) will display and the user
will need to make the correction OR enter a comment from the drop-down box or a
personalized comment to explain why the data is correct as is.

“*Error HED20: Budget Write comment here or
Authority utilization is not select from drop-down menu

ithin the stanca range
PHA should review the HAE -- Select Below -- v
sosts antarad for anc
sccurate HEQ20 - New Unis

HEQ20 - Transfer

HEQ20 - Leasing Decreased
l—-ECZC - Leasing increased
{HEO020 - Revised Payment Standards
HEO20 - HA is using NRA or NUA
HE020 - Absorbed Portables

HE020 - Other

Jther” selected

Total HAP Amount - Error HE020
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Total HAP Amount - Error HE021 The system validates the VMS monthly HA total data to the
reported monthly HAP data for the increase as well as decrease within the reporting cycle plus
the previous 12 months. If the change in Budget Authority utilization from the prior periods in
the previous 12 months is greater or less than expected, Error HE021 will display and the user
will need to make the correction OR select one of the options from the drop-down box and for
other enter comment to explain why the data is correct as is.

Write comment here if you
selected "Other” from drop-
down menu

Total HAP Amount - Error HE021

5 Year Mainstream - Error HEO10 will display if the PHA has units or dollars contracted under
the 5 Year Mainstream program, and the PHA has failed to report in this section.

S Year Mainstream @ | | | s

HEOQ10 - No Units Leased
HEO10 - Other

tote: Please. provide Comment if "Other” selected

Bt ™ D™ Y
5 Year Mainstream- Error HEO010

5 Year Mainstream - Error HEO11 will display if the PHA does not have a 5 Year Mainstream
program and the PHA has reported 5 Year Mainstream leasing in this section.

——— ———————————————————————— — - —

S Year Mainstream 23| @ I [ | ¥

**Error HEO11: PHA has

reportad 5 Year Mainstream

leazing, but PHA does not -- Select Below -- -

Ry TR
HED11 - No Units Leased
HEO11 - Cther

Note: Please, provide Commaent if "Other” selected

5 Year Mainstream - Error HEO11

Page 37



Voucher Management Systems (VMS) User Manual

Note: If the value of the 5 Year Mainstream field is not empty, the PHA user will not be allowed to
choose the "No Units Leased" option from the drop down

’
|

Note: VMS will allow 5 yr Mainstream agencies to have no entry in the Total Voucher and Total
HAP fields

5 Year Mainstream HAP - Error HEO022 will display if the PHA has units or dollars contracted
under the 5 Year Mainstream program, and the PHA has failed to report in this section

A ey e = e P P N LR L T et PRt E T e - — TR, < e

S Year Mainstream @ [ [ ] s @ ¢

hile the | — Select Below - w

dees have s “" Yasr

“ainstream program

T T e vt

MNote: Pleass. provide Commant If "Othar” selacts

Write comment here if

o = you selected "Other"

HEDZ2Z - No Units Leased
HEDZZ - New Units

HEQZ22 - Transfer

HEQ22 - Leasing Decreasad

Form 52681-B Action! HE022 - Leasing increased jancel |Pnn [
HE022 - Revisad Payment Standards

HED22 - HA is using NRA or NUA
HEQZZ - Absorbec Portables

HED22 - Other S = = -
e e ™ ™™ P T P T S T T ST USO =Y

5 Year Malnstream HAP Error HE022

lther' z2lactec

W, A S T i, P, - M,

o s . s ol

5 Year Mainstream HAP - Error HEO023 will display if the PHA does not have a 5 Year
Mainstream program and the PHA has reported 5 Year Mainstream HAP costs in this section.

e T e T o = W TS e S R N LR A Ll I e Y e T i e ok P L i

S Year Mainstream & 100 ? T

§

P NN, S, Bt By By e gl

‘cs @

W

- Select Below — v

Note: Plaase, provide Comment if "Othar” zelacted

Write comments here
if you selected

— Select Below — e "Other"

No Units Leased

|HEQZ22 - Leaang Decreassd fichize) malactac

Form 52681-B Action: |HEDZ2?2 - Leazng Increazed tarcel
|HEQ23 - Revised Payment Standards

HED22 - HA i3 uaing NRA or NUA
HEQZ3 - Absorbed Ponables
HEQ23 - Other

NIRRT S P PPN P W WY N S WP RS R Y SO LT |

5 Year Mainstream HAP - Error HE023

LY
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5 Year Mainstream HAP - Error HE024 will display if the 5 Year Mainstream HAP data is not
wiithin the standard range. If your reason is “Other”, you must enter further explanation in the
comment box.

5 Year Mainstream sg| @ [ = i ) 1 % 19391 [

Write explanation here if
dard you select “Other”
- Select Below -- b

No Uints Leased

New Unts

L { il
st Dicronisd wrt if “Other™ selected
Form S2681-B Action: Leasing 'Fr;ﬂ““d cel Frint Format

5 Year Mainstream HAP---Error HE024

Note: If the value of the 5 Year Mainstream HAP is not empty, the PHA user will not be allowed to
choose the "No Units Leased" option from the drop down

All Voucher HAP Expenses after the First of Month--- Error HEO025 will display if the
PHA tries to report Mid-Month expenses that exceed 5% of the first of the month costs

All Voucher HAP Expenses After

the First of Month s 1234567890 P 8 o

Note: Plense, provide Commant if “Other” selected

Lot S W SRR P Y et Y ) e
All Voucher HAP Expenses after the First of Month--- Error HE025

The system validates the VMS Family Self Sufficiency (FSS) Coordinator Expenses Covered
by FSS Grant data to the HUDCAPS available funding data. If the entered data fails the edits
criteria for the hard edits, an error message will display and the user will need to make the
correction OR enter a comment from the drop-down box or a personalized comment to explain
why the data is correct as is. The following displays the hard edits under the FSS Coordinator
Expenses section:

Rental Assistance Component 1---Error HEO87 will display if the PHA has one or more RAD
Component 1 awards and has failed to report RAD leasing in this section

Voucher UML ang AP
»
e o o »

e W i Write Comments here if
you selected "Other"

Tt i Eamermes

Rental Assistance Component 1---Error HE087
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Rental Assistance Component 1---Error HEO88 will display if the PHA does not have one or
more RAD Component 1 awards and has reported RAD leasing in this section

X

WSS -1 - Cites Write comments here if you
selected "Other”

hote: Paase, provde Comment § "Other” wlected

tagargee | Commert = |

Rental Assistance Component 1---Error HE088

Rental Assistance Component 1 (HAP)---Error HE089 will display if the PHA has one or more
RAD Component 1 awards and has failed to report RAD costs in this section

Write comments here if
| you selected “Other”

P e e I IR SR
Rental Assistance Component 1 (HAP)---Error HE089

Rental Assistance Component 1 (HAP)---Error-HEQ90 will display if the PHA does not have
one or more RAD Component 1 awards and has reportd RAD costs in this section

First Dy of the Mons [T List 12 Mo ¥iar 1o Date Last honth Last 12 Month Voar 1o Dot

0| P 5]

Write comments here if
you selected "Other”

Mwﬁ\/‘“
Rental Assistance Component 1 (HAP)---Error-HE090
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Rental Assistance Component 2---Error HE091 will display if the PHA has one or more RAD
Component 2 awards ar_lq has failed to report RAD leasing in this section

Raswsl Aasttance Componene 7 .l r I s ® 5] s sl

.......

Write comments here if
you selected "Other”

Rental Assistance Component 2---Error HE091

Rental Assistance Component 2---Error HE092 will display if the PHA does not have one or
more RAD Component 2 awards and has reported RAD leasing in this section

wrt f "Other” salectnd

Rental Assistance Component [ A1 i — : F r
D) | H 1000 @ s s/ 5
Eavianate e

Write comments here if
you selected "Other”

Note: Phease. provede Comerent & “Ofwr” selected
Eclanatoe lommere

Rental Assistance Component 2---Error HE092

Rental Assistance Component 2 (HAP)---Error HE093 will display if the PHA has one or more
RAD Component 2 awards and has failed to report RAD costs in this section

- AT — \Vrite comments here if
= B | you selected "Other”
o0 | 00 | s - Y| 1000 | 1000 ¢
WPV NI N ISRV g B PP N
Rental Assistance Component 2 (HAP)---Error HE093

Rental Assistance Component 2 (HAP)---Error HE094 will display if the PHA does not have
one or more RAD Component 2 awards and has reported RAD costs in this section

1000 P sl I

e e Write comments here if
you selected "Other”

5
é

WWMH‘R B e P
Rental Assistance Component 2 (HAP)---Error HE094
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One Year Mainstream - MTW (UML)---Error HEQ95 will display if the PHA does have a 1 year

mainstream MTW program and the PHA has not reported 1 year mainstream MTW leasing in
this section

O Voar Hawnam - HTW > | w0 [ 100 | ' * 5l 1000 5 1000 5
[ Cor—arn

Write comments here if
oo weses YOU S€lected "Other”

e e

One Year Mainstream - MTW (UML)---Error HE095

One Year Mainstream - MTW (UML)---Error HEQ96 will display if the PHA does not have a 1
year mainstream MTW program and the PHA has reported 1 year mainstream MTW leasing in

this section
mm oW E : .! = !: vi I.r - s
Bizarwon R Carvengnr 1
5 o aE Write comments here if you
selected "Other”
e ek Gt e

One Year Mainstream - MTW (UML)---Error HE096

One Year Mainstream - MTW (HAP)---Error HE098 will display if the PHA does have a 1 year
mainstream MTW program and the PHA has not reported 1 year mainstream MTW HAP costs
in this section

e T —— i 106 [ 00

: Write comments here if
11T e s s o e (OU S@lected "Other”

One Year Mainstream - MTW (HAP)---Error HE098

One Year Mainstream - MTW (HAP)---Error HEO099 will display if the PHA does not have a 1
year mainstream MTW program and the PHA has reported 1 year mainstream MTW HAP costs
in this section

‘:';'\:rfld"—m:mﬂ-"“ﬁ 1| P I ] [ I s 1% 8] .Sl- sl

Write comments here if
you selected "Other”

One Year Mainstream - MTW (HAP)---Error HE099
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Family Unification - Non MTW---Error HE101 will display if the PHA does have a Family

Unification - Non MTW program and the PHA has not reported Family Unification - Non MTW
leasing in this section

Family Unification - Non ST > | 100 | 0o | s Y ] 1000 ¢ 1.000 ¢ j

B — Write comments here if you
S selected "Other"

Family Unification - Non MTW---Error HE101

Family Unification - Non MTW---Error HE102 will display if the PHA does not have a Family
Unification - Non MTW program and the PHA has reported Family Unification - Non MTW
leasing in this section

Famity Unfication - Non MTW 0® | I s 100| #

o " sl s
* Zmmant

Write comments here if
you selected "Other”

e Pase, Crivade Commert & "D seecied

Family Unification - Non MTW---Error HE102

Family Unification - Non MTW(HAP)---Error HE104 will display if the PHA does have a Family
Unification - Non MTW(HAP) program and the PHA has not reported Family Unification - Non

MTW HAP costs in this section
e E
= | LE Y | 1000 g g
f
Write comments here if

[emp— - I | oa | 00
you selected "Other" 4

Sy W e an —*-.._ff\,r\“/-/s

Family Unification - Non MTW(HAP)---Error HE104

P P U o G e R PV

Family Unification - Non MTW(HAP)---Error HE105 will display if the PHA does not have a

Family Unification - Non MTW(HAP) program and the PHA has reported Family Unification -
Non MTW HAP costs in this section

i T a2 ] I s i00]

| s/ $

e Write comments here if
you selected "Other"”

—AMU:;J*\MJ\M\K‘*“AWM-\
Family Unification - Non MTW(HAP)---Error 105
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Family Unification Pre2008 — MTW---Error HE107 will display if the PHA does have a Family
Unification Pre2008-MTW program and the PHA has not reported Family Unification Pre2008-
MTW leasing in this section

[ I— ol if “Ottear” selexted

Farrsly Unification Pre300K - HTW - 00 | 100 | 5 @ s 1000 5| 1000 5|

Write comments here if
you selected "Other”

e ?

Family Unification Pre2008 — MTW---Error 107

Family Unification Pre2008 — MTW---Error HE110 will display if the PHA does not have

a Family Unification Pre2008-MTW program and the PHA has reported Family Unification
Pre2008-MTW leasing in this section

Famdly Unfication Fre2008 - MTW w)® | 0 | 10 05 wl? s 1000 | 1000 3 1,000

Write comments here if
you selected "Other”

ke Pleave, provide Comment  “Other” selected

Enparater Tammert

Family Unification Pre2008 — MTW---Error 110

Family Unification Pre2008 - MTW (HAP)---Error HE112 will display if the PHA does have a
Family Unification Pre2008-MTW HAP program and the PHA has not reported Family
Unification Pre2008-MTW HAP costs in this section

Famidy Undfication Pra2008 - MTW 4 00 | 1w [ + - | 1000 s 1.000 |
e Pom——
-y . (== ——

Q™ e i Write comments here if you

D e O WU S WY W selected "Other™ j

- ooty i~ P PNy e
Family Unification Pre2008 - MTW (HAP)---Error HE112

Family Unification Pre2008 - MTW (HAP)---Error HE113 will display if the PHA does not have
a Family Unification Pre2008-MTW HAP program and the PHA has reported Family Unification
Pre2008-MTW HAP costs in this section

Parnily Unificatson Fred008 - HTW o|® | w [ (] 10 &

wa | s 1000 5| 1000 § 1000

Fuieme [e—

Wirite comments here if yvou
selected "Other"

s e e T R RTI TR  tlN g N i it

Family Unification Pre2008 - MTW (HAP)---Error HE113
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Family Unification 2008/Forward — MTW---Error HE115 will display if the PHA does have a
Family Unification 2008/Forward MTW program and the PHA has not

reported Family

Unification 2008/Forward-MTW leasing in this section

Family Unification 2008/Forward — MTW---Error HE115

Family Unification 2008/Forward — MTW- -- Error
HE116 will display if the PHA does not have a
Family Unification 2008/Forward MTW ——r3
program and the PHA has reported Family
Unification 2008/Forward-MTW leasing in this
section
e " you selected "Other™
Family Unification 2008/Forward — MTW---Error HE116
r 3
— = c e sl sl (:;ﬁ
s <
R S ———— eritetc?jn:\'g:hnts"here if you f
O e it ispbiol e SR W PN o s BEF o SENSDRSSINIINS © b ,_J

Family Unification 2008/Forward — MTW(HAP)---Error HE118 will display if the PHA does have
a Family Unification Pre2008-MTW HAP program and the PHA has not reported Family Unification
Pre2008-MTW HAP costs in this section

Family Unification 2008/Forward — MTW(HAP)---Error HE118



Family Unification 2008/Forward — MTW(HAP)---Error HE119 will display if the PHA does
not have a Family Unification Pre2008-MTW HAP program and the PHA has reported Family
Unification Pre2008-MTW HAP costs in this section

— Write comments here if
—— you selected "Other™

'—-J~—‘-‘*~*‘“"\\..J—""H_“-*é“‘\'f‘“ ’ML“\J"M‘MM\‘JHM#_I\ et Il il
Family Unification 2008/Forward — MTW(HAP)---Error HE119
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Non Elderly Disabled - Non-MTW--- Error HE121 will display if the PHA does have a Non
Elderly Disabled (Non-MTW) program and the PHA has not reported Non Elderly Disabled
Non-MTW) Ieasmq |n thls sectlon

eane omemers, o "Canes selected
Mo Elderty Desabed - Moa-HTW . L | 0o | s ? sl 1000 ¢ 1000 4
-
;

42 has no s ieased o fis Srme Write comments here if
= you selected "Other”

Non Elderly Disabled - Non-MTW--- Error HE121

Non Elderly Disabled - Non-MTW--- Error HE122 will display if the PHA does not have a Non
Elderly Disabled (Non-MTW) program and the PHA has reported Non Elderly Disabled (Non-
MTW) leasing in this section or the PHA is an MTW agency

Non Elderty Disabled - Ny TV w® | | n | 10s 0|2 ¢ 100 g 00 g 100 {
\ 2

"""" Write comments here if you
selected "Other"”
""',” i —p— #

Non Elderly Disabled - Non-MTW--- Error HE122

Non Elderly Disabled - Non-MTW HAP--- Error HE124 will display if the PHA does have a Non
Elderly Disabled (Non-MTW)HAP program and the PHA has not reported Non Elderly Disabled

Mon Liderty Duabled - Non-MTW P s 1000 4| 1000 4

R —— | \Nrite comments here if
you selected "Other"”

(Non-MTW) HAP costs in this section

Non Elderly Disabled - Non-MTW HAP--- Error HE124



Non Elderly Disabled - Non-MTW HAP--- Error HE125 will display if the PHA does have a Non
Elderly Disabled (Non-MTW)HAP program and the PHA has not reported Non Elderly Disabled
(Non-MTW) HAP costs in this section or the PHA is an MTW agency

Non Elderly Disabled - Non-MTW HAP--- Error HE125
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Write comments here if
¥ - Cmar you selected "Other"
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Non Elderly Disabled 2008/Forward — MTW---Error HE127 will display if the PHA does have
a Non Elderly Disabled 2008/Forward MTW program and the PHA has not reported Non Elderly
Disabled 2008/Forward MTW leasing in this section

'._,._‘.'!_’_.,," Diswiiied ZO08 Fecvmei > | I f 5 | s N ‘e

- iy oo ot ==

TR o HERIT 2 O Write comments here if you )
K Eoes T selected "Other” 2

Non Elderly Disabled 2008/Forward — MTW--Error HE127

Non Elderly Disabled 2008/Forward — MTW---Error 128 will display if the PHA does not have
a Non Elderly Disabled 2008/Forward MTW program and the PHA has reported Non Elderly
Disabled 2008/Forward MTW leasing in this section or the PHA is not an MTW agency

Piease, prowds Comment ¢ "Oiher” selecind

o I 5 100 % s sl s
tarmen \ T

Write comments here if
you selected "Other"”

teste: Please, prowide Commaent # “Orter” selecind

L= Lomwrt

Non Elderly Disabled 2008/Forward — MTW---Error HE128

Non Elderly Disabled 2008/Forward — MTW HAP---Error HE130 will display if the PHA
does have a Non Elderly Disabled 2008/Forward MTW HAP program and the PHA has not reported

N2 ey Drstins 7008 fermars > 17 [ 5 » o sl Tiel i
Lo -

g e — Write comments here if
Y130 - 3 - O you selected "Other”

T eyl Pl ot M B ciicap ot A w,.w"‘"-.\

Non Elderly Disabled 2008/Forward MTW HAP costs in this section

Non Elderly Disabled 2008/Forward — MTW HAP---Error HE130



Non Elderly Disabled 2008/Forward — MTW HAP---Error HE131 will display if the PHA does
not have a Non Elderly Disabled 2008/Forward MTW HAP program and the PHA has reported
Non Elderly Disabled 2008/Forward MTW HAP costs in this section

T Write comments here if -
e yvou selected "Other" P

TN i s M—ﬁbf‘wa\\/_\v\,\\_ﬁ_ﬁﬂ\fﬁ\ o ?‘M

Non Elderly Disabled 2008/Forward — MTW HAP---Error HE131
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MTW-Family Unification 2008/Forward HAP Expenses after the First of the Month---Error
HE133 will display if the PHA does have a Family Unification 2008/Forward HAP Expenses after
the First of the Month program and the PHA has not reported Family Unification 2008/Forward
HAP Expenses in this section

MTW - Farrely Urification 2008 Farmand F F
AP augares Star the Frst of B ? sl 5 3

B ———— Write comments here if
3 o i you selected "Other”

MTW-Family Unification 2008/Forward HAP Expenses after the First of the Month---Error HE133

MTW-Family Unification 2008/Forward HAP Expenses after the First of the Month---Error
HE134 will display if the PHA does not have a Family Unification 2008/Forward HAP Expenses
after the First of the Month program and the PHA has reported Family Unification 2008/Forward
HAP Expenses in this section

MW - Famdy U -f‘_gu‘ 008 Formard - ?
HAP expenaes aer the First of the § 100/ % °$ - |

Mot 3
e — m/

' - Seecienw Write comments here if you
el selecte "Other”

4 ‘\M o *‘::”‘MW LT

MTW-Family Unification 2008/Forward HAP Expenses after the First of the Month---Error HE134
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MTW - Non-Elderly Disabled 2008/Forward HAP Expenses after the First of the Month-
-Error HE136 will display if the PHA does have a Non-Elderly Disabled 2008/Forward HAP
Expenses after the First of the Month program and the PHA has not reported Non-Elderly
Disabled 2008/Forward HAP Expenses in this section

Puaase, orow vt f "Difuie™ fadincted

HE 150 - 1 - Prih s 10 e Tt S0 OF ot MPone £xDmnnes 1 1ty

Write comments here if
you selected "Other"

MTW - Non-Elderly Disabled 2008/Forward HAP Expenses after the First of the Month---Error HE136

MTW - Non-Elderly Disabled 2008/Forward HAP Expenses after the First of the Month-
-Error 137 will display if the PHA does not have a Non-Elderly Disabled 2008/Forward HAP
Expenses after the First of the Month program and the PHA has reported Non-Elderly
Disabled 2008/Forward HAP Expenses in this section

Nete: Plases, provds Comment & "(rhee” asiactad

Write comments here if
you selected "Other”

J‘j\m -v"‘_"'““"" "-\,.I":\.’" : - "\,j"-wf\-._)\-\._-a.-—.. il WMW::;’ /b
MTW - Non-Elderly Disabled 2008/Forward HAP Expenses after the First of the Month---Error HE137
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MTW - VASH HAP Expenses after the First of the Month--Error HE139 will display if the
PHA does have a VASH HAP Expenses after the First of the Month program and the PHA
has not reported VASH HAP Expenses in this section

TV - Yok e s st e s ? [ I |
e o e Mond $l ¢l ¥

—TT = r L Write comments here if you
selected "Other"

MTW - VASH HAP Expenses after the First of the Month---Error HE139

MTW - VASH HAP Expenses after the First of the Month---Error HE140 will display if the
PHA does not have a VASH HAP Expenses after the First of the Month program and the PHA

Mote- Hases, provide Comrment £ “Othar selectnd
tarn
MTW - VASH HAP Experaes sfter te ¥ | |

Frat of the Merith

Write comments here if
you selected "Other”

e m#rwf\mhmqu’hwﬁ"wx
has reported VASH HAP Expenses in this section
MTW - VASH HAP Expenses after the First of the Month---Error HE140

MTW - One year Mainstream HAP After the First of the Month---Error HE142 will display if
the PHA does have a One year Mainstream HAP after the First of the Month program and the
PHA has not reported One year Marnstream HAP Expenses in this section

ﬂ—“ﬂé—é—wj):ments here if

—— you selected "Other”

g _inpin g BN i i S AT

MTW - One year Mainstream HAP After the First of the Month---Error HE142

MTW - One year Mainstream HAP After the First of the Month---Error HE143 will display if the

Note. Paase, provde Commert d "0 selectnd
- —— — o e =i -
" st of the Mot
Lasareon L
;e e Write comments here if
you selected "Other"”

PHA does not have a One year Mainstream HAP after the First of the Month program and the PHA
has reported One year Mainstream HAP Expenses in this section



MTW - One year Mainstream HAP After the First of the Month---Error HE143
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MTW - Family Unification pre-2008 HAP After the First of the Month---Error HE145 wiill
display if the PHA does have an MTW Family Unification pre-2008 HAP after the First of
the Month program and the PHA has not reported MTW - Family Unification pre-2008 HAP

Expenses in this section

Mote: Pease, provde Comment ¢ “Other” sslecied

vm Family Undication pre-2008 HAP
Aéter the Frst of the Morth

a_ = : Err e  Write comments here if
) g%y T Mol &pen repo " (1]
T —— you selected "Other

Hf—ll‘ -0 'I’i"

MTW - Family Unification pre-2008 HAP After the First of the Month---Error HE145

MTW - Family Unification pre-2008 HAP After the First of the Month---Error HE146 will
display if the PHA does not have an MTW Family Unification pre-2008 HAP after the First of the
Month program and the PHA has reported MTW - Family Unification pre-2008 HAP Expenses in

this section

Note: Pagse, prowde Comement if “Ohe” selecied

et J [Did w9 L —
[e— Conmart pnr =
|
- o . Write comments here if

you selected "Other”

i Cortrrant if "0t selnciod

MTW - Family Unification pre-2008 HAP After the First of the Month---Error HE146

(FSS) Coordinator Expenses Covered by FSS Grant — Error HE026 will display when
expenses covered by FSS Grant are not reported and funding is available.

T M,‘ h...—.— i —_—— ____‘.\/“_}/_'_ i .
FSS Coordinator Expenses Covered by FSS —@
Grant . 10| = %

Write comment here if you ,f
selected "Other” o

w

**Error HED26: PHA has an active F55 program S R
but haz not reportec F55 expenzas Saact Bakay M :
Py

25 - FS5 pn not yat impiemant

HED2E - FSS program not yet implemented
HED2 - Otner [/
s M st BN T 9000 B N Commant ilashm i Nslaged AN M ean ptaaae

(FSS) Coordinator Expenses Covered by FSS Grant — Error HE026

NOTE: If the value of the (FSS) Coordinator Expenses Covered by FSS Grant field is not empty,
the PHA user will not be allowed to choose the "FSS program not yet implemented" option from

the drop down
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If the user selects “Other” as a option and has to write a comment, the Comment
field displays a pop-up message when data entered exceeds 255 characters

Manage PHA Data

Maonthly Voucher Data Validation ond Sava Pago

v VOMRhEr Eupe

\\”'\"-‘\.‘_/\.,’\,,'\,L A M M AL AL

e el Pl SECEI A, PO it Siith. S p——— R P

Voucher UML/HAP Hard Edit / Pop-up Message Page

P o

3.4.3 Cross Validation
If any of the entered data items fail validation, the following System Message will be displayed

at the top of the form warning you that there may be errors with the entered data. Explanatory
messages will appear under the erroneous fields.

Voucher Management System

Manage PHA Data

Monthly Voucher Data Vabdation and Save Page

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database

Bethiehem Housing Authority MONTH: October YEAR: 2012 VERSION: 10

ExecutiveSummary

S P yShidita Gach feld and cormact arrars

Voucher UML and HAP ———

A L 0 T B WY

Avg LML
Last 12 blosth

Ay UL
Year b Dute

HAP
Las Mosth

1 Vaar Marctréam

YA

? 1B | 3 ? 4 ol ¢
P A i Bl s e W ke Wy gt gy ,J‘-»__:J.’-—-—* U S

VMS System Message — Cross-Validation Error Message

Vouchers under lease on UML Avg UML Avg UML
the First Day of the Month Last Month Last 12 Month Year to Date

Lihgaticn

Escause you have entered »
slue in this field oL wit

snter & value greater than

VMS System Message — Cross-Validation Error Message
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Above are examples of errors found during the cross validation comparison of fields. For every
UML field that has a corresponding HAP field, if one contains an amount, they must both
contain amounts.

3.4.3.1 Fields Subject to Cross Validation
Every UML field with a corresponding HAP field is subject to Cross Validation error checking,
and vice versa. If an amount is present in one of the fields, an amount must also be present in

the corresponding field.

The fields subject to Cross Validation Error Checking are listed below:

Rental Assistance Component 1 (RAD1)
Rental Assistance Component 2 (RAD2)
Litigation

Homeownership

Moving To Work

One Year Mainstream - MTW

Family Unification - Non MTW

Family Unification Pre2008 - MTW
Family Unification 2008/Forward - MTW
Non Elderly Disabled - Non-MTW

Rental Assistance Component 1 (RAD1 - HAP)
Rental Assistance Component 2 (RAD2 - HAP)
Litigation HAP

Homeownership HAP

Moving To Work HAP

One Year Mainstream - MTW (HAP)

Family Unification - Non MTW (HAP)

Family Unification Pre2008 - MTW (HAP)
Family Unification 2008/Forward - MTW (HAP)
Non Elderly Disabled - Non-MTW (HAP)

Non Elderly Disabled 2008 Forward - MTW Non Elderly Disabled 2008 Forward - MTW (HAP)

Portable Vouchers Paid
HOPE VI
Tenant Protection

Veterans Affair Supported Housing (VASH)

Voucher

DHAP to HCV Vouchers Leased

All Other Vouchers

Total Vouchers

Portable Vouchers Administered (Port In)
5 Year Mainstream

Number of PBVs under HAP and not
leased with vacancy payment and
associated vacancy HAP expense

Expense Amount 1
Expense Amount 2
Expense Amount 3
Expense Amount 4
Expense Amount 5

MTW - Other - PHA to identify the type of
expense incurred Amount - 6

MTW - Other - PHA to identify the type of
expense incurred Amount - 7

Portable Voucher Paid HAP
HOPE VI HAP
Tenant Protection HAP

Veterans Affair Supported Housing (VASH) HAP
DHAP to HCV Voucher HAP

All Other Vouchers HAP

HAP Total

Total HAP for Portable Units Administered

5 Year Mainstream HAP

Number of PBVs under HAP and not leased with
vacancy payment and associated vacancy HAP
expense(HAP)

Expense Description 1
Expense Description 2
Expense Description 3
Expense Description 4
Expense Description 5

MTW - Other Comments Description (PHA to
identify the type of expenses incurred) - 6

MTW - Other Comments Description (PHA to
identify the type of expenses incurred) - 7

Page 53



Voucher Management Systems (VMS) User Manual

MTW - Other - PHA to identify the type of ~ MTW - Other Comments Description (PHA to
expense incurred Amount - 8 identify the type of expenses incurred) - 8

Disaster Families Assisted (UML) Disaster Families Assisted (HAP)
3.4.4 Save Data

After the Validation step, if the data passed all the validation steps, messages will appear telling
you that the data is valid and reminding you to save the data.

Voucher Management System :
M

anage PHA Data

Monthly Voucher Data Vabdation and Save Page i
Please enter data for the following manth. Voucher Expense Data is validated when it is saved to the database. (
Housing Authority of the County of Franklin MONTH: November YEAR: 2012 VERSION: 10 '\
|I|_Il!‘.l |1I,’-\IF' J
<
S i 3 = wald, and can bo saved r[
Other Income and EXpensss ——— (

bt b TSI i A P A st st U ™ ol e B sl ot et s W o

VMS System Message — The Tab is valid and can be saved
The “Save” button will then display

! Uncestrcted Net Assats (LUNA) a5 of the Last Day of the Marth w (
d
| Eash/tmvestmen as of the Last Bay of the Marth - Voucher Pragram Only $ @ *
- _ ¢
Vaidate || Sawe | Reset | Cancel F
\
i
— e R g eatn, st st gl o PP\ o ittt i il it P

VMS Data entry screen — Save Button

You may save your data by clicking on the “Save” button at the bottom of the tab. You should
always save it before continuing on to a different tab. When you save the data, the validation
logic is automatically triggered. If any other errors are found, the data is not saved, you must
correct the fields with error messages before any of the data on the tab will be saved. If you
sign out of the session before correcting the erroneous fields, all of the data you keyed on that
tab will be lost.

When all errors are corrected, the message below will display and you can move on to the
next tab.

Voucher Management System

Manage PHA Data

Monthly Voucher Data Validation and Save Page

Please enter data for the following month. Voucher Expense Data s volldated when It is saved to the database

MONTH: November

HOUSING AUTHORITY OF THE COUNTY OF BEAVER

YEAR: 2012 VERSION: 10

PHA, Info

e This tab w3 amved ScERFily

Other Income and Expenses ——

MAAL A A AN

I T e N T o T ST R e

VMS System Message — This Tab was saved successfully
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3.5 Point-of-Contact Pre-Population and Email Feature

The PHA Information Tab differs from the other data entry tabs in two significant ways:
1. Much of the data on this Tab is pre-populated.
e Initial HA information is supplied from the PIC database.
¢ PHA Contact Information is initially entered by the PHA user. Once PHA Contact
Information has been entered, it will stay, pre-populating the fields of this Tab for new
submissions until someone enters different information in the fields.
2. There are hyperlinks in the Program Area FMC and Program Area Field Office sections
of the Tab which help the user to draft and send an email to the FMC FA or Field Office
point of contact

The notations on the example screen below explain where the data comes from for pre-
populated fields. The PHA contact information can be changed by the PHA user. Once
changed, the data will remain and continue to re-populate the fields for subsequent months.

voucermansgementsysen .

Manage PHA Data

Monthly Voucher Data Validation and Save Page

Ty

Please enter data for the following menth. Voucher Expense Data is validated when it is saved to the database.
PaADDA

Allentown Housing Autharity MONTH: October

YEAR: 2012 VERSION: 10

Vaucher

LML/HAP A
———— PHA Contact Information ?
HA Number PAOS e i
R Allentown Mousing Authority dem——— Provided by the system
B

A FYE 08/ d———
Mama of H& Pownk of Contact Dariel Furrel ?q.._,________
Point of Contact Phone 10 439-8578 @— Entered by the PHA User

- ?:7

Point of Contact E-mail Address dfanell@alienicwnhous P

Mame of Autharized HA Official Daniel Farrell

L e AN

Official Housing Authority E-mail Address UserDl_PIM-NASS§huddev.gov ’ Frovided by the system
— Hyperiink =

Program Area Point of Contact - FMC

The Whito Housc

FMC Financiol Analyst

E-mal Addrees LearD] PIH-VMSFRUCCEY. OV ff—  Hyperfink
FA Phone Number
Ext.

Program Area Point of Contact - Field Office

Fiald Office Code AAPH ]
—
Field Office Name PHILADELPHLA HUE OFFICE of FProvided by the system
e
Field Office Poirt of Contact David 1GANArd
FO POC E-mail Addrass earh] FlH-yMsEhuddey ooy Hyperfink
FO POC Phane Number (218) 861-7610 o Provided by the system J

Ext.

REAC Technical Assistance Center

Technical Azsistance Center 1-EE8-245-2850

__\I'jl_datj | Rasat Cancel }
el Bl A, G b e oW r‘\‘ B

Pre-populated Point of Contact Fields and Hyperlinks

When you click on the Point of Contact FMC hyperlink, the following screen appears:
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(A similar screen appears for the Point of Contact Field Office hyperlink)

Voucher Management System —
POC: Send Email

Enter Sender's Contact Information

E Sender’s First Name:
Sender's Last Name:
Sender's E-mail: |

Recelver's Inforrmation:
/- Receiver's E-mail: User01_PIH-VMS@huddev.gov
Subject: - - - -
Message:
Back Resel | | Submit |

'\ e e \ T T Tk T W

P P R I L LSS Seanenr S0 g ot S S P ey L
FMC Point of Contact Email Page

This allows the PHA user to draft an Email to the FMC Point of Contact (POC) and have it sent.
The FMC POC User-ID is pre-populated. The sender fills in the rest.
The buttons at the bottom of the page are:
e Back: returns to the PHA Information Tab
¢ Reset: erases all data entered by the sender
e Submit: checks the message for errors. If no errors, the message is displayed for
review:

Voucher Management System

POC: Send Email

Q\|

Sender’s Contact Information

“ Sender's First Name: Ben :
Sender's Last Name: Tester J
Sender's E-mail: Ben@hud.gov 4

This e-mail will be sent to: User01_PIH-VMS@huddev.gov
Subject: Trial Message f
Message: This is the body of the message '

Back Send Email

&
g rTa— S r—l.\\ J M\._f'““‘“"hﬂ". — ' S _ Y e "“ s, Mdﬂ._')
Email message Review Page

The user can click “Send Email” to send the message, or click “Back” to return to the previous
page.
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3.6 Submit Monthly Data

After the data has been entered into the VMS system and everyone concerned is satisfied that
data is correct, you will need to submit the Monthly Voucher Data by opening the “Submission”
tab and clicking the “Submit” button.

Navigate to the desired month’s 52681-B form as described in the Manage PHA Data Section

4.1. Then click on the “Submission” tab button at the top, a two-part Submission tab will appear,
displaying Validation History and Submission History.

Voucher Manag it Syst

Manage PHA Data

012

MONTH: December

1 Valdation History
T ) o BT

ALTOONA HOUSTNG AUTHORITY YEAR: 2

Corrected Date/ Time I

FORM Voucher UML and Hap | DIAP to HOV Voucher |, MOO300: FIRST - MOO3I00 LAST - wms | 06/05/2013 11:58:47 MOO300: FIRST - MOO300 LAST - vms | 06/05/2013 11:58:47 #F
FoamM Voucher UML and Hap | DHAP [0 HCV HEQ30 - Other :test | MOD300: FIRST - MOO300 LAST - vms | 06/05/2013 11:58:47 | MOO300: FIRST - MOO300 LAST - wmes | 06/05/2013 11:58:47
S Vouchers Leased ! 030 003 5 s 5 31 003 03 5 = /2013 11:5

FORM Youcher UML and HAP | Tenant Protection 3 MO0300: FIRST - MOO300 LAST - vms | 06/05/2013 11:58:47 M00300: FIRST - MOO300 LAST - wns | 06/05/2013 11:58:47 ‘
FORM Youcher UML and HAP | Tenant Protecbon HAP | HEQLS - Other (test MO0300: FIRST - MOO300 LAST - vms | 06/05/2013 11:58:47 MOO300: FIRST - MOO300 LAST - vms  06/05/2013 11:58:47

1t Subsmission Mistory

"TAARAL, A

DRA MO0300 SYSTEM
&
-
&
*
€
-
T ! a J
Multipla Prnt Print Screan | | Submd | | Cancel {
mwg
£ -"‘ 1 Hausing and Urban Davsloament (HLD)
“I i 4517 mSnmS\\ Washington, O 2041 2y Py
F IO S o) n,m)':..zn..;a:u‘_b sl il i W gt TN it sl W M s

VMS Submissions Tab

Click on the “Submit” button at the bottom of the screen and the following screen will display:

Voucher Management System
Manage PHA Data

Monthly Voucher Data Validation and Save Page

LA,

PAOZL ALTOONA HOUSTNG AUTHORITY MONTH: Nowember YEAR: 2012
* Deta Ingut xR -
» Status Chacking Fomm 52681-8 Action; Cancal bt | | Print Format
Mota: Lsar can raviaw any tab by chokng on the tab. Aftor revie Thok on tha” 5 Tab" to complate sub
Gemerate Reports - - it - e -
'v" P A e gt e __-’-# — il -_j e, -'.-_,‘__“,"'"‘_._’f ”~ _"I‘---rr"‘-

VMS Submissmns Screen
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Press the “Submit” button on this screen. The system will display a blue window requesting that
you certify that the submission data is correct, and complete, and that it does not contain as an
expense Portability payments from another Housing Authority.

Voucher Management System
Manage PHA Data

Monthly Voucher Data Validation and Save Page

Manage PHA Data

= Cnter PHA Dota Tabs

MONTH: November

ALTOONA HOUSING AUTHORITY YEAR: 2012

PMC

* Data Inpet
* States Chacking Form 52681-8 Action — = P —

Note: User can review any tab by chcking on the tab. Al rwz;.gewmww - [ ==Y

g ot Saterant
By cul

Gonarate Reports

Exit VM

O Cancel

AR AN A A Sy, vy 4 g A

P e il v R N I I LTI S S ¥ ' o ot

VMS Certification Message Screen

By clicking on the “OK” button, you are certifying the accuracy of the monthly submission. If you
are not sure the document is ready to be submitted, click on the “Cancel” button, and you will be
returned to the previous screen.

If you pressed the “OK” button, and if your Monthly Submission passes a final validation check,
the following screen will display. At the top will be a System Messages window with a message
stating that the submission process is complete, and that the Voucher data was successfully
submitted.

Voucher Management System
Manage PHA Data

Manthly Voucher Data Validation and Save Page

VouCher 0ata was successfully submitted, Fa Approval Regquined

MONTH: November

ALTOONA HOUSING AUTHORITY YEAR: 2012

« Dataln
i Income/Expenses Disaster LMLHAP

ExecutiveSummary
= Status Chackisg

Ganerate Roports Fanm 52681-B Actian: Cancel Pont Foemat Continue

Exit VME
Mote: User can review amy tab by cicking on the tab. After review, user can click on the” Submission Tab® to complete submission

L\‘\.‘,‘\'\\-\i\“.ib-‘-\

il et B A HT Tl i, P il N s AP it ittt o eib, e et A

VMS System Message — Submission completed

Press the “Continue” button to return to the List of Submissions page.

You may press the “Print Format” button if you wish to print the submission data, after you
have received the window confirming that your submission was successful.

If you pressed the “OK” button, and if your Submission did not pass the final validation check,
the screen below will display. The System Message at the top alerts you that the submission
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process was not successful, and instructs you to return to each tabbed page to correct errors
and re-validate the page.

Homes &
Communities Voucher Management System

Manage PHA Data

Monthly Voucher Data Validation and Save Page

Svstom Messages |

Please validste sach TAD and conrect srrors

PADODA Allentown Housing Authority MONTH: January YEAR: 2013

* Status Checking

Cmerate Reports Ferm 52681-B Aznent Cancal || Subml Pt Fomat
[

Mate: Uzer can review any tab by clicking on the tab. Afber review, uzer can click on the” Submiasion Tab" to complete submission

Bt gl i, . g I r._l" — Y o W ) PR TR Y U S

VMS System Message — Validation Error

Click on the “Cancel” button. You will be returned to the List of Submissions page.

Voucher Management System
*
Manage PHA Data (
LY
List of Submissions \
PHA Code PADDA ‘f
PHA name A Housing A y
FYE 06/30 ,
Month Status Last Updated By é
February 2013 Not Entarad /
January 2013 Saved ;iR:_Iu. ;fﬂu..f.iu LAST - vms
December 2012 Submitted - Hard Edit Approved ’;Ti:r\! ;;"";’“ LAST - vms ;
: ]
Movember 2012 PMC - Submitted Eiﬂi:'ll- :J;.JO‘EJBCIC LAST - vims ;
October 2012 Submitted - Hard Edit Approved ;L"i:’j ;“a“j";s“ LAST - vms
| 2017 b’
September 2012 Submitted f;s{t};itacrg:l, ;gftz.‘lame Unavailable #
R i - First Name, Last Name Unavadable r
i a B n et | JCARETIUG s P e guin g g P GO . e —

List of Submission Page

If you discover that the data is incorrect before submitting the month, you can cancel the
process. Scroll down to the bottom of the Submit Month page and click the Cancel button. You
will be returned to the List of Submissions page. Status for the cancelled month submission will
not change. If data was previously saved, status will be “Saved”, if data was not saved, status
will be “Not Entered”

If PHA has additional months to submit, they would continue with the Submit Month process
until all months have been submitted successfully and display "Submitted” or “Submitted — Hard
Edit Approved” in the status column.

NOTE: A PHA cannot submit subsequent months until the prior month is actually submitted and
accepted by HUD
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NOTE: Once the Month is submitted and accepted by HUD, the PHA can select another month to
enter, edit and submit data available, otherwise the user can log out of VMS (Section 2.4) if
finished with the transaction.

The PHA should notify the FA when a monthly submission with a “Pending Hard Edit status” is
made. The Financial Analyst will then access the PHA’s submission, approve or disapprove the
submission, and trigger the automatic notification to the PHA.

APPROVED SUBMISSION: Approval will trigger an ‘approved email notification’ to be sent to
the PHA. The FA can notify the PHA why the submission was approved by entering comments
in the comment field of the Review and Approval page. These comments will be included in the
email notification. An approval means the submission for that month is completed.

DISAPPROVED SUBMISSION: Disapproval will trigger a ‘disapproved email notification’ to be
sent to the PHA. The FA can notify the PHA why the submission was disapproved by entering
comments in the comment field of the Review and Approval page and this would be included in
the email notification. The PHA will have to edit the original submission, resubmit/correct the
data, and notify the FA of the resubmission.

NOTE: An approval or disapproval on a submission by an FA will trigger an email notification
being sent to the PHA. The email notifications are sent from the VMS automated email system
which is not monitored for responses. PHA users should not respond to this email notification.
Please contact your FA directly if you have questions. The email notification contains the
following: PHA Number, PHA Name, Contact Point and Submission Month and Year and will be
sent to the Point of Contact email address and CC to the official email address on Form 52681-B

If a submission is disapproved by the FA and the PHA resubmits the form without making
any change to the original submission, a popup warning message as below will display

-+

Housing Authorily of the Counly of Kern HONTH: December b

| Gancel | | Submit | | PritFaima (

Note: User can review amy tab by cicking on the tab, After review, user can cick an the” Sbal e o cppae == +
e Mo PHEA dists b been resiseck: o you st want to submit? &

oK Camcal (

L Y I At NP e S SRR o i " P VN Iy R v ™ . ..,f

Press the “OK” button on this screen. The system will display a blue window requesting that
you certify that the submission data it is true, correct, and complete, and that it does not contain
as an expense Portability payments from another Housing Authority.
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Homes &
Communities Voucher Management System

Manage PHA Data

Monthly Voucher Data Validation and Save Page

PAD31 ALTOONA USING AUTHORITY MONTH: November YEAR: 2012

. Back b0 DERVICUS Da08

Form 52081-8 Action: Cancel | | Submit Prind Formal

Nots: Liner can review any tab by chcking on the tab. af

ok | Canid

ATV AN A NN g g 4 o A

PR e s U R L S R R T T el o ST SRR R N

VMS Certification Message Screen

If you pressed the “OK” button, and if your Monthly Submission passes a final validation check,
the following screen will display. At the top will be a System Messages window with a message
stating that the submission process is complete, and that the Voucher data was successfully
submitted.

3.6.1 Validation History

The Validation History section of the Submission Tab will display Hard Edit validation for the
Form and a Prior Month Correction (PMC), a column on the far left identifies a Form or
PMC Hard Edit

== Validation History

i ther -UAT

-»
PMC Vioucher UML and HAP HAP Total 2 MOO300: FIRST - MOO300 LAST - vms 06/03/2013 14:50:58 MO00300: FIRST - MOO300 LAST - vms 06/03/2013 14:50:58 :f
pMC Vouchar UML and HAP wf::‘a To MOD300: FIRST - MOO300 LAST - wns | D6/03/2013 14:50:58 MO0300: FIRST - MOD300 LAST - vms  D6/03/2013 14:50:58 l
PMC Voucher UML and HAP C{r:‘a‘l’llz?lr.[[-'a MOD300: FIRST - MOO300 LAST - vms D6/03/2013 14:50:58 MO0300: FIRST - MOO300 LAST - vms 06/03/2013 14:50:58 {
PMC Voucher UML and HAP l‘:;:::lf'-"'s MOD300: FIRST - MOO300 LAST - wns 06/03/2013 14:50:58 MO0300: FIRST - MODI00 LAST - vms D6/03/2013 14:50:58 f
FORM Voucher UML and HAP ;:I:::::Il"-nil\ MO0300: FIRST - MOD30D LAST - vms D6/03/2013 14:05:30 MDO300: FIRST - MOO300 LAST - vms 06/03/2013 14:05:30 | 1
5 Year & r
FORM Vouchar UML and HAP Mainstream - = MO0300: FIRST - MOD300 LAST - vns D6/03/2013 14:05:30 M00300: FIRST - MDO300 LAST - vms | D5/03/2013 14:05:30
HAP a
DHAP to .
FORM Voucher UMLand AP BCV | HECLLDiher MOD300: FIRST - MODI00 LAST - vims| 06/03/2013 14:05:30 | MDO300: FIRST - MOO300 LAST - vims| 06/03/2013 14:05:30 | .
S S oo PGP = Py W ST P Y

Validation History Screen—Form/PMC Column

|

NOTE: Form refers to the original submission
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The Drop Down Selection column displays hyperlinks

Validation History Screen—Form/PMC Column

Click on the hyperlink to display a description of the Hard Edit.

:z Vahdation History -
PMC Voucher UML and HAP HAP Total MO0300: FIRST - MOO300 LAST - vms | 06/03/2013 14:50:58 MO0300: FIRST - MOO300 LAST - vms | 06/03/2013 14:50:58 (
PMC Voucher UML and HAP :L.?’Tq b HEQOQ2 - Cther :T MO0300: FIRST - MOD300 LAST - vms  DG6/03/2013 14:50:58 MODO300: FIRST - MDO300 LAST - vms | D6/03/2013 14:50:58 ‘
PMC Wouches UML and HAP &‘3‘;":?“;[3 MO0300: FIRST - MO0300 LAST - vms | 06/03/2013 14:50:58 MO00300: FIRST - MO0300 LAST - wms| 06/03/2013 14:50:58 {
PMC Voucher UML and HAP Egt::lrwrg MO0300: FIRST - MOD300 LAST - vms. DG/03/2013 14:50:58 MDO300: FIRST - MD0300 LAST - vmns | D6/03/2013 14:50:58 r
FORM Voucher UML and HAP E‘;EN‘ m MO0300; FIRST - MO0D200 LAST - vms | 06/03/2013 14:05:30  MO0300: FIRST - MOO300 LAST - vms  06/03/2013 14:05:30 !
5 Year "
FORM Voucher UML and HAP Mainstream MO0300: FIRST - MOOD300 LAST - vms | D6/03/2013 14:05:30 MO00300: FIRST - MDO300 LAST - vms D6/03/2013 14:05:30
HAP }
DHAP to "
FORM Veucher UML and HAP Ggl\jcher T 1 :_“_' 7 II_ MOO0300: FIRST - MOD300 LAST - vms DG&/03/2013 14:05:30 MOO300: FIRST - MDO300 LAST - vms| D6/03/2013 14:05:30 ,?
W et e B e W G W iy -+ =4 ’“W‘f—,—f"“““‘-*«f)

Validation History Screen—Hard Edit Error Message

¥

Form/PMC | Er Drop Down Selection Entered Date/ Time | Corrected By User ‘
PMC Voucher UML and HAP HAP Total | TERZD-OHMECUAT | M00300: FIRST - MDO3DO LAST - ums 06/03/2013 14:50:58  MOD30D: FIRST - MDO300 LAST - vms 06/03/2013 14:50:58 j
PME Voucher UML and HAP e omwboss e TR Jo LAST - ums | 06/03/2013 14:50:58 | MO0300: FIRST - MDO3DO LAST - vms. 06/03/2013 14:50:58 [§
PMC Voucher UML and HAP D bt Aty sl st e el LAST - vms 06/03/2013 14:50:58 MOD3I00: FIRST - MDO3DO LAST - vms 06/03/2013 14:50:58 }
PMC Voucher UML and HAP BT 10 LAST - vms 06/03/2013 14:50:58 MOD300: FIRST - MOO300 LAST - vms | 06/03/2013 14:50:58 ;
FORM Voucher UML and HAP (5] Jlo (AST - ums 06/03/2013 14:05:30 MOD30D: FIRST - MDI300 LAST - vms 05/03/2013 14:05:30 é
FORM Vaucher UML and HAP MO0300; FIRST - MDO300 LAST - vms | 08/03/2013 14:05:30 MOO300: FIRST - MOO300 LAST - vms 06/03/2013 14:05:30 )
FORM Voucher UML and HAp | HEV. ; AT M00300: FIRST - MOO300 LAST - vms | 06/03/2013 14:05:30 MOD3I0D: FIRST - MDO3ID0 LAST - vms | 06/03/2013 14:05:30 ¢
»-.,.,__._J N e '“ A sl P s et S el Attt _,")

3.6.2 Submission History

The Submission History section of the Submission Tab will display the latest status per item for
PMC as a hyperlink

:: Submission History

(st 16— sttun cose |

Status Description

B Updsted Dte/Time
5/14/2012 10:14:31

4

L]

o

189020 PHs A HVMS00 SYSTEM 2 \

189020 S PMC - Anproved *Maving Ta Viotk HAP HVMS00 SYSTEM 310:14:31 3
189020 PMS PMC - Submitted *Cormm HVMSO00 SYSTEM 14 ¥ 4656

189019 AHE Hard Edit Approved HVMS00 SYSTEM 43;53

189019 PHE Pending Hard Edit HVMSO0 SYSTEM 23:05

189019 AHE Hard Edit Approved HVMS00 SYSTEM 43.54 \
169019 DRA Saved HVMS00

Submission History Screen
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Click on the hyperlink to pull the PMC status report by the assessment related to the link.

.
Voucher Management system

Prior Month Correction (PMC)

Housing Authority of the County of Kern

A Ay

mmm-mm_ -

CAQO8:201211:05/14/2013 10:14:3] Voucher UML and HAP Moving To Work 10 PMC-Approved
2 CADOR 201211:.05/14/2013 10:14:31 Voucher UML and HAP Moving To Wark HAP 10 PMC-Approved
3 CAQOR; 201211.05/14/2013 09:46;56 Additional Expense/Comments Comments See detail PMC-Submitted

+
&
Return Print ;
I el o o A "w—'“‘\.br'm‘**-___.#—‘m-’\ o s ggpinnn i I ot A e,
PMC Status Report Screen

Click on the Record Id link to display the item detail as seen on the screen below.

Voucher Management System

Prior Month Correction (PMC)

Housing Authority of the County of Kern November 2012

Tab Selection Field Selection Frior Amt Adjustmaent Amt Currant Amit

Adjustmant Amt Current Amt

-
s J
T
5

PHA Justification

R e T ’ & m;.—,_\ﬂ__,-. r“‘__r-"*m-&ﬂlwﬂ- rM\}\,-ﬁ\_\ -
Prior Month Correction- Details Screen

3.7 Print Monthly Submission

All PHA users may View/Print Monthly data regardless of whether or not the month has been

submitted. The Read-Only HUD users can only View/Print submitted monthly data.

There are a number of print options, outlined below:

3.7.1 Individual Tab Prints

Each of the 5 data entry tabs has a button at the bottom to print that tab only: The data of the

entire Tab will be formatted into a PDF report, which can be saved or printed. Prior to creating
the report, the Tab must have first been validated and saved.

Below are an example of a Tab print button and the PDF format print of that entire Tab
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Portable Units Administered @ || | | s @

Number of Vouchers Covered by 2 I I
Project-Based AHAPs and HAPs |

S Year Mainstream 53 @ I ]

Form 52681-8 Action: | Validate || Save || Cancel |[ PrintFormat |

b t S
UML and HAP
PHA cross | N‘E I Canton Housing Authority m Oclober 2015
LIML Last Month Avg LML 12Ma Avg UML YTD 3 HAP Last Month Av HAP 12 Mo Avg HAP ¥YTD

Vouchers under lease on the First Day of the Month

[Rental Assstance Component 1 (RAD1) o 0 0 50 30 50
[Rental Assistance Component 2 [RADZ) o 0 0 50 30 50
Litigatian 100 100 v 70 51,000 $1,000 775 ST00
Homecwnership 100 100 100 100 51.000 51,000 $1.000 $1,000
Mew This Month 0 0

Moving To Work 00 100 £ u 51,000 $1.000 341 144
(One Year Mamstream - MTW 100 0 0 $1.000 50 0
[Fanly Unification - Mon MTW 100 0 0 $1.000 30 50
Farly Unification Pre2008 - MTW 100 0 0 $1,000 30 50
[Family Unification 2008/F orward - MTW 0 0 0 0 0 w0
[Non Elderty Disabled - Non-MTW 100 ] 0 £1.000 30 0
m&m Dissablod 2008 Forward - i 0 o 50 0 0

PDF Format Report of Voucher UML & HAP Tab

3.7.2 VMS Additional Expense/Comment Print Page

The complete comments entered in the COMMENTS field on TAB 3 (Expense/Comments) or
comments entered in the PMC Comments/New Adjusted Value Field will display on the PDF print
version when user clicks on the Print button
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Additional Expense | Comment

3 Descnption
Expense Amount 1
Expense Amount 2
Expenss Amount 3
Expenss Amount 4
Expensa Amount &
Ay~ e
Ameunt - 8
MTW - Other - PHA 1o ideniy the type of sapenss ncurmes
Amount - 7
MTW - Other - Mbuuwmwdnmm 1
Amount - 8
Comments
HVMEDD 03152017 11:20-58-Public service 15 a calling ach of has o d your p . [ves io through your daily hard work and dedication D serving the Amarican pecple. Through countiess ways
mﬂmmmhﬂmmnmmdﬂmﬂmﬂdmnmhyummhmmmhmdemmmmﬂmrﬂnm
o your individual 3nd our weork s 10 the fves of Americans and the wel-being of our country. The Secrstary and | thank you for your senvios to our country and the mission of our Deparment
Publie senvice = 3 caling that sach of you has dedicated your professiona ives o threugh your daly har work and dedication 1o serving he Amencan people countiess ways milons of Amencans have
mmmamnmmﬁﬂmwwnawmmvmmmMnmummﬂwpmww phease refiect on how important your
indnidual and our collective work is to the bves of Amencans and the wel-being of our country. The Secrstary and | Iw!vwhmmwurmwwhmdu&m Pubiic service 53
caling that sach of you has cedicates your professional fves o frough your dady hard work and ] mwmmmdmmmmm
devoton to the masion of HUD and we are af indebied ©© you for your treless servioe. Mumhhl\dﬂuﬁ.ﬁcmhﬂmﬂl&pﬂnﬁ:lmm P i and our i
mumumdmmhﬂm»gdmmThe.:euunmdIMmhmmlnumﬂﬁmdmwnﬂ:mmaaﬂmmmm’mm
dedicated your professional fves to through your dadly hard work and dedication to serving the Amescan peaple Through countiess ways millions of Americans have benafited from your devotion to the mission of HUD
and we are all ndebted 10 you for your bredess senvice. As we come 1o the end of our Fublic Service wmmmmm P your and our coll work = to the bves of Amencans

avdtwweﬂ-tmvofnrmm The Secretary and | thank you for your sennce io our country and the mession of owr Depariment. Public senece s 3 caling that each of you has dedcated your professonal bves in
Frough your daiy mwﬁwmnmﬂummThm.d\wﬁuiwnivmi#lﬂmhnmhnmmwhmswd'l-w-ﬂwndwmdbmtr
YOur Treiess sEnvoe. As we come 10 the end of our Puliic Servies Recogniton Weelk pisass reflect on b L and our work 5 10 e fves of Amencans and ©w well-beng of our country
Tha Secretary and | thank you for your sanvice 10 our couniry and the mason of our Department MWuammmdmmmemwaﬂ!mmw
dedication 10 serving the American people. Thrumhmlﬂﬂmmdmmmhnmmnhmdmwnmdmnmhmm“ As we come

o the end of our Public Sensce Recopniton Week please refiect on b your dua and our cols Ma»umumnnmdum The Secretary and | thank you for
mmuwmmﬂhmu‘mﬂmHumbumdw%&mﬁm&m“mu&dmmwmw collectve work = to the lives of
Amencans and e well-being of all groups.

VMS Additional Expense / Comment Print Page

3.7.3 Individual Submission Print

To generate a printer friendly version of an individual submission, click on the “Updated
Date/Time” link for that submission in the bottom section of the Submission Tab:

r

:: Submission History

-
|
‘ 1965954 AHE Hard Edit Approved HYMS11 SYSTEM D4/0452013 13:29:22

196954 PHE Pending Hard Edit MOO300 SYSTEM D4/04/2013 13:27:31

| 196954 RVS Revised MO0300 SYSTEM D4/04/2013 13:27:30

1896553 DHE Hard Edit Disapproved HYMS11 SYSTEM 04042

13:24:24 f
| 196953 PHE Pending Hard Edit MOD300 SYSTEM 0470472013 13:21:1, L
186553 DRA Saved Mo0300 SYSTEM 04/04/2017 13:14:00 )

|
I‘r...._....x_..,,..\ e T T L I P PN S S L ey

Click on “Updated Date / Time Link
Of Submission Tab — Submission History Section

A PDF multi-page report of the entire submission will be created. You may save or print this
report.

Page 65



Voucher Management Systems (VMS) User Manual

- ' “"‘r\ ‘M—«..‘.r\\-\
Multi-Page PDF Report o

Voucher Management System
Monthly Submission with Archived Data
le i [..f.’",.‘:[ Allentown Housing Authority uunm;wl January 2018
Submission Date: own20018 112y | V122018 11:2390
Submission Status Saved Saved
Voucher UML and HAP
Units
Rental Assistance Component 1 (RAD1) b 33
Rental Assistance Component 2 (RAD2) 123 123
Ltigaton
Homeownership
MNew This Month
Moving To Work 12 123 .
One Year Mainstream - MTW 12 123
Family Unification - Non MTW 123 123.
Family Unification Pre2008 - MTW 13 13
Family Unification 2008/Forward - MTW 13 122
Non Elderly Disabled - Non-MTW 12 123 .
MNon Elderly Disabled 2008 Forward - MTW 13 122

3.7.4 Multiple Submissions Report

faSingle S

S Y o Y

ubmission

\'\u-"\., L W "\q ’\..4‘,_ Y SN W LY

To print multiple submissions reports, click on the check boxes for the desired submissions in
the bottom section of the Submissions Tab, and click on the “Print Multiple Submissions” button
at the bottom of the tab.

:: Submission History

Status Code

196954
196354
196954
196953
196953
196953

et g Sl AWy, i gt ety Pt g gt s pavnnss, ol i gperae

Select Check Boxes and Click “Multiple Print” Button

Status Deseription

Hard Edt Approved

Pending Hard Edit
Revised

Hard Edit Disapprowed

Pending Hard Edt
Saved

HVYMS11 SYSTEM
MOa300 SYSTEM
M00300 SYSTEM
HVMS11 SYSTEM
MOa300 SYSTEM
MO0300 SYSTEM

ey MultiploPrint | | Print Scroen | | Cancel

Updated Date/Time

[+ 13:29:22

1
1 | 04/04/2013 13:27:31
: 1 Q47042043 13:27:30
| 04/04/2013 13:24:21
S| 4042013 13:21:12
1

040472013 13:14:00

\/\\.4 L WO W W W " Y )
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Voucher Management System

Multi Submission PDF Report showing 3

Submissions 3.7.5 Submission Status PDF Report

Monthly Submission with Archived Data
A3 Canton Housing Autnorty Monthyea | Oclober201s
Submission Date: D4/01/2018 1011 040172018 10:11:07 DAOV2018 101107
Submission Status: Saved Saved Saved
Voucher UML and HAP

Units
Rental Assistance Component 1 (RAD1)

- Rental Assistance Component 2 (RAD2)
Litigation 100| 'W. 100
Homeownership 100 00 tm.
New This Month ‘ .
Mowving To Work 100/ 00 h rm.
One Year Mainstream - MTW 100) 100 100
Family Unification - Non MTW 100) 100 100
Family Unification Pre2008 - MTW 100 -m. 100
Family Unification 2008/Forward - MTW [ o [ o.
Non Elderty Disabled - Non-MTW 100 '00. 100
Non Elderty Disabled 2008 Forward - MTW .

Page 1of 13

MMM.M~_,WWJWM iy B\ e P,

|
,J

You can print the Submission Validation History and Submission Status Tab in the same way
that you printed the individual data entry tabs, by clicking on the “Print Screen” button at the

11 Submission History

Assm 14 Status Code Last

196954 AHE Hard Edit Approved
196954 PHE Pending Hard Edit
196954 RVS Revised

196953 DHE Hord Edit Disapproved
196953 PHE Pendng Hard Eda
156953 DRA Saved

e T B il 2P e el g N HT i N ol s e B gt i s

Ipedated By | Updated User Name
HVMS11 SYSTEM
MO0300 SYSTEM
MOO300 SYSTEM
HYMS11 SYSTEM
MO0300 SYSTEM
MO0300 SYSTEM
Multiple Print Print Screen Cancel

13 13:24:21
04/04/20313 13:21:12

04/04/2013 13:14:00

VMS Submission Page — Print Screen Button

El | updated Date/Time

\\_\‘,»u,-\...u LSSe

s

bottom of the tab:
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Voucher UML and HAP

Voucher UML and HAP 5 Vear Mansiream HA® HED23 -
Voucher UML and HAP Family Unification Fre2008 - MTW HED3E -
Voucher UML and HAP Family Unfication FreZ008 - MTW (HAF) HED3T -
'Voucher UML and HAP HAP Tatal HED20
Voucher UML and HAP Total Vouchers HEDOE
Voucher UML and HAP MMIS At Supooring Poung (AN | | WG
'Voueher UML and HAP Veterans Afiar Supporied Housing (VASH) | yeng7 . Other Test

PDF Version of Submission Tab
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4.0 PRIOR MONTH CORRECTIONS
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4.0 PRIOR MONTH CORRECTIONS

If you have one or more corrections to make to prior month submissions, you can link to this
function from the VMS Home Page, in order to make one or more field corrections for one
reporting period or for multiple reporting periods, at one setting, and to obtain FA approval in an
efficient process.

You are not allowed to alter submissions with status “Submitted”, “Pending Hard Edit”, “Hard
Edit Approved” (completed submission) in any other way than the PMC process. You can only
view and print completed submissions via the “Enter PHA Data Tabs” link.

PHAs should enter adjustments/revisions as they are discovered to ensure accurate data is
available at all times for utilization and budget projection purposes. PHAs should not wait until
the end of the year to make corrections.

4.1 Entering the Correction

At the VMS Home Page, Select “Prior Month Correction PHA — Data Input” on the left navigation
menu:

Homes &
Communities Voucher Management System
15 0

Home Page

Hallo, FIRST - MOOJ00 LAST - vms
(1f you sre not FIRST - MOD300 LAST - vms . please log out by going te this link immediately and call the TAC st E88-345-4850.) N

§_
?
J
7

Message of the Day
This is to test the VMS Mezsage of the Day. Test Cycle (TC) 5 is now open and ready for user Testing

Voucher for Payment of Annual Contributions and Operating Statement
Housing Assistance Payments Program

* Data Input

Supplemental Reporting Form

* Statwe Chooking OME Agproval N 2577-0169

= — Pl eporting burden for this collection of information is estimated to average 1.50 hours per response, including the tme for reviewing

Cuenerate Repurts INSeructi searching existing data sources, gathenng and maintaining the data needed, and completing and reviewing the collechon of

Fuit VMS information. ency may not conduct or sponser, and you are not required to respond to, a collection of information unless that collection
displays a valid OM| trol number. Autherity for this collection of information is the Heousing and Community Development Act of 1987. Housing
Agencies (HAs) required t jntain financial reports in accordance with accepted accounting standards to permit timely and effective audits. The
financial records identify the am of annual contnbutions that are received and disbursed by HAs. Responses to the collecbon of information are
required to obtan a benefit or to retd benefit. The information requested does not lend itsslf to confidentiality.

To continue, please click a link on the side menu.

T i R Y o o T o SPRp P i S,

VMS Home Page

If you have a single PHA associated with your User ID, you will go directly to first PMC Data
Entry screen (4.1.1 below)

A user with multiple PHA Codes either enters the desired PHA code directly in the first box, or
selects the state code from the drop-down menu, selects the PHA name from the next drop
down menu, and then clicks “Go”.
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Homes &

Voucher Management System

Prior Month Correction (PMC) - Data Input

Please type the PHA Code:

Please select the state to which the PHA belongs: FA -

Reset | [Gol ‘—Qf

3
:
\‘V\-....-.\H-ﬂ..‘ e T T R

A bl B it e i gl snmn gy gt B PO ST
Users with Multiple PHA assignment, selection screen

L=
o r Management System

Prior Month Correction (PMC) - Data Entry J
e ¢
- {

° }

e P e ——— e P T . APl A el

FPHA Selection Trom State Code Screen

4.1.1 PMC Data Entry Form

Initially, the Data Entry screen for Prior Month Corrections allows you to select the Submission
to be corrected, by selecting the Year and Month from drop-down lists. If the date you select
does not have a completed Submission, you will receive an error message, as displayed in red
below.
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e e e .
Prior Month Correction (PMC) - Data Input

PAOD4 Allentovin Housing Authority

Field Selection

Tah Seleciion

Sorry, no voucher data has been submitted for this reporting period. PHA must enter monthly submission in the Manage PHA module or select another month

Ext PMC |
WW#JW
PMC Data Input Screen

When you select the Year/Month for a valid Submission, then the Tab Selection and Field
Selection Drop-down menus will be highlighted so that you can select the Field to be corrected
and Tab where it is located. When you select a Tab, the Drop-down menu for Field Selection
will contain just the fields for that Tab.

Prior Month Correction (PMC) - Data Input

PADDA Allentown Housing Authority

Fiald Selection

* Data Input
* Status Checking

Comerate Reports.

and Urtan Dyvalopment (HUD)

Exit VS  OC 20410

A
v

above
15 25 of the lesl day of the monath

i
|
2
§

The White Housc

P, i PP f“’““-—w‘_’_ﬂ*—““"‘"-._‘_’__j"‘“‘ m\,&vfwﬂn“uﬂ\ﬁ';f-—/m“y—maf
PMC Data Input Screen

Once you have selected the field to be corrected, the Data Entry Form will display the
Correction fields and a PHA Justification field on the form. If the field to be corrected is
anything except a UML/HAP combination, the Form will look like the one below, with New
Adjusted Value equal to Old Value, and Difference in New to Old Value field equal to zero. The
Old Value and Difference fields cannot be modified. They are generated by the system.
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voucher tanagementsysien.—

Prior Month Correction (PMC) - Data Input :

Canton Housing Authority

* Review and Approve Tab Selection Field Selection
i Hard Edits Tabs w2015 | Additional Expense/Comments | Expense Amount 1 o
X EXPENSE AMOUNT
P Mew Adjusted Value Oid Value Difference in New to Old Value
S $ Nl ]
* HE Approval iy PHA DESCRIPTION

* HE Approval iy FA

= New Adjusted Valus Oid Value
Ademindslor Vs
Conmeate Heports

it M

MAMAPAAAAA N AN AN

[Reset | | validat | | ExtPMC | J
B R S NP S W P VW o o SERE B P R T TP

PMC Data Input Screen

The PHA Justification field at the bottom, maximum size 4000 characters, allows you to
describe the purpose of the correction, or leave any significant information, for future reference.
A pop-up message when data entered exceed 4000 characters

Voucher Management System

Prior Month Correction (PMC) - Data Input

Canton Housing Authority

Tab Selection
10 w2015 W | Vioucher LIML and HAP W | Rental Assistance Component 2 (RAD2 ~

Old Value Difference in New to Old Value

Mesage fram nebpage

New Adjusted Value Difference in New to Oid Value

Erberad date i more than 3000 charscter. It will be mAnmshosily
ripped b the masmaum length slionrd

Approval By PHA

L

® HE Approval By FA

y and the miszicn of our Departzmnt.
ily hard work and dedication to serving the

/ Resat Validate Extt PMC
T e Py _“,J*--m._f\;‘.n et s i e I, NP e T SO e

VMS Prior Month Correction (PMC) — Data Input Page

A MAN e ASA LA UAAN

Modify the value in the New Adjusted Value field. The system will calculate the difference from
the Old Value, and place the positive or negative difference in the Difference field.

If you select a field that has UML and HAP associated values, the PMC Correction screen
will look like this, with both fields displayed and available for correction.
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Voucher Management System

Prior Month Correction (PMC) - Data Input

f
a
Tabs Field Selection
* Review and Approve | Vouchar UML and HAP | Rontal Assistanco Component 1 (RAD1)
Pending Hord Edits Tabs x
UML 4
[T New Adjusted Value Oid Valus Difference in New to Old Value (
PHA | o a 0
® Data Input
s Status Checking -
» HE Approval By PHA New Adjusted Valus Ofd Value Difference in New to Old Value S
$ 0| $ T s [ :
PHA Justification {
\ 3
Reset Valigate Ext PMC /
B W Y e VI P L W o ..“--I"\‘,.A'/"“-A--m\,-_‘_,_)—.__ VW e Y P Y et i

PMC Data Input Screen

Once you have modified the New Adjusted Value in one or both of the displayed fields, the next
step is to press the “Validate” button at the bottom of the page. The system will validate just the
affected fields. If Hard Edit Error messages were present on the Submission for other fields,
they will not be re-validated in this process.

If the Validation process produces errors or Hard Edit errors, the error messages will appear
under the appropriate field, as shown in the screen below:

Homes &
mmunities Voucher Management System

Prior Month Correction (PMC) - Data Input

cTo6a Canton Housing Authority

Month Year Tab Selaction Field Selection
12 w2015 W | Vioucher LML and HAP v | Rental Assistance Companent 1 (RAD1)

<

Please Validate Each Field and correct Errors

umML
New Adjusted Value 0ld Value Difference in New 1o Old Value
e ) | e (]

* HE Approvel By FHA

Review the Hard Edit Error Message and then selsct.

= HE Approval By FA o O thas prisdullined feasons fof ACORRANCE Of Select

Validation Error “Cnhr® and sncer addional comments in e Comment
soction below.

Administer VMS

HE Numbser Error Message
Emor HEQET. FHA Nas nol reponed RAD ~
easng whie the PHA has received one of v

Reaszon for Adjustment

Concrate Ruports HEDAT - 1 - RAD1 Units racen:

Exit VMS

New Adjusted Value Old Value Difference in New to Old Value

gl 0 &

Fevieow thws Hard Edit Enor Message and then selct
o of the prodafined rwasans for accegnance or select

Validation Error “ther” and seeer add tional comments im the Comment
section below.

HE Number Error Mezsage

Error HEDGS. FHA has not reporied RAD ~
Gomponent 1 costs while the PHA does have |

PHA Justification
The White House

Rosal Validate Exit PMC

Resson for Adjustment
HED39 - 1 - RADT Linits received bul nol yel leased ~ |

i H
A A L AN N A M AAA NN N o)

B T D O I I T i S A T SRy P _.f

PMC Data Input Screen
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For a Hard Edit Error, just as for a regular Submission, click the appropriate drop-down menu
explanation. If "Other" is selected a mandatory explanation is required in the Comment box to
further explain the change. For non Hard-Edit errors, such as invalid format or cross-reference
errors, the field must be corrected. When corrections and explanations are complete, press the
“Validate” button again.

If there are no Validation errors, or if all Hard Edit errors have been properly explained, a
“Submit” button will appear at the bottom of the page. Click this button to submit the correction.

Voucher Management System

Prior Month Correction (PMC) - Data Input

Canton Housing Authority

Tab Selection
| 2015 w | Woucher UML and HAP ~ | Rental Assstance Companent 1 (RAD1) hd

New Adjusted Value Oid Value Difference in New to Oid Value
10 ey R e R |

New Adjusted Value Qid Value Difference in New to Oid Value
$ 100] ] il 100

Resel Exil PMC
B B rnd Attt B N it o AT AT R D N e R

PMC Data Input Screen

NN P AAAAA e A AN, S A

N\

If you do not wish to submit, you can do one of the following:

e Alter one or both of the corrected fields and press the “Validate” field again

e Press the “Reset” button to return to an initial Data Entry screen

e Press the “Exit PMC” button to leave PMC entirely and return to the VMS Home Page
For “Reset” or “Exit PMC” you will lose all corrections you have made on this screen.

After validation is completed, the “Submit” button will display as below
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Voucher Management System

Prior Month Correction (PMC) - Data Input

CTOGA Canton Housing Authority f
* Review and Approve Tab Selection Field Selection
Peruling Hard Edits Tabs 12 w| 2015 ~ [ Vouchar UML and HAP w | Rental Assistance Component 1 (RAD1) hd
M Form is Valid and Can be Submitted
* Data Input S
» Status Checking e Ll .
LI g 10 0 10
* ME Approval fly PHA
= N Approval By FA HAP
Addmrinisten VM New Adjusted Value Oid Value Difference in New to Old Value
Gonarate Reports 8l 00| LU 100
Exit VM

Resel | Submat Exit PMC '])

Y e P i SV AV e jt-_:-_»._-f’-//-:,f st g Nkl N BB ol pi il

PMC Data Input Screen

When you press “Submit”, the correction is submitted and you will see the following screen:

Homes &

Communit Voucher Management System

Prior Month Correction (PMC) - Data Input

PabU4 Allentown Housing Authority

Your Prior Month Correction has been successfully submitted!
Consnue |
i, gt il o ot A o g o b TS e b o

PMC Data Input Screen

If you press the “Continue” button on the screen, you will return to an initial PMC Data Entry
Screen in order to enter a hew correction. You may also navigate to any of the selections on
the navigation menu to the left of the screen.

Note: Most fields are fully replaced by the PMC process. One exception is the Comment field
on the Additional Expense / Comments Tab. If you modify this field via PMC, previous
comments will be retained, and your comment will be added below them in the (text) field, as
shown below. The Comment field will accommodate a maximum of 4000 characters at a time
with the User’s ID, date and time stamp. The Comment field will accommodate and display a
maximum of 20,000 characters.
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Voucher Management System

Prior Month Correction (PMC) - Data Input

PADDAS Allentown Housing Authority

Month Ve Tab Selection Flold Selection
10 »|20m ¥ | Adddwonal E spense/Comments ¥ | Commants v

|
SHVMSOO 06/04/2012 15:47:138:1This is the first of a series of
3 to ate the multiplicity of comments.

YHVES0D 06/04/2012 15:50:32:Here 1s the second comment 1s a series,
and by the way, I am not typing any asterisks.

J
(Reset| [Vebame | [ EatPMC |

e T D e TPV S P Y NPE
PMC Data Input Screen

The New Adjusted Value field displays a pop-up message when data entered exceed 4000
characters

Homes &
Cc mun Voucher Management System

Prior Month Correction (PMC) - Data Input

BANGA Allentown Homsing At hority

~ | Agamonal Expensetomments w| o

proasiy 12/1%/201e 13181 i B e g e a
| lsres £

-~

L ——

ot cur Public Sorvice Rocognition Wook

Ertwract e v your individual and our collsctive
b e fros and Uw well-bwlog Ul Uue CowibLy-
y [gor vour servica to cur ceuntry and tha
& iz ampvice is & ing that sach of
= fonai iives to T
the Amarican
| e S s=#o Denofitgy from your devotion to the
viou Euvenily Used BT CRATRCITE, T s SuGTIRaton you Wil 5s SliGwed 16 GneT Up ¥ U Tackoaing
tmestams
Fowsal Waladate Exit MG |

\‘\-v\-'\'\.v'\"\-v”\'\-\\ M~

i Y o P P R T Y U e T S ¥ e Ry g

VMS Prior Monthly Correction (PMC) — Data Input Page

The New Adjusted Value field displays a pop-up message when data entered(4,000
concurrently) exceed 20000 characters

Voucher Management System

Prior Month Correction (PMC) - Data Input

1o w2015 ~ | Addbonal Expense/Comments ~ | Comments d

sarvice is a calling cthat aach of
pnal lives to through your daily hard ~

Message from webpige - - —— ——
il ha Amarican pecpla. Through countlass

Enfered ciats & more than 37 Characters I will e autematicaly ipped
B o the mavimusen lengt showed

your imdividual and cur collectiva

= and the well-being of cur country.
br your service to cur country and tha
flc sarvice is a calling that sach of
tnal lives to through your dally hard
|[eerx and dedication to serving the Amaricin pecpie. Through countless

piTtmant. Teating PMC W
|[rays millicns of Americans have benelited ficm your W\-O\J.On o the

H
gf
i
g
i
§
\’\ AAAYSAAAAA TN A

I Ehis E Nuv’lwmiowmwloﬂnluuilﬂ
thmwsearmp.
Riosel | vandate Ext PMC
il ™ P v, it e T B e o e D -

VMS Prior Month Correction (PMC) Page
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4.1.2 Range Check Validation

The Range Check Validation is an edit that checks the difference between the original data
and revised data that is submitted by the PHA. The below information discusses four different
scenarios that will or will not trigger the Range Validation Edit. If the Range Edit is triggered,
then a comparison of the original data to the revised data is done to determine if the difference
falls within an acceptable range. The Range Validation Edit is used to reduce the number of
hard edit reviews required by the PHA and the FA at the FMC. See Scenario #4 for additional
details.

Scenario 1: The system will not check for the range if a PMC passed hard edit validation before
adjustment and now fails, for example, the PHA is not in the Veteran’s Affair Supported Housing
(VASH) program, PHA originally had not entered data for the VASH program and now enters
data for the program, the following will happen:

e The Validation process displays Hard Edit errors, the error messages will appear under
the appropriate field, as shown in the screen below:

[ Aeaat Wab o Emn PMC

MM AAAAYVAA NN A

ol e el T o Ao [ it s, e P B e

PMC Data Input Screen-Scenario 1

For a Hard Edit Error, just as for a regular Submission, click the appropriate drop-down menu
explanation. If "Other" is selected, a mandatory explanation is required in the Comment box to
further explain the change.

When all errors have been properly explained click on the “Submit” button to submit the
correction.
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Voucher Management System

Prior Month Correction (PMC) - Data Input

HOUSING AUTHORITY OF THE COUNTY OF BEAVER

Fiold Salection

(3 - 2013 = Voucher UML and HAP - Vetoan's Affair Supparted Hausing (VASH) Voucher -

Form is Valid and Can be Submitted

How Adjusted Value Difference in Hew to Old Value

Validation Errar

Roason for Adjustmont
AGH HAP unite receed Byl NOT et leaesd =T B _'|

Maw Adjusted Valun

Feset Submit Exit PMC |

\\/\v’\,-\/\ A PN AN AANAS A AN

B A T I T e P

PMC Data Input Screen-Scenario 1
o FA review and approval for the hard edit error message is required
Scenario 2: The system will not check for the range if a PMC failed hard edit validation before
adjustment and now passes, for example, the PHA is in the Family Unification program, PHA
did not originally enter data for the Family Unification program but now enters data for the
program, the following will happen:
e The validation process will display no errors as shown in the screen below:

ot msgmeri i~ ..
Prior Month Correction (PMC) - Data Input

CADD1

Maonth Tab Selection Flald Selection
= Voucher UML and HAP

= Family Unification

Diffaranca in Hew o 0dd Value

New Adjusted Value Old Value

Reset| | Validae | Exit FMC.
i e P PSP NN summne TP o SNSRIV N o N P NI SRR WY S

PMC Data Input Screen-Scenario 2

A “Submit” button will appear at the bottom of the page as shown below. Click this button to
submit the correction.
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Voucher Management System

Prior Month Correction (PMC) - Data Input

canol Housing Authority of the City & County of SF

Tab Selection Field Selection
08 - 2013 « Voucher UML and HAP = Family Unification -

Form is Valid and Can be Submitted

Mow Adjusted Valun Odd Value Difference in New 1o Old Value

HAP

M Acjusted Value
$ 50

Reset | Submut ExtPMC |

-}.f'“"./PHA_#,,.;-__,u—-»-.f""'__f..__.h.),h,ql'\r“_n_’f\,j\\_m-ﬂ“\ it P rsmasnpatl nn, oo,

PMC Data Input Screen-Scenario 2

Old Value Difference in New to Old Valus

NA A M A A AA,

Scenario 3: The system will not check for the range if a PMC passed hard edit validation before
adjustment and now passes, for example, the PHA is in the Litigation program, PHA originally
entered data for the Litigation program and enters data for the program again, the following will
happen:

The Validation process will display no validation errors

Voucher Management System
Prior Month Correction (PMC) - Data Input k.

PADOA Allentown Housing Authority

Tab Selection Field Selection {
03 » N13 * Voucher UML and HAP = Litigation -
How Adjustod Vaku Old Value Difference in New to Old Value {
100 100 | ] g
SS——— HAR
Exit VHS Hizw Adjusted Value Old Value Difference in New 1o Old Valoe f
[ 1000 §| 1000 5 (] g
Aeset | Validate | Exit PMC f

) e P SR g ’-M;-f'“"“‘“—-*-w_f e B Y S P w"‘
PMC Data Input Screen-Scenario 3

A “Submit” button will appear at the bottom of the page as shown below. Click this button to
submit the correction.
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Vot amagenens e —
Prior Month Correction (PMC) - Di

ata Input

PADDS Allentown Housing Authority

Tab Selection Fiold Selection
03 » 013 « Voucher UML and HAP = Litigation -

Form is Valid and Can be Submitted

- Now Adjusted Vaks Ol Value Difference in New 1o Old Value
Comerats Loports
Et v
HAP
HNaow Adjusted Value Old Value Ditference in New to Old Value ‘!

$ 2300 4] 00w - 1300

| Reset | Submd ExitPMC_ |

N NP e Y SN _j,/‘“‘ T s P i, i i, o B it
PMC Data Input Screen-Scenario 3

Scenario 4: The system will check for the range if a PMC failed hard edit validation before
adjustment and fails again, the difference between the change is checked to determine if the
difference between the old and new data is within an acceptable range. If the data falls within an
acceptable range than no approval is needed. If the data is not within that acceptable range,
then FA approval is required. For example, the PHA is not in the Family Unification program,
PHA did originally enter data for the Family Unification program, fails hard edit validation but
gets approved by FA, PHA is still not a part of the Family Unification program but enters data for
the program, the following will happen:
e If the PMC passes range check validation no error message will display and no FA review
and approval is required.
e If the PMC fails range check validation a range validation error message will appear under
the appropriate field, as shown in the screen below:

Voucher Management System

Prior Month Correction (PMC) - Data Input

PRAOGS Allantown Housing Authority

Tab Selection Freld Selection
w | Moving To Work

| Voucher LML and HAP

Form is Valid and Can be Submitted

gl e 300
CLCK

Bacass T alu B8 YU ha i RN Chisch VARIIION, 3 cmmishl should be ariid beow

Percentage change between reviced data and enginal data appears
B gen chould review evied dita valus to niurs the

Fiase |

Y ST R PN | ST PN N R g

PMC Data Input Screen-Scenario 4
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e Click the “OK” button
When all errors have been properly explained in the COMMENTS box, please click on the
“Submit” button to submit the correction.

Voucher Management System

Prior Month Correction (PMC) - Data Input

PADDA Allentown Housing Authority

Tab Selection Field Selection
o7 V2014 w| Voucher UML and HAP | Moving To Work w

Form is Valid and Can be Submitted

New Adjusted Value Old Value

s 1300 I 1000 ] 300

?
umL L P ¢
/ cha ge
Percentage changes batwoen revised dats sl orginal dats sppears significant PHA should review e vised daia value i ensare e inlormation is sccurais’

Heset Submi %
Chck SUBMI

N Y W & VP SN et h_/-_,_.f-____’__,.,..fx_;-—"-f B S I P e

PMC Data Input Screen-Scenario 4

Homes &
Communities Voucher Management System

Prior Month Correction (PMC) - Data Input

PADDA Allentown Housing Authority

Conbnug |

Your Prior Month Correction has been successfully submitted! f

»\r-,"“-un.——_f‘"‘_'\‘_’--\_\r‘—""\.r'"h.-—-—-.n‘J*._r-m.JNMﬂ“'M\I\% _l‘-w,)‘.J\f".——.__’_‘,_».‘___) .

PMC Data Input Screen-Scenario 4
e FA review and approval is required.
4.1.3 Status Checking

To see a listing of all pending corrections for your PHA, click on the “Status Checking” link on
the left-hand navigation menu of the VMS Home Page.
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VMS Home Page
The following listing will appear, displaying all currently pending corrections, awaiting FA

. e el e

Voucher Management System

Prior Month Correction - Status Checking

PADIS

1 '__'r‘?t1_i‘ 13:15:14 Other Income and Expense Net Resticted Assats (NRA) $206,625 PMC-Submitted

2 :22  Other Income and Expense Net Restricted Assets (NRA) £209,268 PMC-Submitted

3 4| Other Income and Expense Net Restricted Assets (NRA) $210,633 PMC-Submitted

o gt 4 PAD | 10 | 3:10:54 | Other Income and Expense Net Restricted Assets (NRA) $208,046 PMC-Submitted
—— 5 PAD39:201107:01/06/2012 13;10:02 Other Income and Expense Net Restricted Assets (NRA) $207,712 | PMC-Submitted
& PADS 36:01/06/30132 13:08:43  Other Income and Expense Net Restricted Assets (NRA) $173,942 PMC-Submitted

Generate Reports 7 PAD39:2011 1/06/2012 13:08:04 | Other Income and Expense  Fraud Recovery Total Colected This Month $187 | PMC-Submitted
S 8 PAD39:201106:01/06/2012 13:07:29 Other Income and Expense  Fraud Recovery Total Collected This Month $187 PMC-Subsmitted
9 PAD39:201103:01/06/2012 13:06:20 Other Income and Expense Unrestncted Net Assets (LUINA) $685,641 PMC-Submitted

10 PAN39:201103:01/06/2012 13:04:53  Other Income and Expense Net Restricted Assets (NRA) §192,546 PMC-Submitted

11 | PAO29:201103:03/06/2012 12:04:14  Other Income and Expense 1112/St ot othat mcome eamed Uus manth from the $302| PMC-Submitted

12 PADZG;201102:01/06/2012 13:01:33  Other Income and Expense Net Restncted Assets (NRA) $199,174  PMC-Submitted

13 PADT9:201102:01/06/2012 13:00:39 Other Income and Expense Unrestricted Net Assets (UNA) $85,641 PMC-Submitted

14 | PAD39:201102:01/06/2012 12:59:57  Other Income and Expense 11oe/S3: Of othel income j::;‘.‘:fr‘[;:‘::z'l‘lﬂ il $128 PMC-Submitted

15 PAN39:201102:01/06/2012 12:54:03 | Other Income and Expense Net Restricted Assets (NRA) $199,174 PMC-Submitted

16 PAN39:201101:01/06/2012 12:57:30 Other Income and Expense  Unrestricted Net Assets (UNA) 565,641 | PMC-Submitted

17 PADJ9:201101:01/06/2012 12:56:48 | Other Income and Expense Net Restricted Assets (NRA) $209,196 PMC-Submitted

18| PA025:201101:01/06/2012 12:56:57] Omer ncome and Expense e o1 ot ncome svredths menth o te 3153 P subtes

15 012 12:45:17 Other Income and Expense  Unrestricted Net Assets (UNA} $85,641 PMC-Submitted

The White Houseo

e P T e Bt g

Returm | Prant

S — ---‘,.--..-l“""‘""""-"‘ LD

PMC Status — Pending Corrections

Each pending correction will include the following fields:
e The Rec.#, a sequential number of line items within the listing
e The Record ID, which is composed of several other fields:

s A S L i, gttt

o PHA number
0 Year and Month Reporting Period of the Submission that was corrected
o Date and time that the correction was created / submitted

The tab where the corrected field is located

The name of the field that was corrected

The new adjusted amount

The current status of the PMC

The listing will be displayed in date/time descending order with the newest entry on top.

NS NAMAAAAWN,

]

‘\-\-““\,\“A\q\..a“"‘\ %"‘""\Li\r"\'ﬁ**"tx

Page 83



Voucher Management Systems (VMS) User Manual

5.0 VIEW AND REVIEW PHA SUBMISSION (HUD USER)
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5.0 VIEW AND REVIEW PHA SUBMISSION (HUD USER)

When the HUD user logs on to the VMS system to view the submitted PHA data, the Home
Page is displayed. There are two options under the ‘Manage PHA Data’ side menu: “View PHA
Data Tabs” and “Review and Approve Pending Hard Edits Tabs”.

Voucher Management syster

Home Page

Hallo, FIRST - HVMS11 LAST - vms
by going o thia

{1F you are sot FIRET = WVMS11 LAST = vms ; plesse log out sna o this link immedistely and call the TAC st 888-245-4860.)

Message of the Day
This is to test the VMS Message of the Day, Test Cycle (TC) 5 is now open and ready for user Testing.

Voucher for Payment of Annual Contributions and Operating Statement
Housing Assistance Payments Program

* HC Approval Dy PHA

* W8 Approval by FA e e
Public reporiing burden ¥y this collection of information is esbmated to average 1.50 hours per responsa, including the time for reviewing
instrucbions, searching exiSwpg data scurces, gathering and maintaining the data needed, and completing and reviewing the collection of
information. This agency may Mt conduct or sponsor, and you are not required to respond to, a collecbon of infermation unless that ceollecton
displays a valiid OMB control numieg, Authority for this collecbion of information is the Housing and Community Development Act of 1287. Housing
Agencies (HAs) required to maintzin MTmgncial reports in accerdance with accepted accounting standards to permit timely and effective audits. The
financial records idantify the amount of 3mpual contnbutions that are recerved and disbursed by HAs. Responses to the collection of informabion ara
required to obtain a benefit or to retain a béwgfit. The information requested does not lend itself to confidentiafity.

o continue, please click a link on the side menu.

Y W W, G e

T SR aOV .V TN S aaman VISP fwﬂ"h'-._w’-.—ﬁmh—\‘._r.—._MF'.__A_I-‘r,f'“'\,J
VMS Home Page

5.1 View PHA Data Tabs

5.1.1 Single PHA users will automatically navigate to the List of Submissions page. If you have
multiple PHAs associated Navigate to the PHA or Select a state code for the desired PHA
submission data. If you are authorized to view multiple PHA's, the screen below will appear,
allowing you to navigate to the desired PHA.

Enter the PHA code in the code box or select the appropriate State identifier and press “GO”.

Homes &
Communities Voucher Management System

US. Department

Manage PHA Data

Secure Systems

Manage PHA Data

® View PHA Data Tabs Please type the PHA Code:

= Review and Approve
Pending Hard Edits Tabs f
PM( Resel | Go ‘—-‘

HUD FM(
® HE Approval By PHA -0R -
® HE Approval By FA

Generate Reports

Exit VMS
Please select the state to which the PHA belongs: AK -

Reset | a«e—-f
I Tt i Y NP P SRR R B T Ay

WY WEVWWE TV
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VMS PHA Selection Screen — Multiple PHA Assignment

If you selected the state option, a second menu will appear with a drop-down list of PHAs within
the selected state

Voucher Management System

Manage PHA Data

PHA Selection

Please Select a PHA: AKDOD1 Alaska Housing Finance Corporation -

/

B
WY SO SRS S L JUSRO r.._...lr—;lt‘,_,ﬁu,, P Y S Stey o

e W\ B WY

PHA Selection from State Code

Select from the drop down menu the appropriate PHA and click on “Go” to access the PHA's
“List of Submissions” page, as displayed below.

Voucher Management System QR
Manage PHA Data r
<
List of Submissions f
PHA Code CADD1 -
PHA name Housing Authority of the City & County of SF L
-
FYE 09/30 -
Month Status Last Updated By (
3
No data has been submitted for March 2013 ’
No data has been submitted for February 2013 3
No data has been subwnitted for January 2013 ’
First Name, Last Name Unavailable I
et 21 September 2011
s i 5 i &
Movember 2010 Submitted ?Iqu;:r::‘r:h:«:;nrﬂmc unavailable ?
October 2010 Submitted ?;F;fnr‘;r:;,h L :.:?!nn:a]mn Unavailable *
F <t &
Seotember 2010 submitted Cist M. o | evatible ’
August 2010 PMC - Submitted ;;RELC:EE‘FS;OF)IJZAST vms .
wib -~ + FIRST - HVMS20 LAST - vms r
July 2010 PMC - Submitted 12 December 2012 \
i - First Name, Last Name Unavalable {
sl Submitted 19 January 2011 (
s S §
B ok W T . .__’...--L‘ P - '__‘.u-u '-u--.w--)'*-- fl’i‘m;}.awwﬁiw% o gm0

VMS List of Submissions Page

5.1.2 The List of Submissions page lists the current status of all the monthly submission for
the current and past two fiscal years. To see historical documents past the prior to two prior
years, the user needs to select the list all submissions link at the bottom of the page.
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5.1.3 The form 52681B has been redesigned into a tabular format display. This tabular format
enables the users to input all data for each funding category and to validate information against
prior month and 12 month averages.

—

"
Lo

W

W A

A VARALAL A AN ML L W A A AR AR AN A I A AN AL M

AN

LY L4 A H . A A
-J\_’\-\"‘.M'\h\.\'\’_ WA VMMM AL AA W S A A A -\“\.«_»‘.-\._'\,\,-_I \ASNYA

Tab 1: Voucher UML/HAP
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Voucher Management system

manage FHA ata

Eantnm Hnissing Astharivy wrAm 2006 VEmRTON 1%

e YWY

PS5 Encrove Fux i s Thi Mot s loop?:
Funsbes ol Fard G Mo P G 0|

MmO of L 1Dal Liesrance |SEs

‘old)
Murmber of LBS SUsk Assessments 1old
Pt bl HAB St Bithnd wems Uryail - B0 Dhrye w1 whier = mold.
= = =77 s Tk .

F85 Coordinator Expenses Mot Covered by FBS Grant

Administrative Exparses ¥ ol

Aurt % 100 | 9

VWA AN A, e A AT A M AAANM AL AN A A A AAAMIAIA AL AN AN A,

i e ¥
wrw -

Finda Commitad-1 s[ 1.s00]ftl
T¥ie of Commitment-1 10 A >
DT mmmen iwospis »

ObivaLel-1 N T3]
e = 3
01Alual on-1 #allPO.O 12.MAR-116 .

arL“r\"l:Zonrl s

FFnic:MD= 1026m15 -

CPgr=c-2"" D/Pc

of Account 2 Hy
=Viy 2 w 7
=rls Cnmmittnil . T

W OF LOTETIenE o : g

of Lommitment- g . -
iy LaPnerkl
. >
Tope of Ottigatisn-3 @ 7
Dt of CEIMN-T {MM/DOAYYY) [0-MAR-16 >
<
-~ _.r _,o o f cho--Lyfet e ol foedro--,jo-._._.ru .. //

7 Téb 2 Income / Expenses
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Homes &

Communities
Dawns. Kens

and Urban Deniorimm

Manage PHA Data

Monthly Voucher Data Validation and Save Page

Systems

anage PRA Data

Disaster
UML/HAP

w PHA Daz

« Renewa. Approve
Pending Hard Erli. Tabs

ULt Expense/Comments PHA Info

Description

Public service is a calling that each of you has
dedicated your professional lives to through your
> daily hard work and dedication to serving

the American people. Through countless ways. %

dedicated your professional lives to through your
) daily hard work and dedication to serving
the American people. Through =auntie. ways %

i : ; L fegariod ¢

—
3 ¥

—— dedicated your professional lives to through your
+ p——— daily hard work and dedication to serving

the American people. Through cauntleas ways v

i £ i L ! Lised £

T e T U T OT O ST A T O C e O

your daily hard weak and dedication to serving

5= D the American people. Through comatless ways
——

mills o£ Americans have benefited from your

MPS Other Expense Category

Public servima is a calling that each of you has

dedicated your professional lives to through your

L daily hard work and dedication to serving the
American people, Through countless ways

millions of Americans have bemefited from your

New
ToW-per PHAfolientettheHTe s
ofer,nanncurredamount-fi

I
e
New your lives to through el
'HPAI - Other- PHA to identify the type 5=-9 yourdaily hard wark and dedication to serving
of expense incurred Amount - 7 he American people. Through countless ways v
——
—

= ¥
Hoew i your ional lives to thyugh n
MW - Other- PHA to identify the type s [ o your daily hard work and dedication to serving

of expense insurred Amon of - B the American people. Through countless ways \%

millions of Americans have benefited from your

[Comments

Public service is a calling that each of you has
dedicated your professional lives to through n)
Cormments _ your daily hard work and dedication to serving the American
[people. Through countless ways millions of Americans have

ited from year

[ | ]
_Jm — T il g f"“'“"""—’.f"" ..;..-A"_.__f,——n,.....,..\__,J""“'-«-—-m-\,,—..\ﬂh,.....l""‘“- A —_p

Tab 3: Additional Expense / Comments

N\ R i Al Wa e VA o . U Vo PR N N W WO il W W e, O

Communities Voucher Management System

Manage PHA Data

Monthli Voucher Data Validation end Save Paie
Manage PHA Timr |IESEIBM1=1== Apa=

remain. nun s D UML d HAP

aisiersame

New

Disaster Families A.+.SISted

Toro Ts

|

i

WA LLO — e — o ol — - 99mmm,, mmmmm 0, S e

Tab 4: Disaster UML and HAP
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Homes &
Communi

PMC

® HE Appreval ity PHA

® HE Appreval By FA

Goanarate Heparts

The White House

Voucher Management System

Manage PHA Data

LS 2

Manthly Voucher Data Validation and Save Page
Housing Authority of the City & County of SF

MONTH: Dacembar YEAR: 2010 VERSION: 3

Income/Expenses ExecutiveSummarny

2
E"
A

HA Number cA001 1
HA Narme Houging Authonty of the CRy & County of SF f
HA FYE 09/30 -+
+
Name of HA Point of Contact Cherry Hwse vl f
Point of Cantact Phone (415) 7153140 ? é
Ext.: 0 2 f
Paint of Contact E-mail Address weec@sinaong ? !
Name of Authorized HA Offical Henry A Alvarez [T
Official Housing Autharity E-mal Address alvarezh@sfha.og J

Program Area Point of Contact - FMC

FMC Financial Analyst Thomas M Vitek

£-mad Addrass UeerD1_PiH-VHSEhuddev.gov
A Phone Number (415) 485-5497

Ext.

Program Arca Point of Contact - Fickd Office

Fiold Office Coda GAPH

Field Office Name SAN FRANCISCO HUS OFFICE
Field Office Point of Contact Gerard Windt

¥o Poe E-mail Address Userd] FIH-VMSShUddev.QoV
FO POC Phone Number {415) 489-6444

A A AT, S Ay

Ext

REAC Technical Assistance Center

Technical Asgictance Center 1-SE8-245-2860

" Cancel | [Print

<
$
_',...q.....____,.o LN AN TV STS Sy S——— S R T R S S P __;f

Tab 5: PHA Contact Information Tab

For the HUD user who links to the Submission Tab via the “View PHA Data Tabs” link, the
Submission Tab does not allow an actual submission. It will allow you to review the validation
history and the submission history, and to display and print the entire 5-tab submission data in
one report. It will also allow you to print multiple iterations in a report by clicking the boxes next
to the iterations you want, or just print the Submission screen.

The Validation History section will display Hard Edit validation for the form and PMC, a
column on the far left identifies a Form or PMC Hard Edit.

The Submission History section will display the latest status per item for PMC
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o b Approval by PHA

® Wi Approval iy FA

Gmmorate Beparts

Voucher Management System

Manage PHA Data

MONTH: October
:: Validation History
[Form/pMC[Error Tab [ Ficld Home | Drop Down Selection | Entered By User Entered Date/ Time

PMC Voucher UML and HAP wlul:m To MOO0300: FIRST - MOO300 LAST - vms 06/05/2013 11:16:00  MOO300: FIRST - MOO300 LAST - vms 06/05/2013 11:16:00

YEAR: 2012

| Corrected Date/ Time

Corrected By User

Moving To
Work HAP
DHAP to
FORM Vouchar UML and HAP [TV
HAR
DHAP to

: HCV
FORM Voucher UML and HAP J-'

eased

PMC Vioucher UML and HAP

¢

+
g5t MOD300: FIRST - MOO30Q LAST - vars 06/0%/2013 11:16:00 | MOO300: FIRST - MDO300 LAST - vms| 06/0%/2013 11:16:00 ;
-

MD1374: Name is NOT available

1/06/2012 13:00:41 | MD1374: Mama is NOT available 11/06/2012 13:00:41 r

MD1374: Name is NOT avallable 11/06/2012 13:00:41 | MD1374: Name IS NOT avallable 11/06/2012 13:00:41

4N

e T 8

:: Submission History

Assmt Id Status Code Updated User Name Updated Date/ Time

195916 PMS P MO0300 SYSTEM
195916 PMS PM MO0300 SYSTEM
181285 AHE lard Edit Approved HO1903 SYSTEM
181285 PHE Pending Hard Edit MD1374 SYSTEM
181285 DRA Saved HO1374 SYSTEM

T prind i i
chck the bowes

k1o waw PMC
stahs by assessment

LY W o WO N P v

To create PDF report of a single
subemissian chek the dalestamp

oy

Multipla Prnt Print Sereen Cancel

sing and |
Washington,

..;' _)w'uuau_...‘. P Sy e RV ST SR Sl —— el -

Tab 6: Submission (HUR, HUE User)

edopment 0

W T PR %
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5.2 Review and Approve Pending Hard Edits

The Pending Hard Edit Review and Approval process takes place when a PHA has submitted its
monthly voucher data with Hard Edits included. A Hard Edit is a field which has been flagged by
the Validation process as an error, but which has been explained by the PHA to be correct as is.
It is the responsibility of the Financial Analyst to review the data and explanations, and to either
approve or disapprove the submission.

5.2.1 To begin a review of the submitted data, log into the VMS system as an HUR role, and
click the “Review and Approve Pending Hard Edits Tabs” link shown on the Home Page side

menu.

3

Voucher Management System
Home Page

Hello, FIRST - HVMS11 LAST - vms
Iease log out by going ko this link immedistely and coll the TAC ot BE-245-4860.)

® View PHA Dats Tabs

Message of the Day

* Review and Approve

Panding Hard Cdits Tabs

PMC

p—
® HE Approval By PHA
# HE Approval By FA

This is to test the VMS Message of the Day. Test Cycle (TC) 5 is now open and ready for user Testing.

Voucher for Payment of Annual Contributions and Operating Statement
i I e Pay Program

Supplemaentsl Reporting Farm

OME Approval No.2577-0169

Public reporting burdwg for this collection of inf
instructions, searching &

information. This agency mi
displays a valiid OMB control nu
Agencies (HAs) required to mantai
financial records idantify the amount o
required to obtain a benefit or to retain a Bw

tion is d to 1.50 hours per response, ncluding the time for reviewing

ting data sources, gathering and maintaining the data needed, and completing and reviewing the collection of

ot conduct or sponsor, and you are not required to respond to, a collecbon of infermation unless that collection
kgr. Authority for this collection of information is the Housing and Community Development Act of 1987. Housing

fpancial reports in accordance with accepted accounting standards to permit tmely and effective audits. The

nual contnbutions that are recerved and disbursed by HAs. Responses to the collection of information ara

gfit. The information requested does not lend itsalf to confidentiality.

Generate Reports

o continue, please click a link on the side menu.

i
?

¢

PV L G WV VNP N o WP PSSR M_,_ﬁﬂ_\“r_hﬂf“““jrf L__J
VMS Home Page

You will be prompted to enter either the PHA number or select the appropriate State Code and
then click on go to proceed.

Homes &
Communities Voucher Management System
f Housig

Pending Hard Edit Review and Approval

age PHA Data

"HA Data Tabs Please type the PHA Code: |
= Review and Approve
Pending Hard Edits Tabs

PMC |
UD-FME
* HE Approval By PHA OR
* HE Approval By FA
Select PHA State

Generate Reports

Exit vMS
AK -

¢

e

— f" B ettt A o s s A (GBI s g ol AP . WP Y e I‘,*J"""“"‘F---J

User with Multiple PHA Assignment - Selection Page

Please select the state to which the PHA belongs:

Resources

Reset

L\‘\-\w\f‘*"\n L L
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5.2.2 After selecting the state code, choose the appropriate PHA from the dropdown list and

click on go.

If you selected the state option, a second menu will appear with a drop-down list of PHAS within
the selected state

Homes &
Communi

Manage PHA Data

& View PHA Data Tabs

= Review and Approve
Pending Hard Edits Tabs

FMC
* HE approval By PHA

« HE Approval By FA

Generate Reports
Exit VMS

Voucher Management System

Pending Hard Edit Review and Approval

-
Please type the PHA Code: PAODY /

Resel Go F

OR -

.

£

Select PHA 4

Plaase Select a PHA: PADO4 Allentown Housing Authority - e
Resel | [Go f

el o e, st M st W ool P B sl R I

PHA Selection from State Code

5.2.3 A List of Submissions for that PHA will display, showing the Status for each pending
hard edit. Notice that the first entry has a status of “Pending Hard Edit Submission”, and is
blank in the Financial Analyst column.

Voucher Management System

Pending Hard Edit Review and Approval

List of Pending Submissions (
PHA Code CADOB
PHA name Housing Authority of the County of Kern )
FYe 06/30 -»
Monith Status Financial Analyst
Statuy 1
FIAST - HVMS00 LAST - vma
June 2012 Approved ’
11 Ducember 2012 3
Firet Name, Last Narmas Unavailsble Firet Name, Last Name Unsvsilsbie
May 2042 Fending Hard Edit Submssion Approved
21 June 2012 21 June 2012 )
Firgt Nama, Last Narme Unawvailable Fire: Nama, Last Name Unavailable (
Agnl 2012 Approved "
18 May 2012 Eal
First Name, Last Name Unavailable q
March 201 pproved
17 April 2012
First Name, Last Narme First Name, Last Neme Unaveilsbie £
Ecbruary 2012 Pending Hard Edit S ed F
22 March 20 22 March 3012
First Name, Last Name Linav First Name, Last Name Unavailabie
lmnare 2013 Pending Hard Edit Submission Approved
A P T B sl sl g ARSI LY i a0 it T pcnianai g

VMS Pending Hard Edits by PHA

5.2.4 Click on a specific month-year link to open the pending hard edit. The 52681B form will
be displayed in tabular format, and the FA can browse each tab validating the data entry. The
first tabs contain the actual PHA data entry, plus any Hard Edit notations for fields that did not
meet the validation edits. The last Tab will display “Review” rather than “Submission”.
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Homes &

Voucher Management System
Manage PHA Data

Manthly Voucher Data Validation and Save Page '
PADOA Allentown Housing Authority MONTH: July YEAR: 2012 VERSION: 10
Panding Hard Edits Tabs :

R o it A Jyﬂ&nw}“w'{,"‘%&--mf“ B e -f’/
VMS Pending Hard Edit Review Screen

Voucher
ML HAR

income/Expansas | Expense/Comments

5.2.5 After reviewing each of the individual tabs, the FA will click on the “Review” tab button.
This screen is now displayed in 2 segments. Section 1 displays the validation history,
identifying the hard edit errors, tab and field name. Section 2 displays the Budget Authority
Data used to validate the data for the reporting month.

.

Manage PHA Data

MONTH: July YEAR: 2017

2000 v
863644 ve

&.| HAP Total 84804

[
[
o
5. | Vetaran's Affair Supperted Housing (WASH] HAP [
2
7. | Vataran's Altair Supperted Hewsing (VASH] vouchar |

o

&.| Tatal Vouchars 1438 w

L. Terark Protection 1997 (4
2. hap Wat part of the program

Cancel | | Pevew ‘——)

s, s e M G e e il A, e ool P i g N o

VMS Review Tab Screen

s T L N T o N T T WL

Note: FA will be able to see edit messages on the Review and Approval page. All Hard Edit error
messages have numbers e.g. HE001, HE023, for FAs to understand details of error messages
see Appendix B

5.2.6 Clicking on the “Review” button at the bottom on the page, will display a page that will
allow the Financial Analyst to approve or reject the submission, and enter comments into a
comment section.
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Voucher Management System

Pending Hard Edit Review and Approval

CADDS Edit Review and Approval

Expense/Comments Dusaster UMLMHAP Review

=
)
*
¢
Received Date: ;
Approved: Yes Nz ,
<+
e
Comments: )
b .
o :
N
Pe, IR ol B R o e L i — e B g giil e ,‘n)

VMS HUD Hard Edit Review and Approve/Disapprove Screen

5.2.7 After reviewing the PHA submission, the FA will click on either the “Yes” or “No” radio
button, and enter an explanation of the decision (if declined) in the “Comments” field. Once the
information is completed, the user will click on the “Continue” button at the bottom of the page,
to complete the review process. A System Messages will appear at the top of the review tab
indicating that the decision was saved successfully, or if not, indicating an error in the process.

Voucher Management System

Pending Hard Edit Review and Approval

Edit Review and Approval MONTH: July YEAR: 2012

. Sy

HUD Review and Approval

Received Date:
Approved: Yes®  fo

AFFroved by a

Comments:

Conbue | | Cancel

M A

@y e g B o AN e Al P B = P

VMS HUD Hard Edit Review and Approve/Disapprove Screen

5.2.7.1 APPROVED SUBMISSION: An approval will trigger an approved email notification to
be sent to the PHA Executive Director and the Point of Contact identified in VMS. An approval
means the submission for that month is completed.

5.2.7.2 DISAPPROVED SUBMISSION: A disapproval of the hard edits will trigger a
‘disapproved email notification’ to be sent to the PHA Executive Director and the Point of
Contact identified in VMS. The PHA will have to edit the original submission and resubmit the
corrected data, and notify the FA of the resubmission.

Note: FA will also be able to monitor open submissions using the Hard Edit report (See section 7.0
General Report section)
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5.2.8 By clicking on the “Continue” button, The Pending Submissions page will be re-displayed

with the updated Status columns identifying the result of the pending hard edit review.

Voucher Management System

Pending Hard Edit Review and Approval

&
List of Pending Submissions ]
PHA Code canon J
PHA name Housing Authority of the County of Kern
FYE 06/30 (
Status Financial Analyst -
i Status *
FIRST = HYMS00 LAST = vms &
kv 2033 ﬂ AD.. ov J
wme -«
lupe 2012 -+
First Name, Last Nams Unavailable First Neme, Last Name Unavaileble ’
May 2013 Pending Hard Edit Submission Approved
21 June 2012 21 June 2012 f
Firct Name, Lact Name Unavailable First Name, Last Name Unavailable r

B i e B QIR o A P s

VMS Pending Hared Edit Review and Approval Screen

5.3 Review and Approve Prior Month Corrections

When you log on to the VMS system in an HUR role, the VMS Home page will ook like this. In

order to review and approve Prior Month Corrections (PMC) containing Pending Hard Edits,
select one of the two options circled below: “HE Approval by PHA”, or “HE Approval by FA”.

Voucher Management System
Home Page

Hello, FIRST - HVHS11 LAST - vms
1 you are not FIRST - HVMS11 LAST - vmz . please log out by geoing to thiz link immedistaly and call the TAC at BOE-245-4060.)

PR e — Message of the Day
Penduvg Hard Edits Ta 1-. This i5 to test the VMS Message of the Day. Test Cycle (TC) 515 now open and ready for user Tesbng.

PML Voucher for innént of Annual Contributions and Operating Statement
- q Assistance Pay Program

* WE Approval By PHA
Supplementsl Regorting Form
OMB Approval No.2577-0169

* HC Approval Dy FA

—_— rtaing burden for this collection of information is esbimated to average 1.50 hours per response, mcluding the time for reviewing

Gunmrube Ropasts ggrching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of

S . information. Thns gpcy may not conduct or sponsor, and you are not required to respond to, a collection of information unless that collection
displays a valid OMB comg] number, Autharity for this collection of information is the Housing and Community Development Act of 1987. Housing
Agencies (HAs) required to gin financial reports in accordance with accepted accounting standards to permit timely and effective audits. The
financial records idantify the amou sqf annual contributions that are received and disbursed by HAs. Respenses to the collection of information are
required to cbtain a benefit or to retan efit. The infermation requested does not land itsalf to confidentiality.

o continue, please click a link on the side menu.

BT o W S VNP N o S e e Aoty ﬁ\_mf_n__f-.__up.,\/*-u\
VMS Home Page

5.3.1 PMC Approval by PHA
When you select “HE Approval by PHA” from the VMS Home Page, this screen will display,

K\-ﬂ»\mmmﬂ-‘w

allowing you to select the PHA, either by keying in the PHA number directly in the upper section,

or by selecting a State code from the drop-down menu and selecting the “Go” button
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Voucher Management System
Prior Month Correction (PMC) - Approve By PHA

Plense type the PHA Code: PABGY
’
=) [E5) -— f
Suchars® §7947 e -
Flease sealect the state Lo wihkcbh the A boelomngs: AK
S mua Y -
[(Feaet] [Go) e—
e 3
Tl U5 Cmomtmot of meaing =ng Usbes Ow-sissant (et =y =

PMC -PHA or State Selection Menu (one)

If you selected the State code, a second selection screen will display, allowing you to
choose the PHA from a drop-down list.

Voucher Managemen System —
Prior Month Correction (PMC) - Approve By PHA e
.

Please Select a PHA: ADD4 Allentown Housing Authonty

PMC -PHA Selection Menu (two)

When you select the PHA, a screen like this appears, displaying all pending Prior Month
Corrections for the PHA. Each pending PMC displays enough information for the Financial
Analyst to review and approve or disapprove the Hard Edit. Click the appropriate FA Approval
button in the upper right corner, and add your comments in the FA Comments field at the
bottom right of the box.

[
Voucher Management System ‘
Prior Month Correction (PMC) - HE Approval By PHA

&
&
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If more than one pending PMC exists for the PHA, the screen will display each one in order, as
the following example shows, with three PCs for the same PHA.

Homes &
Con munities

= View FHA Data

* Heveew and Approve
Ponding Hard Edits Tabe

* HE Appraval By PHA
* N Approval Dy FA

Generate Reports

The White Ho

Voucher Management System

Prior Month Correction (PMC) - HE Approval By PHA

PADD Allen

n Housing Authc

erd Td: PAOO41201 10610473

013 13

Tah Fild Selection

uML Voucher UML and HAS Maoving To Wark

HEOOZ HEQDZ - o Units Leswwd

T AT ChE PG AR OUY

Field Selection

Tab Selection

AR Vouther UML and MAS Maving Te Work HAD 150
HE Number Error Hessage Keason for Adjustment Comment
2 then
; nna for
HEO1R bk PHA dos rest s | FHED13+ N Ui Lnmsed ond emer

a Moving to Work program.

s Comman ow, Rev
ect one of the :ur_.[n- remsons R..

Approve

Clespprove

Record 1d: PADD4:201106:04/17/2013 13:44:26

UL Voucher UML and HAD

Error HEQ29: BHA has riad Family
HE023 Unification leasing. b A doss not have 3 | HED29 -
Family Unification program.

Family Unification

Vaushar UML and HAD Famity Unification HAD =00 =00
m Error Hessage P oA it o

4 Farmily
but SHA doss not
v program

HEO1S HEOLS - Dthar

ons for sccaptance ce salact °¢
levor R the Ward

or Message and then
alact “Other” ancd

Apprave

Disapprove

ML Voucher UML and HAP Moving To Werk

Review the Hard Gdit rror Message end then
® ned rensons for
thar” and @
comments in the Commant

2HA has
but PHA o
ric program

Veucher UML and HAD Mowving To Work HAS 20

"

w the Hard Edit Error M:

Ervor HEQOZ
war

HEDOZ

Tor HEG13: PHA has reporied Moving b

HED13 & | HED13 - Ma Units Lasssd

saction below

Approve

Dizapprove.

Reum | | Submit

PMC Pending Corrections List by PHA

.ﬁM.I“‘*““‘-_r—"‘*-.rnH/".'U*“'-.J‘“rk‘“\ﬁ'-\_»-mml L

?
%
i
5
|+
§
| ¢
= |
{
§
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The Financial Analyst can approve / disapprove each PMC, and then click on the Submit button
at bottom. If you prefer to leave the screen without approving / disapproving the Hard Edit, click
on the Return button at bottom.

5.3.2 PMC Approval by FA

When you select “HE Approval by FA” from the VMS Home Page, this screen will display,
allowing you to select the Financial Analyst (FA) name from a drop-down list. Select the FA
name and click on the “Go” button.

Homes &

Voucher Management System

Prior Month Correction (PMC) - HE Approval By FA

-
*
Financdial Analyst A
3 Please Select the appropiate Finandial Analyst from the dropdown list: Bobbi Stracker - {
T Rosel] (Gt / ¢
* HE Approval | By FA
e ampisnomsman it M emrmnn - ""'- T e PNy R i A _....-nl"‘“h-mf

PMC FA Selection Menu

When you select the FA name, a screen like this appears, displaying all pending Prior Month
Corrections for the Financial Analyst.

Homes &
Communities Voucher Management System
Prior Month Correction (PMC) - HE Approval By FA ;
H
1 1D003:201208:03/13/201 2a8.3, Voucher UML and HAP Maving To Werk 23| PMC-Panding
2 Voucher UML and H&P Maving To Work HAP §54 PMC-Pendng
3 25 Voucher UML and HAP 5 Year Mamstream HAP $82,958 PMC-Pending '
4 f26/2012 12:03:38 Voucher UML and HAP 5 Year Mainstream 100 | PMC-Pending
Rewrn | Prm (
Sy ——— ,_.-." [ T T B R bl _,.-.-.-J V am B il

PMC Pending Corrections List by FA

The name and Division of the Financial Analyst appear at the top of the page. Each line item
displays the following fields:

e The Rec.#, a sequential number of line items within the listing

The Record ID, which is composed of several other fields:
o PHA number
o0 Year and Month Reporting Period of the Submission that was corrected
o Date and time that the correction was created / submitted

The tab where the corrected field is located

The name of the field that was corrected

The new adjusted amount (Current Amount)

The current status of the PMC
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Click on the Record ID of the correction you want to review. The Hard Edit Approval page will
appear, as below.

5.3.3 PMC Approval / Disapproval Screen

This screen, when selected by the FA, shows the PMC corrected field and the hard edit
information. It also has an Approve / Disapprove section and a comment field for you to explain
the reason for approving or disapproving the pending PMC Hard Edit.

Prior Month Correction (PMC) - HE Approval Page

MDO03 Frederick Housing Authority August 2012

Tab Selection Field Selection | Prior Amt Adjustmoent Amit 1 Cumrent Amt

Prior Amt Adjustment Amt

Generate Reports
Exit VMS

1 of information is estimated to average
searching existing data sources, gat

S et Ay e, --v-x...,.¢ Ay

The White House

Approve Disapprove
| Reset Piocess and Relun |
R R P NP L S R i e R N NN

PMC FA Approval / Disapproval Page

Select the Approve or Disapprove radio button at the bottom of the page, and if appropriate, fill
in a comment in the FA Comments field. Then select one of the two buttons at the bottom of the
page: “Process and Return” or “Reset”.

If you select “Reset”, the approval / disapproval buttons will be blanked out, as will any comment
you wrote. If you return to the list of PMC pending HE Corrections, without further action, you
will see that this correcting still has a status of “Pending”.

If you select “Process and Return”, you will return to the list of PMC pending HE Corrections,
and you will see that the status of this PMC Pending HE has changed to either “Disapproved
PMC Hard Edit” or “Approved PMC Hard Edit". If there are no additional pending PMCs with
Hard Edits, you will see this screen:
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Voucher Management System

Prior Month Correction (PMC) - HE Approval By PHA

-r-|.|||.|-||- PHA Data MDOn1 HOUSING AUTHORITY OF THE CITY OF ANNAPOLIS

* View PHA D

* Reviow and Approve
Peading Hard Fdits Tabs

There are no additional hard edits pending approval for this PHA

A

PMC

O
* HE Approval By PHA Relumn |

* HE Approval By FA

Conaraty Bopots

_Jf"““'*ﬁ.--r-«r‘* T e \.J_,.«k',‘-\»w-uﬁ_,,-x-.«.m-,_J—\_,—---‘me‘wﬁ P PPPESITPUIEY e ¥ ¥ o

5.3.4 PMC Approval / Disapproval Email to PHA

When you approve or disapprove a PMC Pending Hard Edit, the system will automatically send
an email to the PHA Point of Contact, notifying them of the Approval / Disapproval. The “From”
address of the email will be the FA approving / disapproving the PMC Hard Edit. The PHA can
respond through normal email channels, not via the VMS system.

5.3.5 PMC Daily Pending Report via Email

Each Financial Analyst receives a daily PDF report of all PMC Pending Hard Edit records, by
FA. The report comes by email, generated by the system. Since it is a PDF format, you cannot
view the individual correction screens by clicking on the line items.

| ¥ yst Ty ML | Division: Operations |
Recw Record 1D Diwvsion Financisi Anatyst | Tan Seisction Fisia Selection il St
e T Unaer Losse
1 ARDOVONZ010.04-07.201012 46 3290 East LML and HAPR { ast day of the $1.234 567 80012 | Disapproved

AS001:08:2010-04-07-201 01245 3290 East John @ Pusl S S $1.292.667 09012 |  Approves

3 BCOD1.08 20100407 2010 12.45:32PM Esad  |Jonn e Publie | o SEONONET T Eypanse 1 Amoun $1.234.567.000.92| Pending
4 CDO001-08-2010:04:07-201012-45:32PM Esat Expanse 1 Commen Penang
= Ean toc- Units Apprevos
hd South ted — HAP Approved

= Fumber of Vonchers Under Laase
7 HI 425052010 04.04.2010090:35.324M South Jan u and HAP (HAF Contract) on the last day of the $1.234.567.090.12 | Disapoioved
: con
TrkeTE=T o7 GRS TnCame g
@ HE425-05-3010:04.04:2010 08 I8I2AM South John @ Public Sihar incuma crir vestment of HAP $1.234887.86012 |  Approved
3ndExpanses funds and Hst Resincded Assets
o MEA2E-05-2010:04:04:2010-08 IE:IZAM South ohn @ Public Fvnen-rrg:‘;ﬂnﬂn—ém Expense 1 Amount $1.294 667,890 12 Pending

This ix 2 mamo
¢ e W st John O. PuBlie Addilicnal e e Timia and will allcw Pardan

10 HH4Z505-2010:04:04:2010 00 -I5324M umh Expensarcommans | Expanse 1 Ca W e g

and enter

11 P ASDE-05-201 0004 04 2090 00 35 IDAM Wast anm Q. Pusie |-m|::' A DHAP Familes Assisted- Units ey ——
12 WAD15.08:2010.04:04:2010:09:38:32AM W est John @ Pusilc L DHAP Families Assisied — HAP PP
Voucher Number of Vouc Under Lesse
17 WVOS4:01.:2010.04:02: 20100 412:3 1PM Woast John Q. Public UML mnd HAP (HAF Gonlract) on the 15t oay of 1 $1.234.007,880.12 | Disapproved
e mantr

VMS — Reports Section — PHA HE Status by FA — Report

The recipient Financial Analyst name and his/her Division name appear at the top of the page.
Each line item displays the following fields:
e The Rec.#, a sequential number of line items within the listing
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The Record ID, which is composed of several other fields:
o PHA number
0 Year and Month Reporting Period of the Submission that was corrected
o Date and time that the correction was created / submitted

The Division of the PMC correction

The Financial Analyst associated with the PHA

The tab where the corrected field is located

The name of the field that was corrected

The new adjusted amount

The current status of the PMC
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6.0 Executive Summary
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6.0 EXECUTIVE SUMMARY
6.1 PHA Summary

For PHA users, the Executive Summary Tab allows users to generate an Executive Summary
Report in one of 4 formats:

o Allocations and Balance,

0 Recap Worksheet

o0 Utilization Graphs

When you click on the Executive Summary Tab the following report selection page, will
display, as shown below.

[EIRTRTTIITR  —————
Manage PHA Data

P Lo W

ol

gt M b gt o pnmniina e e B TN i il AT s Y o W T

Executive Summary Format Selection Menu

Click on the radio button for the report format you wish to see, and then click on the “Continue”
button.

o If you wish to create several reports, you must produce them one at a time.

o Ifyou click on one radio button you will clear a button that has already been selected

Click on the “Return button to return to the previous screen without generating any report.

Below are examples of the four report formats:
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6.1.1 Allocations and Balance

T ————————— —— —

Manage PHA Data (
[ 4

VEAR: 2012
ExenuveSummary

Exacutive Summary - Public Housing Authority Allecation and Balances ———

e Begnning Balance from Prior Year End Balance 0 ’
Budgst Autharity fram HUOCAPS CYTD 7,760,814 -

AP Exporze Reported n WMS C¥T0

Other Revenues Reported 1 VM5 CYTD +
End of Cumant Month Nat Ractrictad Asssts (MRA] 3,677, 3600k
PHA Extimate of Net Festncted dsets (NRA) 1235454

PHA Estimata of Cash on Hand (COH) 1,235,464

Ubkzation Units (LML / UMa) 0 ?
Ublization HAP (HAP / ABA] 0.5

Utilzaton Al Funds = HAP expanded CYTO/ABA + (Budgeted NRA . 1 Manth proratad Nk cushion; .53 s

Utilization Units Graph

[ Leaning % — oA gan| Loatn % — B IRALR

é
L A f w0
5 S . \ -
P F | 3 3 s &
£ &8 F &g e A R T R
s v LWL P v B, A R

Fimt | | Fstrn

o M s [T ot W et g T g [ i g b AR W p @ et ) -—/

Executive Summary — Allocations and Balance

6.1.2 Recap Worksheet

Voucher Management System

Manage PHA Data

YEAR: 2012

=== MRA Balance 3¢ of 11/ ]
ABA Dt 7,760,014
AP Exparditure YTD 4,092,470
Ramaining WA YTD 1,668,378
Inchurding HRA
7,700,014
1668376
2
Meay ©F Dbty Ramarang 1,034,108 1,004,180
 Bvlable Y 14,078
Uit Menthe Loased C 6,540
UV Mentns Remainig C 7,838
Mhsathny Uit antna Avalsbis Remaning 490
Funding Would Support 15 3,768
Funding Would Support 8 3,768
Mrymum Sualable o Suppartstie 7,535 5,862
Mirimum Avalable or Supportabie Montly 7,535 . -488

Pt | Flam

h WP § P R Vi N e, Ty S s L b Y Y

et g gy iy Mty o o g, B 0 g gl v s S it it U . g s A B i

Executive Summary — Recap Worksheet
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6.1.3 Utilization Graphs

Voucher Management System

Manage PHA Data

<
e
Summary Graph A
ey
"
L <
i g i £ £
I R YLV {
abEion Unks Bragh
[ evmng s — o Unison ke CtiEsnin|
BN 1403 13 e AN $844,603| $014,067) 3844602 e oo $624.42 2
FEB 1400 1,308 9% FEB| $844,002| 020,232 8844602 7% 9T $620.08 4
MAR| 1401 1303 OF| | MAR $8445607 $010,625) £844,502 o TR $620.26
AR L4108 La08 wan APR $855,002  $000.006| S855,002 L PN $610.72
may| 1418 1205 s1%| | mav| sssso0z §798875| 8855002 0% 5% $621.69
LN 1418 20 ™ MN| $857,506  $3,000) 3857506 0% oR 5100
ML 1403 o on M| §504,852 1| sse4m52 o% o Ll
e taa3 2 = AUG| 8564851  $21,001 364,852 LY W 91317
S 1,403 ] el SEP| $664,852  §11,738| 8664852 % 2l 50
T 140 o om| | oot seeessz 0| sonemsz o% o Ll 3
¥TD| 14,075 G540 asn ¥TD | $7,760,814 54,002,438 | $776,081.4 s3% 53w |$625.76 )
Frne| [ Retum '-
b o g™ i i st sl o, gpriens o B il pmia, ____”_I___,_,_,__________,_._/

Executive Summary — Utilization Graphs
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6.2 National/Regional/State/FO Executive Summary

In addition to the PHA Executive Summary reports, authorized HUD FMC users can see the
same reports for a wider range of data: National, Regional, State, or Field Office,

For a user authorized to see the National, Regional, State and Field Office Executive
Summaries, the screen below will display when the user clicks on the Executive Summary Tab:

Voucher Management System

Manage PHA Data

'\"‘\A|

A/

Public Housirg Authari ty

8
3
A AA A

omon b BTy et s a B e T e e P

]
1
3
\

Select either National, Regional, State, Field Office, or Public Housing Authority (PHA) to set
the parameters of the summary report, and then click on the “Continue” button. A screen
asking for additional information will display, similar to this PHA example:

——————— 1
<
&

Al At 2012

Manage PHA Data

Natioral
Region
State

Figkd Office L
W Puble Housing Sutharity

HA Nums b HA Mama: PANN Housng Auteority af the City of Pittsbungh

Alocabons and Balances Arcap Workshest Utikzabion Graghs

Y

P T T o R TR S P SR Tt S W L FUPSRRE el SV 4 _.J".j
Indicate the PHA number, (or FO, State, Region), select one of the report format radio buttons,
and then click on the “Continue” button. An executive summary in the selected format for the

selected range of data will be created.
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7.0 GENERATE REPORTS
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7.0 GENERATE REPORTS

At the Home Page, the HUD or PHA user can select “Generate Reports” from the side menu.

Homes &
!_';_cm munit Voucher Management System

Home Page

Mulla, FIRST - HVMS00 LAST = v .

(1f you are not FIRST - HYMSO0 LAST - wne . pleass log cut by geing to this link immedistety and call the TAC at BE55-T43-4850.)
Voucher for ¥ of A | Contr and Operating Statement
g Assi ce Pay Program
Supplemantal Regarting Farm

CMB Approval Ne.2377-016%

Public reporting burden for this collection of information is estimated to average 1.50 hours per response, including the tme for reviewing
nstructions, searching existing data sources, gathenng and maintaining the data needed, and completing and reviewing the collection of
information. This agency may not conduct or sponsor, and you are not required to respond to, a collecton of information unless that collection
displays a valid OME control numbar. Authority for this collection of information is the Housing and Community Developmant Act of 1087, Housing
Agancies (HA=) required to maintain financial reports in accordance with accepted accounting Standards to parmit timaly and effective sudits. The 3
financial records identify the amount of annual contributions that are received and disbursed by HAs. Responses to the collecton of informaton are
required to cbtain a benefit or to retain a benefit. The information requested does not lend itself to confidentiakity

AMAMAAA

"

To please cick a link on the side menu.

VAo

,_.—_..H‘__r-—-,’m—v—“_____j.---—--.._fna——.\ﬂf__.r‘*_ﬁ-_____j-- O il PP NPT e X

VMS Home Page

The “Generate Reports menu will display. Note: For PHA users (UDE), only the VMS Data
Collection Report is available.

Voucher Management System

Generate Reports

Click the report you want to generate:
* VMS Non-Submitter Report
we PHA Data
iter PHA Data Tabs s VMS Data Collection Report
* Review and Approve

Pendi d Edits Tah
Ty A + ¥YMS Leasing and Unit Expense Report

PMi

VMS Hard Edit Report

PHA

* Data Input . VMS PMC S Re by EA

* Status Checking

VMS PMC Status Report by FMC Division
* HE Approval By PHA i

* HE Approval By FA

VMS PMC FMC Status Beport

Administer Vs

Generate Reports
Exit VMS

"‘-«ti-'i;ﬂ"""“-J-Mw‘/""\ﬁt,mwﬁ_y‘w“&./"’—Vv-r-'-ﬂ‘n/’"“'-__,.“,\_AJ“—“- T N
VMS Generate Report Selection Menu

Select the report you wish to produce from this menu.

7.1 VMS Non Submitter Report

To view the VMS Non-Submitter Report, the user must log into the system as an HUR user, and
select the “Generate Reports” link on the Home Page side menu. The Report Selection Menu
will display.
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This report is available for users with the HUR Role. When you select this report, the following
page appears, allowing you to select a date range (up to 12 months), and the State on which
the report is based. You can also select the type of Non-Submitter Report, from the following

choices:

e Data Table

® Enter PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

* Data Input

* Status Checking
HUD-FMC

* HE Approval By PHA
* HE Approval By FA

Administer VHS

Generate Reports
ot VMG

Number of Non-Submitters per Month
Number of Non-Submitters per PHA
Percentage of Non-Submitters

Voucher Management System

VMS Non-Submitter Report

<< Pack to Gansrate Resorms Many

Select a Date Range

MOTE: With the "Start” and "End” dates indusive, the date range should NOT sxcesd 12 months,

A o,

Please select a date range: MM - YYYY - to MM ~ YYYY - State AK ~

Report
@ Data Table
Number of Non-Submitiers per menth

Number of Non-Submitters per PHA

/™

Parcantage of Non-Submitters

Reset Go

— I.waf-.__&r«—-"‘hmmﬂ._‘_ m)'ffﬂyrﬂ..JJJ*Hf,JM‘

Non Submitter Parameter Selection Page
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The Following report is produced from the above selection.

voucher Hanagenentsysten

VMS Non-Submitter Report

< Back o Gensrale Asports Meny

Manage PHA Dal:
i Select a Date Range
¢ Enfar PHA Data Tabs NOTE: With the “Start” and “End” datas inclusive, the date range should NOT sxcesd 12 menths.
* Review and Approve
Pending Hard Edits Tabs
Please select a date range: 0w 2015 W to 12 v 2015 v State |ND v

PM(

Report

® Data Table
) Number of Non-Submitters per month

* Data Input
* Status Checking

HUID-FHC
) Number of Non-Submitters per PHA
* HE Approval By PHA

* HE Approval By FA

L) Pergentage of Non-Submatters
Go
Administer VMS

Generate Heports

T Non-Submitter Report
From 01/2015
To 12/2015
As of 11/01/2016
'N' indicates data not submitted. 'E' indicates the PHA is excluded for that month. Blank cell indicates d submitted.

2015 05/2015 0672015 07/2015 08/2015 09/ 5 10/2015 11/2015 1272015

E E E E E E

E E E E E E E N N

E E E E E E

N N N N N N N N N N

E E E E E E E N N N

N N N N N N N N N N
The White l'l-\’\u\(.' i :J :l i : : : f, : E

Non Submitter Data Table Report

The data table report allows the user to view non-submitter data specific to a certain state and
time period. The data appears as shown in the above table, with an “N” displayed for those
months the HA was in non-submitter status. “ 'N' indicates data not submitted. 'E' indicates the
PHA is excluded for that month. Blank cell indicates data submitted.”
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7.2 VMS Data Collection Report

All PHA users and Financial Analysts (UDE and HUR Roles) should be able to view and
generate the Data Collection Report. When you click on the “YMS Data Collection Report” link
on the Report Selection” menu, if you are authorized to see reports for more than one PHA,
the “Enter PHA Code or Select PHA State” page is displayed, otherwise the system will display
the VMS Data Collection Report Home Page.

Homes &

Voucher Management System

VMS Data Collection Report

€< Bacic tn Ganarats Reports Man

e e Enter PHA Code 3
* Review and Approve (‘
ing Hard Edits Tabs ()
Please type the PHA Code: FADD4
[Reset| [Go
» HE Appraval Ry PHA
& HE Approval By FA OR
Adrminister VM5 Select PHA State
Generate Reports
Exit VMG
Please select the state to which the PHA belongs: AK -
| Resat | Go
wf\__..r“\\ *,pm_f\m.l‘--_r.___A I o, __,./'l.lf.___x\ P

PHA / State - Selection page

After choosing the state code above, using the drop down list displayed below, select the
appropriate PHA.

Homes &
Communities Voucher Management System

VMS Data Collection Report
"

- )

¢ to previoys p

- £l
Panding Hard Edits Tabs
Please Select a PHA: AK001 Alaska Housing Finance Corporation = ;

PMC
PHA
& Data Input | Resst |Go <
* Status Checking
HUD-FM

U 2t NP I S e N PO B L U PN

PHA Selection from State Code

The following parameter selection page displays, allowing you to set the Date Range (up to
12 months) and select the type of Data Collection Report to generate:
e Data Table
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e Line Graph
e Pie Graph
e Horizontal Bar Graph

Homes &
Communities

and

Secure Systems

Manage PHA Dala
* Enter PHA Data Tabs

* Rewiew and Apprave
Pending Hard Edils Tabs

PM(

* HE Approval By PHA
® HE Approwval iy FA

Administer VMS

Generate Reports
Ratt VMo

Voucher Management System
VMS Data Collection Report

aa

Select a Date Range

NOTE: With tha "Start” and "End” dates Indusiva, the date range should NOT axcead 12 months.

Please select a date range: MM ~ YYYY ~ to MM ~

Report
@ Dota Table
Line Graph
Fie Graph
HorizontalBar Graph

Resel [a|

R Rtttk ol P o dFTT TN B i, it i
Data Collection Report Parameter Selection Page

Select the to and from date range from the drop-down menus, select the type of report or graph
to generate, and click on the “Go” button.

The Data Collection Report displays on the screen in PDF format for the user to review.
Homes &
Communities

parmmant of Housing

and Urban Developmant

Secure Systems

Manage PHA Data
* Enter PHA Data Tabs

* Review and Approve
Peanding Hard Edits Tabs

PMC

PHA

- a4 Input

* Status Checking

HUD - FMC

* HE Approwal By PHA

* HE Approval By FA

Adminester VMG

Generate Heports

HAP) e
AT RN o g it N o I b el TN T

Voucher Management System

VMS Data Collection Report

< Back to crevicus oace

Excel Formal
VMS Data Collection Report

From 01/01/2016
To 08/01/2016
As of 11/18/2016
PHA Code CTO6E
PHA Name Canton Housing Authority
PHA Type Section8 4——--v--——

Point of Contact Mariama Tester

Point of Contact Phone (123) 456-7890

E-mail User0l_PIH-VMS@research.nonprod.hud.gov

Jan-2016 Fab-2016 Mar-2016 Apr-2016 May-2018 Jun-2016 Jul-2016 Aug-2018

Hental Assistance
Component 1 (RAD1)

Rental Assistance
Companent 1 [RADI -

$1.000 3100 $1.300 5100

~

VMS Data Collection Report — PDF format
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Note: The complete comments entered in the COMMENTS field on TAB 3
(Expense/Comments) or comments entered in the PMC COMMENTS /New Adjusted Value
Field will display when user clicks the Comments link on the DCR Report

senses incurred) -
= £ e ——— ——)

Cg a =

Dinaniur Manmm a
PrONESSIoma! IES 10 TGO Your Gy RO work and Gear st - |

-

 ——
Dicastar Familias s ‘;
e I e B A P

DCR Report-Comments Link

Comment

Public service is a calling that each of you has dedicated your professional Hves to through your daily bard work and dedication 1o serviag the American people. Through coustless ways millions of Améevicans have benefited from your devation
10 the mission of HUD and we are all indebred 1o you for your tireless service. As we come 1o the end of our Public Service Recognition Week please reflect on how inyportant your individual and our collective work i 10 the lives of Americans
and the well-being of our country. The Secretary and 1 thank you for your servics to oor country and the méssion of our Department. Pusblic service is o calling that each of you has dedicated your professional lives to throngh your daily bard
work and dedication 1o serving the American people. Through countless ways millions of Americans have benefited from vour devotion to the mission of HUD and we are all indebted to you for your tireless service. As we come 10 the end of
our Public Service Recognition Week please reflect on how important your mdividual and our collective work is to the lives of Americans and the well-being of our country. The Secretary and | thank you fbr your service lo our country and the
mission of our Department. Peblic service is a calling that cach of you has dedicated your professional lives to through your daily hard work and dedication to serving the American people. Through countless ways millions of Americans have
benefited from your devotion 1o the mission of HUD and we are all indebied to vou for your tirebess service, As we come 10 the end of our Public Service Recognition Week please reflect on how impornant your individual and our collective
work is to the lives of Americans and the well-being of our country. The Secretary and | thank you for your service to our country and the mission of our Department. Public service is a calling that each of you has dedicated your professional
lives to through your daily hard work and dedication 10 serving the American people. Through countless ways millions of Amenicans have benefited from your devotion to the mission of HUD and we are all indebted 1o you for yous tireless
service. As we come 1o the end of our Public Service Recognition Week please seflect on how imporant your individual and our collective work is 10 the lives of Americans and the well-being of our country. The Secretary and 1 thank you for
wour service to our country and the mission of our Deplnm:ul Public service is a calling that each of you has dedicated your professional lives 1o through your daily hard work and dedication to serving the American ptopl: Through countless
ways millions of Americans have benefited from your devotion to the mission of HUD and we are all indebded 1o you for your tireless service. As we come to the end of our Public Service Recognition Week please reflect on how imy

vour individual and our collective work is 1o the lives of Americans and the well-being of our country. The Secretary and 1 thank you for your service to our country and the mission of our Deparument. Public service is a calling that each of you
has dedicated your professional lives 1o through your daily hard work and dedication 1o serving the American people. Through countless ways mdlwm ofa\menms have benefited from your devotion to the mission of HUD and we are all
indebted 10 you for your tireless service. A;utmelulheﬂm“whblu&mmkmmm Week please reflect on how imp your and our work is to the lives of Americans and the well-being of our country.
The Secretary and I thank you for your service to our country and the mission of our Department. As we come 10 the end of our Public Service Recognition Week please reflect on how important vous individual and collective work is to the
lives of Americans and the well-bemng of all groups. Public service is a calling that each of you has dedicated your professional lives to through your daily hard work an MOD303 04062016 11:25:18:-Public service is a calling that each of you
has dedicated your professional lives to through your daily hard work and dedication to serving the American people. Through countless ways millions of Americans have benefited from your devotion to the mission of HUD and we are all
indebted to you for your tireless senvice. As we come to the end of our Public Service Recognition Week please reflect on how important your individual and our collective work is to the lives of Americans and the well-being of our country.
The Secretary and | thank you for your service to our country and the mission of our Department. Public service is a calling that each of you has dedicated your professional lives to through your daily hard work and dedication to serving the
American people. Through countless ways millions of Americans have benefited from your devotion to the mission of HUD and we are all indebted to vou for your tireless service. As we come to the énd of our Public Service Recogaition
Week please reflect on how impartant your individual and our collective work is to the lives of Americans and the well-being of our country. The Secretary and I thank yoa for your service to our country and the mistion of our Department
Public service is a calling that each of you has dedicated your professional lives to through your daily hard work and dedication to serving the American people. Through countless ways millions of Americans have benefited from your devotion
to the mission of HUD and we are all indebted to you for your tirebess service. As we come to the end of our Public Service Recognition Week please reflect on bow impontant your individual and owr collective work is to the lives of Americans
and the well-being of our country, The Secretary and [ thank you for your service to our country and the mission of our Department. Public service is a calling that each of you has dedicated your professional lives to through your daily hard
work and dedication to serving the American people. Through countless ways millions of Americans have benefited from your devotion to the mission of HUD aad we are all indebted to you for your tireless service. As we come 10 the end of
our Public Service Recognition Week please reflect on how important your individual and owr collective work is 1o the livies of Americans and the well-being of our country. The Secretary and [ thask you for your service 10 our country and the
mission of our Department. Public service is a calling that each of you has dedicated your professional lives to through your dafly hard work and dedication to serving the American people. Through countless ways millions of Americans have
benefited from your devetion to the mission of HUD and we are all indsbied to you for your tireless service. As we come 10 1he ead of cur Public Service Recognition Week please reflect on how imponaat your individual and our collective
work is to the lves of Americans and the well-being of our country. The Secrétary and I thank you for your sérvice 10 our country and the mission of our Department. Public service is a calling that cach of you has dedicated your profesiional
lives to through your daily hard werk and dedication fo serving the American people. Through countless ways millions of Americans have benefited from your devotion to the mission of HUD and we are all indebied to you for your tireless
seTvice. As we come 10 the end of our Public Service Recognition Week please reflect on bow important yous individual and our collective work is to the lives of Americans and the well-being of our country. The Secretary and I thank you for
your service to our country and the mission of our Department. As we come to the end of our Public Service Recognition Week please reflect on how important your individial and collective work is 1o the lives of Americans and the well-being

Open the Data Collection Report in Excel by clicking on the “Excel Format” button at the top of
the screen to open the document in MS Excel. The system prompts the user to open the
document in MS Excel or to save the document. Generally, user will just open the document in
MS Excel by clicking on the “Open” button displayed in the system message.
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‘\VJ ham your computer. f you do not trust the source, do not open or
What's the risk?

save this file

VMS System Message

Once the system has opened the data collection report in MS Excel, the user will want to make
sure the report is properly formatted prior to saving or printing. Once the format is set, click on
the “File” option on the ribbon bar, and select the print option. User can preview, or send on to

print.

Fram 1/1/2016

To B8/1/2016

As of 11/18/2016

PHA Code CT068

PHA Name Canton Housing Authority

PHA Typa Section &

Point of Contact Mariama Taster

Point of Contact Phone (123) 456- 7890

=i UserD1_PIH- h.nonprod.hud.gov

dan-16 Fbe=16
Rental Azsistanoe Component 1(RADT) m

Rental Assistanoe Component 1(HADT - HAP) 11000

Mar=16

n

0

VMS Data Collection Report

Apr-16 Moy 16

m L ‘S
.30 0
L i e N e i W o pradl™ et B o sramian

VMS Data Collection Report in Microsoft Excel
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7.3 VMS Leasing and Unit Expense Report (Inactive)

To view the Leasing and Unit Expense Report, the user must log into the system as an HUR
user, and select the “Generate Reports” link on the Home Page side menu. The Report
Selection Menu will display.

Manage PHA Data

& Enter PHA Data Tobs

* Review and Approve
Pending Hard Edits Tabs

PMC

HA

* Data Input

* Status Checking
HUD-FM(

* HE Approval By PHA
* HE Approval By FA

Administer VS
Genarate Heports
Exit VMS

'ﬁ'\ii:i;e'm"u/ it s il =< rhaa Develof™™ W s TN wf“‘“"*._,./\/'lw‘

Voucher Management System

Generate Reports

Click the report you want to generate:
= VMS Non-Submitter Report

. YMSD ollection R
= VMS Leasing and Unit Expense Report

* ¥MS Hard Edit Beport

VMS PMC Status Report by FA

VMS PMC Status Report by FMC Division

VYMS PMC FMC Status Report

S
;
;

VMS Reports Selection Menu

When you select the Leasing and Unit Expense Report from the Generate Reports: Report
Selection Menu, if you are authorized to see reports for more than one PHA, the “Enter PHA
Code or Select PHA State” page is displayed; otherwise the system will display the VMS - FASS
Data Comparison Report home page

Homes &
Communities

Secure Systems
Manage PHA Data
FHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

PMC
PHA

* Data Input

* Status Checking

HUD-FMC
* HE Approval By PHA
* HE Approval By FA

Administer VHS

Generate Reports
Exrt WMS

Voucher Management System

Leasing and Unit Expense Report

<< Back o Gensrate Repuds Meny

Enter PHA Code
Please type the PHA Code: 5
Resst | Go )
- OR- ~

Select PHA State

Please select the state to which the PHA belongs: AK -
Reset | Go, ;
— 1 Y it \ N -
T I W f\._../m\“/m"_‘_rf““"”‘ -r—“ Y e VN

Enter PHA Code or Select PHA State Menu Page

If you select a state in the above menu, the following page will display:
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VYoucher Management System

Leasing and Unit Expense Report

Secure Systems

£< Back to previous pags

Manage PHA Data

Select PHA
* Ruview and Approve
Pending Hard Edits Tabs
Please Select a PHA: CADO1 Housing Authority of the City & County of SF -
PMC
PHA
* OData Input Reset | |Go
+ Status Checking

FMC

T T Y N e AT ) f“w“_,__/f"f—“__/
Select PHA Menu Page

Select the PHA you want from the drop down menu and click on the “Go” button. Another
selection menu will display, for the date range on which you wish to report.

Voucher Management System Q.

Leasing and Unit Expense Report

<< Back to pravious page

Select a Date Range

NOTE: With the "Start” and "End” dates inclusive, the date range should NOT exceed 12 monthas.
Please select a date range: MM - YYYY » to MM ~ YYYY =

[Reset| [Go]
" -J‘M"‘"--&-\_.f'-*m"%#"-""\'"“-"‘“"“‘"“‘mwu"‘“w"'ﬂ»w-“‘,-.ﬂ”--i*'—d'
Select Date Range Menu Page

A A

Select the date range you want from the drop down menus and click on the “Go” button. The
Leasing and Unit Expense Report will display.
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Homes &
Communities

(T4, o Heussing

and U el opment

Manage PHA Data

® Enter PHA Data Tabs

. Kovie vo
Panding Nard Cdits Tabs

HE Approval By PHA
HE Approval Dy FA

Adeanistor VMS

Generste Reports
Exit VMS

vousneransgemenc sy

Leasing and Unit Expense Report

PHA Code PADG4 (
PHA Name Allent Housing ¥ k,
Field Office Code 3APH
As of 04/09/2013
PHA FYE 06/30
Mainstream  Mainstream e Combined
Month/Year  Manthly UMA  Monthly UM 5-Year 5-Year 0 hi Lease Total HAP  HAP PUC
uMa umML Rate A
0B/2011 75,583 1,335 o 0 0 1.77% $838,631 $628.19 {
HA Fiscal Year-To-Date Information
Mainst Combined HAP Total | $838,631 5
UML Total | 1,335 0 1,335 Regular Utilization Percentage 1.77%
UMA Total 75,583 o 75,583 Mainstream Utilization Percentage 0.0%
Difference between UMA and UML 74,248 o 74,248 Combined Utilization Percenlags 1.77%
UMA CAP| 906,096 0 906,956 Average PUC 628,19
Excel Format }

-rMJ““‘*x,f'“-W{"-JM-M-.w__'__,\‘__J_).IH,wwa__,,-w«-m\_“/'uﬁf"-m__f-._ﬂ_ T
Leasing and Unit Expense Report

To see the report in Excel format, click on the “Excel Format” button at the bottom of the report:

1 PHA Code

PHA Name

Field Office Code
As of

PHA FYE

O e

Month/Year

12/1/2010

CADO1
Housing Authority of the City &
County of SF
SAPH
4/6/2011
30-Sep
Mainstream Mainstream Home Combined
5-Year 5-Year Ownership Lease
Monthly UMA Monthly UML uMA umML Rate Total HAP HAP PUC
229758 7489 0 0 1 3.26% $9,389,955 $1,253.83

HA Fiscal Year to Date Information
Regular Mainstream Combined
0 7489
229758
222269
2757096

HAP Total $9,389,955
Regular Utikzation Percentage 3.26%
Manstream Utikization Percentage 0.00%
Combined Utihzation Percentage
Average PUC

3.26%

1253.83

Excel format Leasing and Unit Expense Report
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7.4 VMS Hard Edit Report (for FA)

To view the Hard Edit Report for FAs, the user must log into the system as an HUR user, and
select the “Generate Reports” link on the Home Page side menu. The Report Selection Menu
will display.

Voucher Management System

Generate Reports

Click the report you want to generate:
« VMS Non-Submitter Report

= = -ollecti

Pending Hard Fdil

* VMS Leasing and Unit Expense Beport
e « VMS PMC Status Report by FA

« Status Checking

- P * VMS PMC Status Report by FMC Division i

« HE Approval By PHA
* HE Approval By FA * VMS PMC FMC Status Report
Administer VMS

Genarate Reports
Exit VS

B T T I A WP PP
VMS Reports Selection Menu

Select VMS Hard Edit Report link

An FA authorized for multiple PHAs either enters the desired PHA code directly in the first

box, or selects the Field Office drop down to display PHAs assigned to the Field Office and the
user’s id

Voucher Managemeant System

1iard Cdit Report

BACK LG GACACAIS RAGSOE San &
Enter PFIIA Code 8
_(’
e T <
Henet |eso ?
on {
Select Fletd Ot
Plaasae salact the Fleld OMca to which tha PHA balongs: ALASKA COMMUNITY SEFOVACE CENTER (OCPH) - ;
Reser| |Ge )
S A B sl e s s B M T A e A _,_‘,d.,,.l/)

PHA Selection Menu -1

The user then selects the desired PHA from the drop-down list
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v her Manag t System
Hard Edit Report

= B

ack to previous pags

Please Select a PHA: DEDOT Wilmington Housing Authonty - ?

Raset | |Go|

. R e N g VT e SR N

. PHA Selection Menu - 2

The system will generate a report of pending Hard Edits for the PHA selected.

Voucher Management System

Hard Fdit Report

PHA Code PADDA

PHA Hame Alleatown Housing Authorily
FYE 06/30
Status Procassing
Manth s Time
irst Nam : 25t Nam wailabl g

First Name, Last Nama Unavailable
Ssctermber 2011 Pending Mard Edit Submission
17 Qetaber 20

2 Davs

First Nerre, Last Na
duby 2011 Pending M Serme Doy
First Names, Last Unavalable
Agrl 2004 Panding Rard Edit Submission
18 May 2011

Sama Day

First Narme, Last Nama Unavadlabie
d Edit Subrmssion

Mgrch 2013 Pending Hard Edit o
19 May 2011

Same Day

First Marme, Last Names Unswslsble

Pebruary 2011 Pending Mard Edit Submission gerow Same Doy
19 May 2011 3 2
First Narme, Last Nama Unsvadshia et b . . Ui Inbie
Januery 2011 Pending Hard Edit Submisson Approwved 1 Day
18 May 2011 1 ¥ 2
Excal Fomat
R O N R o N e WP B e S IR e P R Y L

Hard Edit Error Report Menu

The FA can approve or disapprove the submission by following the steps below

Step —1: Select the link under the Month column. The Pending Hard Edit Review and
Approval page displays

Edit Review and Approwval MONTH: October YEAR: 2012

PHA Info JECEEERY

System Messages

Financial Analyst decsion has been saved suscessfully!

Expenss/Comments § Disaster LMLHAP

Income/Expenses

b

Received Date:

Approved: Yaa @ No

Comments:

Cantinue | | Cancel

Lr""\\,ﬁ*‘t\-\u

M iy e M el s g g W PN N N e S T e

Pending Hard Edit Review and Approval Page
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Select the “Yes” button for approval or the “No” button for disapproval

Voucher Management System

Pending Hard Edit Review and Approval

MDODG

Edit Review and Approval MONTH: November YEAR: 2012

Voucher IML/HAP | Income/Expenses Disaster UML/HAP | PHA Info JEGEMEN

4 Back {0 pegvious CRON

_ =~ UD Review and Apprav.
iyl HUL w and Appraval

T feoceived Dote:

BHA Approved: You @ Wo
* Datalnput

* Status Cheching

* HE Approval By PHA Comments:

* HE Approval By FA

|Sa\I9 Cancel

\"'\,ﬁ-"’\* ""“\.\J“\‘/-

I T R O e S s S N e S

Click the “Continue” button. The System message displays

Edit Review and Ajf

MONTH: Oclober YEAR: 2012

Disastar LM BEl  Review

< Back t= areviaus pace

Syslem Missages

Financial Analyst decision has been saved sucossefully!

s A A il A il YA TN ol N

Click the “Continue” button

Homes &
Communities Voucher Management System

Pending Hard Edit Review and Approval

MONTH: November YEAR: 2012

— Y Review
w and Approve T
Mard Edits Tabs

Finencal Anelyst decwon hes been saved succmsshully!

HUD Review and Approval

= ME Approval By PHA

o W Approvel By FA Raceived Date:

Approved: Yes ®  No
Consrats Haparts
£x11 vMS

Comments:

Continue | | Cancel |

.f—‘\_f'“-w“-h_\f““““’_“‘-ﬂ-.-ﬂ"_“‘r4 J“"M-J-Mﬁ'-wn\mfuwf\u‘m st P P,

Lm’\,-\«m»\,«,.
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The Pending Hard Edit Review and Approval menu page will again display with List of Pending
Submissions

Homes

oL HEEE Voucher Management System
S

* HE Approval By PHA

Administer VHS

GCunerate Reports

Sagtember 2012

August 2012

) ag1a

uns 2013

Novembar 20131

Eehruary 2011

danusry 2013

Pending Hard Edit
25 February

b
2013

FIRST - MOD300 LAST - vms
Paending Hard Edit Submission
30 Jsnuary 2013

FIRST - MO030O LAST - vms
Pending Hard Edit Submission
19 December 2012

FIRST - MOQ300 LAST - vms
Pending Hard Ed:
13 Dacembe

Submssion

First Name, Last Name Unavailable
Pending Hard Edit Submission
21 December 2011

First Name, Last Name Unavailable
Pending Hard Edit Submission
21 November 2011

First Name, L
Panding i
17 October 2|

First Name, Last Name Unavailable
Pending Hard Edit Submission
23 August 2011

First Name, Lact Name Unavailable
Pending Hard Edit Submission
1B May 2011

First Name, Last Name Unavailable
Pending Hard Edit Submssion
19 May 2011

First Name, Last Name Unavailable
Pending Hard Edit Submission
19 May 2

First Name, Last Name Unavailable
Fending Hard Edit Submission
18 May 2011

First Name, Last Name Unavailable
Pending Hard Edit Submigsion
19 April 2011

First Name, Last Name Unavail
Pending Hard Edit Submis:
19 April 2011

Approved
25 Fabruary 2013

FIRST - HVMSO0 LAST - vms
Approved
20 December 2012

First Name, Last Name Unavailable
Approved
21 December 2011

First Name, Last Kame Unavailable
Approved
22 November 2011

First Name, Last Name Unavailable
Approved
19 October 2011
First Name, Last iame Unavailable
Approved
23 August 2011

First Name, Last Name Unavailable

Pending Hard Edit Review and Approval
List of Pending Submissions
PHA Code PADDS
Mar p at
& Enter PHA Data Tabs PHA name Allentown Housing Authority
* Review and Approve EYE 06/30
Pendug Hard Edils Tabs
Status Financial Analyst
i Fonh Status
FIRST - HVM500 LAST - vms FIRST - HVMS00 LAST - vms
2 Octobar 2012 Fending Hard Edit Submission Approved
= 0% April 2013 0% Apnil 2013
4 F FIRST - MOO300 LAST - wi FIRST - HWVMS00 LA vms

Approved
18 May 2011

First Name, Last Name Unavailable
Approve
19 May 2011

Name, Last Name Unavailable
Approved
19 May 2011

Name, Last Name Unavailable
Approved
19 May 2011

First Name, Last Name Unavailable
Approved
19 Apnil 2011
First Name, Last Name Unavailable

Approv

19 Apri 1

First Name, Last Name Unavailable First Name, Last Name Unavailable ’é
tobar 2010 Pendipg Hard Edit Subpmiss . & ved

If there is no pending submission for a PHA, the Hard Edit Report page will display with the
message below

Page 122



Voucher Management Systems (VMS) User Manual

Homes &
Communities Voucher Management System
Us

Hard Edit Report

== Eack to previgus page {

Manage PHA Data

* View PHA Data Tabs

* Heview and Approve
Pending Hard Edits Tabs PHA Code PADOS

PHA Name Allentown Housing Authority
PM( FYE nﬁf 20

M
® HE Approval By PHA Month Status Financial Analyst
e HE Approval By FA Status

THERE ARE NO PENDING SUBMISSIONS FOR THIS PHA
Censrate Reports

Exit VM5

P DRI s YPUE SR "V N G SR N Y S WPV W Y e

7.5 VMS PMC Status Report by FA

To view the VMS PMC Status Report by FA, you must log into the system as an HUR user, and
select the “Generate Reports” link on the Home Page side menu. The Report Selection Menu
will display.

Homes &
Communities Voucher Management System

Generate Reports
Secure Systems

Click the report you want to generate:

S —— = VMS Non-Submitter Report
Manage PHA Data

T S + ¥MS Data Collection Repert

* Review and Approve

Pending Hard Edits Tabs

o = VMS Leasing and Unit Expense Report

* ¥MS Hard Edit Report
» Data Input

* Status Checking
[

VMS PMC Status Report by FA

HLIC-F M

VMS PMC Status Report by FMC Division
HE Approval By PHA

HE Approval Dy FA VYMS PMC FMC Status Report

Administer VMS
Genarate Heports
Exit VMS

Resources

B AV e W e WP P

VMS Reports Selection Menu

When you select VMS PMC Status Report by FA from the Generate Reports: Report Selection
Menu, the system will display the following menu, allowing you to select the Financial Analyst on
which the report will be based.

Homes &
Communities
us ']

Voucher Management System

VMS PMC Status Report by FA

£< Pack bo Qanarats Raparts Man

Manage PH

* View PHA Data Tabs
Finandial

* Review and Approve Analyst

Pendmg Hard | dits Tabe

Please select Lhe appropriale Financial Analyst TP =

from the dropdown list: Bobbi Stracker

HUD-FMC Reset| [Go|aguu /‘
& HE Approval By PHA

* HE Approval Ry FA

, “"}‘deﬁ‘ﬂ“‘r)um_r-w-ﬁ ,a_‘_‘__’r""‘"-‘-"w““"ﬁ' ""\AIM"\"\.,..I\ wal\ A,
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VMS — Reports Section — FA Selection Screen Dropdown Box

Highlight the desired Financial Analyst and press “Go”.

The following menu will display, allowing you to specify the date range and sort order of
the report:

Voucher Management System

VMS PMC Status Report by FA

a Date ge of PMC
NOTE: With the 'Start” and "End” dates inclusive, the cate range should NOT sxceed 12 months.
Please select a date range {This will be the date of when the PMC was performed and "NOT"” the 10 v] 2011 Vit MM V[ YYYY V|
month of submission): — e 1 |

Select a Sort Order

The system can be serted in sny of the following order:
State, PHA, Reporting Month, Status Code, Financial Analyst

VA Ay A A vt A/

Primary Sort Leve Sacond Sort Leve Third Sort Leval
State ~ | State ~ State ~
[Revet] [Go]
e NG oW e TSI W o R e B T N I W I eV —

PMC — Generate Report — Date Range and Sort Order

The screen allows you to specify 3 levels of sort criteria for the report

e A drop-down menu will display for each sort level. Possible sort fields are:
o State
o PHA
0 Reporting Month
0 Status Code
o Financial Analyst (FMC/FA)
e Default sort will be on date /time in descending order with newest on top

The screen allows you to specify the “To” and “From” dates for report generation, with Dropdown Boxes
for Month and Year. Be sure that the “To” and “From” range you select does not exceed a 12-month
timeframe. Only corrections that were created within that date range will be selected.

Select the date range and sort criteria you want, and then select the “Go” button at the bottom of the
screen to generate the report.

If you want to clear your selection select the “Reset” button to clear all entered criteria.

When you select “Go”, the report will display:
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Homes &
munities Voucher Management System

VMS PMC Status Report by FA

Financial Analyst: Thomas M Vitek
© and App e
Predmeneritat e Wlrccel  keoordid ] bivision] Financial Anaiysi]
1

CAD28:201012;10-31-2011 | South | Thomas vitek Other Income 3

Expense Administrate Expenses

PM(

FSS Coordinator Expenses

.'”"I'L';;N"I T 2 CAD28:201012:10-31-2011 | South | Thomas Vitek Other Income and Expense o\ o0 4 b FSs Grant $9,079 PMC-Submitted
* HE Appraval By FA 3 CAD28:201012:10-31-2011 South Thomas vitek Other Income and Expense ::[' Ll'gfildln:f,:_rﬁ’.'_fﬁrjf: $68,511 PMC-Submitted
4 CADZ2H:201012:10-31-2011 | South Thomas Vitek Voucher UML and HAP All Other Vouchers HAP $2,393,043  PMC-Submitted
5 £AD26:201012:10-31-2011 | South Thomas Vitek Voucher UML and HAF All Other vouchers 4,649 PMC-Submitted
] LAD2H:201011:10-31-2011 | South Thomas Vitek Voucher UML and HAP All Other Vouchers 4,444 PMC-Submitted
7 ADIE: 2 31- South | Thomas vitek Voucher UML and HAP All Other Vouchers HAP $2,203,952 | PMC-Submitted
8 LAD2H:201010:10-31-2011  South Thomas vitek Voucher UML and HAP All Other vouchers 4,699 PMC-Submitted
9 AD25:201010:10-31-20 South Thomas vitek Voucher UML and HAP All Other vouchers HAP 52,384,868 | PMC-Submitted

PMC Report by Financial Analyst (FA)
The FA name appears at the top of the page. Each line item displays the following fields:

e The Record ID, which is composed of several other fields:
o0 PHA number
0 Year and Month Reporting Period of the Submission that was corrected
o Date and time that the correction was created / submitted

FMC Division Name

Financial Analyst Name

The tab where the corrected field is located

The name of the field that was corrected

The new adjusted amount

The Status

AAANAAANAL/

| Pant
PN e R S WY NPT R o W N e mm__)".,‘}

Click on the Record ID of the correction you want to review. The correction page, with any Hard

Edit information displayed, will appear, in a view-only page.

Voucher Management System

Prior Month Correction {PMC) - Data Input

PADODA allentown Housing Authority

Maonth Tab Selection Field Selection
[11:] - 2010 = Othar Income and Expensa = Admmnistratrve Expances -

New Adjusted Value Old Value Differance in New to Old Valus {

View-Only Screen of Selected PMC

On the bottom of the report is a “Print” button. Press this button to produce a PDF format
printable version of the report:
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Prior Month Corrections Report — by FA

GADD1.0B 201004 07 2010:12:45.32PM

er
UML and HAP

Number of Vou
Contract) on the

$1,234 567 89012

Disapproved

GAD01:082010:04 07 2010:12:4532PM

Cther Income
and Expenses

Interest or other Income earned this month
fromthe investment of HAP funds and Net
Rasticded Assels

$1,234 567 89012

Approved

GA001:08:2010:04:07:2010:12:45:32PM

Addmonal
Expanse/Commeants

Expense 1 Amount

$1,234,567,89012

Pending

GAD01:08:201004:07-2010:12:45:32PM

Additional
Expense/Comments

Expense 1 Comment

This Is a mamo
Tiald and will allow

the user to enter
and enter

Pending

KYS901:08:2010.04 06 20101015 124M

Disaster
UML and HAP

DHAP Families Asaisted - Units

$1.234,567.88012

Approved

KY901.:08:2010:04:06:2010:10:15:12AM

Disastar
UML and HAP

DHAP Families Assisted - HAP

$1.234,507,890.12

Approved

TX425:05:2010:04:04:2010:09:35:32AM

Voucher
UML and HAP

Number of Vouchars Under Lease (HAP
Coniract) on the last day of the month

$1,234,507,890.12

Disapproved

TX425:052010:04 04 2010:09:35:32AM

Other Income
and Expenses

Interest or other IncCome earmed this month
from the investment of HAP funds and Net
Restricted Assels

$1,234 567 890 12

Approved

TX425:052010.04 .04 2010:08.:35:32AM

Addional
Expense/Comments

Expense 1 Amount

$1.234 567,880 12

Pending

TX425:05:2010:04:04:2010:08:35:32AM

Additional
Expense/Comments

Expense 1 Commeant

This 15 a memo
field and will allow

he user o anter
and enter

Pending

VAD15:08:2010:04:04:2010:09:38:324M

Disaster
UML and HAP

DHAFP Families Assisted - Units

51,234 567,800.12

Approved

VAD15:08:2010:04:04:2010:09:38:32AM

Disaster

DHAP Families Assisted — HAP

$1,234,567,800.12

Approved

WV064:01:2010:04:02:2010:01:12:31PM

UML and HAP

Number of Vouchars Under Lease (HAP
Contract) on the last day of the month

51,234, 567,800.12

Disapproved

WWV064:01:2010:04:02:2010:01:12:31PM

Other Income
and Expenses

Interest or other InCome earned this month
from the investment of HAP funds and Net
Restricted Assels

$1,234,567 89012

Approved
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7.6 VMS PMC Status Report by FMC Division

To view the VMS PMC Status Report by FMC Division, you must log into the system as an HUR
user, and select the “Generate Reports” link on the Home Page side menu. The Report
Selection Menu will display:

Voucher Management System

Generate Reports

Click the report you want to generate:
« VMS Non-Submitter Report

= = -ollecti

*  Review and Approve

Pending Hard Edits Tab = :
i - « VMS Leasing and Unit Expense Report

o YMS Hard Edi

= Data Input
* Status Checking

« VMS PMC Status Report by FA é
HUD-FHC + VMS PMC Status Report by FMC Division

« HE Approval By PHA

* HE Approval By FA * VMS PMC FMC Status Report

Administer VMS

Genarate Heports

Exit VMS é

B T T I A WP PP
VMS Reports Selection Menu

When you select VMS PMC Status Report by FMC Division from the Generate Reports: Report
Selection Menu, the system will display the following menu, allowing you to select the FMC
Division on which the report will be based.

Homes &
Communities Voucher Management System

VMS PMC Status Report by FMC Division

to Ganerats Raparts Meau

* View PHA D. e - .
Fina Manag - Dis

& Meview and Approve
Pending Hard Edits Tabs

Please select the appropriate Financial Management

Center division to generate the report on: /"—.
| Resat

AAFAANAN,

East Division -

* HE Approval By PHA
* HE Approval By FA

Generate Reports M-—Vf-‘_’--}"“m\‘_ _‘w"}|," = ﬂ,ﬁ = r\f " ?"_n—w—o

PMC Status Report — FMC Division Selection Menu
Highlight the desired FMC Division and press “Go”.

The following menu will display, allowing you to specify the date range and sort order of
the report:
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VMS PMC Status Report by FMC Division

r

Financial Analyst: West Division

Select a Date Range of PMC submission

NOTE: With the “Start” and "End" dates inclusive, the date range should NOT exceed 12 months

Please select a date range (This will be the date of when the PMC was performed and "NOT" the Ton
month of submission): [10 [W[2011 [MtojmmM][vyyy v

Select a Sort Order
The system can arted in any of the following arder:
State, PHA, rting Month, Status Code, Financial Analyst
Pnimary Sort Level Second Sort Level Third Sort Level
[Stete [v] |5ta:e ~] [State v
Resal Go|

PMC - Status Report — Date Range and Sort Order
The screen allows you to specify 3 levels of sort criteria for the report

e A drop-down menu will display for each sort level. Possible sort fields are:
o State
o PHA
0 Reporting Month
0 Status Code
o Financial Analyst (FMC/FA)
e Default sort will be on date /time in descending order with newest on top

The screen allows you to specify the “To” and “From” dates for report generation, with Dropdown Boxes
for Month and Year. Be sure that the “To” and “From” range you select does not exceed a 12-month
timeframe.

Select the date range and sort criteria you want, and then select the “Go” button at the bottom of the
screen to generate the report. Only corrections created in that date range will be selected.

If you want to clear your selection select the “Reset” button to clear all entered criteria.

When you select “Go”, the report will display:
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Manaye PHA Dala

® View PHA Data Tabs

& Heview and Approve
Pending Hard Fiddts Tabs

WD e

o HE Approval Dy PHA 2 5C001:201012:10/31/2011 15:20:00 Kathryn Smouse Hulse Other Income and Expense ('\,'\f&“”‘““ L] $500,016 PMC-Submitted
HE A, il By FA

5 i 3 SC001:201012:10/31/2011 15:16:50 Kathryn Smouse Hulse | Other Income and Expense  Administrative Expenses $57,622 | PMC-Submitted

& F55 Coordinator

Gonerute Roparts 4 SC001:201012:10/31/2011 15:18:03 Kathryn Smause Hulse Other Income and Expense Expenses Covered by £4,344 PMC-Submitted

Exit VM5 FSS Grant
5 SC001:201012:10/31/2011 15:17:23 Kathryn Smouse Hulse Voucher UML and HAP FSS5 Escrow Deposits $4,651 PMC-Submitted
[ SCO01:201012:10/31/2011 15:16:48 Kathryn Smouse Hulse Voucher UML and HAP All Oother vouchers 1,222 pMC-Submitted
- SC001:201012:10/31/2011 15:16:48 Kathryn Smouse Hulse Voucher UML and HAP All Other Vouchars HAP $646,522 PMC-Submitted

1 ds A
8 SC001:201011:10/31/2011 15:13:45 Kathryn Smouse Hulse Other Income and Expense 'E‘J‘mfm““d Nt Assals $30,689 PMC-Submitted
e | SC001:201011:10/31/201115:13:18 Kathryn Smouse Hulse | Cther Income and Expense | hes estiicted Assets $458,448 PMC-Submitted
108 | 5C001:200911:10/31/2011 10:46:08 Kathryn Smouse Hulse | Voucher UML and HAP Fastacie Loty 0 PMC-Submitted
. . r aE: e P 2 Total HAP for Portable i S
109 | SC001:200911:10/31/2011 10:46:08 Kathryn Smouse Hulse | Voucher UML and HAP fomptoritle-fer $0  PMC-Submitted
110 | SC001:201002:10/31/2011 10:45:15 Kathryn Smouse Hulse Cther Income and Expense :\I'\féaestmted Assets $165.887 | PMC-Submitted
Print
[  ——— e s TP N — A R i

Voucher Management System

VMS PMC Status Report by FMC Division

<< Bagk to Select & Date fangs

b asail gl —

Other Income and Expense

Unrestricted Net Assats
(UNA)

PMC Status Report by FMC Division

$39,834 PMC-Submitted

The Division name appears at the top of the page. Each line item displays the following fields:

e The Record ID, which is composed of several other fields:
o PHA number
o0 Year and Month Reporting Period of the Submission that was corrected
o Date and time that the correction was created / submitted

Financial Analyst Name
The tab where the corrected field is located
The name of the field that was corrected
The new adjusted amount

The Status

Click on the Record ID of the correction you want to review. The correction page, with any Hard
Edit information displayed, will appear, in a view-only page.

Homes &

Communi Voucher Management System

Prior Month Correction (PH() Data Input

PADDA Allentown Housing Authority

Tah Selection Fleld Selaction

» Administrative Expanses

Oid Value Difference in Mew 1o 0id Value

put
& Status Chacking

Genarate Haparts

bt VME

View-Only Screen of Selected PMC
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On the bottom of the report is a “Print” button. Press this button to produce a PDF format
printable version of the report:

Prior Month Corrections Report - by FMC Division
20110412300
f’jm. 901 il} [ =t )
[ e r— | | [ p—
[ ] ﬂg"f""m" I Bece trane l Crer rcome ane Expense lmuoumnmmm l nl PLC-Suem e
CTDO2201108:13203011 Fraug Recover; Total Corecies This
[ e I Bce traane I Crer reome 3 Erense I ] e—
[ 2 ofher RCo™E eamed
[ s I;ﬂ:‘gﬂn 12302011 I Seni Saathe | Ot meome ond Bpense t:l.:‘“ e I s1azy | PMC-SubmEe
I I | ) funas ang et Resyrcies Asset I
[ % |m€ﬂn¢.|mn | Booo Sraoer | Cmer rcome ana Exper |mm Trig Month | mu‘ PRIC-3utm 360
! 7 |¢:mwm1mn l Beco tracer | Orer rcame g Expense h"’""“'"""“‘""l ||.uuu| P SuemTes
l Imxnm 120201 I [ pa— l Orer rcame 3o Emenze lunn-cmmm l n-mul enc-suemzes
[ Imxneﬂ 12002011 Dot Svncher Oer mcome 3na Expense |Net Resrcied Assets (NRA lum.ml PhC-suemtes
[ w Icwmm 120201 peep— Oer ncome 3na Expenze | Admrirasve Bxsentes $116816 | PuCSuemmes
[ 1" Imnnm 12002014 00 IO Crer reome we Expense m’:.ﬂ.:m“":ﬂ 2| PuCSemes
| Ifndz ang et ResToms Asset
[ 2 G‘Tx"m = Bood SO Voucher UL and HAR lw-nuuu-nﬂvwn 1063 | PRC-SubmEes
i 1 | cromaonorizaazn [oep——— Vouther LML andHAP (A1 Cmner Vouchen 1602 | PuC-SuemEes
1a | cTomanonizeon — Veucher VAL and HAP Crer Veucrens HAP 30826 | PUC-Suomaes
CTDAI 2011011292011 VRN § ASFTFOSTIION Sup0ored
1" graese . Booes Sranner VouTher LML and MAR i 12041 [ PUC-Suemmes
1% CToe3201 101120201 Botty Syacker Voucher UL and HAP 3 ASPSaion Jupoonea 2 PUC-Submzed

PMC - Status Report —by FMC Division
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7.7 VMS PMC FMC Status Report

To view the VMS PMC Status Report, you must log into the system as an HUR user, and select
the “Generate Reports” link on the Home Page side menu. The Report Selection Menu will
display:

Homes &
Communities Voucher Management System

Generate Reports
SHCRENS: SHF TSNS Click the report you want to generate:

P — » VMS Non-Submitter Report
Manage PHA Data

A N PR O Tl + ¥MS Data Collection Report
* Review and Approve
Ponding Hard Edits Tabs

* VMS Leasing and Unit Expense Report

PMC

* ¥MS Hard Edit Beport

HUD-F M

VMS PMC Status Report by FMC Division
* ML Approval By PHA
® HF Approval By FA

VMS PMC FMC Status Report
P m——
Geanarnte Reports
Exit VMS

L T VMS PMC Status Report by FA g
» Status Checking

Resources

’q)-l.ff-h"",.l T SRR e = LU0 DRl P i g e TP W ---~.___,‘,\/f‘ﬁ'-{

VMS Reports Selection Menu

When you select VMS PMC FMC Status Report from the Generate Reports: Report
Selection Menu, the system will display the following menu, allowing you to specify the date
range and sort order of the report:

VMS PMC FMC Status Report

Select a Date Range of PMC submission

NOTE: With the "Start” and "End” dates inclusive, the date range should NOT exceed 12 menths.

Please select a date range (This will be the date of when the PMC was performed and "NOT" the [10 [¥][2011 [Mlto[Mm [y [¥]
month of submission): L d -4

Select a Sort Order
The system can be sorted | y of the following order:
State, PHA, Reporting th, Status Code, Financial Analyst
Primary Sort Level Second Sort Level Third Sort Level
|5|ate ™ State State ~]
Reset | Go|

PMC - Status Report — Date Range and Sort Order

The screen allows you to specify 3 levels of sort criteria for the report

e A drop-down menu will display for each sort level. Possible sort fields
are: o State
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PHA
Reporting Month
Status Code
o Financial Analyst (FMC/FA)
e Default sort will be on date /time in descending order with newest on top

©oO oo

The screen allows you to specify the “To” and “From” dates for report generation, with Dropdown Boxes
for Month and Year. Be sure that the “To” and “From” range you select does not exceed a 12-month
timeframe.

Select the date range and sort criteria you want, and then select the “Go” button at the bottom of the
screen to generate the report. Only corrections that were created within that date range will be selected.

If you want to clear your selection select the “Reset” button to clear all entered criteria.

When you select “Go”, the report will display:

Homes &
C

Voucher Management System
VMS PMC FMC Status Report

<« Back to Salast s Oiate Ranse

£
* Hewww an Ap, b
Pending lard Edits Tabs From: 10/01/2011 To: 11/01/2011 (
HUD-FME . v
» ME Approval By PHA 1 CA028:201012:10/31/2011 13:20:32 | South Thomas Vitek Other Income and Expense Eg;;::;r;ma §564,653 PMC-Submitted
* HE Approval By FA F5S Coordinator
———— z = 21077 126 South Thomas Vitek Other Income and Expense E’P‘f“‘.‘“’ $9.079 PMC-Submitted
Cenerate Reports Caovered by F55
Exit VM5 Grant
F5S5 Coordinator 4
" o . Expenses Not . " -
-0y 1031/ g : s £8.5 5
3 CADZB:201012:10/31/2011 15:23:19 | Scuth Thomas Vitek oOther Income and Expense Cavered by FSS $B.511 PMC-Submitted
Grank
4 CADZE:201012:10/31/2011 15:18:01 | South Thomas Vitek Voucher UML and HAP All Other Vouthers 4,649 PMC-Submitted
5 CAD28:201012:10/31/2011 15:18:01 | South  Thomas Vitek voucher UML and HAP ;“‘_,'kg’th"" Vouchers $2,353,043 PMC-Submitted
6 u 20 210/31/% -H South Thomas Vitek Voucher UML and HAF All Other Vouchers 4,444 PMC-Submitted
SAQ28:201011:10/31/3 :16:19 South | Thomas Vitek Voucher UML and HAP 8 Oen Voucners $2,203,952 PMC-Submitted
, W N - P B I i JpUsIIT— }/
e LN AP . - il S v WM . —anl “Ff.u P Sam— W o P f

VMS - FMC Status Report

The Date Range appears at the top of the page. Each line item displays the following fields:

e The Record ID, which is composed of several other fields:
o PHA number
0 Year and Month Reporting Period of the Submission that was corrected
o Date and time that the correction was created / submitted

FMC Division Name

Financial Analyst Name

The tab where the corrected field is located

The name of the field that was corrected

The new adjusted amount

The Status

Click on the Record ID of the correction you want to review. The correction page, with any Hard
Edit information displayed, will appear, in a view-only page.
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Homes &
Communities Voucher Management System

Prior Month Correction (PMC) - HE Approval Page

Co052 Aurora Housing Authority July 2012
w PHA Data Tabs Prior Amt Adjustment Amt Current Amt

* Review and Approve

Panding Hard Edits Tabs

PM

Error Message Reason for Adjustment Comment
HUD-FM

* HE Approval By PHA

* HE Approval By FA
Tab Selection Field Selection Prior Amit Adjustment Amt
= [Voucher UML and = Family =

Onification HAP -

| Current Amt
Gonerate Reports

Exit VMS

Error Message Reason lor Adjustment

(== 1

e ¥ ARV SN oW s SRR ¥ o SR PO S oV P NP0V e
View-Only Screen of Selected PMC

e

On the bottom of the report is a “Print” button. Press this button to produce a PDF format
printable version of the report:
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Prior Month Corrections Report - by FMC Center
L edeesse ]
[Rec|  Pecoi® [ Owsn | Fremcahayt [ TwSeeson [ Fedseesn | Avmendnon [ Sas |
1| MOOETI40TOTIS00M | Cperstons | JEAN BAUGHMAN Wousher UML and HAF | § YearMansTeam HAR £| PuCPendng
2 MDO2-201005 07290011 | Operations | JEAN BAUSHMAN Voucher UML and HAF § YearMansyeam PLICPending
3 MO0 201006 OTSC0N! | Operstonz | JEAN BAUSHMAN Vourher UML and HAR Moving To Wort HAP e FMC-Fendng
4 | MOO-IHIDDEOTISCON! | Operatons | JEAN BAUSHMAN Voucher UML and HAF | Moving To Wert | FucFenarg
5 | MDOmR200IT TSRO | Cperations | JEAN BAUGHMAN Voucher UML and HA® | § YearMansiream HAP T EMC Fenang
€ | MDOITIHDITOTRSQ0N | Operatons | JEAN BAUSHMAN Voucher UML ond HAP | § Year Mansream e FMC-Fendrg
7 | MDOM-20100EOTISOMME | Cperstons | JEAN BAUSHMAN Woucher UML and HAF | Tenant Protessen I PuCFendng
& | MDOT20100807T2SQ011 | Cperatons | JEAN BAUSHMAN oucher UML and HAS | Tenant Protecsion HAS 5 FuC-Fenang
8 | MDOCIUIOVIOTIERIN | Operatons | JEAN BAUGHMAN Voucher UML and HAF | Moving To Work [ FMC-Fenging
10 | MOO@R2CIOMOTIER0! | Cperafions | JEAN BAUGHMAN Vouzher ULL and HAS Mowing To Waork HAP B LI Sendrg
1M | MDOO12010080T2TROT | Wes EATRICIA YOUNG Vouther UML and HAS Fortabie Voucher HAP 0| PMC-Dsapproved
12 | MDO0T 201007 07282011 | wes BATRICIA YOUNG Voucher UML and HA® | Moving To Weart o] PuC-Osspproves
13 | MDOO120100TOTI2RR01T | Wes SATRICIA YOUNG Voucher UNL and HAS Maving Te Waork HAP £ | PMC-Ozspproved
4 | MDO2CIOITOTRER01T | West EATRICIA FOUNG Vousher UML and HAF | § YearManszeam =AF 8| PMC-Apoved
15 | MOODI0I0IT TSRO | West SATRICIA FOUNG VOUETEr UML 3nd HAF | § Yearmanzream YT T ro—
16 | MDOO1201007-OTIERIY | West FATRICIA YOUNG Woucher UML and HAF | Moving To wan U PuUC-Disspproves
17 | MDO0T201007.OTIR0 | west FATRICIA FOUNG Vaucher UML and HAR | Moving To Wark MAP B PUCOsmproves
19 | MOODT201007OTIERIN | West FATRICIA YOUNG Voucher UML and HAF | Moving To Wart 8| FuCAcoOves
19 | MDOC1201007-OTZER1T | West SATRICHA YOUNG Woucher UML and HAF | Moving To Wark Mas 0| FuC-Asoved
Poge 1of 2

PMC - FMC - Status Report
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8 APPENDICES
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8.0 APPENDICES
8.1 APPENDIX A: FORM HUD 52681-B FIELD DEFINITIONS

This document provides information about each of the fields on the Form HUD 52681-B. The
information is broken down by the section titles listed on the form.

A few general rules about the data as entered into each Monthly Submission:
> Each Submission includes data for the specified month only.
> Enter data for the specified month only.

> PHA is responsible for ensuring that all information is correct, and that wrong or missing
Official HA data is updated in the PIC information system for future data collection use.
The fields that are official HA Data and come from PIC are: Name of Authorized HA
Official and Official Housing Authority E-mail Address

> Enter all leasing and expense data in positive whole numbers without any punctuation
marks or symbols (commas, dollar signs, and decimal points).

> If your PHA has no report for a field, or if the reported value is zero (0), tab through the
field and leave it blank; the exceptions are the following fields which do accept
entries of zero:

. Restricted Net Position (RNP)

. Unrestricted Net Position (UNP)

. Vouchers Leased End of Month

. All Voucher HAP Expenses After the First of Month

. Vouchers issued but not under HAP contract as of the last day of the month

. Cash/Investments as of the last day of the month

. Administrative Expenses Non MTW

. MTW - HCV Administrative Expenses

In addition, the following fields also accept negatives:

e . Restricted Net Position (RNP)

e . Unrestricted Net Position (UNP)

When identified by the Business Office additional fields can be modified to accept zero’s (0)

and negative numbers.

> Vouchers administered on behalf of another PHA under the portability provisions, and for
which HAP is reimbursed to your PHA, should not be reported by you as part of your
leasing — they will be reported by the PHA that is paying the HAP. These are commonly
referred to as “Port-Ins.” Likewise, the HAP expenses associated with these port-in
vouchers, which have or will be reimbursed to you by the other PHA, should not be
reported as part of your HAP expenses. They will be reported by the PHA that is paying
the HAP. There is a separate section in VMS called “Portables Vouchers Administered”
with line items for reporting “Portable Units Administered” and “HAP for Portable Units
Administered.” These are the fields for reporting those vouchers for which hap is
reimbursed to your PHA
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> A voucher under lease must be reported in one and only one main category. Vouchers
reported under the sub-categories “New Homeowners This Month” and “Enhanced
Vouchers” are also reported under the main categories of “Homeownership” and “Tenant
Protection”, respectively. "If a leased voucher could appropriately be reported in more than
one category, it should be reported in the category that reflects how the participant initially
qualified for the voucher. However, if a participant initially qualified under “All Other
Vouchers” and later qualified under another category, that participant would be reported
under the new category. Example 1: A participant initially qualified for a voucher under “All
Other Vouchers” and later entered the Homeownership program. That participant would
be reported under Homeownership. Example 2: A participant qualified for a voucher under
the VASH or NED program. That participant later ported. The PHA that initially qualified
the participant under VASH or NED would report that voucher as VASH or NED rather
than Port Vouchers Paid. (Please see VASH definition below under DEFINITIONS for
exception if a VASH family no longer needs case management and is moved out of the
VASH and onto the PHA's regular voucher program, in accordance with Notice PIH 2011-
53. In addition, please add information in the "Comments" field to indicate the number of
vouchers reported and corresponding expenses on the VASH, NED, FUP, etc. lines that
have ported but are not reported on the Portable Vouchers Paid (Port-Out) line."

> Effective with the April 2016 submission, RAD Component 1 and 2 vouchers under lease
should be reported in the appropriate RAD 1 and 2 fields and should no longer be
reported in the Tenant Protection field.

> All HAP expense data is to be reported in the voucher categories as of the first day of the
month. HAP expenses are entered under the month for which they are applicable,
regardless of the month in which they are actually paid. HAP expenses are only entered
after the payment has been made.. A separate line item on the Voucher UML and HAP
tab, called "Voucher HAP Expenses for New Contracts Effective After the First of the
Month" collects HAP costs incurred for new HAP contracts effective after the first of the
month. These costs are not reported elsewhere. PHA should include as HAP in the
appropriate categories any amounts expended for utility reimbursements. For RAD 1
and/or VASH, the PHA should report ALL HAP expenses, even the prorated HAP
expenses, in the RAD 1 and/or VASH field as appropriate rather than reporting the
prorated HAP expenses on the line for “All Voucher HAP Expenses AFTER the First of the
Month”. HAP expenses incurred after the first of the month for the Mainstream 5 program
should NOT be reported in this field but should be reported in the Mainstream 5 field.
"Note, RAD 2 HAP expenses incurred after the first of the month SHOULD be reported in
this field".

> Contracts on hold are not reported as units leased as of the first day of the month.
Contracts on hold are defined as a contract that has been entered into the PHA's system
but for which the PHA is awaiting a landlord signature. Units are not reported as under
lease until the HAP contract is negotiated. Once the contract is signed, if the monthly
submission is completed, the PHA should enter such units as a Prior Month Correction. If
not signed within 60 days the HAP contract is void. No HAP may be paid unless the HAP
contract has been signed. Abated units are units that are currently under lease but for
which the HAP is being withheld for specific reasons such as the unit failing to pass HQS
inspection. The PHA should enter the UML during the abatement period. The unit is
under contract. If for some reason the abatement is reversed then the PHA can enter a
Prior Month Correction for HAP for those months attributable to the abatement period.
Failure by the PHA to report the abated UML will skew the leasing and per unit costs for
this agency.
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Question Mark (?) - For every field containing this symbol, a pop up description of the
data entry required for the field, or an explanation of the field will be provided. This field
description appears only once for the many occurrences of the (?) Box symbol.

Leasing and HAP expense data for each category of voucher are now reported on the
same line.

Fields that have been grayed out are prefilled by HUD and are not editable. Data used
for these fields reflect the current system information, and are automatically updated
when changes are made to prior months.

The PHA must report UMLSs for “Zero HAP” Units. These are units for which the HAP has
been calculated to be $0. The units are to be reported in the same voucher category as
they would if the HAP was a positive dollar amount. HCV regulations state that a HAP
contract may remain in effect for 180 consecutive days while at zero HAP. Thus in VMS,
the PHA must report a UML for the “Zero HAP” unit because a contract is still in effect.
After 180 days at $0 HAP, the HAP contract terminates automatically. Therefore, the PHA
would no longer report a UML for that unit. Refer to 24 CFR 982.455 (Automatic
Termination of HAP contracts). EXCEPTION: Tenants who were in place at the time of a
RAD conversion and have $0 HAP should be reported in the VMS as long as the family is
in place. The 180 day limit does not apply to these tenants. Tenants leased after the
conversion are limited to the 180 day limit for $0 HAP as described above.
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Voucher Management Systems (VMS)

Form 52681-B Field
Name

Definition

Vouchers Under Lease on the First Day of the Month

Rental Assistance
Component 1

Total number of Vouchers Leased for all RAD Component 1
awards; reporting begins January 1 of the first full calendar year of
voucher funding. Effective April, 2016, this information is no
longer reported in the Tenant Protection field.

Rental Assistance
Component 1 (HAP)

Total HAP expenses incurred for all RAD Component 1 awards.
Total HAP includes HAP expenses incurred after the 1% of the
month Effective April, 2016, this information is no longer
reported in the Tenant Protection field. NOTE: RAD Rehab
Assistance and RAD Vacancy payments should be reported in
this field. The PHA should report ALL RAD 1 HAP expenses in
this field, including the prorated HAP expenses incurred after the
first of the month.

Rental Assistance
Component 2

Total number of vouchers Leased for all RAD Component 2
awards. Effective April, 2016, this information is no longer
reported in the Tenant Protection field.

Rental Assistance
Component 2 (HAP)

Total number of vouchers Leased for all RAD Component 2
awards. Effective April, 2016, this information is no longer
reported in the Tenant Protection field.

Litigation

Total number of vouchers leased from award(s) originally made by
HUD in conjunction with a judgment or consent decree.

Litigation HAP

Total HAP expenses incurred for litigation voucher leasing
reported in Units section

Homeownership

Total number of vouchers used for homeownership subsidy rather
than rental subsidy

Homeownership HAP

Total HAP expenses incurred for Homeownership
vouchers reported in Units section

New This Month
(Homeownership)

Total number of newly assisted homeowners for the specified
month. This number must be included in the Homeownership total
and cannot be greater than the number of Homeownership
Vouchers reported above. This is a sub-category of
Homeownership.

Moving To Work
Vouchers

Total number of vouchers leased in the PHA’s Moving to Work
Program. MTW units leased for NED, FUP, One Year Mainstream
and VASH should not be reported in this line item; however, they
should be reported in the appropriate field designated for those
purposes.
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Voucher Management Systems (VMS)

Form 52681-B Field
Name

Definition

Moving To Work HAP

Total HAP expenses incurred for Moving to Work vouchers
reported in the Moving to Work Unit section. Do not include in
this section any expenses for purposes other than rental or
homeownership assistance. If Moving to Work voucher funds
are used for any purpose OTHER THAN rental or
homeownership assistance under the Housing Choice
Voucher Program, the PHA should identify those funds in the
appropriate MTW field(s) in the MTW Section on TAB 2 or in
the MTW Other Expense field on Tab 3. HAP expenses for
NED, FUP, One Year Mainstream and VASH should not be
reported in this line item; however, they should be reported in
the appropriate field designated for those purposes.

One Year Mainstream -
MTW (UML)

Total number of vouchers leased this month for all One Year
Mainstream awards (MTW PHAs ONLY). These awards are pre-
2008

One Year Mainstream -
MTW (HAP)

Total HAP expenses incurred for One Year Mainstream-
MTW reported in the units sections (MTW PHAs ONLY).

Family Unification - Non
MTW

Total number of vouchers leased this month from ANY initial or
renewal Family Unification Program increment regardless of
when the award was funded. Vouchers are reported in this
category as long as they are in use by an eligible participant.
(non-MTW PHAs ONLY).

Family Unification - Non
MTW (HAP)

Total HAP expenses incurred for Family Unification vouchers
reported in the units section (hon-MTW PHAs ONLY).

Family Unification
Pre2008 - MTW

Total number of vouchers leased this month from initial or renewal
Family Unification Program increments that were funded from
federal fiscal years prior to 2008. Vouchers are reported in this
category as long as they are in use by an eligible participant

and only if the PHA received a FUP award under a Notice of
Funding Availability prior to 2008 (MTW PHAs ONLY)

Family Unification
Pre2008 - MTW (HAP)

Total HAP expenses incurred for Family Unification Pre-
2008 Vouchers reported in the Family Unification Pre2008
section (MTW PHAs ONLY)

Family Unification
2008/Forward - MTW

Total number of vouchers leased this month from initial or
renewal Family Unification Program increments that were funded
from federal years 2008 and forward. Vouchers are reported in
this category as long as they are in use by an eligible participant
and only if the PHA received a FUP award under a Notice of
Funding Availability in 2008 or forward (MTW PHAs ONLY)

Family Unification
2008/Forward - MTW
(HAP)

Total HAP expenses incurred this month for Family
Unification 2008/Forward Vouchers reported in the Family
Unification 2008/Forward section (MTW PHAs ONLY)
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Voucher Management Systems (VMS)

TAB 1 - VOUCHER UML AND HAP

Form 52681-B Field

Name Definition

Non Elderly Disabled - Total number of vouchers leased this month from initial or

Non-MTW renewal Mainstream 1 or Non-Elderly Disabled program
increments (non-MTW PHAs ONLY).

Non Elderly Disabled - Total HAP expenses incurred this month for Mainstream 1 or Non-

Non-MTW (HAP) Elderly Disabled voucher leasing as reported in Units section (non-
MTW PHAs ONLY).

Non Elderly Disabled Total number of voucher leased this month from initial or renewal

2008 Forward - MTW Non-Elderly Disabled Program increments that were funded from
federal years 2008 and forward. (MTW PHAs ONLY)

Non Elderly Disabled Total HAP expenses incurred for vouchers leased this month for

2008 Forward - MTW Non-Elderly Disabled 2008 - Forward as reported in the Non-

(HAP) Elderly Disabled section (MTW PHAs ONLY)

Portable Vouchers Paid | Total number of vouchers for which the PHA is being billed by and
is remitting HAP costs to another PHA under the portability option.
These vouchers are part of the PHA'’s inventory and are commonly
referred to as “Port-Outs”.

Portable Vouchers Paid | Total HAP expenses incurred for portability vouchers reported in
HAP the Units section. The HAP payments to be reported here are

for port-outs for which the PHA is being billed by another PHA.

HOPE VI Total number of vouchers under lease for households whose
vouchers were provided from an award designated for HOPE VI
affected participants. A unit is reported in this category as long as
the original voucher holder remains a voucher participant, even
after the units are renewed and become part of the PHA’s baseline
units.

HOPE VI HAP Total HAP expenses incurred for HOPE VI vouchers reported

in the Units section.
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Voucher Management Systems (VMS)

TAB 1 - VOUCHER UML AND HAP

Form 52681-B Field
Name

Definition

Tenant Protection Total number of vouchers under lease for households whose
vouchers were initially provided from an award designated for
tenant protection purposes and who were affected by a tenant
protection action This includes vouchers awarded for relocation
from or replacement of a public housing property; vouchers for
tenants affected by a termination, opt-out, or prepayment of a
multifamily assisted development or a property disposition action;
and vouchers provided for the replacement of expired Mod Rehab
HAP and SRO contracts. A unit is reported in this category as
long as the original voucher holder remains a voucher patrticipant,
even after the units are renewed and become part of the PHA’s
baseline units.

NOTE: Effective April, 2016, RAD Component 1 and 2 leasing
and expense information is no longer reported in this field.

RAD information should be reported in the appropriate RAD 1
and 2 fields.

Tenant Protection HAP | Total HAP expenses incurred for Tenant Protection

vouchers reported in the Units section.

Enhanced Vouchers Total number of Tenant Protection vouchers reported above that
are in use under the terms for enhanced vouchers.  All
Enhanced Vouchers are also Tenant Protection but not all Tenant
Protection vouchers are enhanced. The number of Enhanced
vouchers cannot exceed the number of Tenant Protection

Veterans Affairs Total number of vouchers under lease from initial or renewal funds
Supportive Housing awarded under the VASH program. Vouchers are reported in this
(VASH) Vouchers category as long as they are in use by an eligible participant and

only if the PHA received a VASH award in 2008 or subsequent
federal fiscal years. Vouchers should be reported in this category
only if the PHA has received an award under this program in
FFY2008 or later. A voucher is reported in this category as long as
it is in use be an eligible program participant. In accordance with
Notice PIH 2011-53, if a HUD-VASH family no longer requires
case management services, and the PHA has the funding and
elects to serve the family under its regular HCV program, the PHA
will no longer report the family on the VASH lines in the VMS.
Instead, this family should now be reported on the All Other
Vouchers (AQOV) lines.

Veterans Affairs Total HAP expenses incurred for VASH vouchers reported in the
Supportive Housing Units section. The PHA should report all VASH HAP expenses in
(VASH) HAP this field, including the prorated HAP expenses incurred after the

first of the month.
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Voucher Management Systems (VMS)

TAB 1 - VOUCHER UML AND HAP

Form 52681-B Field
Name

Definition

DHAP to HCV Vouchers
Leased

The field captures the number of families assisted via DHAP to
HCV conversion vouchers. These vouchers were awarded in 2009
and are subject to reconciliation. For months in CY 2009, the PHA
should report the total number of families that were leased. For
months in CY 2010, PHAS are only to report the total number of
vouchers from the 2009 DHAP to HCV award where former DHAP
families were issued their voucher prior to 1/1/2010, were actively
seeking assistance as of 12/31/2009, were initially placed under
HAP contract effective on or after January 1, 2010, and are under
lease as of the first day of the reporting

month. Vouchers leased for participants assisted via DHAP to
HCV vouchers prior to 2010 and which are still receiving
assistance are not reported in this section. These DHAP to HCV
vouchers became regular Housing Choice vouchers on January
1, 2010, and their leasing is reported in the appropriate category
above (All Other Vouchers, etc.).

DHAP to HCV Vouchers
HAP

Total HAP expenses for DHAP to HCV voucher leasing reported in
the units section.

All Other Vouchers

Total number of vouchers leased for all other purposes. Do not
include any vouchers already reported in the other voucher
categories above.

All Other Vouchers HAP

Total HAP expenses incurred for all other vouchers reported in the
units section, for contracts in effect on the first day of the month.
Do not include any HAP expenses already reported in ANY other
Voucher HAP Expense categories above or for FSS Escrow
Deposits below.

MTW - Family
Unification
2008/Forward HAP
expenses after the
First of the Month

Total amount of HAP expenses incurred after the first of the month
for leased Family Unification vouchers 2008/forward vouchers.
(MTW PHAs ONLY). Mandatory field for MTW agencies who have
been awarded Family Unification vouchers from 2008 forward

MTW - Family
Unification pre-2008
HAP After the First of
the Month

Total amount of HAP expenses incurred after the first of the month
for leased Family Unification Vouchers from pre-2008 awards.
(MTW PHAs ONLY). Mandatory field for MTW agencies who have
been awarded Family Unification vouchers prior to 2008.

MTW - Non-Elderly
Disabled 2008/Forward
HAP Expenses after the
First of the Month

Total amount of HAP expenses incurred after the first of the
month for leased Non-Elderly Disabled Vouchers 2008/forward
vouchers(MTW PHAs ONLY). Mandatory field for MTW agencies
who have been awarded Non-Elderly Disabled vouchers from
2008 forward.

MTW - VASH HAP
Expenses after the First
of the Month

Total amount of HAP expenses incurred after the first of the month
for leased VASH vouchers (MTW PHAs ONLY). Mandatory field
for MTW agencies who have been awarded VASH vouchers.
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Voucher Management Systems (VMS)

Form 52681-B Field
Name

Definition

MTW - One year
Mainstream HAP After
the First of the Month

Total amount of HAP expenses incurred after the first of the
month for leased One Year Mainstream vouchers (MTW PHAs
ONLY). Mandatory field for MTW agencies who have been
awarded One Year Mainstream vouchers.

FSS Escrow Deposits

Deposits to FSS participant escrow accounts made for this month

All Voucher HAP
Expenses for Contracts
Effective After the First
of Month

Total amount of HAP expenses incurred for NEW contracts
effective after the first of the month for any categories above

. If the amount of HAP
covers the entire month then it should not be reported in this field.
MTW PHAs with After the First of the Month Expenses for FUP
Pre-2008/2008 Forward, NED 2008 Forward, VASH and One
Year Mainstream should not report those expenses here, but
rather they should be reported in the appropriate MTW After the
First of the Month field(s) above. This amount is automatically
included in the HAP Total below when the system calculates the
HAP Total.

Total Vouchers

This is a calculated field and does not accept data entry from the
user. It contains monthly totals of the following UML fields:
RAD 1

RAD 2

Litigation

Homeownership

Moving to Work

One Year Mainstream MTW

Family Unification Non - MTW

Family Unification Pre 2008 - MTW

Family Unification 2008 Forward - MTW

Non-Elderly Disabled — Non MTW

Non-Elderly Disabled 2008 Forward — MTW

Portable Voucher Paid

HOPE VI

Tenant Protection

Veterans Affairs Supportive Housing (VASH) Vouchers
All Other Vouchers
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Voucher Management Systems (VMS)

TAB 1 - VOUCHER UML AND HAP

Form 52681-B Field
Name

Definition

HAP Total

This is a calculated field and does not accept data entry from the
user. It contains monthly totals of the following HAP fields:

RAD 1 HAP

RAD 2 HAP

Litigation HAP

Homeownership HAP

Moving to Work HAP

One Year Mainstream MTW — HAP

Family Unification Non MTW - HAP

Family Unification Pre-2008 MTW - HAP

Family Unification 2008 Forward MTW - HAP

Non-Elderly Disabled Non-MTW — HAP

Non-Elderly 2008 Forward MTW - HAP

Portable Voucher HAP

HOPE VI - HAP

Tenant Protection HAP

All Other Vouchers HAP

Veterans Affairs Supportive Housing (VASH) Vouchers HAP

All Voucher HAP Expenses for contracts effective After the First of
Month

MTW Family Unification 2008 Forward HAP Expenses After the
First of the Month

MTW Family Unification Pre-2008 HAP Expenses After the First of
the Month

MTW Non-Elderly Disabled 2008 Forward HAP Expenses After the
First of the Month

MTW VASH HAP Expenses After the First of the Month

MTW One Year Mainstream HAP Expenses After the First of the
Month

FSS Escrow Deposits

Note that the PHA should include as HAP in the appropriate
categories any amounts expended for utility reimbursements.

Other Voucher Reportin

g Requirements

Number of vouchers
under Lease (HAP
Contract) on the last
day of the Month

Total number of vouchers under lease on the “LAST” day of the
month for all categories listed in “HAP Total” above. This includes
HAP contracts that expired that day. Zero HAP units continue to
be reported for up to six months. The HAP contract terminates
automatically 180 calendar days after the last HAP payment to
the owner.

HA Owned Units
Leased - included in the
units leased

Total number of HA-owned units that are under lease in the
Voucher program for the month; including RAD units that are
PHA-owned. These units should also be included in the

appropriate Voucher Units category above.
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Voucher Management Systems (VMS)

TAB 1 - VOUCHER UML AND HAP

Form 52681-B Field

Name

Definition

Number of vouchers
issued but not under
housing assistance
payments (HAP)
contract as of the last
day of the month

This figure represents the total cumulative number of new
vouchers issued for all categories listed above and not yet
under a HAP contract as of the last day of the reporting
period. This figure excludes vouchers issued to participants
who are currently under a HAP contract in one unit but have
been issued a voucher to search for another unit to which
they intend to move with continued voucher assistance.

Portable Units
Administered

Total number of vouchers for the entire month which the HA is
administering on behalf of an Initial HA under the portability
provisions; the HA is billing the initial HA and has not absorbed
the voucher participants into the HA’s own program. A household
reported in this category is NOT reported as a voucher participant
for this HA in any other category. These are commonly referred to

as “Port-Ins.”

Total HAP for Portable
Units Administered

HAP expenses attributable to the Portable Units Administered
as reported above. These expenses are NOT included in the
HA's total voucher HAP expenses elsewhere reported in VMS.

5-Year Mainstream

The number of 5 Year Mainstream vouchers under lease.
Vouchers should only be reported in this category if the PHA
has received an award under the 5 year mainstream program,
and should be reported in this category for the initial and all
renewal terms.

5 Year Mainstream HAP

Total amount of HAP expenses incurred for 5 Year
Mainstream vouchers reported in Unit section.

Number of PBVs Under
AHAP and Not Under
HAP

Total number of PBVs under AHAP only. These units are not
reported in any other field.

Number of PBVs Under
HAP and Leased

Total number of PBVs under HAP contract and leased. These
units and associated expenses are also reported in the field that
best describes the type of voucher being used (Tenant
Protection, AQV, etc.)

Number of PBVs Under
HAP and Not Leased

Total number of PBVs that are under a HAP contract and are not
leased and are not receiving vacancy payments. These vouchers
are not reported in any other field but are eligible for administrative
fees.

Number of PBVs Under
HAP and Not Leased
with Vacancy Payment
and Associated
Vacancy HAP Expense

Total number of PBVs that are under a HAP contract and are not
leased but are receiving vacancy payments. These vouchers

are not reported in any other field but are eligible for
administrative fees.
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Form 52681-B Field
Name

Voucher Management Systems (VMS)

TAB 1 - VOUCHER UML AND HAP

Definition

HAP Expenses -

Number of PBVs Under
HAP and Not Leased
with Vacancy Payment

and Associated

Vacancy HAP Expense

Total HAP expense associated with PBVs under HAP contract and
not leased with vacancy payments. These expenses are also
reported in the AOV HAP Expense field. Vacancy Payments for
RAD vouchers should also be reported in the appropriate RAD HAP
Expense field. Note: RAD Rehab Assistance payments should not
be reported in this field but should be reported in the RAD 1 HAP
expense field.

TAB 2 - OTHER INCOME AND EXPENSE

Form 52681-B

Field Name

Definition

Memorandum Reporting

Fraud Recovery
— Total Collected
this Month

Total dollar amount recouped by the HA as fraud recoveries during
the month that is applied to the RNP account. This consists of the
lesser of one-half the amount recovered or the total recovery minus
the costs incurred by the PHA in the recovery. This amount should
NOT be deducted from HAP Expenses as reported for the month in
the HAP expenses section.

Note: Total dollar amount recouped “is cash collected — not revenue
recorded”.

Interest or other
income earned
this month from
the investment
of HAP funds
and Restricted
Net Position

Interest or other income earned this month from the investment of HAP
funds and Restricted Net Position. Note: the amount of interest earned
from the UNP account should not be reported in this field.

FSS Escrow
Forfeitures this
month

Total value of FSS escrow accounts forfeited by tenants during the
month; forfeitures occur when the tenant violates or fails to complete
the FSS contract. This amount should not be deducted from HAP
expenses as reported for the month in the HAP Expenses section.

Number of Hard to
House Families
Leased

Total number of families (current participants and new admissions)
with three or more minors or with a disabled family member that
moved to a new unit during the month. If entered the reported value
must be a positive.

Number of LBP
Initial Clearance
Tests

The total number of initial lead-based paint clearance tests completed
during the month. If entered the reported value must be a positive whole
number only.

Portable Hap
Costs Billed and
Unpaid — 90
Days or older

Amount due to the HA for portable HAP costs billed to another agency
at least 90 days prior to the end of the current reporting period and not
yet paid by that other agency.

Number of LBP
Risk Assessments

The total number of lead-based paint risk assessments completed
during the month. If entered the reported value must be a positive whole
number only.
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Voucher Management Systems (VMS)

Form 52681-B
Field Name

Definition

Administrative Expenses

FSS Coordinator
Expense Covered
by the FSS Grant

Include on this line item only those expenses covered with unspent
FSS administrative fees earned through grants awarded in FY2014
and prior. Allowable expenses paid from unspent prior year grants that
may be reported on this line for expenses incurred after December
2015 are: contracting to do FSS data collection/clean-up/analysis,
building the capacity of the Program Coordinating Committee,
strengthening your agency’s outreach strategies, etc. You may also
report expenses incurred for salary and benefits only to hire an extra,
temporary HCV FSS coordinator to help with our existing FSS
caseload or FSS special project. Please note that any funds remaining
unspent from CY2014 and prior may not be used to pay the salary and
benefits of current FSS coordinators and may not be reported on this
line item. Further, any expenses incurred that are paid with funds
drawn down from LOCCs should not be included on this line item.

Also note that once funds have been exhausted from your FSS grant
(FY15 and beyond) any expenses incurred for covering HCV FSS
coordinator salary and benefits must be included in the VMS on the
regular administrative expenses line item. Do not report these expenses
on the line item “FSS Coordinator Expenses Not Covered by Grant”.

FSS Coordinator
Expenses Not
Covered by FSS
Grant

This field is no longer active and should not be used to report any
FSS data.

Administrative
Expense

Total administrative expenses, direct and indirect, incurred by the PHA
for the Voucher Program. This amount excludes expenses covered by
FSS/Homeownership Coordinator grants, Housing Conversion fees,
Mobility Counseling and ROC fees (and other special purpose one time
fees provided), Preliminary Expenses and Portability Payments due
from another Housing Authority.

Audit

Total amount billed for the PHA'’s IPA audit, if incurred during
this reporting cycle, excluding the accounting service fee. Report
this amount only in the month that it occurred

Financial Status — as referenced in PIH Notice 2010-16

Page 13




Voucher Management Systems (VMS)

TAB 2 - OTHER INCOME AND EXPENSE

Form 52681-B
Field Name

Definition

Unrestricted Net
Position (UNP)
as of the Last
Day of the Month

Note:

Regardless of the system (VMS or FASS-PH) in which UNA is being reported, the PHA should
report its UNP amount as defined by GAAP — “the difference between the HCV program’s asset
and liabilities that do not meet the definition of restricted net assets or invested in capital assets
net of related debt.” In essence, HUD is requesting information on net liquid or near liquid
resources that can be readily used for the administration of the program, as this definition does
not include net assets related to fixed assets (see OPEB liability exception below as related to
liquid or near liquid resources).

UNP is equal to the cumulative total of Administrative Fee (AF) revenue minus total HCV
administrative expenses and any UNP used for housing assistance payments (HAP) or other
activities for Section 8 Tenant Based related purposes. UNP (referred to as “Administrative Fee
Reserve” in the HCV program regulations) is the amount by which administrative fees paid by
HUD for a PHA fiscal year exceeded the PHA administrative expenses for the fiscal year, plus
the portion of fraud recovery revenue collected in cash that is returned to the UNP account
(see Note 1), any interest earned on AF reserve (see 24 CFR 982.155(a)) and up to $500 per
calendar year in interest and investment income earned on HAP and RNP funds, and the net
Port-In reimbursement revenue (in excess of Port-In HAP expenses) received from initial
Housing Authorities for unabsorbed Port-Ins. This means that the total AF revenue used to
calculate the UNP reported in this field does not include excess AF received during the current
PHA FY because excess AF received does not accumulate to the UNP until the end of the PHA's
FY. The excess fees received during the PHA’s current FY will not be reported in the UNP field
until the end of the last month of the PHA’s fiscal year. The monthly amount reported is the
UNP balance at the beginning of the year plus any interest earned and fraud recovery allocated
to the UNP account for the months in the current year. PHAs must include in this field their pre-
2005 AF balance, formerly referred to as their operating reserve (also known as their AF
reserve). PHAs should not report any unexpended FSS Coordinator funds in the UNP field. FSS
coordinator funds from grants awarded prior to Federal Fiscal Year 2014 (which were made
available to PHA’s beginning in January 2015) can only be spent on FSS coordinator expenses,
are not available to support other Section 8 program expenses, and therefore must be recorded
in the PHAs financial records as an unearned revenue until spent on FSS coordinator expenses
rather than being reported as part of the UNP. FSS coordinator grants awarded in FFY 2014 and
future years are treated as a separate program and reported in CFDA 14.896 in FASS. The grant
revenue for these awards should not be added to the HCV equity. For guidance on eligible use
of AF and UNP funds please reference PIH Notice 2015-17 issued October 6, 2015. This
document provides additional information regarding the allowable use of AF earned during the
PHA’s current fiscal year and the use of available UNP (depending on the source year) and also
provides information regarding VMS reporting.

Accrued Pension and Other Post Employment Benefits (OPEB) Exception:

Any Accrued Pension and OPEB liability must be included in the UNP balance as reported in the

VMS even though this unfunded liability may cause the UNP balance to reflect a ‘false’ negative

balance. It is suggested the PHA insert a comment in the ‘comments’ section to reflect the

portion of the UNP balance that is attributable to the unfunded pension and OPEB liability and

provide the actual ‘cash equivalent’ UNP balance (the UNP “should be” balance if the pension

and OPEB liability were removed). Reference GASB 74 (which parallels GASB 67 and replaces

GASB 68 ) and GASB 75 (which replaces GASB 45.
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Voucher Management Systems (VMS)

TAB 2 - OTHER INCOME AND EXPENSE

Form 52681-B
Field Name

Definition

Restricted Net
Position (RNP) as

of the Last Day of
the Month

RNP is the amount of Housing Assistance Payments (HAP) Equity for the HCV program. It is equal to the

cumulative sum of total HAP revenues received minus the total cumulative HAP expenses for eligible unit
months that have been paid and is calculated on a monthly basis. Total HAP expense should include

expenses for regular vouchers and for HCV special purpose vouchers including VASH, Non-Elderly Disabled
(NED), Family Unification Program (FUP), HOPE VI, One Year Mainstream (MS1), Litigation, RAD Component
1, RAD Component 2, Tenant Protection (TP) and Homeownership, as well as expenses for FSS escrow
deposits. Total HAP revenue is defined as total HAP disbursements received during the month including the
portion of fraud recovery revenue collected in cash that is returned to the HAP equity (see Note 1) and FSS
forfeitures. Excess funds received for the Mainstream 5 program should not be included in this field.
Interest income earned on excess HAP and RNP balances should not be included in the RNP. The allowable
retention of interest funds should be reported in the PHA’s UNP balance as described in greater detail in the
UNP field definition. Negative balances must be reported on a monthly basis and carried through the fiscal
year-end or calendar year-end, as applicable, until cash revenue is received (from any allowable source) to
clear the negative balance. However, if the PHA has a negative balance at the end of the calendar year and no
available program reserves to cover the shortage, then the negative amount should not carry over into the
subsequent calendar year reporting (see Note 2). This results in the PHA starting January of the following year
with a zero balance. Instead, the PHA must transfer HCV UNP or other non-federal funds to the HCV RNP
account to cover the negative balance in excess of the HUD-held reserves balance. Please refer to PIH Notice
2013-28 regarding the allowable use of outside sources of funds. The PHA is responsible for operating its
program within the amount of funding provided. Negative amounts reported may result in a
HUD review and corrective action may be warranted if it is determined the PHA expended any portion of its
HAP funding on non-HAP eligible expenses.
NOTE 1: Fraud Recovery — PHAs should not include fraud receivable revenue not yet collected in the VMS
reporting as those funds are not available for the PHA to use for HAP expenses. The amount of fraud
recovery sent to the RNP account is usually 50% of the amount collected, but may be less depending on the
PHA'’s situation. See 24 CFR §792.202 for more on the amounts of fraud recovery a PHA may retain in its
UNP and the portion of fraud recovery that must be returned to the HCV Program by inclusion in the
RNP balance.
NOTE 2: Reporting Negative RNP — Reporting negative RNP balances in the VMS at the end of the PHA’s
fiscal year end is acceptable. Reporting negative balances in the VMS provides reviewers the most accurate
financial status of the PHA and is an indication that an additional disbursement may be needed to support
HAP expenses. If the PHA reflects a negative balance at FYE, the PHA should confirm if there are available
HUD-HELD Reserves to support the shortage. If so, the PHA should record an Accounts Receivable from HUD
for the amount that can be supported. The PHA should transfer UNP to cover the remaining shortage.
GAAP reporting requirements direct PHAs to report zero in FASS when their RNP balance is negative at
fiscal year-end. This can result in a discrepancy between the two systems although the information is
accurate based on current reporting requirements.
MTW PHAs are required to track and report unspent HAP funds, transferred to the single account, in the
VMS under the RNP. These are HAP funds transferred to the single account minus HAP and non-HAP
expenses allowable under their MTW agreements. The tracking and reporting of HCV originated HAP that has
been transferred to the single account but remains unspent will facilitate monitoring budget utilization and
establishing operating reserves to be protected from offsets and excess reserves that could be subject to
Congressional mandated offsets and or/or offset for reallocation as described by the 2016 Appropriations
Act or future requirements.
Note that for unaudited and audited FASS reported financial statements, unspent HAP funds that were
transferred to the single account will continue to be reported as unrestricted net position (UNP). This results
in a known discrepancy between VMS and FASS reporting but is necessary to ensure accurate tracking and
reporting of unspent HAP funds.
PHAs/Users should refer to PIH Notice 2015-17 for additional information related to the proper
calculation and reporting of RNP balances in the VMS.
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Voucher Management Systems (VMS)

Form 52681-B
Field Name

Definition

Cash/Investments
as of the last day
of the month —
Voucher Program
only

Cash/Investments as of the last day of the month are the total amount of
HAP and AF cash and investments for the HCV program. Amounts
reported include all cash and investments as they relate to UNP and RNP
balances as of the last PHA FYE, as well as any additional funds that
may have been reported in the UNP and RNP fields through the month
being reported. This total amount must include only those HAP and AF
funds (including any interest or revenue derived) received for the HCV
program, including interest earned, fraud recovery and Family Self-
Sufficiency (FSS) forfeitures. Funds received for an FSS Coordinator and
not expensed must not be included. Cash and investments for FSS
escrows must not be included, nor should any cash or investments
representing other current liabilities to the PHA, such as outstanding
checks and “accrued compensated absences — current period” as these
funds are already restricted for specific purposes and are not available for
use to pay HAP or other administrative costs. MTW PHAs should report
their financial information as required in their MTW Agreement.

MTW

MTW - HCV HCV on administrative expenses incurred by the PHA supported by HAP funds

Administrative as well as administrative expenses paid from earned fees for traditional HCV

Expenses units including special purpose vouchers (NED, FUP, MS1), RAD, MTW units,
non-MTW units and tenant protection vouchers. MTW PHAs ONLY should
report in this field

MTW - Public HCVP HAP funds expended by the PHA for capital improvements of

Housing existing public housing units, as allowed under public housing program

Rehabilitation statutes and regulations

MTW - Debt HCVP HAP funds expended by the PHA for debt service payments. Expenses

Service reported in this field should only be those made in association with a CFFP,

Repayment OFFP, EPC or other use under Section 30 of the U.S. Housing Act that has
been approved by HUD. Any other use of HCVP HAP funds to pay debt service
that would require a waiver or Section 30 must be included by the PHA as an
approved MTW activity in the MTW plan before the expenditures are eligible
and reported

MTW - HCVP HAP funds expended by the PHA for the development of new public

Development housing units, new project-based HCV units, or new local non-traditional units.

Activities In order to expend HCVP HAP funds for the development of local nontraditional
units, the PHA must have an approved MTW activity in the MTW plan
describing how the funds will be used.

MTW - Local HCVP HAP funding expended by the PHA for operation of local, non-traditional

Housing Program

housing programs. In order to expend HCVP HAP funds for the operation of
local, non-traditional housing programs, the PHA must have an approved MTW
activity in the MTW plan describing how the funds will be used.
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Voucher Management Systems (VMS)

TAB 2 - OTHER INCOME AND EXPENSE

Form 52681-B
Field Name

Definition

Other - Unspent Funds

Fund Source 1

Unspent Fund Source (HCV,
CAP, OP or MTW)-1

This section is for MTW PHA reporting of commitments and
obligations that have been made for the future expenditure of
currently unspent funds. The PHA reports in this field the source of
the unspent funds (HCVP, Operating Fund, Capital Fund, or
merged MTW)

Type of Account-1

Type of projected expenditure from the fields provided for
actual expenses or another category to be added by the PHA

Activity-1

The specific activity within the category which the PHA
is undertaking

Funds Committed-1

The total amount from the Unspent Fund Source that the PHA has
committed to the activity. This amount should be changed in
subsequent reporting if the level of commitment changes but
should not be reduced as the commitment moves to obligation.

Type of Commitment-1

The specific action that commits the funds to the activity.

Date of Commitment-1
(MM/DD/YYYY)

The date of the commitment action.

Funds Obligated-1

The total amount from the commitment that the PHA has
obligated to the activity. This amount should be changed in
subsequent reporting if the level of obligation changes but should
not be reduced as the obligated funds are expended.

Type of Obligation-1

The specific action that obligates the funds to the activity, such as a
contract executed with Company ABC.

Date of Obligation-1
(MM/DD/YYYY)

The date of the obligation action.

Funds Expended from
Commitment/
Obligation-1

The total of the obligated amount that has been expended on
the activity.

Projected Date of Full
Expenditure-1
(MM/DD/YYYY)

The date by which the PHA anticipates the funds committed
and obligated for this activity will be fully expended.

Fund Source 2 -Same as above

Fund Source 3-Same as above

Fund Source 4-Same as above

Fund Source 5-Same as above

Fund Source 6-Same as above

Fund Source 7-Same as above

Fund Source 8-Same as above

Fund Source 9-Same as above

Fund Source 10-Same as above

Fund Source 11-Same as above
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Voucher Management Systems (VMS)

TAB 3 — ADDITIONAL EXPENSE / COMMENTS
ngrg; dSﬁg?nléB Definition
Expenses

Expense Amount 1

Other expenditures amount incurred by the HA for the Voucher
Program, which the HA has been instructed to report.

Expense Description 1

Description of other expenditures incurred by the HA for the Voucher
Program, which the HA has been instructed to report. Description field will
accommodate up to 255 characters. A message displays when data
entered exceed 255 characters

Expense Amount 2

Other expenditures amount incurred by the HA for the Voucher
Program, which the HA has been instructed to report.

Expense Description 2

Description of other expenditures incurred by the HA for the Voucher
Program, which the HA has been instructed to report. Description field will
accommodate up to 255 characters. A message displays when data
entered exceed 255 characters

Expense Amount 3

Other expenditures amount incurred by the HA for the Voucher
Program, which the HA has been instructed to report.

Expense Description 3

Description of other expenditures incurred by the HA for the Voucher
Program, which the HA has been instructed to report. Description field will
accommodate up to 255 characters. A message displays when data
entered exceed 255 characters

Expense Amount 4

Other expenditures amount incurred by the HA for the Voucher
Program, which the HA has been instructed to report.

Expense Description 4

Description of other expenditures incurred by the HA for the Voucher
Program, which the HA has been instructed to report. Description field will
accommodate up to 255 characters. A message displays when data
entered exceed 255 characters

Expense Amount 5

Other expenditures amount incurred by the HA for the Voucher
Program, which the HA has been instructed to report.

Expense Description 5

Description of other expenditures incurred by the HA for the Voucher
Program, which the HA has been instructed to report. Description field will
accommodate up to 255 characters. A message displays when data
entered exceed 255 characters

MTW Other Expense Category

MTW - Other - 1 - PHA to identify
the type of expense incurred

HCVP HAP funding expended by the PHA for an activity that does
not fit in any other category

MTW - Other - 1 Comments
(PHA to identify the type of
expenses incurred)

Description of the expenses incurred which do not fit in any
other category, in sufficient detail for HUD to ensure expenses
are eligible and identifiable

MTW - Other - 2 - PHA to identify
the type of expense incurred

HCVP HAP funding expended by the PHA for an activity that does
not fit in any other category

MTW - Other - 2 Comments
(PHA to identify the type of
expenses incurred)

Description of the expenses incurred which do not fit in any
other category, in sufficient detail for HUD to ensure expenses
are eligible and identifiable

MTW - Other - 3 - PHA to identify
the type of expense incurred

HCVP HAP funding expended by the PHA for an activity that does
not fit in any other category

MTW - Other - 3 Comments
(PHA to identify the type of
expenses incurred)

Description of the expenses incurred which do not fit in any
other category, in sufficient detail for HUD to ensure expenses
are eligible and identifiable
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Voucher Management Systems (VMS)

TAB 3 — ADDITIONAL EXPENSE / COMMENTS

Form 52681-B

Field Name Definition
Comments
Comments Comment field to allow PHA to explain their data entries or to provide specific

information requested by HUD Use this field only to explain the required data or
to provide specific information required by HUD. The Comment field will
accommodate up to 4000 characters. A message displays when data entered
exceed 4000 characters

TAB 4 — DISASTER UML AND HAP

Form 52681-B
Field Name

Definition

Disaster Voucher Program (DVP)

Disaster Name

Specific Name associated with the current disaster

Disaster Families
Assisted

Total number of families assisted under the DVP, excluding Homeless
DVP families. These units are not reported on any other line.

Disaster Families
Assisted (HAP)

Total number of families assisted under the DVP, excluding Homeless
DVP families. These units are not reported on any other line.

Disaster Security
Deposit

Security Deposit paid during the reporting month for the Disaster
Families

Disaster Security
Deposit Returned

Amount of security deposit returned for the Disaster Family during
the reporting month

Disaster Utility
Deposit

Utility Deposit paid during the reporting month for the Disaster Families

Disaster Utility
Deposit Returned

Amount of Utility deposit returned for the Disaster Family during
the reporting month

Disaster
Administrative
Expenditures

The amount of Administrative Expenditures incurred for the
reporting month

Disaster Broker
Fee

The total amount of broker fees paid during the reporting month
for Disaster Families
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Voucher Management Systems (VMS)

TAB 5 - PHA CONTACT INFORMATION

Form 52681-B

Field Name Definition
PHA Contact Information
HA Number Housing Authority identification number (Read only, from
PIC Databases)
HA Name Name of Housing Authority (Read only, from PIC Databases)
HA FYE Housing Authority Fiscal Year End (Read only, from PIC Databases)

Name of HA Point | Name of the person who can answer questions about the Form HUD
of Contact (POC) | 52681-B data submission. This field is pre-filled with prior VMS

information and is editable. Incorrect information should be corrected.
Point of Contact Phone number of the PHA Point of Contact. This field is prefilled with

Phone prior VMS data and is editable. Incorrect information should be
corrected.
Ext.: The phone number extension for the HA Point of Contact. This field is

prefilled with prior VMS data and is editable. Incorrect information
should be corrected.
Point of Contact E- | E-mail address for the HA Point of Contact. This field is prefilled with

mail Address VMS information from the prior month and can be edited to reflect
any changes.

Name of Name of Authorized HA Official (Usually the Executive Director).

Authorized HA Prefilled from the PIC system, and not editable. Read only, from

Official PIC Databases)

Official Housing Official e-mail address for the PHA. This address serves as the

Authority E-mail primary e-Mail address for official correspondence between HUD and

Address the PHA, and must be the central e-Mail address for the PHA. This

field is prefilled from the PIC system, and not editable. Read only, from
PIC Databases)

Program Area Point of Contact - FMC

FMC Financial Name of the FMC Financial Analyst assigned to work with the PHA. This
Analyst data is pre- filled by HUD

FA E-mail Address | Email address of the FMC Financial Analyst assigned to work with the
PHA. This field is a “Mail-To” hotlink for emailing the FA. This data
is pre- filled by HUD

FA Phone Number | Identifies the phone number of the FA. This data is pre- filled by HUD.
Ext.: Phone extension of the FA. This data is pre- filled by HUD

Program Area Point of Contact — Field Office

Field Office Code | HUD field office identifier, assigned by Region, data is pre- filled by HUD
Field Office Name | Official name of the Field Office, data is pre- filled by HUD

Field Office PIH Field Office employee assigned to work with and assist the

Point of Contact PHA, data is pre- filled by HUD

Field Office POC E-mail address for the Field Office Point of Contact. This field is prefilled
Email Address with VMS information from the prior month and can be edited to reflect
any changes.

FO POC Phone Phone number assigned to PIH FO POC phone number, data is
Number pre-filled by HUD
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Voucher Management Systems (VMS)

TAB 5 - PHA CONTACT INFORMATION

Form 52681-B
Field Name

Definition

Ext.: Phone extension if any assigned to the PIH FO POC, data is pre-
filled by HUD

REAC Technical Assistance Center

Technical Phone number for the REAC Technical Assistance Center, data is
Assistance Center | pre-filled by HUD
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Voucher Management Systems (VMS)

TAB 6 — SUBMISSION

Form 52681-B
Field Name

Definition

Validation History

PHA Number Official number assigned to the PHA, 2 character state code, and 3
digit number, data is pre- filled by HUD

PHA Name Official name of the Public Housing Authority, data is pre- filled by HUD

Reporting Month Reporting month for the submitted data, data is pre- filled by HUD

Error Tab Specifies the input tab the error is located on, data is pre- filled by HUD

Field Name Identifies the specific field that failed the Hard Edit, data is pre- filled

by HUD

Error Message
with Number

Error message indicating what the error is, data is pre- filled by HUD

Submitted By User
ID

User information, identifying last user who submitted the monthly
submission with the Hard Edit error, data is pre- filled by HUD

Submission date &
time

System date and time stamp indicating when the user submitted
the monthly submission, data is pre- filled by HUD

Reviewer ID Identification of the FA who reviewed the Hard Edit, data is pre- filled
by HUD

Review Date System date and time stamp indicating when the FA reviewed the

& time Hard Edit error, data is pre- filled by HUD

Submission History

Current Status

Status indicator for the specific version of the monthly submission,
data is pre- filled by HUD

Last Updated By
User ID

User information, identifying last user who submitted the
monthly submission, data is pre- filled by HUD

Last Updated By
Name

User name identifying who the last user was for the submission, data is
pre- filled by HUD

Last Updated Date
& Time

System date and time stamp indicating when the specific version
was submitted. Data is pre- filled by HUD
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Voucher Management Systems (VMS)

TAB 7 — EXECUTIVE SUMMARY- CURRENTLY INACTIVE

Form 52681-B
Field Name

Definition

PHA Information

Selected Month

Reporting Month for the submission period, data is pre- filled by HUD

Selected Year

Reporting Year for the submission period, data is pre- filled by HUD

Selected State

State name, data is pre-filled by HUD

Selected Field
Office

HUD field office identifier, assigned by Region, data is pre- filled by HUD

Selected PHA
Code

Official number assigned to the PHA, 2 character state code, and 3
digit number, data is pre- filled by HUD

HUD Calculations

RNP Beginning
Balance from prior
year end balance

Restricted Net Position as of the last day of the previous year, data is
pre- filled by HUD

Budget Authority
from HUDCAPS -
CYTD

Amount of BA provided to the PHA through the current month, This data
is pre- filled by HUD from HUDCAPS

HAP Expense
Reported in VMS
CYTD

Amount of housing assistance payments the PHA has input into the
VMS system, since the beginning of the calendar year, data is pre-
filled by HUD from VMS data fields

Other Revenue
Reported in VMS -
CYTD

Other income amounts reported by the PHA during the regular
monthly submission since the beginning of the calendar year, data is
pre- filled by HUD

End of Currant
Month Restricted
Net Position
(RNP)

Calculated field using the RNP Beginning Balance, adding in the BA
amount (YTD), subtracting the VMS reported HAP Expenses, and
adding in any VMS Reported other income, data is pre-filled by HUD

PHA Reported

PHA Estimate of
Restricted Net
Position

This information is provided from Income/Expenses Tab — Financial
Status Section — Restricted Net Position (RNP) as of the Last Day of
the Month field, data is pre-filled by HUD.

PHA Estimates of
Cash on Hand
(COH)

This information is provided from the Income/Expenses Tab —
Financial Status Section — Cash/Investment as of the Last Day of the
Month — Voucher Program Only field, data is pre-filled by HUD.

Utilization

Utilization Units —
(UML) Amount

Utilization unit months leased as reported in VMS, data pre-filed by HUD
using VMS data

Utilization Units —
(UML) Amount

Utilization units months available as identified HUDCAPS, data pre-
filed by HUD using VMS data

Utilization Units —
(UML/UMA)
Percentage

HUD Calculated percentage by taking the number of UML and dividing it
by the number of UMA for the month, indicates the monthly performance
of the PHA, field pre-filled by HUD

Utilization — HAP
Amount

Utilization housing assistance payments as reported in VMS, data
pre-filed by HUD using VMS data
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Voucher Management Systems (VMS)

TAB 7 — EXECUTIVE SUMMARY- CURRENTLY INACTIVE

Form 52681-B

Field Name Definition
Utilization — ABA Utilization Budget authority as reported in HUDCAPS and divided by
Amount 12, data pre-filed by HUD using VMS data
Utilization — HAP HUD Calculated percentage, taking the HAP and dividing it by the ABA
(HAP / ABA) for the month, indicates the monthly performance of the PHA, field pre-
Percentage filled by HUD
Utilization All Calculated: HAP expended CYTD / ABA + (Budgeted RNP — 1 month
funds = HAP prorated RNP cushion). Expressed as an Amount
expended CYTD /
ABA + (Budgeted
RNP — 1 month
prorated RNP
cushion) Amount
Utilization All Calculated: HAP expended CYTD / ABA + (Budgeted RNP — 1 month
funds = HAP prorated RNP cushion). Expressed as a Percentage
expended CYTD
/ ABA +

(Budgeted RNP —
1 month prorated
RNP cushion)
Percentage
Utilization Units
Graph: UMAs vs.
UMLs

Utilization HAP
Graph: HAP

vs. BA & RNP

Recap Worksheet -CURRENTLY INACTIVE

FOUI ST s Definition
Field Name

Recap

RNP Balance RNP Ending balance provided by HUD for the PHA, data pre-filled

as of 1/31/2009 by HUD.

ABA CYTD Budget authority that has been provided by HUD to the PHA

Disbursed as identified in HUDCAPS, calculated data pre-filled by HUD.

HAP Expenditures | CYTD Housing Assistance Payments identified by the PHA in

YTD VMS, calculated data pre-filled by HUD

Remaining RNP Calculated field using the RNP balance as of field, adding in the ABA

YTD disbursed YTD, and subtracting the HAP Expenditures YTD as
reported in VMS, data pre-filled by HUD
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Voucher Management Systems (VMS)

Recap Worksheet -CURRENTLY INACTIVE

O SRS Definition
Field Name
CY Eligibility Calculated field using the Budget Authority provided by HUD for
the Calendar Year, data pre-filled by HUD
CY Eligibility Calculated field using the Budget Authority provided by HUD plus
Including RNP the RNP Ending balance, data pre-filled by HUD
Offset
Remaining CY Calculated field uses the Budget Authority provided by HUD and
Eligibility subtracts the HAP payments identified in VMS, data pre-filled by HUD
Remaining CY Calculated field uses the RNP Ending Balance adds in the Budget
Eligibility Including | Authority provided by HUD and subtracts the HAP payments identified
RNP Offset in VMS, , data pre-filled by HUD
CY Months Number of months remaining in the calendar year based on
Remaining the reporting month, data pre-filled by HUD
CY Months Calculated field uses the Budget Authority provided by HUD and
Remaining subtracts the HAP payments identified in VMS, data pre-filled by HUD
Including RNP
Offset
Monthly CY Calculated field using the Remaining CY Eligibility amount and divides it
Eligibility by the CY Month remaining, data pre-filled by HUD
Remaining
Monthly CY Calculated field using the Remaining CY Eligibility including RNP
Eligibility offset amount and divides it by the CY Month remaining, data pre-filled
Remaining by HUD
Including RNP
Offset
Unit Months Calculated field using HUDCAPS data to determine Unit
Available CY Months Available for CY, data pre-filled by HUD
Unit Months CYTD summation of the vouchers leased during the months by the PHA,
Leased CY data pre-filled by HUD using current VMS data
Unit Months Calculation that determines the number of UMLSs left for the remainder of
Remaining CY the year, subtract the UML running total from the CY UMA, data is pre-
filled by HUD
Monthly Units Calculated field to indicate the number of unit months available per
Months Available month for the remainder of the year, calculated data pre-filled by HUD.
Remaining CY
Unit Months Calculated value to determine how many unit months the funding would
Funding Would support, Remaining CY Eligibility divided by the (sum(HAP)/sum(UML)),
Support data pre-filled by HUD
Unit Months Calculated value to determine how many unit months the funding
Funding Would would support, (Remaining CY Eligibility plus RNP offset) divided by
Support, including | the (sum(HAP)/sum(UML)), data pre-filled by HUD
RNP Offset
Monthly Units Calculated value to determine how many months the remaining
Funding Would funding would support, Unit Months Funding/CY Months Remaining,
Support data pre-filled by HUD
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Voucher Management Systems (VMS)

Recap Worksheet -CURRENTLY INACTIVE

O SRS Definition
Field Name

Monthly Units Calculated value to determine how many months the remaining
Funding Would funding would support, Unit Months Funding w/RNP offset/CY Months
Support, including | Remaining, data pre-filled by HUD
RNP Offset
Minimum of Lesser of the Unit Months Remaining CY or Unit Months Funding
Available or would support, data pre-filled by HUD
Supportable
Minimum of Minimum of the (Unit Months Remaining CY with RNP offset) or (Unit
Available or Months Funding with RNP offset) would support, data pre-filled by HUD
Supportable,
including RNP
Offset
Minimum of Minimum of the Monthly Unit Months Available or Monthly Units Funding
Available or would support, data pre-filled by HUD
Supportable
Monthly
Minimum of Minimum of the (Monthly Unit Months Available w RNP offset) or
Available or (Monthly Units Funding would support w RNP offset), data pre-filled
Supportable by HUD
Monthly, including
RNP Offset

Projection Worksheet- CURRENTLY INACTIVE

ngrg; fﬁg?nlf Definition

Utilization Chart

Month Reporting Month, prefilled by HUD

UMA Unit Months Available per HUDCAPS for the reporting month,
prefilled by HUD

UML Unit Months Leased as reported by the PHA for the specified
reporting month.

Leasing Calculation of Unit Months Leased divided by Unit Months

Percentage Available, prefilled by HUD

Annual Budget The amount of budget authority provided by HUD for the

Authority (ABA) reporting month, prefilled by HUD

Housing The monthly leasing amount as reported by the PHA for the

Assistance specified month.

Payment
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Voucher Management Systems (VMS)

Projection Worksheet- CURRENTLY INACTIVE

Form 52681-B

Field Name Definition

Budget Authority Housing Assistance Payment amount divided by the Annual Budget

Utilization Authority plus budgeted RNP monthly amount, prefilled by HUD

Per Unit Cost The Per Unit Cost amount is calculated by using the Housing
Assistance Payment monthly amount and dividing it by the Unit Month
Leased, prefilled by HUD

YTD UMA Summation of the monthly UMA amount, prefilled by HUD

YTD UML Summation of the monthly UML amount, prefilled by HUD

YTD Leasing Calculated value of the YTD UML divided by the YTD UMA, prefilled by

Percentage HUD

YTD ABA Summation of the Monthly ABA amount, prefilled by HUD

YTD HAP Summation of the Monthly HAP amount, prefilled by HUD

YTD BA Utilization | Calculated value of the YTD HAP divided by the YTD ABA, prefilled
Percentage by HUD

YTD PUC Calculated value based on the YTD HAP divided by the YTD

UML amounts, prefilled by HUD

PHA Projection Variables

RNP budgeted for | RNP budget for expenditure entered by the PHA for “what

expenditure if” calculations (0.00 — 100,000,000 — no commas)
Annual Rate of attrition entered by the PHA for “what if” calculations (0.00 —
Attrition Rate 1.00)
Success Rate Percentage amount of the PHA success rate for leasing

units (0.00 — 1.00)
Average Number of months between voucher issued and the HAP lease
Month from date (0-12)

issued to HAP
effective Date

PUC Monthly Percentage rate used to adjust the Monthly PUC for
Percentage inflation (0.00 — 1.00)

Adjustment

Un-contracted Number of vouchers issued and not under HAP
Vouchers on the contract (0 — 10,000 — no commas)

Street

Projection Amounts

Annual Projection | Summation of the YTD UMA monthly amounts
with attrition only —
UMA

Annual Projection | Summation of the YTD UML with attrition not issuance monthly amount
with attrition only —
UML with attrition
no issuance
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Voucher Management Systems (VMS)

Projection Worksheet- CURRENTLY INACTIVE

Form 52681-B
Field Name

Definition

Annual Projection
with attrition only —
Leasing % (w/o
leasing from yet to
be leased
issuances)

Percentage calculation of the YTD UML with attrition not
issuance divided by the YTD UMA amount

Annual Projection
with attrition only —
ABA plus Budget
RNP

Summation of the YTD monthly ABA plus Budgeted RNP

Annual Projection
with attrition only —
HAP

Summation of the YTD monthly HAP costs

Annual Projection
with attrition only —
Spending as % of
BA plus RNP

Percentage calculation of the YTD HAP costs divided by the YTD ABA +
Budget RNP amount

Annual Projection
with attrition only —
PUC

Summation of the YTD PUC costs

Annual Projection
with attrition only —
Attrition Projected

Calculated amount based on the ((YTD PUC * annual attrition rate
*0.08333)*-1)

Plus UMLs and
HAP from not yet
leased issuances
— UML w/attrition
not issuance

Calculated value calculating the (un-contracted vouchers on the street
* Success Rate) * number of months greater than 0 minus the average
months from issuance to hap effective date

Plus UMLs and
HAP from not yet
leased issuances
— HAP

Calculation of the Plus UML & HAP from not yet leased issuance
(UML w/attrition not issuance) time the YTD PUC value.

Projection — UML
with attrition no

Year End Summation of the UMA monthly values
Projection — UMA
Year End Summation of the UML w/attrition not issuance plus the Plus UMLs

and HAP from not yet leased issuances

Leasing % (w/o
leasing from yet
to be leased
issuances)

issuance
Year End Calculation of the (UML + plus UML and HAP from not yet leased
Projection — issuances-UML w/attrition not issuance) divided by the UMA
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Voucher Management Systems (VMS)

Projection Worksheet- CURRENTLY INACTIVE

Form 52681-B
Field Name

Definition

Year End
Projection — ABA
plus Budget RNP

YTD calculation of the ABA and the Budget RNP

Year End YTD HAP amount plus the plus UMLs and HAP from not yet
Projection — HAP | leased issuances

Year End Calculation of HAP divided by ABA plus budgeted RNP
Projection —

Spending as % of

BA plus RNP

Form 52681-B
Field Name

Utilization Graph- CURRENTLY INACTIVE

Definition

Utilization chart

Month Reporting Month, prefilled by HUD

UMA Unit Months Available per HUDCAPS for the reporting month,
prefilled by HUD

UML Unit Months Leased as reported by the PHA for the specified
reporting month.

Leasing Calculation of Unit Months Leased divided by Unit Months

Percentage Available, prefilled by HUD

Annual Budget The amount of budget authority provided by HUD for the

Authority (ABA) reporting month, prefilled by HUD

Housing The monthly leasing amount as reported by the PHA for the

Assistance specified month.

Payment

Budget Authority Housing Assistance Payment amount divided by the Annual Budget

Utilization Authority plus budgeted RNP monthly amount, prefilled by HUD

Per Unit Cost

The Per Unit Cost amount is calculated by using the Housing
Assistance Payment monthly amount and dividing it by the Unit Month
Leased, prefilled by HUD

YTD UMA Summation of the monthly UMA amount, prefilled by HUD

YTD UML Summation of the monthly UML amount, prefilled by HUD

YTD Leasing Calculated value of the YTD UML divided by the YTD UMA, prefilled
Percentage by HUD

YTD ABA Summation of the Monthly ABA amount, prefilled by HUD

YTD HAP Summation of the Monthly HAP amount, prefilled by HUD

YTD BA Utilization| Calculated value of the YTD HAP divided by the YTD ABA, prefilled
Percentage by HUD

YTD PUC Calculated value based on the YTD HAP divided by the YTD

UML amounts, prefilled by HUD
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Prior Month Corrections

Form 52681-B
Field Name

Definition

PMC Data Entry Screen

PHA Number Housing Authority identification number of the PHA being
corrected (Read only, from PIC Database)
PHA Name Name of Housing Authority of the PHA being corrected (Read only, from

PIC Databases)

Reporting Period

Month and Year of the Submission being corrected, selected from
drop-down lists

Tab Selection

Identifies the Tab where the corrected field is located. Selected from
drop-down list

Field Selection

Field being modified by the adjustment. Selected from drop-down list.

New Adjusted

The value in the field after the adjustment /correction is made. The

between New and
Old values - 1st

Value-1st System places the Old Value-1st in this field initially. The field is then
modified by the adjuster, if appropriate. This field is used when only one
field is being adjusted by the PMC. If both UML and HAP are displayed
for adjustment in the PMC, this field will contain the UML field

Old Value - 1st Value of the field prior to modification. Generated by the system

Difference The calculated difference between the New Adjusted Value-1st and the

Old Value-1st. Can be a positive or negative amount. Generated by the
system

New Adjusted

The value in the field after the adjustment /correction is made. The

between New and
Old values - 2nd

Value-2nd System places the Old Value—2nd in this field initially. The field is then
modified by the adjuster, if appropriate. This field is only used for HAP
fields when both UML and HAP are displayed for adjustment.

Old Value-2nd Value of the field prior to modification. Generated by the system

Difference The calculated difference between the New Adjusted Value-2nd and

the Old Value-2nd. Can be a positive or negative amount. Generated by
the system

Adjuster Comment

Comment entered into the system by the adjuster to further explain
the adjustment.

Hard Edit Errors and PMC Approval / Disapproval Screen

HE Error Number-
1st

Hard Edit Error number indicating what the error is. Data is pre- filled by
HUD. Refers to Adjusted value-1* field.

HE Error Message -
1st

Hard Edit Error message indicating what the error is. Data is pre- filled
by HUD. Refers to Adjusted value-1° field.

HE Error Reason
for Adjustment-1st

Reason why the Adjusted field should bypass the Hard Edit Error —
Selected from list of most likely reasons. Refers to Adjusted Value-1%
field.

HE Error
Comment-1st

If “Other” Reason for Adjustment was selected, This field should further
explain why this should bypass the Hard Edit error. Refers to Adjusted
Value-1%t field.

HE Error Number-
2nd

Hard Edit Error number indicating what the error is. Data is pre- filled by
HUD. Refers to Adjusted value-2nd field.

HE Error Message -

2nd

Hard Edit Error message indicating what the error is. Data is pre- filled
by HUD. Refers to Adjusted value-2nd field.
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HE Error Reason why the Adjusted field should bypass the Hard Edit Error —
Reason for Selected from list of standard reasons. Refers to Adjusted Value-2nd
Adjustment- 2nd field.

HE Error If “Other” Reason for Adjustment was selected, This field should further

Comment-2nd

explain why this should bypass the Hard Edit error. Refers to Adjusted
Value-2nd field.

PMC Submission
date & time

System date and time stamp indicating when the user submitted
the PMC. Data is pre- filled by HUD

FA Action

Approve or Disapprove buttons to be selected by FA reviewer

FA Comment

Text field where reviewer can explain reason for approval / disapproval

PMC List of Pending Corrections

Financial Analyst

Name of the Financial Analyst who Approved/Disapproved the
Pending PMC

Division Name of the Administrative Division where the FA reports. The
Divisions are: East, North, South, West, and Operations
Rec. # On a PMC listing, a sequential number, starting with 1, numbering the

line item within the context of the listing. Not retained past the display of
the listing. The purpose is to make it easier to reference an item within
the listing.

PMC Record ID

Unique ID of the PMC record, composed of PHA Number,
Submission Reporting Period (Month, Year), and Date and Time the
PMC was submitted.

Current Status

The current status of the PMC Correction. Values can be: Pending
(PMP), Approved (PMA), Disapproved (PMD), and Completed (PMS).
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8.1 APPENDIX B: HARD EDIT ERROR MESSAGES

Error
Number

Error Message

Error HEOO1

PHA has not reported Moving to Work leasing, while the PHA does have
a Moving to Work program.

Error HE0O2

PHA has reported Moving to Work leasing, but PHA does not have a
Moving to Work program.

Error HEOO3

PHA has not reported tenant protection leasing, while the PHA has
received one or more awards of tenant protection units.

Error HE004

PHA has reported tenant protection leasing, but PHA has not received
an award of tenant protection units.

Error HEOO5

PHA may not report more Enhanced Vouchers than the number of
Tenant Protection Vouchers reported.

Error HEOO6

PHA has not reported VASH leasing, while the PHA does have a
VASH award for 2008 or later.

Error HEOO7

PHA has reported VASH leasing, but the PHA has not received an award
of VASH units in FFY 2008 or later.

Error HEOO8

Voucher utilization is not within the standard range. PHA should review the
UMLs entered for each category to ensure accuracy.

Error HEOO9

The change in Voucher utilization from the prior periods in the last 12 months
is not within the standard range. PHA should review the UMLs entered for
each category to ensure they are accurate.

Error HEO10

PHA has not reported 5 Year Mainstream leasing, while the PHA does
have a 5 Year Mainstream program.

Error HEO11

PHA has reported 5 Year Mainstream leasing, but PHA does not have a
5 Year Mainstream program.

Error HE012

PHA has not reported Moving to Work HAP costs, while the PHA does
have a Moving to Work program.

Error HE013

PHA has reported Moving to Work HAP costs, but PHA does not have
a Moving to Work program.

Error HE014

PHA has not reported Family Unification HAP costs, while the PHA does have
a Family Unification program.

Error HEO15

PHA has reported Family Unification HAP costs, but PHA does not have
a Family Unification program.

Error HEO16

PHA has not reported Tenant Protection HAP costs, while the PHA
has received one or more awards of Tenant Protection units.

Error HEO17

PHA has reported Tenant Protection HAP costs, but the PHA has not received
an award of Tenant Protection units.

Error HE018

PHA has not reported VASH HAP costs, while the PHA does have a
VASH award for 2008 or later.

Error HE019

PHA has reported VASH HAP costs, but the PHA has not received an
award of VASH units in FFY 2008 or later.

Error HE020

Budget Authority utilization is not within the standard range. PHA should
review the HAP costs entered for each category to ensure they are accurate.

Page 32




Voucher Management Systems (VMS)

Error
Number

Error Message

Error HEO21

The change in Budget Authority utilization from the prior periods in the last 12
months is not within the standard range. PHA should review the HAP costs
entered for each category to ensure accuracy.

Error HE022

PHA has not reported 5 Year Mainstream HAP costs, while the PHA
does have a 5 Year Mainstream program.

Error HE023

PHA has reported 5 Year Mainstream HAP costs, but PHA does not have a
5 Year Mainstream program.

Error HE024

Budget Authority utilization is not within the standard range. PHA should
review the 5 Year Mainstream HAP costs entered to ensure they are accurate

Error HE025

Mid-month HAP costs are not within the standard range. PHA should review
the mid-month HAP costs to ensure accuracy.

Error HE026

PHA has an active FSS program but has not reported FSS costs

Error HE027

PHA has no active FSS program, but has reported FSS costs.

Error HEO30

PHA has not reported DHAP to HCV Vouchers Leased, while the PHA
does have a DHAP to HCV program.

Error HEO31

PHA has reported DHAP to HCV Vouchers Leased, but PHA does not have
a DHAP to HCV program.

Error HE032

PHA has not reported DHAP to HCV Voucher HAP costs, while the PHA does
have a DHAP to HCV program.

Error HE033

PHA has reported DHAP to HCV Voucher HAP costs, but PHA does not have
a DHAP to HCV program.

Error HEO38

This edit ensures that PHA reports UMLs in Tenant Protection field if the
PHA is part of Tenant Protection program. The PHA belongs to Tenant
protection program if the reported period is later than the start date uploaded
to the system.

Error HE039

This edit ensures that PHA does not report UMLs in Tenant Protection field if
the PHA is not part of Tenant Protection program. The PHA belongs to Tenant
Protection program if the reported period is later than the start date uploaded
to the system.

Error HE040

This edit ensures that PHA reported HAP in the Tenant Protection field if
the PHA is part of the Tenant Protection program. The PHA belongs to the
program if reported period is later than the start date uploaded to the
system under T1 program.

Error HEO41

This edit ensures that PHA does not report HAP costs in Tenant Protection
field if the PHA is not part of Tenant Protection program. The PHA belongs
to the Tenant Protection program if reported period is later than the start
date uploaded to the system.

Error HEO87

PHA has not reported RAD leasing while the PHA has received one or more
RAD component 1 awards.

Error HEO88

PHA has reported RAD component 1 leasing, while the PHA has not
received a RAD Component 1 award.

Error HE089

PHA has not reported RAD Component 1 costs while the PHA does have
one or more RAD component 1 awards.

Error HEO090

PHA has reported RAD Component 1 costs while the PHA does not have
one or more RAD Component 1 awards

Error HE091

PHA has not reported RAD leasing while the PHA has received one or more
RAD component 2 awards
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Error
Number

Error Message

Error HE092

PHA has reported RAD Component 1 costs while the PHA does not have
one or more RAD Component 1 awards

Error HE093

PHA has not reported RAD Component 2 costs while the PHA does have
one or more RAD component 2 awards

Error HE094

PHA has reported RAD Component 2 costs while the PHA does not have
one or more RAD Component 2 awards

Error HE095

PHA has not reported 1 year mainstream MTW leasing, but PHA does have
a 1 year mainstream MTW program

Error HE096

PHA has reported 1 yr mainstream MTW leasing but PHA does not have a 1 yr
mainstream MTW program or the PHA is not an MTW Agency

Error HE098

PHA has not reported 1 yr mainstream MTW HAP costs, but PHA does have a
1 yr mainstream MTW program

Error HE099

PHA has reported 1 yr mainstream MTW HAP costs but PHA does not have
a 1 yr mainstream MTW program or the PHA is not an MTW Agency

Error HE101

PHA has not reported Family Unification (Non-MTW) leasing, but PHA does
have a Family Unification (Non-MTW) program

Error HE102

PHA has reported Family Unification (Non-MTW) leasing but PHA does not
have a Family Unification (Non-MTW) program or the PHA is an MTW Agency.

Error HE104

PHA has not reported Family Unification (Non-MTW) HAP costs, but
PHA does have a Family Unification (Non-MTW) program

Error HE105

PHA has reported Family Unification (Non-MTW) HAP costs but PHA does not
have a Family Unification (Non-MTW) program or the PHA is an MTW Agency.

Error HE107

PHA has not reported Family Unification Pre 2008 (MTW) leasing, but
PHA does have a Family Unification Pre 2008 (MTW) program

Error HE110

PHA has reported Family Unification Pre 2008 (MTW) leasing but PHA does
not have a Family Unification Pre 2008 (MTW) program or the PHA is not an
MTW agency.

Error HE112

PHA has not reported Family Unification Pre 2008 (MTW) HAP Costs, but PHA
does have a Family Unification Pre 2008 (MTW) program

Error HE113

PHA has reported Family Unification Pre 2008 (MTW) HAP costs but PHA
does not have a Family Unification Pre 2008 (MTW) program or the PHA is
not an MTW agency

Error HE115

PHA has not reported Family Unification 2008/Forward (MTW) leasing, but
PHA does have a Family Unification 2008/Forward (MTW) program

Error HE116

PHA has reported Family Unification 2008/Forward (MTW) leasing but PHA
does not have a Family Unification 2008/Forward (MTW) program or the PHA
is not an MTW agency.

Error HE118

PHA has not reported Family Unification 2008/Forward (MTW) HAP costs,
but PHA does have a Family Unification 2008/Forward (MTW) program

Error HE119

PHA has reported Family Unification 2008/Forward (MTW) HAP costs but
PHA does not have a Family Unification 2008/Forward (MTW) program or the
PHA is not an MTW agency.

Error HE121

PHA has not reported Non Elderly Disabled (Non-MTW) leasing, but PHA does
have a Non Elderly Disabled (Non-MTW) program

Error HE122

PHA has reported Non Elderly Disabled (Non-MTW) leasing but PHA does
not have a Non Elderly Disabled (Non-MTW) program or the PHA is an MTW
agency
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Error
Number

Error Message

Error HE124

PHA has not reported Non Elderly Disabled (Non-MTW) HAP Costs, but
PHA does have a Non Elderly Disabled (Non-MTW) program

Error HE125

PHA has reported Non Elderly Disabled (Non-MTW) HAP Costs but PHA does
not have a Non Elderly Disabled (Non-MTW) program or the PHA is and MTW
agency.

Error HE127

PHA has not reported Non Elderly Disabled 2008/Forward (MTW) leasing, but
PHA does have a Family Unification 2008/Forward (MTW) program

Error HE128

PHA has reported Family Unification 2008/Forward (MTW) leasing but PHA
does not have Non Elderly Disabled 2008/Forward (MTW) program or the
PHA is not an MTW agency

Error HE130

PHA has not reported Non Elderly Disabled 2008/Forward (MTW) HAP Costs,
but PHA does have a Family Unification 2008/Forward (MTW) program

Error HE131

PHA has reported Family Unification 2008/Forward (MTW) HAP Costs but
PHA does not have anon Elderly Disabled 2008/Forward (MTW) program or
the PHA is not an MTW agency

Error HE133

PHA has not reported Family Unification 2008/Forward (MTW) HAP
Expenses after the First of the Month, but PHA does have a Family
Unification 2008/Forward (MTW) program

Error HE134

PHA has reported Family Unification 2008/Forward (MTW) HAP Expenses
after the First of the Month but PHA does not have a Family Unification
2008/Forward (MTW) program or the PHA is not an MTW agency

Error HE136

PHA has not reported Non Elderly Disabled 2008/Forward (MTW) HAP
Expenses after the first of the Month, but PHA does have a Non Elderly
Disabled 2008/Forward (MTW) program

Error HE137

PHA has reported Non Elderly Disabled 2008/Forward (MTW) HAP Expenses
After the First of the Month but PHA does not have Non Elderly Disabled
2008/Forward (MTW) program or the agency is not an MTW Agency

Error HE139

PHA has not reported VASH HAP Expenses After the First of the Month,
but PHA does not have a VASH program

Error HE140

PHA has reported VASH HAP Expenses After the First of the Month but
PHA does not have a VASH program

Error HE142

PHA has not reported 1 yr mainstream MTW HAP Expenses After the First
of the Month, but PHA does have a 1 yr mainstream MTW program

Error HE143

PHA has reported 1 yr mainstream MTW HAP Expenses after the First of the
Month but PHA does not have a 1 yr mainstream MTW program or the PHA
is not an MTW agency

Error HE145

PHA has not reported Family Unification Pre 2008 (MTW) HAP Expenses
After the First of the Month, but PHA does have a Family Unification Pre 2008
(MTW) program

Error HE146

PHA has reported Family Unification Pre 2008 (MTW) HAP Expenses but
PHA does not have a Family Unification Pre 2008 (MTW) program or the
Agency is not an MTW agency
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8.2 APPENDIX C: USER ACCESS LEVELS

Role Code Role Description Action Description User Access
FMG Manager — Financial 1. Ability to read existing voucher 1. Manage PHA
(Internal User) | Management Center data for PHAs they manage. Data -Enter PHA
2. Ability to update or add new data Data -Review and
to pending submissions for PHAs Approve Pending
they manage. Submissions
3. Ability to submit HUD Form 2. Prior Month
52681-B data. Correction
4. Ability to administer tasks. -Data Input -
5. Ability to create/edit versions of Review and
HUD Form 52681-B. Approve Pending
6. Ability to create, save, and submit Prior Month
data. Corrections
7. Ability to approve or disapprove a | 3. Administer VMS
Pending Submissions that has 4. Generate reports
been submitted by a PHA.
8. Ability to make corrections to Prior
Month Submissions
HUE Read Only Access 1. Ability to read submitted data. 1. Manage PHA Data
(Internal User) 2. Ability to generate reports -View PHA Data
2. Generate reports
UDE Utilization and Expense| 1. Ability to read existing data for 1. Manage PHA Data
(External Data Submitter assigned PHAs. -Enter PHA Data
User) 2. Ability to update or add new 2. Prior Month
data to a pending submission for Correction
a specific PHA. -Data Input
3. Ability to submit HUD 3. Generate DCR
Form 52681-B data. Report
4. Ability to create, save and submit
data.
5. Ability to make corrections to
Prior Month Submissions
HUR (Internal | Financial Analyst User | 1. Ability to approve or disapprove a | 1. Manage PHA Data
User) Pending Submissions submitted -View PHA Data
by a PHA. 2. -Review and
2. Ability to read submitted data for Approve Pending
PHAs. Submissions
3. Ability to approve or disapprove 3. Prior Month

corrections made on Prior Month
Submissions

Correction -
Review and
Approve Pending
Prior Month
Corrections

4. Generate Reports

User Role and Action Codes

NOTE: Although the User Roles delineated above maintain fairly exclusive abilities and
responsibilities, it is possible for an individual to be given roles that seem to combine those of
the UDE and HUE together. This type of assignment is solely under the jurisdiction of the
Administrator, or FMG. Refer to the Table of Contents for link definitions.
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