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1 FORM 50058

Form 50058 module in the IMS PIC system alows HUD to aobtain the information about the people who
participate in the subsidized housing programs. PHAs (Public Housing Agencies) use the Form 50058 to
electronically submit the data about the tenants to HUD.

Form 50058 module consists of the Submission sub module, Viewer sub module, Reports sub module,
and the Tenant 1D Management sub module. The Submission sub module allows the HA user to submit
the Form 50058 file to HUD for processing. The Viewer sub module allows the user to view all sections
of Form 50058 that the user submitted for the tenants. The Reports sub module alows the user to run
various reports in order to access and analyze the information about the tenants and PHAs all over the
country. The Tenant |D Management sub module allows the user to generate AlDs (alternate ID
numbers for people who do not have SSNs), replace IDs, identify duplicate tenants, resolve duplicate
tenant instances, and replace IDs.
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1.1 TENANT ID MANAGEMENT

1.1.1 Tenant ID Management

The Tenant | D Management sub module of the Form 50058 module alows the user to create aternate
IDs for tenants that do not have SSN, modify those IDs, and track possible duplicates. The alternate IDs
are the IDs used for tenants who do not have SSN. Examples of such tenants may be immigrants, or
newborn babies. These IDs can be used instead of SSNsto enter and maintain tenants' records in PIC.
The user can generate, replace, and track duplicate AlDs for al tenantsin the PIC database including the
heads of household, and the family members.

1.1.1.1 Alternate ID Tab

The Alternate | D tab of the Tenant D Management sub module alows the user to perform three types
of actions by using the following sub tabs:
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Figure 1: The Generate ID sub tab of the Alternate ID tab
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The first functionality of the Tenant D Management sub module is to generate the alternate IDs (AIDs).
To generate an AID, the user must access the Generate | D sub tab of the Alternate I D tab of the Tenant
ID Management sub module (see Figure 1). To generate an AlD, the user must select the appropriate
PHA and enter the tenant data using the controlsin the Gener ate Alternate I D section of the page. The
program generates the AID when the user clicks the Generate Al D button. If the user clicks the Reset
button, the program clears the data entered in the data entry boxes. After the user generates an AID for a
tenant, this AID may be used for all form 50058 submissions for this tenant.

The second functionality of the Tenant ID Management sub module isto modify AIDs. When a PHA
submits form 50058 for its tenants, the program sends the data to the SSA for validation (to ensure that
the records are correct), and possible fraud detection. If the SSA detects tenant records whose information
does not match the datain the SSA database, the program marks those recordsin the database depending
on the type of datathat isincorrect (the records can be marked as INVSSN, INVDOB, INVLN, and
INVDEC for the people who are possibly dead). In case of incorrect tenant records, the PHAS get a grace
period of 120 days to verify theinformation and correct the error. If PHAs fail to correct the error within
the grace period, then the program will reject form 50058 submissions for those tenants.

To correct the error, PHAs may use the controls on the Replace I D sub tab of the Alternate I D tab (see
Figure 2).

PUTTREITN LY Reports
Generate ID Replace ID

Duplicates
Select View: [Field Office HA v
HQ Division: Public and Indi.an- Housing
HQ Office: PO Field Operations V
Hub: [10HSEA Seatle Hub vl
Field Office: |0APH SEATTLE HUB OFFICE ~
Housing Authority: ._ AKDO0T AHFC J v_"

Tenant ID Modification

Modification Types Modification IDs
® Al TD to Alt TD ARID | | * Replace With ARID | |
OAl.t ID to SSN s
OSSN to At ID ) _
(O 8SN to SSN Data Mismatch with Al ID Table | *
O Other Data Duplicate Person

Other

Comments

Save

Figure 2: The Replace ID sub tab of the Alternate ID tab

To modify atenant’s AID, the user must select the appropriate PHA and use the controlsin the Tenant
ID Modification section of the page to perform necessary changes. The user must select one of the five
modification options available in the M odification Typeslist, and then click Select. The program
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refreshes the page to reflect the user selection. Then, the user must use the boxes in the M odification | Ds
areato enter the original ID (the one to be replaced) and the new 1D (to replace the original ID with). If
the user selectsthe Other Data option, the program will allow the user to select a tenant record for
modification of other details. The Reason box allows the user to select the appropriate reason for tenant
ID modification. The user also must provide further explanation in the Comments box before clicking the
Save button. Once the user clicks Save, the program replaces the original ID with the new ID.

Thethird functionality of the Tenant D Management sub module of the Form 50058 module is to track
possible duplicate tenant recordsin the PIC database (see Figure 3). When the user selects a PHA, the
user may run a search for possible duplicates using the controls in the Duplicate Tenant Management
section of the page. To search for duplicates, the user can enter thetenant’s ID inthe Tenat ID  box, or
the tenant’ slast name in the Last Name box, and then click the Sear ch button.
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Figure 3: The Duplicates sub tab of the Alternate ID tab

1.1.2 ReportsTab

The Reportstab of the Tenant | D Management sub modul e allows the user to run reports to track the
tenant records with AIDs, duplicate tenant records, and modified tenant records.

The user can generate the reports through the following four sub tabs:
o AID Report
e Possible Dup Tenant Report
e Invalid Tenant ID Report
e Tenant ID Modification Report

1.1.3 AID Report

The AID Report alowsthe usersto view the tenant details for tenants with AIDs. To run the report, the
user must select the appropriate option in the Select View list, and then click Select (see Figure 4).

The program refreshes the page to reflect the changes. If necessary, the user must narrow the search even
further (when selecting the HUB, Field Office HA, or TARC HA options). The Sear ch Parametersand
the Display Filtersfor AID Report sections alow users to modify the data and the presentation of the
report. To generate the report, the user must click Generate Report.
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Figure 4: The AID Report sub tab of the Reports tab

1.1.3.1 Information Presented in the AID Report

The AID Report displays the tenant record details for the tenants within the report criteria (see Figure 5).
It also displays the level of information selected by the user, the report date and options for further use of
data.
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Figure 5: The AID Report

This report screen contains two options for further use of the data (see Figure 6).
Select one of the following:
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o Download in Excel: The program exports the report contents into a Microsoft Excel spreadsheet
for further data manipulation.

e Print: The program prints the report screen as aweb page.

Note: For best results, print in landscape orientation.

N

Diowenlosd in Excal

3

Figure 6: The options for further use of report data

1.1.4 Possible Duplicate Tenant Report

The Possible Duplicate Tenant Report alows the user to view tenant records claimed by more than one
PHA, or tenant that are part of more than one household. The program marks these records in the database
as possible duplicates. This may happen if atenant moves out of one household and moves to another but
the form 50058 is not submitted properly. To run the report, the user must select the appropriate PHA,
select the desired option in the No of rowsto display list and click the Generate Report button (see

Figure 7).

AT Roport i Irmealld Tenant I Roport Tenant I MoedHicatdon Report

Selwel Yikr:

HI} Divicina:

I D i _l:‘ =|-|:|l.':|..|-|:-.lll:||- u;lﬂl
Tab: I e

Ficld Odfice: CETRERATTIE AR ATERE o+ R
Humzing Amihuriyz SR AL ”lml

Litsplay Fllpers for Duplicace |enant bepom

(Y ERTTRLN TEYE TS S TR T ET T

CrnHiae Hi i

il Phapilivate Tenaes sepurd in apelndend every mighl, Pl pive 290 ko for dew cieges fu oqgend G Fuoble Dloplivale Tenaes sqpuri,

Figure 7: The Possible Dup Tenant Report sub tab of the Reports tab

1.1.4.1 Information Presented in the Possible Duplicate Tenant Report

The Possible Duplicate Tenant Report displays the detailed tenant records thus indicating possible fraud
or erroneous information (see Figure 8). When atenant’ s name and SSN or AID match, however, the
database displays that the tenant with matching name and SSN or AID it part of more than one household,
the program marks all the records of this tenant as possible duplicates. When the program finds possible
duplicatesin the database, it rejects al the form 50058 submissions for these records until the PHAs take
appropriate steps to correct the data (modify the tenant’ s record).
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Figure 8: The Possible Duplicate Tenant Report
The program allows the user to further manipulate the data provided in the report (see Figure 9).
Select one of the following:

o Download in Excel: The program exports the report contents into a Microsoft Excel spreadsheet
for further data manipulation.

e Print: The program prints the report screen as aweb page.
Note: For best results, print in landscape orientation.

N =

Dwownlosd in Excsl Brint

Figure 9: The options for further use of report data

1.1.5 Invalid Tenant I D Report

Thelnvalid Tenant I D Report displays the tenant records that failed to match the SSA records. For
fraud detection and prevention, as well as accurate data maintenance, PIC validates the tenant records
against the SSA database. That is, the program compares the data from PIC with the SSA data and
ensures that the correct identification datais stored in PIC. However, dueto various errors (for example,
erroneous data entry), some records might fail to pass the check. In this case, the program marks these
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records in the database and allows the users to view these records by running the Invalid Tenant ID
report.

To run the Invalid Tenant 1D report, the user must select the desired PHA (see Figure 10). Then, the user
must select the desired option in the Invalid / Duplicate Statuslist. Depending on the type of data that
failed to match the SSA database, the program marks the records as INV SSN (the SSN failed to match),
INVDOB (the date of birth failed to match), INVLN (the last name failed to match), and INVDEC for the
people who are possibly dead.

Now, if any data associated with the tenant record fails to match the SSA database, the program will mark
that tenant’ s record asinvalid. The PHA will have agrace period of 120 days within which it ill can
submit Form 50058 for that tenant and the submissions will be accepted. However, if the PHA failsto
correct the tenant’ s data to match the SSA database within the allowed grace period, IMS will reject any
Form 50058 submission for that tenant after 120 days expire.

By selecting the appropriate optionsin the Invalid / Duplicate Statuslist the user can view specific
records of the desired type, or the user can set the report to display al the records marked as invalid.

To run the report, the user must click the Generate Report button.
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Figure 10: The Invalid Tenant ID Report sub tab of the Reports tab

1.1.5.1 Information Displayed in the Invalid Tenant ID Report

When the user runsthe Invalid Tenant | D Report, the report displays detailed tenant records that failed
to validate against the SSA database. Using this information, the PHAS can take the appropriate steps to
correct the records. If PHAsfail to update the records, the program will rgject all form 50058 submissions
for these records (see Figure 11).
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Figure 11: The Invalid Tenant ID Report

The program allows the user to further manipul ate the data provided in the report (see Figure 12).
Select one of the following:

e Download in Excel: The program exports the report contents into a Microsoft Excel spreadsheet
for further data manipulation.

e Print: The program prints the report screen as aweb page.

Note: For best results, print in landscape orientation.

N =

Dwownlosd in Excsl Brint

Figure 12: The options for further use of report data

1.1.6 Tenant ID Modification Report

The Tenant ID M odification Report allows the usersto view the modified tenant records. To run the
report, the user must select the desired PHA, the desired option in the M odification Statuslist, and then
select the desired report filtersin the Display Filtersfor Tenant ID Modification Report area. To run
the report, the user must click the Gener ate Report button (see Figure 13).
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Figure 13: The Tenant ID Modification Report sub tab of the Reports tab

1.1.6.1 Information Displayed in the Tenant ID Modification Report

When the user runsthe Tenant | D M odification Report, the program displays the list of modifications
within the user-defined report criteria. The report displays the following information (see Figure 14):
e Theoldtenant ID and the new tenant ID.
o TheRequest Date column displays the date when the modification was requested. The user can
click the column header to sort the report data by the request date.
e Thelast Processed Date column displays the date when the request was processed.
e The Status column displays the status of the request. When the user runs the report, the user can
set the report to display only records of the desired status in the M odification Statuslist.
e TheError Description column displays the error description, if applicable.
e TheReason column displays the reason that the use selected when the record was modified.
o The Comments column displays the available comments that provide more detailed explanation.
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Tenant ID Modification Report
Downlosd in Excel Drint
HQ Office: Public and Indian Housing
HQ Division: PO Field Operations
Hub: 3HPHL Philadelphia Hub
Field Office: 3APH PHILADFLPHIA HUE OFFICE
Housing Authority: DEQ01 Wilmington HA

Records 1 - 50 of 129 (Wiew All}

<<= Prewv page 1

2 2 NextPage >>

Old Tenant New Tenant ¥ Request el B s
Processed Status Error Description Reason Comments
D D Date
Date
1| 193680642 | 113630642 11/30/2007 12/01/2007 Success S5N Invalid Value Verified
2| 216649958 | 216640088 | 11/30/2007 12/01/2007 Success 85N Invalid Value Verified
3| 222889835 | 222809833 11/30/2007 12/01/2007 Success S5N Invalid Value Verified
4| 237366924 | 237833203 | 11/17/2007 11/18/2007 Success 55N Invalid Value Have ss card
P =, : s % e To Replace S5N 022020222 with
22020222 7 1772007 /1842007 N Inv: =
5| 022020 179808316 | 11/17/200 11/18/200 Success S8N Invalid Value SEN 170808316
z ; y - To Replace 55N 222463732 with
1637 1 12 13 7
6| 222463732 | 222461732 | 10/12/2007 10/13/2007 Success 55N Invalid Value SN 12461732
5 ; 1 v s To Replace S5N 221281296 with
] 2212812 2112812 /122007 /13,2007 ™ .
7| 221281296 | 211281296 | 10/12/2007 10/13/2007 Success SEN Invalid Value SSN 211281296
a 117 19 Failed (final | Code =002 - An active tenant exists | Wrong Information |To Replace 55N 221869103 with
et | et || AR 10 2o attempt) with ssn 221863103 from the Tenant S8N 221863103
o| 022020222 | 179808316 | 10112007 | 101122007 | Filed (inal | Code 2002~ An active tenant exists | gqg pnvanid Vatue Corrected card
attempt) with ssn 179808316
o 1 1 Failed (final | Code #004 - ID was already replaced : To Replace Altemnate ID
10| HO010067 221982688 | 10/11/2007 10/12/2007 Eh with 221082688 Tenant Provided S5N HOD100670 with SSN 271082688
melie = A Iy o Code #063 - Success processing g ¢ To Replace Altemate ID
222067447 092 /1072 N
11| HO0105833 222067447 09092008 09/10/2008 Success tenant id changes from AID to SN Tenant Provided S5 EI00105833 with SSN 22067447
- - o v Wrong Information |To Replace 38N 072803063 with
12| 072805065 | 222067009 | 03/01/2008 08/02/2008 Success el = S8 222067000

Figure 14: The Tenant ID Modification Report

The program allows the user to further manipulate the data provided in the report (see Figure 15).

Select one of the following:

o Download in Excel: The program exports the report contents into a Microsoft Excel spreadsheet
for further data manipulation.

e Print: The program prints the report screen as aweb page.

Note: For best results, print in landscape orientation.

N =l

Dwownlosd in Excel BPrint

Figure 15: The options for further use of report data
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