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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.

Page 2
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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.

“,-:;.A_.v _‘uné“
U.S. Department of Housing and Urban Development 2 |||l|"| ¥ Tt AR
Secretary Shaun Donovan |@¥

HOME

System Upgrade Release Schedule System Login
Existing users D —
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 » Register ontine

system maintenance. We apologize for any inconvenience
Forgot Password?
« Friday November 19, 2010 - 8pm EDT e ean s
« 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 Registration
Ouick Tips Tor Registration
Technical FAGs
Password lnstructions

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

yvww

the system and start working on another computer, your Excaire Syste «4):_--“.;;';;;;;
earlier login will be ended and a new login will be detaits
initiated. Additionally, even when on the same computer, *  PHA System Security Guide

you will be unable to open another browser and log in

HUD On-line Internet Home Page

Sa M a4

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.

o 2 2
U (¢ ) ¢
d.go
Monday November 8, 2010
www.hud.gov
= A-Z Index

Work online e

Handbooks/Forms
= . HIHRTS

Log into Secure Connections HUD Locator
Training

» Login Travel

e Webcasts/Broadcasts

WebTA

If you reached this page by accessing https://wwwi 1. hud.gov/ssmaster or through a

bookmark, please note that the address (URL) to Secure Systems has changed. The

new address (URL) is http:/ /hudatwork.hud.gov/po/reac/ home/accessreac.cfm. Zi"ct“lf"‘e

Please update your bookmark accordingly. These instructions on how to update your DC;U -

bookmark (PDF) have been provided for your convenience. Libyury
Products
Work On-line

Content current as of March &, 2007 =3
(%) Search Employee Directory

o ™ DAl CassakshiuRe Work ga
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 ID
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
where you left off,

Content updated June 15, 2007

e U.8, Department of Housing and Aiban Developrg Home | Priy
- th Y G R4l 0

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).

ch | home | logout

ﬂ l User Login netn
|
Secure Systems

RULES OF BEHAVIOR FOR HUD
SYSTEMS

@ and Urban De
rmation resour

to you to utilize the
thi=

velopment has granted aco

The U.S. Department of Hou
f owever, as a cond n e

Department’'s automated inf

are d to be aware of the Department’'s system security policies and to abide by these
Sec olicy ph s practices for the purpose of safeguarding the Department's
valu n"vl information re

sword issued to you are your means

system User

identification

N cannection with the performance of your
O - or agreement with the Department. | by
yourselfl 15 expres b ) agree to be re sible for the confider ty o

infarmation and ac activity with your user idantification (USERI g
that vou will not provide this confidennal D/password to another user nor AI| you sign on to HUD

ten that another parson may acc perate the workstation in your absence or on your
half sn= of this type constitute a breach of urity and will result in immediate
termination of yvour sssigned USERID/password am the system. In addition, you agree to:

(a) Log-off the system whan leaving the systam/workstation are:

(b) Refrain from leaving wrnitten passwords in the workstation area;

(c) Avoid crasting a parsonal password that can zily & ciated with you;

(d) Avaid pasting printos of sensitive autput data on bulletin baards;

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

ortrol input documents by returning them to files or fForwarding them to the appropriate contact

son in your office
{(g) Avoid viclation of the Privacy £ which requires confidenuality of personal data contained in
government and contractor 3

HUD Inspector General's Office, as appropriats, regarding any suspected
em secunty;

(h) Immediately
vielation or breach of

coperate in providing personal backaground information to be used in conduc
to the extent required by Federal regulations;

ing security

background checks

pond to any inquiries and reqtl ts for information you may receive from either the HUD
quarters or management offici regarding system security practices
(k) Protect all electronic/optical media and hardcopy documentation containing se e information

o=ze of it by shredding hardcopy documentation, or by contacting the HT
tronic/optical medis

and properly d Help Desk

to dispose of =

) Avoid saving sensitive HUD infarmation on the local drive of 5

( personally awnad computer
or other mobile or portable technology ("flash drives”, removabl

P,
ternal hard drives, etc.)

sensitive data must be
op=, removable hard driy

ared an any type of HUD-appraved maobil
flash drives”, atc)), ensure that it is pro

portable technology
ted via encryption

s HUD infarmation shoauld dao so only thro
wud.gov), and should safeguard al

ark or remotely acc
such as hudmobile.

(n) l—dlumnl- 5
acces
m-i otk

CERTIFICATION: I hav
and practic
orth above, and 1 a
ess to the Department's

d the above statement of policy regar Jl
ina HUD's information =our . I under
to comply with these requiren
computer resaurces

Légceplj [ Logout |

Content updated May 9, 2008 oga;k to Top
@ U.S5. Department of Housing =2nd Urban Development Home | Privacy Statement
451 7th Street S.W., Washington, D 0s10

Telephone: (202) 708-1112 TTY: ( 2Z) 708-1455

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.

m F User Login faq | hein | search | home | logout
I

Secure Systems

Your User ID will be automatically deactivated if you don’t lag in before | Feb 2011. Please ensure that you
fog in before this date to avoid deactivation.

Legal Warning

Misuse of Federal Information through the HUD Secure Connection web site falls und
the provisions of title 18, United States Code sction 1030, This law specifies
penalties for exceeding ,n_lthnrl ed access, alterations, damage, or destruction of

information residing on Federal (“nrnpure-r';. §
?

Warning Notice

The Secure Systems security ac s software supports Intermet Explorer 6.0 browser,
Intermnet Explorer 5.0 browser is supported for all processing systems except ARAMS.
Other browsers may not be compatible with this software.

Message of the Day

Welcome to Secure Systems

L/\Ctb;vp(r | [ Logout.

Content updated Septermber 17. 2010 © pack to Ton
— .S, artpoent oo g and Urban elopme, - | Priv.
% rhely B e,

WASS Legal Warning Screen

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

Main Menu faq | help | search | home | logout

Secure Systems

Systems
. \/l')LIChF‘F Management System (WMS)

System Administration

;z:rt]m'l'stration e Password Change

® Password Change

e Youcher Management
System (¥MS

Content updated September 17, 2010 ° Back to Top

@ U.S, Department of Housing and Urban Development Home | Privacy Statement

451 7th Street S.W., Washington, DC 20410
Telephone; (202) 708-11 Y: (202) 8-145

WASS Main Menu Screen

Page 8
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2.1.3.5 The VMS home page displays.

HA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

» Data Toput
Status Checking

= HE Approval By PHA

© HE Approval By FA

Adminictor VMS
Gonorats Reports
Exit VMS

Voucher Management System

Home Page

Hallo, FIRST - HYMS00 LAST

Jog out by going to this mediately and call the TAC at 888-245-4860.)

Message of the Dav
e las onrbrowsar's hstory, cookie store, or search history after you've

You've gone incognito. Pagas you view in incognito tabs won't st

losed all of your incognito tabs. Any files you download or bookmarks you rreare will be kept. However, you aren't invisible. Going incognito doesn't
hia your browsing from your employer, your intarnet serice provider, or the wabsites you visit, Laam more 3bout incognito browsing,U Because
GooglChrome does not control how extension.

{1F you sre not FIRST » HVMSDD LAST = vms , ple

Voucher for Paymanl of Annual Contributions and Operating Statement s d
g Assistance Pay g MESSAGE OF THE DAY

Supplamental K
OME Approv:
Public reporting burden for this colle®wgn of nformation is @stimated to average 1.50 hours per response, Including the tme for reviswmng

instructions, searching existing data souPsgs, gathenng and maintaining the data needad, and completing and reviewing the collzchon of {‘7

g Form
0159

information. This agency may not conduct of™sgonsor, and you are not required to respond to, a collection of information unless that collection
displays a valid OMB control number. Authonty faghis collection of information is the Housing and Community Davelopment Act of 1987, Housing
Agencies (HAs) raquired to maintain financial reportSiRaccordance with accepted accounting standards to permit imely and effective audits. The
financial recards identify the amount of annual contnbutidqs that are received and disbursed by HAs. Responses to the collechon of information are
required to obtain a benefit or to retain a benefit. The informatjon requested does not lend itself to confidentiality.

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

i I e T I (RS

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:

Manage PHA Data
® Enter PHA Data Tabs

PMC
PHA

¢ Data Input

® Status Checking

Generate Reports
Exit VMS

Page 9
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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.

WEDNESDAY, NO' £R 03, 2010
& e t“,-
HUD.G’OV . 3 IH“ , Busque Informacion en Espai
U.S. Department of Housing and Urban Development o [ Toxt A A A
Secretary Shaun Donovan s
HOME
System Upgrade Release Schedule System Login
Existing users
System Upgrade Release Schedule b--Logere

Need 10 access HUD systems?
» Register online

Forgot Password? «__

» Password Reset

Attention All Users. All app!
EOT Sunday 24 October 201

nconvenience

be down between Sam and ]
'or system maintenance. We apologize for any

e Friday November 19, 2010 - 8pm DT

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

provide exact information from your
criginal 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 S . !-lel[.nul Tools
allowed muluple logins into Secure Systems. This means that if you are logged Online %’9“"“"’"
& 1er loging

REAC Internet Homepage

2.3.2 CLICK PASSWORD RESET.

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

Seutms!st%:v—ﬂ.

e v RESET PASSWORD

*Please note that all of the following fields are required.
User ID
First Name
Last Name
Social Security Number

Mother's Naiden Name

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

Reset Password

% /.\
Back to Td
Home
Last Mocifes: Apetl 17, 2009

Secure Systems Password Reset Screen

Page 10
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234 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?

Submit PHA

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

Page 11
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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.

hank you for visiting the Department of Housing and Urban Development's
Online Security System

Logged Out
You have successfully logged out. The window will close in 10 seconds.
Click to Close Window!

Content updated Mov 13, 2003
.8, Department of Housing and Urban Developrment Home | Privacy Statement

451 7th Street S,W., Washington, DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-145%

Ll At Nl o, ]
Log Out Popup Window

2.4.2.5 Close the browser window to exit REAC Online Systems.

Page 12
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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

Manage PHA Data

Generate Reports

Enter PHA Data

Generate Executive
Summary Report

Navigate to Desired PHA Monthly Submission

Exit VMS

Submit Monthly PHA
Data

Data Entry Form (Form 52681-B)

|

|Enter, Modify, Validate, View

L Monthly Submission Data

v

v

Voucher UML and

HAP

Additional Expense

Other Income and
and Comments

Expense

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.

Homes &
Communities Voucher Management System

Home Page

Secure Systems Hello, FIRST - HYMS00 LAST - vms

(Tf you are not FIRST = HVMS00 LAST = vins , please log out by gaing to thiz link immedint=ly and call the TAC ot 388-245-4860.)

Manage PHA Data

es @ of t
* Enter PHA Data Tabs Message of the Day

o e and Aprw e This is to test the YMS Message of the Day. Test Cycle (TC) 5 Is now open and ready for user Testing

Ponding Hard Edits Tabs

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

Supplemental Reporting Form
OMS Appraval Ne.2977-0169

instructions, searching exjng data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. This agency may™gt conduct or sponsor, and you are not required to respond to, a collection of information unless that collection

. HE Approval By FA 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 Wgancial reports in accordance with accepted accounting standards to permit tmely and effective audits. The
Administer VMS financial records identify the amount of 3Rpual contributions that are received and disbursed by HAs. Responses to the collection of information are
Generate Reports required to obtain a benefit or to retain a b@rgfit. The information requested does not lend itself to confidentiality.

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

« ME Approval By PHA

Public reporting burdeMNpr this collection of information is estimated to average 1.50 hours per response, including the time for reviewing <

Y IV U St AT AT A A At BN 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 ’

Secure Systems PHA 1 ’
4

Manage PHA Data Please type the PHA Code: *
*  Enter PHA Dala Tabs '
b \ ?

PMC | Resot | | GO 4
PHA P
& Data Input OR (
Resot | [Go) ;

<

<

-+

AL e B Al P20 o e It B el . PO gl et —— o

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

5 PHA Code CcTo6s

Manage PHA Data
PHA Name Canton Housing Authority

* Enter PHA Data Tabs
¢ Review and Approve i sl
Pending Hard Edits Tab< PHA Type ‘__ Section 8
PMC Month Status Last Updated By
PHA Not Entered
¢ Data Input Not Ente'ed‘_—
® Status Checking €. 201¢ Submitted - pard Edit Agproved Flr}flv<_:gt'?gg‘u57 - vms o
[ U NV o SN SOy “a A g liovomber 0GP

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

Manage PHA Data

Homes &
mmunities

Vg

Secure Systems

Manage PHA Data

* Enter PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

PM(

* Data Input

* Status Checking
HUD-FMC

* HE Approval By PHA
* HE Approval By FA

Administer VMS

Genera’eBaports

Saved

Revised

Pending Hard Edits
Submitted

Hard Edit Approved
Hard Edit Disapproved
PMC Submitted

PMC Pending

PMC Disapproved
PMC Approved

PHA Code Croes

PHA Name Canton Housing Authority

FYE 12/31

PHA Type Section 8

Month Last Updated By

Cctober 2016

Seotember 2036

PHA Home Screen — List of Submissions

&'-\/»M/\M\,m\/"\/%/

August 2016
Ll 2016 vme
— FIRST - HYMS00 LAST - vms
- 14 November 2016
May 2018 .
o P iail ™
o
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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 QN |

Prior Month Correction (PMC)

CADOSB Housing Authority of the County of Kern

CA008:201211:05/14/2013 10:14:31 Voucher UML and HAP Moving To Work 10| PMC-Approved
2 o 8 :05/14/ 4:3 Voucher UML and HAP Moving To Work HAP 10 | PMC-Approved
3 CAD08:201211:05/14/2013 09:46:56 Additional Expense/Comments Comments See detall PMC-Submitted

e Wan § WP

Return | Print
b s gpresnpdl g BN o VN il G GO M s T r\ﬂ,\_,..»..\\_f
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)

M

CAOOS8 Housing Authority of the County of Kern November 2012

Tab Selection Field Selection Prior Amt Adjustment Amt Currant Amt
UNML, - Voucher UML and Moving To Work 0 - 10 »
HAP

HE Number Error Message Reason for Adjustment
HEDO2 = |[Srror HEDO2: PHA has reported - HEO02 - Other - test -
Moving to Work leasing, bur -

Tab Selection Fleld Selection Prior Amt Adjustment Amt Current Amt

Voucher UML and
HAP -

Error Message Reason for Adjustment

i£013 ~ |[Exrror HED13: PHA has reported - HEQ13 - Other - test -
Moving to Work HAP expenses, =

PHA Justification

\‘\w_ L N e

R U «—'"‘-‘\’ " STy “\\-‘,";A '—.‘Mjr"\“‘-‘-“ﬂnr‘.\-*‘ﬁ'MA\IJ\\'.“\‘__\M
Prior Month Correction- Details Screen

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

February 2011

PMC - Submitted

PMC - Submitted

First Name, Last Name Unavailable
06 January 2012

First Name, Last Name Unavailable
06 January 2012

January 2011

December 2010

November 2010

October 2010

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

PMC - Submitted

First Name, 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

September 2010 Submitted 21 January 2011

August 2010 Submitted ;i;s;;:\i?;' ngithame g

—— G e ;;s;‘:‘?;v‘r\:é;azt‘gsme Unavailable

Submited 25 November 2010

May 2010 Submitted - Hard Edit Approved T;ségfgnegeﬁa%?gme i
: Sibwmiited - Hard Bt Apprisved First Name, Last Name Unavailable

21 May 2010

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

o— - [ View All Submissions ]

™ o P W WA‘MJ\"‘ T Loy Sy W = wia P g

w6

Bottom of VMS List of Submission Screen

5
&

MM‘_.Q«!‘\ ha TG, WO VPPN YR

FITST NaIme, Cast Nalme Unavanaoe

First Name, Last Name Unavailable

First Name, Last Name Unavailable

First Name, Last Name Unavailable

First Name, Last Name Unavailable

First Name, Last Name Unavailable

First Name, Last Name Unavailable

First Name, Last Name Unavailable

First Name, Last Name Unavailable

First Name, Last Name Unavailable

First Name, Last Name Unavailable

status.

June 2003 Submitted 27 August 2003
May 2003 Submitted 27 August 2003
April 2003 Submitted 04 June 2003
March 2003 Submitted 04 June 2003
Eebruary 2003 Submitted 04 June 2003
January 2003 Submitted 07 April 2003
December 2002 Submitted 07 April 2003
November 2002 Submitted 07 April 2003
October 2002 Submitted 07 April 2003
September 2002 Submitted 07 April 2003
August 2002 Submitted

07 April 2003

Z ‘.x_."""w—'- el ‘JW‘M“K"" WM*'H,.‘“&‘-"J“,\‘\

# [ Return to Original Results ]

Bottom of VMS List of Submission Screen

MUAALA N Aoty o s A

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.

Vouen e _______.
Manage PHA Data ¢
<
Monthly Voucher Gate Validation and Save Page }
Pleass sotec dAta fin U (GH0wing Month. Veucher Expense Data i validated when || s saved 10 B dathbase 1
2

-

<

°

<

<

¥

<

> | i T . > af of s 2

- > I oi | = s > &f T s WU« ‘!/
v - | wr | W | ] = sl 1000 1000 2
L | I /{
v e were » | o | & s * &l Y00 o 4 . ":
o YaAr Mamestream - SeTW > | id | W | s > o 1000 o 1000 )/
> i | o | [ . I e T e Y R b

t

> | (1 [ s > of TO00 ¢ TO00 5 Ij

|

> I i f . 7 of s . Py

* I wa [ wo [ » > of Towm o 1000 & .}

? | I I s » 4 ol s (.

\
> | wa | w0 | . > s Tae o 1000 3 )

> | o | w [ . > & 1000 s 1000 = (

<

* T oo [ » | s * ol 1008 gf 750 3 b 4

* I [ {

<

» | 0 | FI | > o 1000 o 46 4 2

> I ! s > sl sl [T /

> | 1w | w | ? sl 1000 ¢ 1000 ¢ -2

<

> s s s <

<

A fe - s ? s . . /
4

¢

{

<

<

2

a8

2

3

P

<

<

2

> | I woo | ' » 4 sl 1,000 « “

[ -

> T = [ s > of T000 s E I ‘j

> | I [ t‘i

* | I f D4

é

> | I [ ('

e

Ll | ! | . | s| s )

[

T4

Aot || Garont 2

BB P e e, et N _n. O P O Wl el e S S S _ v /,_.,/

VMS Initial Data Entry Screen
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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

EHVP Tab

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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Bernard Approve

Pending Hard END Tabg
PMC

Status Checking

>-FM

HE Approval By PHA

HE Approval By FA

IAdminister VMS]
|Generate Repo
2

The White Housc

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.

Saster
UML/HAP

PHA [nfo Submission ExecutiveSummary

Other Income and Expenses

MATNASA AN o N/

Memorandum Reporting |
Fraud Recovery Total Collected This Month s 1k
Interest or other income e.t.d. month from theinvecturnent of HAP fun. s 2
and Net Restricted Asse.
FSS Escrow Forfeitures'dip Mo. s ? |
Number of Hard to House Families Leas. 2 -
Number of il3P Initial Clearance Tests Y j
Number of LISP sk Assess 3 {
Portable HAP Costs* Biled and Unpaidments 90 Days or older 5 > (j
[Administrative Expenses| ‘
s 2
FSS Coordinator Expenses Covered by FSS Grant FSS
Coordinator Expenses Not Covered by FSS Grant s 2 {
Adminwtratve Expenses s 2 3
<
Audit s 2 ({
Financial Status| ‘ /
Net PoNtion (UNP) as of the base oay of the Mo. s 2 <
Net Restricted Position Funds (NRP) as of the rd. Day of the Mont, S 2 f
CashyInvestment as of the Last Day of the Month - Voucher Program Only s 2 (S
New
MEW - HCV Administrative s ?
Expenses ;
New O —
MTW - Public Housing Pehabilitagon s ?
New
MTW - Debt Service Repayment s ? é(
s . 2
MTW - Development Activities s
New ?
MTW - Local Housing Program s K
Other- Unspent Fundg] )
Pand Source 1 >
= ?
Unspent Fund Source (HCV, CAP, ?
OP or MTW)-1 8
e s 2
Type of Account-1 2 &
New ¢
Activity-1 ? é
New ¥
Funds Committec-1 s 2 /*
Type of Commitment-1 ?
New
Date of Commitment-1 2
(NLVDDODIDO
New e 3
Funds Obligated-1 s 12 j
Type of Obligation-1 2 [
New 2 @
Date of Obligation-1 (MM/DD/WW) 2
PeEcpend. from P — <
‘Commitment/Obligation-1 §
Projected D. of Fun Expenditure- @
1 (MINEDDEMY) f

*ew-erviw...—we

;
:

T N . SS.1€ISreIrssusy-mimen....ve-ee m

Other Income and Expense Tab
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Homes &
[Communities

Secure system

PHA

Chumnpra 6 1-kaus.g
Ind Urban Deniument

Secure Systems

rPHADaaTabs

Administer VHS
Generate Revolts
Exit VNS

Resources 1:7°
Matt,Irn52.1113

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.

Voucher

UML/HAP PHIA Tr

Frpense/Com

Add, 1Ep 1C ts
Expenses 3 Desdription
FXpanss Amount 1 £ 1
s 1@ |
|
Cxpense Amacunt J s @
Cxpense Amount 4 s ? |

Cxperse Amount 5 s ks

MTW - e
of exponze ¥

comments

Validate I Desist

Additional Expense / Comments Tab

M AARA AN AN AA L AANMNARAATNAL AP Ay

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

MONTH: Januaryill

ExecutiveSummary

Disaster UML and HAP

Disaster Voucher Program (DVP) wL
New <
Disaster Name L |2
New .
Disaster Families assisted (Lmb ? s ?
New @2
Disaster Security Deposit s

r Security Deposit Returned s @
New
Disaster Utility Deposit s 2
Disaster utility Deposit Returned s ?
tiew
Deaster administrative " ?
Dmenuitures
Disaster Broker Fee sT 2

[ e[ s

AT, AN, oI ol ettt s O il it i, / REPTEY B ST L N S Y T PR RS N

[Disaster UML and HAP [ab

\/\/\‘/\’“"'\.\,"w\“”\,‘”\‘“”\‘)\mf\v\’A
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FISASE @nLer ALA 1o INE TSISWING MORLN, VEUCTIEr EXEnsSe LELa & vEI0RIed When il S SAved Lo INe 1e1anase

MDony HOUSING AUTHORITY OF THE CITY OF SAMPLE MONTH: June WERSION: 19

EHVR UML/HAP PHA Infn. Submissian et v Summary

UML HaP

Fe
o Lo Emergency Housing Vo UL and HAP ul

N B =

e TR —  —

b Urtar HAP Cos
day of trw

rgerscy Heusing Weuchers - Admi

Ptarart A Foe ' —

egerncy Heusing Veuthirs - Sarsiee s |®
- th Expensss
egerncy Housing Veuthirs - Sarsiee ] |:| -
hir Elgitie Expensias
[
Emergency Housing - FES Esaow § I:I -
Depasits

ey Heusing Veuthers - Fraud | —
Feen vary Total Collacted this Month

i S e ] —

of brw Last Bay of the Menth
M

Sy Housng euchors @
oot 0 ot Lk gt ]

e b

EVHP UML and HAP Tab




Homes &
Communities
e

Secure Systems

M je PHA Data
& Enter PHA Data Tabs

* Review and Ap
Panding Hard Edit:

PMC
Data taput
Status Chedeing
M
HE Agproval By PHA
HE Approval By FA

A tor VMS

Generate Reports

Exit vis

The White Housc

Voucher Management System April 16, 203

Manage PHA Data

y Data idation and Save Page

L V2 2

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

CA0O1 Housing Authority of the City & County of SF MONTH: November YEAR: 2012 VERSION: 10

Income/Expenses PHA Info ExecutiveSummary

s T |

PHA Contact Information

HA Number CADO1 g

HA Name Housing Autharity of the City & County of SF <@
HA FYE 09/30 ;
Name of HA Pont of Cantact Cherry Hwee g "\
Paint of Contact Phone (415) 715.3140 ? :
Ext.: 0 ? ,
Paint of Contact E-mail Address hweec@sfha.org ? }
Name of Autho ized HA Offical Henry A Alvarez I C 4
Offisal Housing Authority E-mail Address User01_PTH-NASS@huddev.gov !

Program Area Point of Contact - FMC

FMC Financial Analyst Thomas M Vitek

€-mal Address Usero1 PIH-VMSDhuddev.gov L 4
<+

FA Phone Number (415) 489-6497 :

Ext. J

Program Area Point of Contact - Field Office

Field Office Code aAPH 3
Field Office Name SAN FRANCISCO HUB OFFICE f
-
Field Office Point of Contact Gerard Windt &
FO POC E-mail Address UserDl PIH-VMSBhyddev.qov '
FO POC Phone Rumber (415} 489-6444 /
Ext P> 1

Technical Assistance Center 1-888-245-4860

Validate || Reset | Cancel )
e

i |
¢

of Housing snd Urban
W,, Washingten, DC

velopment (HUD) @
10 2
708-1112 TTY:

B I R PR i e it S Lo e i S

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 UNML Avg UML Avg UML HAP HAP

the First Day of the Month 3 Last Month Last 12 Month Year to Date Last Month
Litigation [ ? | | [ s @ [
1 Year Mainstream \7 r [ I s @ [
Homeownership \ | [ s @ | |'

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
question mark, an explanation of the field will appear, as shown below.

Litigation @ I I I 5 1@ I I
Y
1 Year Mainstrzam @ | [ [ g @ [

Windows Internet Explorer

Homeownership \

New This Manth Total number of vouchers leased from initial or renewal 1-Year Mainstream funds, Vauchers should only be reported in ths category if the PHA has
| . received an allocation of Vouchers for the 1-Year Mainstream program. A voucher is reported,

Moving To Work

Family Unification 2 | | | s

Example VMS Popup Window

0,9

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.

—— @ | 10 | | 1s @ | 250 ¢ 20 4 7 #
I
Valdate || Reset || Cancel .‘)

—— . B e o N Y et S T S I 7 s W P

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

L .

Monthly Voucher Data Validation and Save Page

Manage PHA Data Please enter data for the following month. Voucher Expense Data is validated when it Is saved to the database
« Enter PHA Dats Tobs PAOL1L Bethlehem Housing Authority

MONTH: October YEAR: 2012

VERSION: 10

= p - . Disaster
Income/Expenses | Expense/Commaents

Pending Hard Edits Tabs

ExacutiveSummary

UML/HAP
PM(
Dhia Disaster UML and HAP  —————
Disaster Voucher Program (DVP) UL HAP
* Data Input v
* Stotus Checking %
UD-FM DVP Families Assistad ? $ ? ,
® HE Approval By PHA |
e hE-Approvat By FA- Naw This Month s 2 ;
Administar VNS ‘
DVP Homebass Families Assistad @ s ?
Generate Reports '
EXit UMS s
New This month 2 z
Disaster Housing Assistance Program (DHAP-Katrina/Rita)
DHAP Famiies Assisted <] s ? X
New this month d (
Disaster Housing Assistance Program (DHAP-Tke/Gustav)
DHAP-IKE Famibas Assetad @2 3 2 I 4
New This Month @ ,
Sacunty Deposits Pawd $ 2 /
Utiity Deposits Paid s 2 {
Sacunty Deposits Retumed s ? P 4
@

Utiity Deposits Retumed
Disaster Rofiof - Non-KDHAP

Disaster Portable Units Administerad

| Vahdate || Reset || Gancel

ATAAA .

.. e s . e o el !
o, o A et PSR LT 080 155 0w g i Gttt e S gt e o o e
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 O for
MTW PHAs

e MTW - HCV Administrative Expenses (Mandatory for MTW PHASs only, field will accept 0
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
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

Litigation abe | | I . 129

Page 27



flay,
Voucher Management Systems (VMS) User Manual

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 a report 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 v s . R

S e B R SRSASER I g s e =i Ao - — et s

Moving To Work @ | 4459 4780 | 4731 ? 4

@

Write comments here if !

RA s filint £ you selected "Other" F

; s - Select Be v &

3 ork program — Select Below — 4
HEDO1 - No Units Leased 1

HEOO1 - Other :

= <

Note: Plaase, provida Commant If "Other” selacted i

S s PO O & S P PO NS AR o pment D .«-"“‘..--—‘Jﬁ--'—-*-—- — o AN e o\ ottt o . A ~ = )

Nt anmmrnin A a

Moving To Work- Error HEdOl

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

Moving To Work 2 | 3458 | 4780 | 4731 ¢ P o %

3

i

.‘

e . 4

e o e i Select 5e ~ 3

t 4

1

ote: Plesse, provide Commant f

E

<

)|

S IE a NSRRI Write comments here if 3

re t Maving to War xt you selected "Other" ;f
te

g

S A L i o s Bly e garsssidn Caenmat il COIDRCARIBESE i et e eemtha enni | e et b g s 40T

Moving to Work HAP— Error HEO012
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Moving To Work- Error HEO0O02 will display if the PHA does not have a MTW program and the
PHA has reported MTW leasing in this section

Moving To Work

**Error HEDOD2: PHA has reported

123|@ | $

Write comment here if

Moving to W o
.'1‘.;. vmr“'r h ;\;’L.I'l\n",‘;q} 3.1{»\:: " -~ Select Below - b “Other"” is selected
programn

HEOO2 - No Units Leased

HEDO2 - Other

Note: Please, provide Commaent 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.

R R N A IR e T e i R i i s e D T S

Moteg;Ta Wark 1@ I T

- Select Below — v

Note: Pleaze, orovide Commaeant |f "Other”

Write comment here if
you selected "Other"

— Seiect Below — v

HEQ13 - No Unis Leased

|HEQ12 - Other

, s e T W P Y L TR e g -

Note: Plesse, provide :cmmans‘i‘ ‘Other’ sslected

L ot o o e o A s atan BT

Y

S SRPPE T SRRP  TI T W L Y e T U P

Moving to Work HAP—- Error HEO13

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

Page 29




.
5
Voucher Management Systems (VMS) User Manual

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 HEOO3: PHA has failed to
report tenant protection leasing, ST —— =
while the PHA has received one or -- Select Below -- v
more avards of tenant protection
oo HEOO3 - TP units received but not yet leased
HEOO3 - TP units received but not leased by eligible families
HEDO3 -

UNE P TE e e POV SO T e S e o

Tenant Protection — Error HEOO3

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 ' 10000/ 2 | [ | 8|

“*Error HEOD4: PHA has Write comment here if

reported tenant protection o you selected "Other"
leasing, but PHA has not — Select Below — v
rezeived 3 award of tenant S Simet Bt
protection units -
HEQO4 - TP units received but not yet leased
HEDQS - TP untts received but not leasad by eligible families
HEQO4 - Other

LTS e i L s e e =l e L LS o

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

TN s p e SN Dy K 2T, FEC L B

i i, A ety LS gyttt s msia i SN ASESa s e o
Tenant Protection I A“-‘?) § l i s ¥ @ Sr .

*“Error HEQO3: DEA has
falles to resort tenznt

protec le g. while the L
rotection lezzing. while the = Salect Belaw=

Write comment here if

T T WUARL T T & = VPR Wiy

| you selected "Other"
recelved one or | SSect Below — 3'—'|
= of Tanzat
HEC1E - TP units receives but not yst ieased
HEC18 - TP units received but not leased by <ligible families
HED18 - Other
(A T
R S Y L o AP B e, chnads am "'”**«MJ‘*"‘*W"‘W .o’u.&v«a’"“- ok -*"\.J‘wl"d Ny Bom

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 Protaction 100002 | | | s| 10,000/ ¢

**Error HEQQ4: PHA has
reported tenant protection
leasing. but PHA
received an avard of tenant
protection units

- Select Below - v

Note: Please, provide Commant if "Other” selected

Write comment here if
S B v you selected "Other"

not received an avard of
Tenant Srotection units

Select Below
HED17 - TP units recenved but not yet leased [
HED17 - TP unts recerved but not leased by eigbie famiies ‘
HEQ17 - Other

T ey

provigw T Terwcwy

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 HEOQO5 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 62| @ I I I $

Enhanced Vouchers 65| @ || | I

-« Select Below -- v

-~ Select Below --
HEDOS - Enhanced Vouchers are gap funding

Note: Please, provide Commant if "Other" selected

Enhanced Vouchers — Error HEO05

Veterans Affairs Supportive Housing (VASH) - Error HEOQO06 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 I I I 4
Housing (VASH) Voucher =

**Error HEODE: PHA has failed to
report VASH leasing, while the PHA

does have a VASH award for 2008 | — >oiect Below — b
or later, -- Select Below --
HEOOE - Other

Note: Please, provide Comment if "Other" selected

Veterans Affairs Supportive Housing (VASH) - Error HEO06

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 )
Housing (VASH) Voucher 3@ | | [ %

**Error HEODO7: PHA has
reported VASH leasing, but
the PHA has not received an - Select Below -- v

a::::linnlx:::,n units in FFY = Sol0t BOloVY o=
- - <iaad HEDO7 - VASH HAP units received but not yet leased
HEOQO7? - Other

Note: Please, provide Commant If "Other" selacted

Veterans Affairs Supportive Housing (VASH) - Error HEOOQ7

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 ®) l I I ¢ ®)
Housing (VASH) VYoucher - ¥

HEOOS - VASH HAP units received but not yet leased v

Note: Please, provide Comment if "Other” selected

T TR

**Error HEO18: PHA has Write comment here if
failed to report VASH HAP ", "
costs, while the PHA does -- Select Below -- v you selected "Other
have a VASH award for 2008 | Select Below —

or later

HED18 - VASH HAP unds 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 HEOQ19 will display if the PHA has
not been awarded a VASH increment and the PHA has reported VASH HAP costs in this

HE019 - VASH HAP units received but not yet leazed
HEQ1G - Cther

section.

T e et e A e
Veteran's Affair Supported | 2 | 4 .
Housing (VASH) Voucher | 100] = | | - i 10,000/ 2 d 3

g,

oo S o e o 3 4

in FEY 3

2008 or later 1
|

. e i

ease. provide Commant if "Othar" salacted }

» Write comment here if 4

.. But you selected "Other" }

dsn |- Select Below — v

SH units in FFY ;Selectaebw— 3

e B s, Boter Plaaze, cpvigaCommpental Ginan selected | oom suk b PR T e e

Veterans Affairs Supportive Housing (VASH) HAP- Error HEO19

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.

SR e e S e Rl 5 o 7 e
DHAP to HCV Vouchers e ®) IS
Leased @ 1] 2 | L @ 4

i
I
i
L Y e, TN

“TError HEO3O1 PHA has
failed to report DHAPR to — Seiect Balow — |V
KOV Vouchers Lessed

while the PHA does have
® DHAR to KTV program

— Select Below —

HEQ20 - DHAP to HCV vouchers recsived but none leassd
HEQ30 - Other

lNats: Plezse, srovide Commeant (F "Other” z2lecgtec
e D GO PR A PN s DS nim BN S ‘...5&,...'..0.. A NSRS it s . G e W g e rn g, eI et

DHAP to HCV Vouchers Leased - Error HEO30

RN

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 Vouchers Leased, but |
PHA does not have 3 DHAP to HCy |- Select Below - b
program. -- Select Below -
|HEO31 - DHAP to HCV vouchers received but none leased
HED31 - Other

Note: Please, provide Comment if "Other” selected

DHAP to HCV Vouchers Leased - Error HEO31

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

B e 4 2 R SRRy . Ve
DHAP to HCV Vouchers
Leased

v e e S P A A S R e ria i B A T Sy RS i s

Qr‘l. ? i DO - | i < s f i‘?'

e o=t

A A

**Error HEQ30; PHA has
fziled to report DHAR to
HCV Vouchers Lessed

vhile the PHA does hava | - Select Below — !
& DRAR te HCV pragram

iy, TR NTE L Y  Y

Nota: Flease, provida Commant if "Othar” selactad

[Explznation
sl o s R 3 Write comment here if
falled to report DHAP to — Select Below - o i
HIV Voucher HAP costs - you selected "Other’

hile the PHA does have
= DHAS to BCV program '

HEQ32 - DHAP to HCV vouchers recelved but none ieased
HEQ32 - Other

Sl ek i & Note: Plezss. provids Co-’nmenin:h?ﬁ?_er s\e__l_e\f?fd‘L .

R g DR Sl WO S

DHAP to HCV Vouchers Leased - Error HE032

mArnans Muny MERAB AR ALy |y o e e Bt A oy et Ay o
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DHAP to HCV Vouchers HAP - ErrorHEO033 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/ ® || | | $ 2,000 @

veuchers ut PHA — Seiect Below — b
cdoes not have 3 DHAP to BV
program

Note: Please, provide Comment if "Other” selected

Write comment here if
you selected "Other”

Voucher HAP costs, but PHA -- Select Below — v
:?:—S»;:: have a DHAP to HCV — Select Below —

N |HE022 - DHAP to HCV vouchers received but none leased
HEQ33 - Other

Note: Please, provide Comment if "Other” selected

DHAP to HCV Vouchers Leased - Error HE033

Total Vouchers- Error HEQO08 displays if Voucher Utilization is not within a standard
range calculated from prior periods in the last 12 months.

Total Vouchers e 2 | l
Explaastion ______________________________________________JComemnens

Write comment here if you
selected "Other™

| — Select Beiow — ~
|HEQOS - Rew Unis

| HEQOS - Transfer

|HEOOS - Leasing Decreasec
|HEQOS - Leasing increased
|HEQOE - Revised Payment Standards }
|HECOS - HA is using NRA or NUA

|HEOOS - Absorbed Portables

|HEGOCS - Other

Pther” selected

Total Vouchers - Error HEOOS
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Total Vouchers - Error HEO09 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 HEOO9 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.

Total Vouchers

| 493 | ag4 | a94 4

&

HEOOS
HEOOS -
HEOOS
HEOOS -
HEOOS -
HEOOS
HEOOS -

- Select Below -- ~
»\ ‘_’-\"—-.\ A v prpey

Total Vouchers--- Error HEO09

Total HAP Amount - Error HEO020 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 HEO20: Budget Write comment here or
Authority utilization is not select from drop-down menu
ithin the standard ra

-- Select Below -- v

HEC20 - New Units
HED20 - Transfer
HED20 - Leasing Decreased
lHECZC - Leasing Increased
({HEO20 - Revised Payment Standards
HEO020 - HA is using NRA or NUA
HEQ20 - 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.

Note: Plesse. provide Commant if "Other selected

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

Other Voucher Reporting R

Numbaer of Vouchers Under
Lease (HAP Contract) on the

last day of the Mo
A

PREEEE

Total HAP Amount - Error HE021

5 Year Mainstream - Error HEO010 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 @ I | I $

— Seject Below — v

HEOQ10 - No Units Leased

5 Year Mainstream- Error HEO10

5 Year Mainstream - Error HEQ11 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.

P

S Year Mainstream 23| @ l I I ¥

**Error HEO11: PHA has
reported S Year Mainstream
leasing, but PHA does not -- Select Belowy -- v
have a S Year Mainstream - Select Bel 2
program. -
HEO11 - No Units Leased
HEO11 - Other

Note: Please, provide Comment if "Other" selected

5 Year Mainstream - Error HEO11
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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

T IS iy - - P P P R S S CP G . ne— U5 e SRS

5 Year Mainstream @ ] [ I s @ ¢

- Select Below -~ v

Nots: Pleass. provide Commant If "Other”

Write comment here if

— you selected "Other”
- Select Below — v

HED22 - No Units Leased

HEQ22Z - New Units

HEG22 - rarkf=r

HEQ22 - Leasing Decreasad

Form 52681-8 Action: RE022 - Leasing Increased lancel ||Print
HE022 - Q:‘ sed Payment Standards

HE:22 - HA B using NRA or NUA
- Absorbed Portables

Dther! zelactec

A TR o B0 i A Al s S0 i i o it snatin

Ao o AR e A e = e T O e T SRS S

5 Year Ma-l}nstream HAP - Error HEOZ?

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.

S o R L P R ot ST L ot T ) S e k- L0 e i ¥ OO R L L~ U0 i ol O LD

e,

5 Year Mainstream g "001 @ [ l s 1,000| @ sl

s

P NNy, N, Sy By A Ay -

3l

| — Selact Below —

Note: Plasze, srovide Comment if "Othar' zalacted

Write comments here
| ifyou selected
— Select Selow — V| “Other"
— Select Balow —
E - No Units Leased
- New Unis
E022 - Transfer
- Leasng Decrsassd

E023 - Leasing Increased arcel pm-.
E023 - Revised Payment Standards

E022 - HA i3 using NRA or NUA
- Apserbed Porabies
3-Other

selectec

Form S52681-B Action:

et Bt ‘-—.,u_n..__f DY S 1 -’\“\w_» i AP PN mmn ADA  n AN  aaBe hen PN s th.r__,f

5 Year Mainstream HAP - Error HE023

A
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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.

—

S Year Mainstream sgl @ | | $ 19.391| %@

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

Ml - Seiect Beiow -
No Units Leased
New Units
I:__:r:':;' seind Ent if "Other” selected
Form S2681-B Action: Leasing Increased cel l Print Format
Revised Payment Standards
HA is using NRA or NUA

Absorbed Portables
Other

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 HE025 will display if the
PHA tries to report Mid-Month expenses that exceed 5% of the first of the month costs

3V

All Voucher HAP Expenses After ce (
the First of Month s\ 1234567890| @ 8| sl

- Select Below ~ v
~ Select Below —

HED2S - Increased md-month leasing; data correctly represents only new contracts executed after the first of the month
HEO2S - Other

Note: Please, provide Commaent If “Other” selected

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 HE087 will display if the PHA has one or more RAD

Component 1 awards and has failed to report RAD leasing in this section
€

vaiidate sach Peis AR correct errars

Voucher UML ang HAP -~

------

fental Assstance Compormnt 1
(RaD1)

Write Comments here if
you selected "Other”

L Carrerest

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

T |
". —

Réneal Assistance Component 1
(RAD1)

' [HESEs-1- O Write comments here if you
selected "Other”
Mote: Plaase, provide Comment  "Other” sellected
Oslasgmon | Comment = ]

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

[

femtal Assstance Compenent 1
(RAD1)

Write comments here if
you selected "Other”

Rental Assstance Component 2 @

y‘f . — - "’x.w‘l"“mm:w‘m..,?. ,"I “--""il‘“’mu".
Rental Assistance Component 1 (HAP)---Error HEO89

Rental Assistance Component 1 (HAP)---Error-HE090 will display if the PHA does not have
one or more RAD Cm ponent 1 awards and has reort RAD costs in this section

First Day of the Month Last Month L2t 12 Mosen Yoor 1o Date Last Month Last 12 Moath Yoar 10 Date
100 @ sli S | 5[7 |
TR e Write comments here if
ey e you selected "Other”
l

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 and has failed to report RAD leasing in this section

- e

Remtal Asstance Camponens 2 2 f | s 2 sf s sl
o ST s Write comments here if
> g T o 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

Note: Please. provide Commurt £ "Other” selected

?::i:ixsue(a'czcﬂoa'rfﬂl w02 | [ {1 s 100 2 sl s/

PR LT Write comments here if
you selected "Other"”

Note: Please, orovide Comment & “Oher™ selected

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

iental Assistance Component 2 2 I [ R P ol | 3
Cosmaraman - <
Camamart 8 "OtPar wiected ]

Write comments here if
you selected "Other”

? | 100 | 100 | 5 @ 5l 1000 5| 1000 5/

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

Note: Please, crovide Commant € “Cthar” selacted

Hentsl Assistance Compenent 2 " 000 P

(8AD2) 0 1.000 sl sl s/
Noze! Please. - -

ST Write comments here if
i you selected "Other™

Rental Assistance Component 2 (HAP)---Error HE094
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One Year Mainstream - MTW (UML)---Error HEO095 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

Ome Year Maestream - HTW : 1 w00 | 100 | . ? sl 1000 1000 5
S oon Carmevars
vealy MV W - 1 FIMA N RO i Seaaed T heme
VGV 3 - O

Write comments here if
wure: messe, proce camment e seeaes Y OU S€l€cted "Other”
Carcon Cormovers

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

One Year Mainstream - MTW (UML)---Error HE096 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
m W ; 2 ’l— - »= - vf - -
*
oy Write comments here if you
: |selected "Other”
pok o, il Comroast # Ot sbtd

One Year Malnstream 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

Ore Year Mamstream - MTW L 00 |

Write comments here if
you selected "Other"”

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

One Year Mainstream - MTW (HAP)---Error HE099 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

Ooe Year Maimstrenm - MTW ik || [ s 1% s s| s

Seect Betow — v
tacta- Srease 3u Comemant # “Crnar selec
teswaon R

’ Write comments here if
a— 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

| wo | s P sl 1000 ¢f 1.000 ¢f

Write comments here if you
selected "Other"

tr ¢ 0 phected
Eattamdten Corrernt

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

;.:mr.,lu" 2900 - Nor MTW 0|® ’ | $ bkl s! $

Zzmmant

Write comments here if
you selected "Other"

ote: Pease, Drovde Comment € e selacied
Giamaen Zzrment

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
Write comments here if

MTW HAP costs in this section
=
> s 1000 | %
£
. '. A2 has 1o et b S e you selected "Other" E

on MTW ? I o | 100
MMM I S e B e Tt W “"\_,““’\-.’\/ﬁlh_\,/
Family Unification - Non MTW(HAP)---Error HE104

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

ra-nr,\r-r‘y--w Nen MTW o® | | s 100 %P ¢

|
Eazimeaton o /‘7 ‘ ;

= uec Bt~ Write comments here if
you selected "Other”

M\MM*J‘Ww\AW\
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

Pease. prov ot if "Other” sefexted

Farraly Usification Pre 2008 - MTW Al 00 | 100 | $ @ 5| 1,000 s 1000 s

L e Write comments here if
Y072+ Othe you selected "Other™”

' ¥
Note: Please, provide Comment f “Other” selected
Cstanaton Carrvere

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 leasind in this section

Famiy Unfication Pre2008 - MTW | 10 | 10 0] w|? s 1000 | 1000 ¢ 1,000

Comment

Write comments here if
you selected "Other"

Note: Please, provide Comment 7 "Other” selected

Sasanates Comment

Family Unification Pre2008 — MTW---Error 110

WA VAV VA

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

1000 ¢
ariy Unificarson Bre 3008 (W) HAS 1 |Write comments here if you (
. ‘™ e a Gy s s IuAsad vt s e selected "Other" v—\/’“j
et s el Ml ol sl il ™l

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

w | 10 10 &

Farrily Unificatson Pre008 - MTw o/® | 00/ % s 1000 s[ 1000 3 1.000

Wrrite comments here if you
selected "“"Other™

g, -

o ST ST AT ol o e e N . i

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

Jnlflcatlon 2008/Forward MTW leasing in this section

Family Unfication 2008/ |

Pt I s ? s sl o g

Write comments here if you
selected "Other”

usn VF\A-\V:"\ wesed at )

wote] Mese, provide Comment o “Other” setected
Cameananen. Carnmant

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™ ZOOS/Forv‘véfd MTW
orogram and the PHARhAS reported Famlly =

Unification 2008/Forwadrd-MTW leasing’ in this
secChon it m——

Write comments here if
you selected "Other”

tavanaran Cimreet

: »\/ A /"\/ﬁ.

T : T Write comments here if you
e w—r e selected "Other™

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™

Reranmetnhbrocdnto, R oY MVWWM\M\./‘\M-w—Af"\W-M—“‘\,_.__J
Family Unification 2008/Forward — MTW(HAP)---Error HE119

AN M e
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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) leasing in this section

I 100 s P> o 1000 o 1600 | 2
8
B o i e s Srme Write comments here if
you selected "Other”

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

Nowt Elderty Disabled - Noa-MTW

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

Tvon Eiderty Disablod - Nen-MTW w2 | 10 10s wo 2 ¢ 100 ¢f W ¢ 00 {

L |

rE122- 1 - et Write comments here if you
selected "Other"”

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(Non-MTW) HAP costs in this section

Non Eiderty Oisabled « Non-MTW 2 | 00 | 00 | s P & 1000 ¢ 1000 ¢
Esplanaton
e ———_\\\rite comments here if
=S i you selected "Other”
Note: Phease. provade Commert I "Othis” selectid

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

ool g wo g W0 g 100 §

£
4

Write comments here if
you selected "Other"

I'Au—-\'w_f::fﬁ..\i};: e P M\'WA/’AN'M—“"“WAV’——M,’-“—AJ“V\ s

ol® | w | 0 | 0s

BNon Flderty Dsabled - Moo -MTW

Non Elderly Disabled - Non-MTW HAP--- Error HE125
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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

Forward A f J s D s} s s/
— \ - %
| Setect & =
s A e T —— Write comments here if you }
et el s T selected "Other” 2
s araeror .

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

Ncta: Please, prowide Comment ¢ Crher” sebecnd

Mo Eldery Drsabled 2008 Forward 3 s M | [ $ w0 ® s SI ¢!

0 - . 4 Fuve of
MTW
Eroanmen \ Comment

1 Write comments here if
you selected "Other"

Note: Please, prowde Commant ¥ Other” selected
tisanstun Comment

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

P — Write comments here if
130:3 . Othe you selected "Other"

AT el I TG TN e PN g NS Aﬂf"\_.t'ww’“ N

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 )

Mo Eicerty Disatied 2008 Formard —— s w0 | s sl s/ Z

. Write comments here if
s you selected "Other" <

.‘—)'--H-.—W.'—\‘»wﬂmxﬁw\w“W\fW. o 27656

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

M o T o e s P o s s
Poziaretan
E— \\'rite COMments here if
HESS) 2. Cone 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

WTW - Famdy Unification 2008/Forward Al
HAP expanses aRter the First of the § 1009 § ] s

P— ﬁ-t/
g il /(Wme comments here if you

selecte "Other”

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

Pladie, Srond)

MTW P Dibarty Dusal

Datred r
2008 Frrward HAP Frparoes #ter e § ? 4 $ L¢
Ferwt 1 she tacrth
tasaaan i
— |
i 3 fe HEI - 1 - Prih B 12 0 et 53¢ Of e (XD ExDRSes 1 1egont
. ‘€1 COaer

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

Note: Pease, provide Comment: & “Orhae” salected

jorass-ahe: e 5 100/ ¢l 100 ¢f 10 ¢ 106

Write comments here if
you selected "Other"

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

e, (rowdn Conrmant # “Other” stected

MTW - VA% WA Expermes s the s 2 s s sl
st of the Manth -

ErT———— \\rite comments here if you
S 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

Pcte: Faase, provide Comment # “Other” selected
taw
NTW - VASH HAP Experoes after the

L Phecoidand $ 100/ ® sf 00 s 100 | 100

Write comments here if
you selected "Other”

IR oo & o D L TN W
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 Mainstream HAP Expenses in this section

Ot it

MTVY - Onee i Masntrasem WD Aftar
e Firs e

T T Write comments here if
P you selected "Other”
155 Escrom, MMMW

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

ol ? sl 00 ¢ 100 ¢l 100

o rmn o 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 will
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

Note: Pease, provide Comment # “Other” salected ;

v'rw Family Undication pre-2008 HAP $|
Adter the Frst of the Month

B e L Er o Write comments here if
14 "‘n m e st of e monin eport " "
n2com P you selected "Qther

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: Please, prowde Comment if "Other” sefected

o Sy P — ) —
*
R Write comments here if

you selected "Other”

otk Paace, privd Coement f *Othe” seiwcted

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.

e e G Pzl e . o A A eis
FSS Coordinator Expenses Coversd by FSS o = -
Grant = q B 3

Write comment here if you /
selected "Other”

Error HEQ268: PHA has an =sctive F55 program | ,‘.;l;;ge\“,"__ [y

but haz not reportec FSS expenszasz e p
(’
HEO02% - FSS program not yet impiemented
HEG2Z - Other /
TP e B ‘,\‘__.,_.,‘\Wﬁi.w"“"“"h\ﬁ@ﬂ’ msakdfLatom i slecors AR | M s e 2

(FSS) Coordinator Expenses Covered by FSS Grant — Error HEO026

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

Monthly Voucher Data Validation and Save Pago

for e following manth. Vooches Fxi

T eI - T ST e ——— g sy R PN R

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

MAMAAAAAAA AN AAMAAL AN

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 Validation and Save Page

Manage PHA Dat Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database
= Enter PHA Dote Tebs

Bethlehem Housing Authority

MONTH: October YEAR: 2012 VERSION: 10
« Review and Approve Voudher

Pending Hard ERS Tabs

[
UML/HAP

UMLIHAP PHA Info
——’ Pheasa validate each field and corract armors
* Data Input

* States Chocking

Voucher UML and HAP

4
L 4
}
(
4
t
e
<
“
+

Vouchars snder lease os th % Avg UML

* HE Appraval By PHA
HE Appraval By Pt Mt e t Month Last 12 Mosth

Avg UM
Year to Date

Avg HAP Avg HAP

Last 12 Month Year w Date
* HE Approval By FA

Litigation 122 | I + 2 4 o Pl

Administor VNS
Geperste Regports
Exit VMS

'd

&

” C
1 Yaar Marstream ? Pl f

PRI S SNSEOND © O S e .-‘M.....I““"‘w-d ;fi,—"or““‘ & w,J P w.,r"*of;,_,......
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

Litigation

Eecause you have
alue In thiz fleld

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

Litigation Litigation HAP

Homeownership Homeownership HAP

Moving To Work Moving To Work HAP

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

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

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

Non Elderly Disabled 2008 Forward - MTW Non Elderly Disabled 2008 Forward - MTW (HAP)
Portable Vouchers Paid Portable Voucher Paid HAP

HOPE VI HOPE VI HAP

Tenant Protection Tenant Protection HAP

Veterans Affair Supported Housing (VASH) Veterans Affair Supported Housing (VASH) HAP
Vouchers

Housing Stability Vouchers Housing Stability Vouchers HAP

DHAP to HCV Vouchers Leased DHAP to HCV Voucher HAP

All Other Vouchers All Other Vouchers HAP

Total Vouchers HAP Total

Portable Vouchers Administered (Port In) Total HAP for Portable Units Administered

5 Year Mainstream 5 Year Mainstream HAP

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

Expense Amount 1 Expense Description 1

Expense Amount 2 Expense Description 2

Expense Amount 3 Expense Description 3

Expense Amount 4 Expense Description 4

Expense Amount 5 Expense Description 5

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

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

Page 53



llyhy ,
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)
Emergency Housing Vouchers Emergency Housing Vouchers (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 Validation and Save Page ‘
*
Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database. :
Housing Authority of the County of Frankdin MONTH: November YEAR: 2012 VERSION: 10 L
I‘Ial”::;'; Income/Expenses IS RTTN AT 1?:3(]:;:7 PHA Info ExecutiveSummary J
<
—_’m; ab I |u, a: can be saved ()
Other Income and EXpenses ——— (
e e Y Al e IO L e S0 PR S _SRIP= v P Lt S
VMS System Message — The Tab is valid and can be saved
1] » . H
The “Save” button will then display
| Unresticted Net Assets (UNA) 25 of the Last Day of the Manth $ 2 (
| J
| Cashjtnvestment as of the Last Day of the Mankh - Voucher Pragram Only s @ &
o T '
Vaidate || Save || Reset || Cancel r
)
s I PR st G g gmrips. gl P Y N el it et . ol i .ﬁ"‘”y{

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 Is validated when It Is saved to the database
: TY OF BEAVER

VERSION: 10

— This tab was saved mccesshully

Other Income and Expenses

MUA AL Ay 22 A %y

Tl il sl WD N G R b ookl sl ol At el e M e Al P A

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.

CrT——— 4

Manage PHA Data

Monthly Voucher Data Validation and Save Page

8

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database.
PADDA Allentown Housing Authority MONTH: October

Manage PHA Data

YEAR: 2012 VERSION: 10

*  Enter PHA Data Tobs

Vaucher
UML/HAP

Income/Expenses | Expense/Comments Submission ExacutiveSummary

A

HA Number PADDS e

P " Hoising Authority €= Provided by the system )
e -

HA FYE 06/30

Name of HA Point of Contact Daniel Farrell ‘?‘\ {

Point of Contact Phone (610)439-8678 @@~ Entered by the PHA User ’

B m '?:7 /

Point of Contoct E-mail Address dfanel @allentownhous 2 s

Name of Authorized HA Official Daniel Farrell )

Official Housing Authority E-mail Address User01_PIH-NASS@huddev. nel Provided by the system

ical Housing Authority E-mail Addre: er01_| Bhuddev.gov e Hyperlink — Sy

Program Area Point of Contact - FMC

Ihe White Houso

FMC Financiol Analyst Moises Montalve '
E-mail Addrese Usar0r PIH-VMSEhUAdev.00V efmmmmme  Hyperlink @
FA Phone Number (305) 520-502§ <

Ext.

Program Area Point of Contact - Field Office

Field Office Code W e N /
Field Office Name FPHILADELPHIA HUS OFF]CE '_‘Tnvldeﬂ h" the system

Field Office Point of Contact Devid Kinnard g {
FO POC E-mail Address UserD] PIH-yMSEhyddev.ov Hyperlink {
FO POC Phane Number (215) 861-7610 e Provided Dy the system '

Ext.

REAC Technical Assistance Center

Technical Azsistance Center 1-66E-245-4860

| Vaidate || Reset || Cancel ‘}
IS N T e B B b O s . -~-'H\ arapn, gt

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: |

Receiver's Information:
/'- Receiver's E-mail: User01_PIH-VMS@huddev.gov
Subject:
Message:
Back Reset | Submit |

\ : ,As-g,,\' \' > L T Y e T W

LIt ™ @ N M BN il bl B A ot 0 g,
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
o 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 Managementsysiem Q.
o
L
-

POC: Send Email

Sender's Contact Information
Al Sender's First Name: Ben ]
Sender's Last Name:  Tester J
Sender's E-mail: Ben@hud.gov %
This e-mail will be sent to: User01_PIH-VMS@huddev.gov
Subject: Trial Message f
Message: This is the body of the message P
Back Send Email ] r

T -“F\M ‘\“-" ~r.“""\._b_) M\._fh*’“‘ "-~—J" * S R ’ . ‘_‘,‘J <t _'“‘m deemi, M""‘:IJ
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 Management System

Manage PHA Data

PAO3L ALTOONA HOUSING AUTHORITY MONTH: December YEAR: 2012

Submission

: Vabdation History

UML and HAP uru\Pm HCY Voucher |

FORM Voucher MOO0300: FIRST - MOO300 LAST - vms  06/05/2013 11:58:47 MO0300: FIRST - MOO300 LAST - vms | 06/05/2013 11:58:47
FORM Voucher UML and Hap | DHAP o HCV MO0O300: FIRST - MOD300 LAST - vms | 06/05/2013 11:58:47 MO0300: FIRST - MOO300 LAST - vms | 06/05/2013 11:58:47
opehe Vaouchers Leased e ol Y . i = 2 kbl i
FORM Voucher UML and HAP | Tenant Protection MO0300: FIRST - MOO300 LAST - vms | 06/05/2013 11:58:47 M00300: FIRST - MOD300 LAST - vms | 06/05/2013 11:58:47
FORM Voucher UML and HAP | Tenant Protection HAP | HEQLG - Other ctmst | MOD300: FIRST - M00300 LAST - vms | 06/05/2013 11:58:47 | MOO300: FIRST - MO0300 LAST - vms | 06/05/2013 11:58:47

21 Submission History

Status Description Last Updated by Updated User Name B3 | Updated Date/Time

195921 DRA Saved MO00300 SYSTEM

The White House

AANAAAA I AN VAR N L R A ey, ¥

Multiple Print Print Screan | | Submi | | Cancel

(+]

}
L::
N

of Ha d urban b.\lelv nant (HLD)
204

jx.'.ﬁz.\mu‘_b TP e R e Py W

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

Wi B

ALTOONA HOUSING AUTHORITY MONTH: November

YEAR: 2012

Disaster UML/HAP Submission

Voucher UML/HAP Y Income/Expenses

Expense/Comments ExecutiveSummary

* Deta Ingut SERS

vious pag
» Statuc Chacldng Form 52681+8 Action; Cancel bt | | Print Format
Nata: User can raviaw any tab by chcking an tha Eab. After revicy TTek an the 5 Tab to camplata submizsio

VT N B gl ol s o [Tt it Ml A, e

Genurgte Reports

VMS Submissions 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.

Homes &
Communities Voucher Management System

US Depai

Manage PHA Data

Monthly Voucher Data Validation and Save Page

 PHA Data Tabs

MONTH: November

ALTOONA HOUSING AUTHORITY YEAR: 2012

Disaster UML/HAP

Income/Expenses | Expense/Comments ExecutiveSummary

PMC

* Data Inpet

» States Chacking Form 5 Cancel | | Submit Print Formal

Note: User can revien any tab by chcking o the tab, A Message from webpage . e
Generate Reports

Exit VMS.

AN AN AN Sy vy 4 A

B e i i e e T I L T AL S SR o o

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

Monthly Voucher Data Validation and Save Page
anage PHA Data

System Messages.

Voucher data was successfully submitted, FA Approval Required.

* Enter PHA Data Tabs

PM(
PAO31 ALTOONA HOUSING AUTHORITY MONTH: November YEAR: 2012

* Data Inpet

Income/Expenses Expense/Comments Disaster UML/HAP Submission ExecutiveSummary

vockiog

Ganerate Roports Fanm 52681-B Actian: Cancel Pant Format Continue
Exit VMS

M ANAAMSL 044

Note: User can review any tab by clicking on the tab, After raview, user can click on the' Submission Tab® to complets submission

S SRSPOEIT Al ST TEy W LSy L S S S ey S
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

Page 58



||||il| »

Voucher Management Systems (VMS) User Manual

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

Please validate each TAS and correct arrors

Allentown Housing Authority MONTH: January YEAR: 2013

= Dota Input
* Sistus Checking

Income/Expenses | Expense/Comments | Disaster UML/HAP | PHA Info | Submission | ExecutiveSummary

Foem 52661-B Acticn! Cancal | [ Submit || Pant Format

\'\s&'\ A+ b v . e

Mate: User can review any tab by clicking on the tab. After review, user can click on the' Submission Tab" to complete submission

o e Y e T N e ™ BV ol SaV L L SRRSNOE L W RN L SR 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 (
= - *
List of Submissions ;
PHA Code PADDS ?
PHA name 1 ' ing Authority
FYE 06/30 (
Month Status Last Updated By ‘
February 2013 Not Enterad z
FIRST - MOD300 LAST - vms
;2013
January 2013 Saved a4 April 2013
Y = T FIRST - HVMS11 LAST - vms ;
December 2012 Submitted - Hard Edit Approved 04 April 2013
= FIRST - MOD300 LAST - vims 1
November 2012 PMC - Submitted 04 April 2013 ;
< F - 5
October 2012 Submitted - Hard Edit Approved IRST. = FVMS1LLAST = vma
04 April 2013 <
2 First Name, Last Name Unavailable
September 2012 Submitted Tt &
First Name, Last Name Unavailabl
iz C adikamitted : Dlg f
i & L Y o "\r ‘S‘h"“-lmeﬂ“"“. , P gt b f“’"" <tQh AR AR, ams atlt ™™ gt ~'_.t"“ ¢

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

S

Housing Authority of the County of Kern MONTH: December b

i

€

<+

@ rorrnanie o you s e 4

4

oK | | Cancel | (

— 4

el e TNl AN b B i A o Wi, 48 o SRS Py NG U S _r‘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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Voucher Management System

Manage PHA Data

Monthly Voucher Data Validation and Save Page

Manage PHA Data

® Enter PHA Dots Tabs

PAD31

JSING AUTHORITY MONTH: November YEAR: 2012

PMC

Voucher L

Income/Expenses Expense/Comments Disaster UML/HAP ExecutiveSummary

» Data It << Hack to QUeicus DI0S

« Statws Chacking Form 52681-B Action: Cancel | | Submit Print Format

. n
Note: User can review any tab by clicking on the tab. AT Masssge trom webssse S S - ==
Ganarato Reparts

Exit VMS
Certification Seatements

" corvyhete to he best of
inien dows mtinclude s an

th Submit button te cemplete the wiission
se chick cance,

oK Canced

AAAAARLANAA oy map 4 g, A

Pl T N O T bl ¥ A LS NSRS SIS v B

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

“
pPMC Voucher UNL and HAP HAP Total MO0300: FIRST - M0030D LAST - vms  06/03/2013 14:50:58 M00300: FIRST - MOD300 LAST - vms 06/03/2013 14:50:58 (
pMC Voucher UML and HAP (‘,‘j:‘j":" To MOD300: FIRST - MOG300 LAST - vims | D6/03/2013 14:50:58 MDO300: FIRST - MOD300 LAST - vms | 06/03/2013 14:50:58 | 4@
PMC Voucher UML and HAP ’C,‘Jf:”‘:"f‘g“f MOD300: FIRST - MOO300 LAST - vms 06/03/2013 14:50:58 MDO300: FIRST - MOD30D LAST - vms | 06/03/2013 14:50:58 !
PMC Voucher UML and HAP L‘;}:‘,ws MO0300: FIRST - MOO300 LAST - vms | 05/03/2013 14:50:58 M00300: FIRST - M0D300 LAST - vms | 06/03/2013 14:50:58 ,/
FORM Voucher UML and HAP DX i DLk Ol 3 MO0300: FIRST - MOO300 LAST - vms | 06/03/2013 14:05:30 M00300: FIRST - MOD300 LAST - vms| 06/03/2013 14:05:30 = §

Test 1 - July 2013
5 Year b her {UAT f
FORM Voucher UML and HAP Mainstream T PERe ol MOD300: FIRST - MOO300 LAST - vms 06/03/2013 14:05:30 MDO300: FIRST - MOD300 LAST - vms | 06/03/2013 14:05:30
HAP e e )
DHAP to
033 A
FORM Voucher UML and HAP C(C..‘im. HEQI3 Other JUAT | M00300: FIRST - MOD300 LAST - vms| 06/03/2013 14:05:30 | MDO300: FIRST - MOD300 LAST - vms | 06/03/2013 14:05:30 (
Hw-—l‘—-“-—w‘ ——gon A ,,r‘.__,__,-....._.......;w..‘.l‘ St el B ,..j

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 L
PMC Voucher UML and HAP HAP Total :1 ‘J : : MOD300: FIRST - MOO300 LAST - vms  06/03/2013 14:50:58 MO0O0300: FIRST - MOD300 LAST - vms  06/03/2013 14:50:58 _(
PMC Voucher UML and HAP ;L(:]v(!kr\g 1o HEQ02 - Other MO0300: FIRST - MO0O300 LAST - vms  06/03/2013 14:50:58 M00300: FIRST - MOD300 LAST - vms 06/03/2013 14:50:58 l
PMC Vouches UMLand Hap | 10ing To MOD300: FIRST - M00300 LAST - vms | 06/03/2013 14:50:58 MD0300: FIRST - MOD30D LAST - vms | 06/03/2013 14:50:58 {
PMC Voucher UML and HAP ;g{:ll\a(c MOD300: FIRST - MO0300 LAST - vms: 06/03/2013 14:50:58 M00300: FIRST - MOD300 LAST - vms  06/03/2013 14:50:58 r
FORM Voucher UML and HAP a;ﬁ;’veam MOO0300: FIRST - MO0O300 LAST - vyms  06/03/2013 14:05:30  MOO300: FIRST - MOD300 LAST - vms  06/03/2013 14:05:30 !
5 Year o VAT
FORM Voucher UML and HAP Mainstream Test y 2013 MOD300: FIRST - MOO300 LAST - vms 06/03/2013 14:05:30 M00300: FIRST - MOD300 LAST - vms ' 06/03/2013 14:05:30
AP = - é
DHAP to = \
FORM Voucher UML and HAP U;\llche' = - 1‘,;’;; MO0300: FIRST - MO0O300 LAST - vms  06/03/2013 14:05:30 MOO0300: FIRST - MO0300 LAST - vms 06/03/2013 14:05:30 .(
W et B e W gl WP Wby - y . M”W"‘f—,—#"‘"‘“-f

Validation History Screen—Form/PMC Column
Click on the hyperlink to display a description of the Hard Edit.

:: Vahdation History
o

Form /PMC | Error Tab Drop Down Selection | Entered By User Entered Date/ Time | Corrected By User Corrected l).lu-/linuz
.

PMC Voucher UML and HAP HAP Total ?E‘,l? M00300: FIRST - MOO300 LAST - vms  06/03/2013 14:50:58 M0O0300: FIRST - MD0O300 LAST - vms  06/03/2013 14:50:58

|
PMC Voucher UML and HAP Message from webpage. ~~ - o (AST - ums 06/03/2013 14:50:58 M00300: FIRST - MDO300 LAST - vms 06/03/2013 14:50:58 ’

pMC Voucher UML and HAP | Eror HELID: By Aulboty ubliation st witbin e starard { B0 LAST - vme 06/03/2013 14:50:58 MO0300: FIRST - MD0300 LAST - vms 06/03/2013 14:50:58 j

| A enge Ha HAD conts enteres ch estegory to *
Sy
pHC Voucher UML and HAP (‘ 1B0 LAST - vms 06/03/2013 14:50:58 MOD300: FIRST - MOO300 LAST - vms | 06/03/2013 14:50:58 ¢
|
FORM Voucher UML and HAP I ok | JBo LAST - vms 06/03/2013 14:05:30 MOD300; FIRST - MDOI00 LAST - vms | 06/03/2013 14:05:30 ¢
) HED23 - Other ;U
'oucher L a lainstream 3% = .H 2 2 - -vms [} Iy 1 4: e 2! = -vms [ 1 14: 2

FORM Voucher UML and HAP M e M00300: FIRST - MDO300 LAST 06/03/2013 14:05:30 MOD300: FIRST - MDO300 LAST 06/03/2013 14:05:30
HAP Test 1 - July 2013
DHAP to '

FORM Vaucher UML and HAP Hey Other (UAT | 1460300: FIRST - MOO300 LAST - vms  06/03/2013 14:05:30 MO0300: FIRST - MDO300 LAST - vms | 06/03/2013 14:05:30 &

July 2013

e S Nl W PR e L R e --—w-f“)

Validation History Screen—Hard Edit Error Message

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

4

Last Updated By I3 | Updated Date/Time .
0S/14/2013 10:314:3)

Status Description

189020 PMS PMC - Approved *Moving To Work HVMS00 SYSTEM i
189020 PMS PMC - Approved *Moving To Work HAP HVMS00 SYSTEM
189020 PMS PMC - Submitted *Comments HVMS00 SYSTEM
189019 AHE Hard Edit Approved HVMS00 SYSTEM
189019 PHE Pending Hard Edit HVYMS00 SYSTEM
189019 AHE Hard Edit Approved HVYMS00 SYSTEM
189019 DRA Saved HVMS00 SYSTEM

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) o
CA008 Housing Authority of the County of Kern :
1 CA008:201211:05/14/2013 10:14:31 Voucher UML and HAP Moving To Work 10 PMC-Approved &

2 CAQOR:201211.05/14/2013 10:14.31 Voucher UML and HAP Moving To Work HAP 10 PMC-Approved
3 CA008:201211:05/14/2013 09:46;56 Additional Expense/Comments Comments See detail PMC-Submitted

Return Print

B D P P S PP A sl GO 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)

CAOOS Housing Authority of the County of Kern November 2012

Tab Selection Fleld Selection Prior Amt Adjustment Amt Current Amt

UML - Voucher UML and - Moving To Work =~ 0 - 10 - 10 |
HAD

HE Numbaer

HEOO2 « |[Exror HEOO2: PHA has reported = HEOO2 other tent

Prior Amt

HE Number Error Message Reason for Adjustment

HEO13 - ||[Exrror HEO13: PHA has reported » HED13 - Other cascis
Moving to Work MAP oxpensen, =

PHA Justification

FA Comments

k‘\w L WOL SR P PR

R R T I S I N R ey Y o s
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 [ 19 [ I I s/ (]

Number of Vouchers Covered by B 1@ [ I
Project-Based AHAPs and HAPs

S Year Mainstream 53/ @ [ I

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

N

VMS Data Input Screen — Print Button

Voucher Management System
UML and HAP
—_— cToss | N;E | Canton Housing Authaity Morear Oclober 2016

Vouchers under lease on the First Day of the Month

Rental Asaistance Component 1 (RAD1) o 0 o 50 50 0
Rental Assistance Component 2 (RAD2) 3 a i 0 50 %0
Litigation 100 100 (4 70 $1.000 $1,000 $775 S700
Homeownership 100 100 100 100 $1.000 51,000 $1.000 $1,000
New This Month 0 ]

Moving To Work 100 100 KX} 34 $1.000 $1,000 §341 344
One Year Manstream - MTW 100 0 0 $1.000 50 50
Family Unification - Non MTW 100 0 0 $1.000 50 50
Famsly Unification Pre2008 - MTW 100 0 0 $1,000 50 0
Farmily Unification 2008/F orward - MTW 0 0 0 s0 50 0
Non Elderty Disabled - Non-MTW 100 0 0 $1.000 50 0
zwheﬂy Disabled 2008 Forward - 5 5 d 50 0 w0

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

MTW-Oiw-PHAmidmﬁymAtypﬁdowmnd
Ameunt - 8
MTW - Other - PHA to identy the type of expenss incumed
Amount -7

MTW - Other - PHA to identiy the type of sxpenss ncumed
Amount - 8

Comments

HVM»NBMSQOI?||29§oftﬂ-eurvuaacdmgmnahuyouhxMwmmmmwwvoﬂlymmmadmbmgwmpocplo Through countiess vays
milions of MmuummhahnmrmmmbhmmofHLD:ndanmdnbhchymiuymmmhmm!oh«d#wa{tmRmnWﬂpﬁmMm

how your indiv and our weork s 10 the fives of Americans and the weli-being of our country. The Secrstary and | thank you for your service to our country and the mission of our

Fublic service = 3 caling that each of you has dedieated your professiond lives o through your dady hard work 2nd dedication 1o serving e Amencan people. countiece waye milons of Amencans have
MmNdmuMWdewmaﬁamdebndbywbrmueessemeeuwemhmwdmhb!bww please refisct on how important your
indwidual and our collective work is to the fves of Amenicans and the wel-being of our country. The Secr=tary and | thank you %or your service 10 our sountry and the misson of owr Depanment. Public service 53
caling that each of you has dedicated your professional ives fo Swough your dady hard work and o senving the mwmwﬁmdwmmﬁmmm
devoton to the mession of HUD and we are of indebted 10 you for your treless service. As we come 1o the end of our Public Service Racognition Week pleass refect on how and our

your
work = 10 the ves of Amenicans and the well-being of our country. The Secretary and | thank you for your sesvice (o our country and the mission of our Department. P\ﬁ:s«vuaaaﬁmmmﬁmhﬂ

dedicated your professional fves 1o through your dady hard work and dedication to serving the Amescan people. wmmmlmdmmm your devotion 1o the mission of HUD

and we are all ndebted 10 you for your tredese service. A< we come 10 the end of our Public Sarvice Racopnition Wesk please reflect on how
and the well-being of our country: The Secretary and | thank you for your service % our country and the mission of owr Depariment. cmsanﬂmhtu&dm@mmﬂmmmw

twough your daily hard work 3nd decication 1 serving the Amencan people. Thmdw:nm!nsvaﬁmimdAﬂmmnmmiwnmdmmhmssmﬂbwwﬁndrrmdbyoufcr

po! your and our work = to the lves of Amencans

your treiess sarvos, As we come 10 the end of pur Pubiic Servics Recognition Week pleass reflect on how g ang our work & 0 fhe [ives of Amencans and s well-beng of owr country

The Secretary and | thank you for your servioe 10 our country and the mssion of our Departmant Pubkmusanlh\gmmdmmwmdmvmﬁnuumnmpwmymmw

dedication 1o serving the American people. ThmghoomﬂessmvysMmmmmlfommlmmnbﬂemsdeUDanem!nwnymbmmmu As we come

to the end of our Public Servics Recogniton Week please refiect on hows imp your work = 10 the bves of Americans and the well-bang of our country. The Secretary and | thank you for

msemaemueammthemsmdmnemmfsmmhmmMuPu&eSmWW&ipﬁe&mﬁeﬂmmvmmzﬂyourwimmdwmmammlmd
Amencans and the 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:

:: Submission History

Assmt Id Status Code Status Description Last Updated By | updated User Name Updated Date/Time

196954 AHE Hard Edit Approved HVMS11 SYSTEM 04/04/2013 13:29:22
196954 PHE Pending Hard Edit M00300 SYSTEM 04/04/2013 13:27:31
196954 RVS Revised Mo0300 SYSTEM

186653 DHE Hard Edit Disapproved HVYMS11 SYSTEM

196953 PHE Pending Hard Edit M00300 SYSTEM

04/04/2013 13:21:12
04/04/2013 1

196953 DRA Saved M00300 SYSTEM

4:00

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.

Pttt i Pt I tan b Wl A i G bl W b s, o A At sl B i,
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Voucher Management System

Monthly Submission with Archived Data

3.7.4 Multiple Submissions Report

Nm I I u';"n: l Allentown Housing Authority um"',"’, January 2018
Submission Date: ow122018 1133 | 04122016 113310
Submission Status: Saved Saved
Voucher UML and HAP
Units
Rental Assistance Component 1 (RAD1) =3 233
Rental Assistance Component 2 (RAD2) 123 123
Litigation
Homeownership
New This Month
Moving To Work 123 123.
One Year Mainstream - MTW 2 122
Family Unification - Non MTW 123 123.
Family Unification Pre2008 - MTW 123 1:3.
Family Unification 2008/Forward - MTW 122 122
Non Elderly Disabled - Non-MTW 13 1:'3.
Non Elderly Disabled 2008 Forward - MTW 13 123

Multi-Page PDF Report of a Slngle Submlssmn

\'\a\r\.w"\c T WYY S N W Y

&

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

)
196954 ANE Hard Edit Approved HVMS11 SYSTEM
196354 PHE Pending Hard Edit M00300 SYSTEM 1
196954 RVS Revised 100300 SYSTEM —_— {
196953 DHE Hard Edit Disapproved HVMS11 SYSTEM —_— P
196953 PHE Pending Hard Edit 100300 SYSTEM — @
196953 DRA Saved M00300 SYSTEM 1| 04/04/2013 13:14:00 <+
4
i el ,-A Ai © :' :71:‘__:‘,‘ ) anora h nk T ;
e Muilipie Print | | Prini Screen | | Cancel .;
rmsastn g A Al AT, o ot G et ‘ | s TP o L PREROREY S

Select Check Boxes and Click “Multiple Print” Button
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Voucher Management System

Monthly Submission with Archived Data

Submissions 3.7.5 Submission Status PDF Report

Multi Submission PDF Report showing 3

A i I Canton HoUSInG Aonty eporiog; October 2015
Submission Date: DADT/2018 10:11- 040172018 10:11:07 04/01/2018 10:11:07
Submission Status: Saved Saved Saved
Voucher UML and HAP
Units

Rental Assistance Component 1 (RAD1)

Rental Assistance Component 2 (RAD2)

Litigation 100| 100 [ lcu.
Homeownership 100| 00 ' 100
New This Month . .
Moving To Work 100| 100 [ vOOI
One Year Mainstream - MTW 100) 100 100
Family Unification - Non MTW 100 100 100
Family Unification Pre2008 - MTW 100 "Dcl‘ 100
Family Unification 2008/Forward - MTW 0 o [ Ol
Non Elderty Disabied - Non-MTW 100 100 [ 'm'
Non Elderly Disabled 2008 Forward - MTW - '

Page 1of 13

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 (

04/04/2013 12:29:22

04/04/2013 13:27:31

04/04/2013 13:14:00

¢
| 1196954 AHE Hard Edit Appraved HVMS11 SYSTEM
156954 PHE Pending Hard Edit M00300 SYSTEM
196954 RVS Revised M00300 SYSTEM
156953 DHE Hard Edit Disapproved HVMS11 SYSTEM
196953 PHE Pending Hard Edit M00300 SYSTEM
156953 DRA Saved M00300 SYSTEM

NOTE - s ™ T generibi 2 pichus iandiye
1

Multiple Print Print Soeen | | Cancel

RPN N P NP SISy ST S ir SR S PR S L SR, P L S P S

VMS Submission Page — Print Screen Button

L\\,,x\ MAALALLANASN

bottom of the tab:

Page 67



Voucher Management Systems (VMS) User Manual

YSTEM: Name i= NOT avatable

e A i g

PDF Version of Submission Tab

Voucher UML and HAP HED11 - Other Test ‘mm
Voucher UML and HAP & Yaar Manstresm HAP HED23 - Omher Test mmw-ﬂu m“u:“mm
Voucher UML and HAP Family Unfication Fre2008 - MTW HED3E - Other Test m'mmw m:;n;“mm
Voucher UML and HAP Family Unfication Fre2008 - MTW (HAP) HED3T - Other Test m‘::;écw” m;mmm
Voucher UML and HAP HAP Total HED20 - Other Test m::;;mtw mi."“;?:u"‘”“"'
Voucher UML and HAP Total Vouchers HEDOE - Oher Test SYSTEM: Nams 1= NOT avaiable
Voucher UML and HAP Vatorans Afft Supporied Housing (VABH) | HED{0 - Othar Test
Voucher UML and HAP Veterans Afiar Supporied Housing (VASH) | 1ggg7 . Dver Test

o
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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 &
C VOIREEE  Voucher Management System
i

Home Page

Hello, FIRST - MO0300 LAST - vms
(1f you are not FIRST - MOD3I0D LAST - vms . please log out by gaing to this link immediately and call the TAC at 505-245-4850.)

Message of the Day

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

® Enter PHA Data Tabs

PMC Voucher for Payment of Annual Contributions and Operating Statement
PHA Housing Assistance Payments Progrom

* DataInput

Supplemental Regorting Form
OME Appraoval No.2577-0189
PUbbsgaporting burden for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing
Instruct] searching existing data sources, gathenng and maintaining the data needed, and completing and reviewing the collection of
information. ency may not conduct or sponsor, and you are not required to respond to, & collection of nformation unless that collection
displays a valid OM| trol number. Authonity for this collection of information is the Housing and Community Development Act of 1987. Housing
Agencias (HAs) required t jntain financial reports in accordance with accepted accounting standards to permit timely and effactive audits, The
financial records identify the an of annual contnbutions that are recewved and disbursed by HAs. Responses to the collection of information are
required to obtain a benefit or to reta benefit. The information requested doss not lend itself to confidentiality.

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

"\JWMA\N"*\AJM

el T TN | Nt Nk, im0 N G M e NP 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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Voucher Management System

Prior Month Correction (PMC) - Data Input

Secure Systems
Enter PHA Code

Manage PHA Data
+ Enter PHA Dala Tabs

Please type the PHA Code:
PMC
PHA /
« Data Input Reset | mh
* Status Checking

~OR -
Gemerate Reports
Exit VMS Select PHA State
SOUrC
Please select the state to which the PHA belongs: PA ~
Reset | [Go] ‘—cf
*, et . SR S -_‘J A oy P i, 2T . gy .f"’"” \ . A e

Users with Multiple PHA assignment, selection screen

Prior Month Correction (PMC) - Data Entry

Please Select & PHA

e, P T A el DD i O P

| - -
> Srveea i N o "t System

A T I SV VW WY Y

PV '....—'ol'-——r"-‘—‘,

PHA Selection Trom State Code Screen

4.1.1 PMC Data Entry Form

\‘\M\,‘M Ay oy g d T,

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

tonth Year Tab Selection Field Selection
3 ¥ 201 v

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
¥ P i Y e T S W e ‘,—\M

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.

Voucher Management System

Prior Month Correction (PMC) - Data Input

PAODA Allentown Housing Authority

Field Selection

Manage PHA Data Tab Selection
* Enter PHA Data Tabs ] 2015 v | Voucher UML and HAP

PM(

* Duta Input
* Status Checking

Generate Reports /
Exit VS : . 51 , OC 20410 Non Ekderly Disabled - N
& & Non Elderty Disabled 2009
ortable Viouchers Paid

The White House

e nd T P e Y tton, preti et g N, j‘“~-._f\wM,AAM W e ./'J‘I»”—"“"\’V‘"
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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vouter anagement sysien.

Prior Month Correction (PMC) - Data Input 2

CT0638 Canton Housing Authority

Tab Selection Field Selection

12 ngmﬁ | Additional Expense/Comments | Expense Amount 1 i

EXPENSE AMOUNT
New Adjusted Value Old Value Difference in New to Oid Value
$ o 3 0 3
Approwal By PHA
ey DESCRIPTION

* HE Approval By FA

New Adjusted Value Old Value

PHA Justification

Resat Validate Exit PMC ”A/
T N g csclstscon T o g g i F B ¥ A Vot SN VRPN

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

CT068 Canton Housing Authority

Tab Selection Field Selection
V| 2015 v | Voucher UML and HAP | Rental Assistance Component 2 (RAD2) ok

é
umML [
New Adjusted Value Old Value Difference in New to Old Value )

a calling that each o, {

* Data Input
Status Checking

Meszage from mebpoge

New Adjusted Value Difference in New to Oid Vaiue

Enterad data is more than 0200 characters. [t wil be siomebcrlly

HE Approval By PHA
R iz B\ tipped to the masmum length allowest

* ME Approval By FA

sapfic ce +
tglhroug dai and dedication to ser
/ Reset Validata Exit PMC

e P T i i R PEE P Y T SO

VMS Prior Month Correction (PMC) — Data Input Page

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

cY068 Canton Housing Authority

PHA Data Tabs

Field Selection

nd Approve 10 Vv |2015 v | Voucher UML and HAP | Rental Assistance Compenent 1 (RAD1) v
Hard Edits Tabs x

umML 2
New Adjusted Value Oid Value Difference in New to Old Value [
L 0 =05 [— 5
ata Input
tatus Chacking N
-EMC HAP (
« HE Approval By PHA New Adjusted Value Old Value Difference in New to Old Value S
« HE Approval By FA $ 0] $ 0 3 4
prECE—— (
Generate Reports
Exit VMS
~
(Rosol] [Vaioots | [ BPwC | 3
et A I e e\ gl T i B g b e el o

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:

Voucher Management System

Prior Month Correction (PMC) - Data Input
Month Year Tab Selaction Field Selection
12

Vi 2015 WV | Voucher UML and HAP v] Rental Assistance Component 1 (RAD1) v

Please Validate Each Field and correct Errors

umL
[ (Ml = == ]
* HE Approval By PHA
* HE Approval By FA i o 1h e et o acceptncn o saect
Validation Error “Other™ and seéss addional comments in the Comment

soction below.

Administer VMS

HE Number

Error Message
Eror HEOET FHA has not reponed RAD "
casng whie the PHA has received one of v

Reason for Adjustment

Senarate Roparts HEDBT - 1 - RAD1 Units raceived but not yet inasad

Exit VMS

New Adjusted Value Old Value Difference in New to Old Value
sl o 3

Review v Hard Edit Enor Massage and then sskct
of the prodafinad reasona for accegrance of select
Validation Error “Other” and swter addrional comments in the i
section below.

HE Number

Reason for Adjustment Comment
HEDAS - 1 - RAD1 Uinits received but not yet leased v l

~
v

PHA Justification
The White House

Resel | Validate | _ExtPMC |

" B
RA‘\;M\M’\,\M~M\&M’\\W"\M

O TV W L N D I N e A VUUPRIN Sy P

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

CT068 Canton Housing Authority

Tab Selection Field Selection
12 v | 2015 | Voucher UML and HAP | Rental Assistance Gompanent 1 (RAD1) v

umL

New Adjusted Value Old Value Difference in New to Oid Value
10 [ 10
» HE Approval By PHA HAP
* HE Approval By FA New Adjusted Value Old Value Difference in New to Old Value
$ 100, ¢ g 3 100

Administer VMS

Generate Reports PHA Justification
Xt VM

TN A N AR e A AN A A A

Resel Exit PMC

s L s BB st OByt tB o N M b g NN i, e e Pl i T N iinn S

PMC Data Input Screen

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

o 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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i ————
Prior Month Correction (PMC) - Data Input

cT068 Canton Housing Authority

» Review and Approve
Pending Hard EGts Tabs

Tab Selection Field Selection

W | Rental Assistance Component 1 (RAD1) ¥

Form is Valid and Can be Submitted

New Adjusted Value Old Value Difference in New to Old Value
10 o 10
Approval By PHA
* HE Approval By FA

HAP

New Adjusted Value Old Value Difference in New to Old Value

$ 100| § 0 s 100

PHA Justification l

[Resel | [ submit | [ ExtPMC |
P e P e Y Ve % T s Bl p N s el g oo i

PMC Data Input Screen

e

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

Homes &
Communities Voucher Management System

Prior Month Correction (PMC) - Data Input

PAOO4 Allentown Housing Authority g

Consinue |

Manage PHA Data
« Enter PHA Data Tabs Your Prior Month Correction has been successfully submitted! {

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 new 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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| 2

Voucher Management System

Prior Month Correction (PMC) - Data Input

PAODA Allentown Housing Authority

Month Year Tab Selection Flold Selection

10 w! 2011 v | Addtional Expense/Comments ¥ | Comments v

*HVMS00 06/04/2012 15:47:38:1This 1s the first of & secles of
comments to demonstrate the multiplicity of comments.

*HVESO0 06/04/2012 15:50:32:Here 1s the second comm=nt 13 a series,
and by the way, I am not typing any asterisks.

(Reset Veidste | [(ExtPMC
WWWN
PMC Data Input Screen

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

Homes &
Communitie Voucher Management System

Prior Month Correction (PMC) - Data Input

PADOA Allentown Homnsing Anthocity

H

= Enter PHA Data Tebs [T v 2016 | Agaonal Expense/Comments ~ | Comments. ~
New Adjusted Value () Old Value
. » | MOOSUL 212/19/2016 13:52:55:Public seryice i a caliing that @ach of
e T r ||vou nas desicates your professional iives to throwgh your daily hard A
Iwosk wped dudicalivs tu Ll Ammcican puople. Thivugh countless
* Status Chocking ‘Mosmga from wehpage it IJo benefitad fxom your devou:m to the
— — — lindcbecd to you for your =less

ot cur Pub.
Ertaract data is more than O characters 1 wil be sutometicaty stripped v your in
I o the mecmum lonyth ciowed. fais and Llis
for your sa:
13- amrvice ia a calling that wach of
o ional 1ives to tAXonAn Vour daily hard
the American pecple. Through countless

© Sorvice ae:uvn.uon Weak

| o X . safs Deefiveg from your devotion o the
Gatly Used T i You will b aliowad 16 GRieT Up 16 U Tackiding
testems, l
Reset Vahdate Exit PMC |

\/\\\\,W'“’\\-\'\M\/’\u

BN A I N e o M BN o Bt o el el N U A

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

Homes &
Communities Voucher Management System

Prior Month Correction (PMC) - Data Input

CT068 Canton Housing Authority

= Review and Approve 10 vi20s ~ | Addtional Expensa/Comments v | Comments v
nding Hard Edits Tabs

Old Value
dc service is a calling that each of
onal lives to through your daily hard A
B Amarican peopla. Through countless
benafited from your devoticm to tha
debted to you for vour tirelsss

B2 cur Publiz Sarvice Racognition Weak
your individual ands ocur collactive

= and the well-being of our country.
br your service to our country and tha
fic sarvice is a calling that each of

5 Monal 1ives to throbgh your dally hard
|[erx ana sagicarion to Sarving the Amarican people. Throush countless
||#ay@ millions of Americans have Renefited ficm your devoticn to the

Message from webpoge Py —_—
Data Taput

e

Entered data G more
B o the mavimum length »

HE Approval By PHA

ME Approval By FA

You currenty used Tathis 100 you Wi b alowed 16 enter Up 10 57 Thcdng
timestamp.

Resat | vaidate Exit PMC

Nt T N b I e I il B ol Nt o i At e,

VMS Prior Month Correction (PMC) Page

<
\/\«\V\f‘\\-\/\f‘vv\.MM
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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:

05 - 2013 ~ Veucher UML and HAF Supported Housing (VASH) Voucher

* Errors

Difference in How 10 Old Volus

Validation Error

Reason for Adjustment Comment

Now Adjusted Value

[Reast Valdata Exit PMC

MAAUAAAA A A

il sl Ml M o A ot f et i, Mo N O 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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Homes &

om munities Voucher Management System

Prior Month Correction (PMC) - Data Input

PADLA HOUSING AUTHORITY OF THE COUNTY OF BEAVER

Flold Selection

.
05 - 2013 ~ Voucher UML and HAP ~ Vetwan's Affair Suppanted Housing (VASH) Voucher -

Form is Valid and Can be Submitted

Now Adjusted Value Oid Value Difference in New to Old Value

Validation Error

Reazon for Adjustment

n
3~ | HEDO7 - VASH HAP units raceie but NOT yet I83gen ~[r

HE Number

New Adjusted Value Old Value Diffarance in New 16 Old Value
$ 456 ¢| osl 456

Validation Error

Reazon for Adjustmen
= | HE019 - VASH HAP units recevsd but NOT yet leasen

HE Number

Resat Submit ExiteMC |

NAAAAAN AW AAAAANAAA A

e MOl e, P ittt | i N e B s T W e N PSR

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:

Voucher Management System

Prior Month Correction (PMC) - Data Input g
CAODL Housing Authority of the City & County of SF
Month Year Tab Selection Field Selection
(] v 2013 v Voucher UML and HAP « Family Unification .
umL

New Adjusted Value 0Old Value Difference in New to Old Value

* Status Checking

Consrats iaports

Bt vMS

New Adjusted Value Old Value Differance in New to Old Value

Reset| [ Validawe | ExtPMC

TAAAACAALAA AN artan NN

S S VN PN Y Y o UG VY NP o SOP NP NS SR WS A
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.

Page 79



lghy,
Voucher Management Systems (VMS) User Manual

Voucher Management System

Prior Month Correction (PMC) - Data Input
cAno1 Housing Authority of the City & County of SF

Month Tab Selection Field Selection
v Voucher UML and HAP ~ Family Unification

Form is Valid and Can be Submitted

Now Adjustad Value Old Velue

. S Checkay Difference in New to Old Value

Exit VMS

New Adjusted Value 0id Value Difference in New to Old Value

Resel | Submit ExtPMC |

N e T A N Y Ty T U Nl o Y ¥ 1 P eNuue Sy

PMC Data Input Screen-Scenario 2

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

Homes &
(o0 Voucher Management System
5 De i

Prior Month Correction (PMC) - Data Input

Sacure Systems

i
:
¢
:

PADO4 Allentown Housing Authority

Manage PHA Data Tab Selaction Field Selection
« Enter PHA Dotn Tabs 03 v 2013 » Voucher UML and HAP ~ Litigation

New Adjusted Vale Old Value

Difference in New to Old Value
* Data Input 100 {17 | | i —

+ States Checking

Generate Reports HAP
Exit VNS

Old Value

Difference in New to Old Value

Raset | Vahdate | Exit PNG

eV e OGP W Y T .r-r' g M,/“““*——-—‘—J‘—"‘«—‘f—‘- VPM“‘J\J_A‘_I./"‘“’\"»&J‘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.

Page 80



lghy,
Voucher Management Systems (VMS) User Manual

Homes &

Communities Voucher Management System

v g

2 Prior Month Correction {PMC) - D

ata Input

PAODA Allentown Housing Authority
Manage PHA Data Tab Selection Fiold Selection
® Enter PHA Dats Tubs 03 v 2013 v Voucher UML and HAP v Litigation v

PMC Form is Valid and Con be Submitted

UNL

» Data Input

Now Adjusted Value Old Value Difference in New to Old Value

$ 23004 1000 ¢ 1300

-

| Reset | Submit ExtPMC |

New Adjusted Value Old Value Difference in New to Old Value
HAP
N

e W I Y I ¥ st (N SEr g N
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:
¢ If the PMC passes range check validation no error message will display and no FA review
and approval is required.
¢ 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 (
S
Manage PHA Data Tab Selection Fieid Selection
* Enter PHA Data Tabs '14 w2014 V| Voucher UML and HAP V| Moving To Work v
PMC Form is valid and Can be Submitted
PHA uML
® Data Input
Percantage change betwaen revisad data and original data appears significant. PHA should review revised data value to ensure the information is accurate, i
* Status Checking
New Adjusted Value Difference in New to Old Value (
-0

Generate Reports

Percentage change betwesn reaed data and onginsl data sppear
BA cignificant. PHA chould review revised data valus to sncurs the
mformetion is eccurste!

HAP

Percantage cha between revised data and odginal dats &

Difference in New to Old Value

3 oK : _ \
. ; CLUCK OK
Because e revaed values you have eniered Biled the Range Chedl Vakianon, a comment should be entaiad bedow

e B e Pt T GEE TP ooy o bt
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.

Homes &
Communities Voucher Management System

Prior Month Correction (PMC) - Data Input

PAODA Allentown Housing Authority

Manage PHA Data Tab Selection Field Selection

* Enter PHA Data Tabs 7 V| Moving To Work

PMC Form is Valid and Can be Submitted

* Data Input

* Status Checking

Generate Reports

Old Value

Botsuss e 194394 values you haw enkered taled the Range Chtk Validaton. @ comment shoukd by Enisied blaw.

Rasat Submt %
Chick SUBMIT

S N a7 ¥ I O R I A e eV W o AT N s

PMC Data Input Screen-Scenario 4

\/"‘\.\__.-\,\I‘"‘"‘\..,n\ AVl Y P Y O

Homes &
Communities Voucher Management System

Prior Month Correction (PMC) - Data Input

PADDA Allentown Housing Authority

Your Prior Month Correction has been successfully submitted!

Conbnue |

{
¢
£
J

s IS e, P ,_M.A.‘/

.,\’»”\—AM‘,‘ ,_,\,\_‘Mw.r-.n__.,_“J»«,_f,ww._..,«._

PMC Data Input Screen-Scenario 4
o 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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Voucher Management System
Home Page

Mella, FIRNT - MOGIEO LANT

v | Dleass 10 DUt by BOING to v

(f vou sre nok FIKS | - MULSUG LAS mmedieten
Measage of the Day
You've gone incognito. Pages you view in Incognito tabe
cloamd all of you cgnito tabs. Any filex you download or bookmarks you creats will be
YOUr GMPIOYSr, YOUr INTOIMAT Carvice Provider, or the wWebsites you
ontrol how extension

of Annual © and

Brogeam

informar

wnd call the | AC st Boo-

won't stick around In your browser's history, Cookie mtore, or

o by | tAx. to
QINOrMaUoN requested Joas NOT Iend IESeIf To Connaentiality
oo, ploase click a link on the side menu.

P

VMS Home Page

arch hiztory after you've
ble. Gong ncognito domsn't
NITO Browsng.u Hecauce

A W e

The following listing will appear, displaying all currently pending corrections, awaiting FA

approval.

Homes &

Communities Voucher Management System

US. Deparmare of H

and Ur ban Desebos

Prior Month Correction - Status Checking

ing Authority of the County of Arn

PAD39:201111:01/06/2012 13:15:14

PA039:201110:01/06/2012 13:14:22
PAD39:20 [06/2012 13:13:04
PAD39:201108:01/06/2012 13:10:54

PAD39:201107:01/06/2012 13:10:02

G-

* Data Input

« Status Checking

PAD39:201106:01/06/2012 13
PA039:201106:01/06/2012 13:08:04
PAD39:201106:01/06/2012 13:07:29
9 PA039:201103:01/06/2012 13:06:20
10 £A039:201103:01/06/2012 13:04:53

08:43

Generate Reports

Exit VMS

11 PAD2I9:

12 PAD39:201102:01/06/2012 13:01:33

13 PAD39:201102:01/06/2012 13:00:39

14 | PAD39:201102:01/06/2012 12:50:57
15 PAD39:201102:01/06/2012 12
16 | PA039:201101:01/06/2012 12:5
17 | PAO39:201101:01/06/2012 12:56:48

54:03
7:30

18 PAD39:201101:01/06/2012 12:5:

57

»

19 PAD39:201101:01/06/2012 12:45:17

The White Houseo

N s ol et el skl sl

Other Income and Expense
Other Income and Expense
Other Income and Expense
Other Income and Expense
Other Income and Expense
Other Income and Expense
Other Income and Expense
Other Income and Expense
Other Income and Expense

Other Income and Expense
Other Income and Expense

Other Income and Expense

Other Income and Expense
Other Income 2nd Expense

Other Income and Expense
Other Income and Expense

Other Income and Expense
Other Income and Expense

Other Income and Expense

Net Restricted Assats (NRA)

Net Restricted Assets (NRA)

Net Restricted Assets (NRA)

Net Restricted Assars (NRA)

Net Restricted Assets (NRA)

Net Restricted Assets (NRA)

Fraud Recovery Total Colected This Month
Fraud Recovery Total Collected This Month
Unrestncted Net Assets (UNA)

Net Restricted Assets (NRA)

Interest or other income eamed this manth from the
investment of HAP funds and Net Restricted Asset

Net Restncted Assets (NRA)
Unrestricted Net Assets (UNA)

Interest or other income eamed this maonth from the
investment of HAP funds and Net Restricted Asset

Net Restncted Assets (NRA)
Unrestricted Net Assets (UNA)
Net Restncted Assets (NRA)

Interest or other income eamed this manth from the
investment of HAP funds and Net Restncted Asset

Unrestricted Net Assets (UNA)

Return | |Prnt

$206,625
$209,268
$210,633
$208,046
$207,712
$173,942
$187
$187
585,641
$192,546
$202

$199,174
$85,641

$128

$199,174
585,641
$209,196

$193

585,641

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:
o PHA number

PMC-Submitted
PMC-Submitted
PMC-Submitted
PMC-Submitted
PMC-Submitted
PMC-Submitted
PMC-Submitted
PMC-Submitted
PMC-Submitted
PMC-Submitted

PMC-Submitted

PMC-Submitted
PMC-Submitted

PMC-Submitted

PMC-Submitted
PMC-Submitted
PMC-Submitted

PMC-Submitted

PMC-Submitted

et o, gl i b A M i, i, S

o 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.

Aw«*""\.fv./"‘w\.mf\*\,»\W\"*’\.

\-\"\\"/\w\,u\\"\ s T L TR, PR S W
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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”.

Homes &
Communities Voucher Management System
us ol ]

Home Page

Hello, FIRST - HYMS11 LAST - vms

(1 you are not FIRST = HVMS11 LAST = vma , plea== log out by going to thiz link immediately and call th TAC st 888-245-4860.)

® View PHA Data Tabs
Message of the Day
and Approve

ng Hard Edits Tabs 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 s Program

* HE Approval By PHA

Supplemaental R
OMB Approval No

* HE Approval By FA P
Public reporting burden™¥g this collection of information is estimated to average 1.50 hours per response, including the time for reviewing
instructions, searching exidsgg data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
Exit VMS information. This agency may hqt conduct or sponsor, and you are not required to respond to, a collection of information unless that collection
displays a valid OMB control numitgAuthonty 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 timely and effective audits. The
financial records idantify the amount of 3wgual contnbutions that are received and disbursaed by HAs. Responses to the collection of information ara
required to obtain a benefit or to retain a bdgfit. The information requested does not lend itself to confidentiality.

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

Generate Reports

B W M, G

N-“’\r-\- »-/\'J"' \"‘fd*f—e‘\w‘»fw"‘w“ w-m““\ ..\f—w"—.m/"\."&f'\f\r/\"’*—/
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 of Housing
and Urban Development

Manage PHA Data

Secure Systems

S — Enter PHA Code
Manage PHA Data S —

® View PHA Data Tabs Please type the PHA Code:

® Review and Approve
Pending Hard Edits Tabs f

PMC [Resel | |Go| s,

HUD-FM(

® HE Approval By PHA -OR -
& HE Approval By FA
Select PHA State
Generate Reports
Exit VMS
Please select the state to which the PHA belongs: AK ~

Reset | @Jﬁ—-t

\A«.«.. AR "M v TR A

I e il S SP B Ur SRRR Y ay  aT L
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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

Please Select a PHA: AKOO01 Alaska Housing Finance Corporation ~

/

VN T TR R g V' PSSR J‘ﬂm‘“\& A o nitinsnd *‘"I

R T W B W

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 QI
Manage PHA Data s
4
List of Submissions {
PHA Code CADD1 o
PHA name Housing Authority of the City & County of SF <
o
FYE 09/30 o
Month Status Last Updated By (
No data has been submitted for March 2013 ,
No data has been submitted for February 2013 }
No data has been submitted for January 2013 /
7 First Name, Last Name Unavailable 7
s 2010 ' d
Submitted 21 September 2011
= g b
November 2010 Submitted zlisgep;atr:ri}a;isztohﬁme InmpEE (‘
October 2010 Submitted ;lfséé\:)atr:;btz:sztohﬁme Unavailable ’
srember o010 Submitted ;l;s]t;:zamley, ;"3?} Name Unavailable }
e i FIRST - HVMS20 LAST - vms \
Auqust 2010 PMC - Submitted 12 December 2012 r
N 3 FIRST - HVMS20 LAST - vms L
Ly 2010 PG Submitted 12 December 2012 :
s 5 First Name, Last Name Unavailable f
Jupe 2010 Submitted 19 January 2011 (
uay_2010 PHC - Submitted FIRST - HVMS20 LAST - vms S
B a9 % 0 - N 'Y _’w«.‘ P N ' ittt ,u—\mll - /*"IE_WJS&P}EN"‘WQEW«» o et 4o

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
prio month and 12 month averages.

1
°

<
n
s
i
<y

A

AN

Iy AW MMAAMAMMAAALA A AASAAMWWAAAAM AL AR AAAAAYNAARA ARSI AN M LA IMALCASAAVNAMANA M N ALAMAYM A o

$ 8 9989 9%
i

o) LaT 1560 1 o0s wl

ao) @ LET o o7

G LS s S ol

..........

TS s TS Al

[V T A T ]

o

09 ¥ § 8§99 %a

T
T
'
T T
f
1

SR e e o e et e i g 5

Tab 1: Voucher UML/HAP
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= Approval By
- ME Approvel By FA

Voucher Management System
manage FHA ata

03 Bt e

Canton Housing Autharity MONTH: Tanmary

oth tIE p
raus Recovery Totsl Cokectad This Month s 100 @
et TURE AR TTAN SRR 11

55 Eacaow Fox (uilur us THis Moritly s loop?”

Nursbee of Furd 1© House P Cuead 0] @

[T T

FSS Coordinator Expenses Not Covered by FSS Grant s 100
Agministrative Experses = o012
Avare s vo0] &

VineasricTa Nt poarian 20 the s 3

sy o tha s P 100 | @

W E LA () AR O TR S AT IV O PR T . 00| 2

NS TrrsnssTrmc N o Tha | A% Tiny 0F tha Moath  Vouwner Program Oaly s 100| 2

e e R 5318
FTW - Pulkic Huusing Retibiliiation =
Wit - Ueotservice cepayment s
W oLV s
MTW 1 nent Hnuiing Progrrm [ 100 ] @

- Pund Source (HCV, CAP = 2
vy U (nev. e CAl d
aTewas ne-1 MoV 2
i ?
Pinda Committad-1
Tyim of Cammitment- 1 >
NTe of Commitment- Y 2
1 (FAM'VDDPM) UBAP16
OblivaLeJ-1 s T.000] @
Toise oF Obliustion-1 AP 2
01AluaLon-1 taliDO.0. 12.MAR-116 -
L°n"t=Zon-1 s 5,000 &
FFni®:MD= Y=y »
AP o]

CPgr=c-2"" DIPc

of Account 2

7
=Vity 2 I &

=ris Commitnil % =
¥he of camaurment s 2
cmmrment-2 G -
@5 s 2000] &
TVpe ot Obiigation-2 or ?
Date of Obligatil (OMAR16 2
o /Uy s -2 s 2.500] P
; =cted Date of Fut Expenditure- 2P ¥
[t ——— . ———— __ —— _——— ———— _————— ——————

O--,yf-" e e - f

me / Expenses

AN A A AN MAAA NN A S AU AMMAANMIAIAAA AN L AN AL,
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Homes &

Communities N
D: Kens
and Urban Deniorimm

Manage PHA Data

IMonthly Voucher Data Validation and Save Page

Y MONTH: Jam VERSION: 15

w PHA Data Tabs Voucher
* Renew a. Approve UML/HAP
Pending Hard Erli. Tabs f

Disaster
UML/HAP

MSHSUIDERE | Expense/Comments PHA Info Submission ExecutiveSummary

/Additional Expense/Comments

PMC Expenses Descriptior
ILMCS!

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. %
Expense Amount 1 —
A
u
Expense Amount 2
dedicated your professional lives to through your
daily hard work and dedication to serving
the American people. Through =auntie. ways v
Expense Amount 3 S . . - | e

dedicated your professional lives to through your

daily hard work and dedication to serving

the American people. Through cauntleas ways v
illi £ H " 1 £ d_£.

Eimer, se Amount 4

The Wh

our daily hard weak and dedication to serving
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 thé

Expense Amount 5

New
IoW-per PHAfolientettheHTe s

—— American people. Through countless ways
ofer,nanncurredamount-fi millions of Americans have benefited from your
I
New i your p lives to through el
HPAI - Other- PHA to identify the type s= @ our daily hard work and dedlication to serving
of expense incurred Amount - 7 he American people. Through countless ways v
—— § e e
New i your ional lives to th.ugh n
MW - Other- PHA to identify the type s = ? our daily hard work and dedication to serving
of expense insurred Amon of - B e fthe American people. Through countless ways v
imillions of Americans have benefited from your
[Comments
Public service is a calling that each of you has
your pr i lives to through n
Comments our daily hard work and dedication to serving the American
cople. Through countless ways millions of Americans have
ited from year

\ I W R P e L I V) W W D W W e UL

J‘ﬂ P _H’/w—-.‘____/ﬁ“».»’-.\‘j’_.......,...’l“,,}*.._*,.f A s Nt o, s N p— g

Tab 3: Additional Expense / Comments

Communities Voucher Management System

Manage PHA Data
[_______ccuesysiems]

Monthly Voucher Data Validation end Save Page

IESEIBM1=1== __apa=

remain. nun rats Tabs

D UML d HAP

Asuaworal Ely PHA|
HE App.:rt. By F4| aisiersame
New
Disaster Families A~ SiSted

Bimaster Secunty Depoeit

Disaster Securily Depusil Retur e

Disaster Utility Deposit Toro Ts
—
ar Utility Da [
= —
Ctvantun Akt it ativne —

Exponditurcs
—
Sear trckar rag |——
AY\Y, —
Pike
" ' 1 i - E
WAL — i — ool — - ppmmm, mmmm= O, B TTTTON LN

Tab 4: Disaster UML and HAP
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Emergency UML HAP
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rut Urstar HAR Contract a5 of th last
ctay of b musth

T m—
ha First of the Menth

|

vy Housing Veuthers - Sarviee e
F - Dot Incurthoa Exporsous

Bow

Emargerscy Heusing Veuthers - Sarvics ] @
Fou - O

B

Emergency Housing - FES Esow O
Depasits

P

Emargerscy Heusing Veuchers - PS4 § l:l -]
Excraw Fusfakturis tis Mooth

B

Emurganey Heusing Veuehers « Fraud e
Bacaviry Tutil Colkctid this Harth

sy Heusing Veuchirs
Uit bctiat Mt Pesitienn Fus
s uf tha Last By of e Mo

I |
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R e  —

Tab 5: EVHP UML and HAP



Homes &
Comm

Manage PHA Data

® View PHA Deta Tebs

. nd Aoprove
Hard Edits Tabs

& WE Approval By PHA
* HE Approval By FA

Genarate Reparts

Exit VNS

The White Housc

Voucher Management System

Manage PHA Data

LS 3

Monthly Voucher Data Validation and Save Page
Housing Authority of the City & County of SF MONTH: December YEAR: 2010 VERSION: 4

Income/Expenses Expense/Commaents PHA Info ExecutiveSummary

N

PHA Contact Information  —————

HA Number CAODY i
HA Name Housing Authanty of the City & County of SF ,,’
HA FYE 03/30 <+
<
Name of HA Point of Contact Cherry Hwee ? f
Point of Cantact Phone (415) 7153140 ? é
Ext.: 0 @ {
Point of Contact E-mail Address hweec@stha.org ? !
Name of Authorized HA Official Henry A Alvarez [
officid Housing Acthority E-mat Address alvarezh@sfha.org J

Program Area Point of Contact - FMC

FMC Financial Analyst Thomas M Vitek ,
-
£-mad Addrass Usar0l_PIH-VNS@huddev.oov I
FA Phone Number (415) 489-8497 (
Ext. P

Fleld Office Code 9APH

Field Office Name SAN FRANCISCO HUB OFFICE {

Field Office Point of Contact Gerard Windt )

4=E|v'rr_|c E-mall Address User01 PIH-VME@huddev.qov : 4
4

FO POC Phone Number (415) 489-6444 ;

Ext

REAC Technical Assistance Center

Technical Assistance Center 1-888-245-3860

Cancel || Print

¢
e A AT i rrmnil B g TN pmmetittendl b N A P .,-Af

Tab 6: 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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Homes &
Commumtm Voucher Management System

June 6, 20

Manage PHA Data

ALTOONA HOUSING AUTHORITY MONTH: October YEAR: 20
Manage PHA D =
Paniling Hard Edi Tabe 4
m-mm_mw
PMC Voucher UML and HAP (f,f’j’,ﬂ‘“ o | 4EQD2 - Other ctest | MOD300: FIRST - MOO300 LAST - vms 06/05/2013 11:16:00 | M00300: FIRST - MOO300 LAST - vms 06/05/2013 11:16:00 "
o HE Approval fly PHA
* HE Approval By FA PMC Voucher UML and HAP m:;pggg HEQL3 - Other ctest | MOD300: FIRST - MOD300 LAST - vms 06/05/2013 11:16:00  M00300: FIRST - MO0300 LAST - vms  06/05/2013 11:16:00 ;
e DHAP to
Generate Reparts HCV - 3 - . >
FORM Voucher UML and HAP OV e MD1374: Name Is NOT available 11/06/2012 13:00:41 | MD1374: Nome is NOT avallable 11/06/2012 13:00:41 r
HAP
DHAP to
FORM Voucher UML and HAP cgl‘l/(hsrs T Ratumed MD1374: Name is NOT available 11/06/2012 13:00:41 MD1374: Name is NOT available 11/06/2012 13:00:41
Leased oy

:: Submission History

Assmt Id Status Code Status Description Last Updated By Updated User Name E3 | updated Date/Time

195916 PMS *Moving To Work HAP M00300 SYSTEM 06/05/20
195016 PMS PMC 1 *Moving To Wark M00300 SYSTEM 06/0 01
« 2 181285 AHE ard Edit Approved H01903 SYSTEM 11/07/2042 17.01:09
he White Houso 4
181285 PHE Panding Hard Edit MD1374 SYSTEM 1/06/201.
181285 DRA Saved MD1374 SYSTEM /06/2012 13:00:41

To print mukiple iterations
chck the bavas you want
Click to wew PMC
Stahus by assessment

[ P o Y S

To create PDF repart of a singke
subemission chck the datestamp

-~y

NOTE: . T generate a p € SUMISSION S3tus reports 0 the ¢heck box 0E 30 the Enks in the *Upds|

Multipla Prnt Print Serean Cancal

A\

Q skt Lv?
&

shington, DC

02 25188 e, e - Ny ST I USSR S ,,,‘_,»,.../M) /4

Tab 7: Submission (HUR, HUE User)

tment of Housing and Urban Development {HJD) @
et 0

Page 91



llyhy ,
Voucher Management Systems (VMS) User Manual

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.

Homes &
Communities Voucher Management System

Home Page

Hello, FIRST - HYMS11 LAST - vms

(If you are not FIRST = HVMS11 LAST = vms , pless= log out by going to thiz link immediately and call the TAC ot 83B-245-4860.)

Manage PHA Data

* View PHA Data Tabs
Message of the Day
* Review and Approve

Panding Hard Edits Tabe This is to test the VMS Message aof the Day. Test Cycle (TC) 5 is now open and ready for usaer Testing.

PMC Voucher for Payment of Annual Contributions and Operating Statement
HUD-FHC ing Assi e Pay Program

* HE Approval By PHA
* HE Approval By FA

Supplemantal Rapo
OMB Approval No.2 69

sem

Public reporting burdwg for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing
instructions, searching 3xgting data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. This agency mi ot conduct or sponsor, and you are not required to respond to, a collection of infermation unless that collection
displays a valid OMB control nuMigr, Authonity for this collection of information is the Housing and Community Development Act of 1987. Housing
Agencies (HAs) required to maintai™gancial reports in accordance with accepted accounting standards to permit timely and effective audits. The
financial records idantify the amount o™agnual contrnbutions that are received and disbursad by HAs. Responsas to the collection of information ara
required to obtain a benefit or to retain a Daafit, The information requested does not lend itseif to confidentiality.

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

Y s W W, G Y

T W VN A s S 7 S USSR S o W 2PN /*~.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.

Voucher Management System

Pending Hard Edit Review and Approval

Secure Systems

Manage PHA Data
ey, PAA b ke Please type the PHA Code: |
& Review and Approve

Pending Hard Edits Tabs

PMC [Resat| [Gori—_. f

HUD-FMC

* HE Approval By PHA OR
® HE Approval By FA
Generate Reports
Exit VMS
Please select the state to which the PHA belongs: AK -

f

Reset | | Gowffmmm——

N J«I* B ettt P o s st AR BN st e, - B ’\’*w"‘l -------- ad.
User with Multiple PHA Assignment - Selection Page

KA-'\ A NP By L0 N ey N,
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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 &
Communities Voucher Management System
g
Pending Hard Edit Review and Approval
Secure Systems ’
- Enter PHA Code f
Manage PHA Data
& View PHA Data Tabs '
« Review and Approve Please type the PHA Code: PA0O4
Pending Hard Edits Tabs l
ek Reset] [Go ;
HUD-FMC Sdooion®
« HE Approval By PHA ~
OR
« HE Approval By FA &
' 4
Generate Reports Select PHA 4
Planse Select a PHA: PADO4 Allentown Housing Authorty - z
Resel |Go j

Y N e »A’,,,...;Jr N i T Tt o S NV B

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 CAQ0B

PHA name Housing Authority of the County of Kern

FYE 06/30

Month Status Flmng:ululyﬂ
FIRST
u Pending Hard E
FIRST o
June 2012 Pending

05 December 2012

Firat Name, Last Name Unavailabls
May 2012 Pending Hard Edit Submission
21 June 2012

First Name, Last Name Unavailable
Apal 2012 Pending Hard Edit Submission
16 May 2012

First Name, Last Name Unavailable

2012 Panding Hard Edit Subr
13 April 2012

io

First Nome, Last Name Unavailable
Pending Hard E ion
22 March 20

First Name, Last Name Unavailable
oy 2012 Fending Hard Edit Submission

N ..rmw.m.”»"»-wu"’ i

VMS Pending Hard Edits by PHA

First Name, Last Name Unavailshie

Approved
21 June 2012

First Name, Last Name Unavailable

Approved
18 May 2012

First Name, Last Name Unavailable

Appraved
17 Apnil 2012

First Name, Last Neme Unavailoble

Approved
22 March 2012

First Name, Last Name Unavailable

Approved

T T I il S P

PE St Ya Ya VO WE U Ay, . X

4

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 &
Communities Voucher Management System
I arq
Manage PHA Data 3
Monthly Voucher Data Validation and Save Page ,
PADDS Allentown Housing Authority MONTH: July YEAR: 2012 VERSION: 10

Disaster
UML/HAP

Voucher
UML/HAP

Income/Expenses | Expense/Comments

f
A T SRR LS e - h“.“,‘-’«“l T il g e e, g, Y
VMS Pending Hard Edit Review Screen

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.

Voucher Management System

Manage PHA Data

MONTH; July YEAR; 2012

Alfair Suppertad Housing (VASH] Vouchar
.| Total Vouchars o 1419

Pregram Yype
1. Terrt Protection 1997/
2, DHAP Not part of the program

v
w

A Nomy, Sty e Ao A AL TV Y, 4

Cancel | | Rewew

\

A st A, W M I ettt el MO QI o el AN e oo

VMS Review Tab Screen

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

CAOOS8 Edit Review and Approval

Voucher UML/HAP Income/Expenses Expense/Comments Disaster UML/HAP PHA Info Review

<< Back to previous page

HUD Review and Approval

Received Date:

Approved: Yes No

Comments:

e WO TN W2 ¥ O VR Y S

RIS ol W S ¥ S e e o S oo ¥ L S PR

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

xpenses Expense/Comments Disastes UML/HAP

'\ DG o -

System Messages

Financial Analyst decision has baen savad succassfully!

HUD Review and Approval

Received Date:
Approved: Yes @ No

Approved by TA

Comments:

A et e

Continue Canced
TR G e Bt AN el P N = p g )

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 clicki

ng 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.

Apdl 2
PP

Voucher Management System

Pending Hard Edit Review and Approval

List of Pending Submissions
PHA Code CA008
PHA name Housing Authority of the County of Kern
FYE 06/30
Status Financial Analyst
Month Status

July 2012 Pending Mard Edit Submission .__—» Approved
0 Apri 10 April 2013
12 \

s 2012 Sub
05 December 201 11 December 2012
First Name, Lost Neme Unavailzble First Noms, Last Nams Unavaileble
Mey 2012 Pending Hard Edit Submiss: Approved
21 June 2012 21 June 2012

le
_u_l_.n..'.wlw \‘,-A.»‘A. ,. 'f‘wn?m Ed.lfu::t:ﬁ%' — __u.’r'\. '-—- N -.‘,:.0;}1';\1&\:'.“ PRSP S

FIRST - HYMS00 LAST - vims FIRST - HVMS00 LAST - vms

FIRST - HYMSDO LAST - vme
ed

bl

First Na: Name Unavailable

Last Name Unav, First Name, L

NANMAL ARy P

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 look 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”.

w PHA D:

rwiew and Ap; ve
Pendng Hord Edits Tabs

* ME Approval By PHA

= HE Approval By FA

Generate Reports
Exit VMS

vouche tansgementsysten

Home Page

Hello, FIRST - HVMS11 LAST - vms
(1f you are not FIRST - HVMS11 LAST - vms . please log out by going to thiz liak immediately anc call the TAC at 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

Supplemental Reporting Form
OME Approval No.2577-0169

Publ grong burden for this collection of information 1s estmated to average 1.50 hours per response, including the time for reviewing
instrucbionsy~s&arching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. This awQcy may not conduct or spansor, 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 nTawiain financial reports in accordance with accepted accounting standards to permit timely and affective audits, The
financial records identify the amoufsgqf annual contributions that are received and disbursed by HAs. Responses to the collection of information are
required to obtain 3 benefit or to retain 3 efit. The information requested does not lend itsalf to confidentiality.

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

K'\"'vv“"\,’\w”‘\w"‘/\-.»w/\

B W e SIS S S W VY
VMS Home Page

5.3.1 PMC Approval by PHA

When you sel
allowing you t

ect “HE Approval by PHA” from the VMS Home Page, this screen will display,
o0 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

Plesse type the PHA Code: PADGS

Please select the state 1o which the PHA belongs: AK =

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 Management System

Prior Month Correction (PMC) - Approve By PHA

Please Select a PHA: PADOS Allentown Housing Authority v

| Reset GO | e

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 i
Prior Month Correction (PMC) - HE Approval By PHA

Ramrd 19, PABOA IR SOOI AT 8

i uramenCaiiplaing iy X amn sakiie s PRIC, aet iy tha vt cheuld

it ST
ST s e TTY s e e v — » |
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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 &
Communities Voucher Management System

Prior Month Correction (PMC) - HE Approval By PHA

age PHA Data PADOA A
* View PHA Data Tabs

* Review and Approve Reccrd Te: PADD4
Ponding Hard Edits Tabs

umL Voucher UML and HAD Meving To Work Anpeave

* ME Approval By PHA fleview the Hard Edit Error Message and then
Error HEQO2: PHA has reported Moving to ect one of the predefined ressons for
* HE Approval By FA Wark (wasing, but PHA does not heve o HEQOZ - N Units Lessed ecceptance or welest *Other’ and wnter
Meving te Wark sragram, additional carmmants in tha Commant
saction balow

Generate Reports

et v rab Selection Field Selection Al et Am oy | e Aout

usher UML and WAS Maving To Work HAP 150 3150

l

Error HEO13: BHA has reported Moving to
HEO13 Work HAP expenses, but PHA does not have | HE013 « No Units Les:
& Maoving te Work program. odqlenu comem
section

er' and moter
nts in the Comment

<o

Review the Mard Edit Ervor Message d then salect one of the predefined
reasons for accaptance or select “Othsr” and antar additicnal commants In
the Comment section below, Review the Hard Edit Errar Message and then
select one of the predefined reasons for acceptance or select *Othac” and
anter additional commants in the Commant section

o

Record 1d: PADO4)201106:04/17/2013 13:1448:26

Tab Sclection Ficld Selection P T L —

Voucher UML and HAD Family Unifi

tian

Review the Mard Edit Error Message and then
Error HEO29: PHA has raportad Family salect ons of the predafined rassons for
HEO23 Unification leasing, but PHA doss not have 3 | HEO2S - No Un acceptance or salact *Othar” and enter
Family Unification program. additional comments in the Commaent
zaction balow

Tob Selection 1 Selection Al oot A G Ao

Veucher UML and HAD mily Unification HAP 500 | sc0
2 Review the Hard Edit Error Meszage and then
Error HEQC15: PHA has reported Family wct one of the predefined ressons for
HEO1S Unwhcll-:}ﬂ HAPD axpanseas, but PHA doas not HEO1S - Dther accaptance or aslect ‘Other” and anter

Family Uni

m additional carmments in the Comment
saction below

Rwov-tn Hard Edit Error I & and then select one of the predefined
‘or acceptance or Other” and enter additional comments in
Lu. Eurnﬁ\.w& section below Review the Hard Edit Error Muu;c and then

zelact one of the predefined
enter addit
Edit Error M
sccaptance or salect "Other” and o
Comment section below Review the Hard Edit Error Message
select one of the predefined sons for acceptance or select
enter additional comments in the Comment secion below

lect

Other” and

ord Id: PADO41201107:04/17/2013 13140:21

T YT Ficld Selcction I T P T e [

UML 3nd HAP Moving To Work 10|10

L Voud!

Approve

Ruview the Hard Gdit frror M

pprove.

g% and then
Ervor HECOR: PHA has rapcrted Moving to -
HE00Z Wark leasing, but PHA doss nat have a HEDOZ - Mo Units Leasad acceptance or select "Othar”
Moving to Wark program additional camments in the Comment

==ction below

Tab Selaction Field Selaction [ hmoin [nitasimant Aot rent A

Voucher UML and HAD Maoving To Work HAR 200 | 200
E Review the Hord Edit Error M
Ervor HEQ13: PHA has reported ing Jwct one o predefined
HEO13 Work HAP swpanses, but DHE daas nat have | HEO13 - lis Units La acceptance or aslest ‘Other’ and antar
a Maving to Wark program. additional comments in the Comment

section below

PHA Justification FA Comments

Review the Hard Edit Errar Message and then sslect one of the predsfined
Other” and entar additional
the Comment section belowsteview the Hard EdIt Error Meszag
zalect one of the predefined reazons for actaptance or sele:
enter additional commants in the Comment =ection bReview th= Hard Edit
Error Message and then select one of the pracefined reasons for

“Other” and entar additional commeants in the
Comment section below Review the Hard Edit Error Message and then
zalect one of the pradafinad raasons for accaptance or zelact “Othar” and
enter additional commants in the Comment zection below

Retum | | Submit

NN N AAASTNNL AN AN AN\ AW A AN NN, Pt f A AN

T Y S SRSy L S S S o PR U L e P e o NI N

PMC Pending Corrections List by PHA
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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 &
Communities Voucher Management System

Prior Month Correction (PMC) - HE Approval By FA

Financial Analyst

abs

* Review and Approve
Pending Hard Edits Tab:
e kit Please Select the appropiate Financial Analyst from the dropdown list: Bobbi Stracker -

PMC
HUD-EM(
* HE Approval By PHA Reset [@]H /

¢ HE Appeoval By FA
w’“ﬁ"‘mw‘ &P oirmnne waate. ,--‘_ & ,‘v‘*#““"‘“‘\‘-'“““'\_’ ey S NP RN

PMC FA Selection Menu

VAL 44

When you select the FA name, a screen like this appears, displaying all pending Prior Month
Corrections for the Financial Analyst.

Homes &
C Voucher Management System
Prior Month Correction (PMC) - HE Approval By FA '
Manage PHA Data Financial Analyst: Patricia Young
* View PHA Dal
1 W Voucher UML and HAP Novmo Towerk 23| PMCH pmdmg
PMC 2 1D003: 2 :03/13/20 :58:5 Voucher UML and HAP Maving To Work HAP $54 PMC-Pending
HUD-FMHC 3 MD018:201203:06/26/2012 12:03:38 Voucher UML and HAP 5 Year Mainstream HAP $82,958 PMC-Pending &
b 4 MDO018:201203:06/26/2012 12:03:38 Voucher UML and HAP 5 Year Mainstream 100 PMC-Pending
* WE Approval By FA (
Retumn | | Pant

S S PS S SE  SRRPRT P CPeY T S o S B T P
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

e The Record ID, which is composed of several other fields:
o PHA number
o 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

Page 99



llyhy ,
Voucher Management Systems (VMS) User Manual

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.

Homes &
t Voucher Management System
Prior Month Correction (PMC) - HE Approval Page '
MDO03 Frederick Housing Authority August 2012 ’

Manage PHA Data
® View PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

ion Prior Amt i Adjustment Amt | Cument Amt

PMC

HUD-FMC

® ME Approval By PHA
* HE Approval By FA

Prior Amt Adjustment Amt Cumrent Amt
Generate Reports

Exit VMS HEP = HAP ~

Re

p T W VL s Wi e S WD P

The White Housc

Approve Disapprove

| Reset Process and Reum | )
e R N S NI NP el S SR T Al Lt e PR
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

Manage PHA Data MDDO1 HOUSING AUTHORITY OF THE CITY OF ANNAPOLIS

* View PHA Data Tabs

* Reviow and Approve
Panding Hard Edits Tabs

There are no additional hard edits pending approval for this PHA

A

PMC
D-FMC

* HE Approval By PHA Retum |

* HE Approval By FA

Fonorate Gooots f:-«,,ﬂm,.,/ W g }ﬂv,,.‘\.m.\kf_uwwrﬁ,«ﬂwﬂ,\ N B P

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.

rior Month Corrections Report — by FA
Y 1y MR | Division: Operations
Recw Racord 1D Division Financist Anatyst Tan Seisction Fisla Salection "AMoUnt Status
Voudnes NumBber 6f Vouchers Under Lease
1 ASD01:08:2010.04:07:201012:45 3271 Easl John @ Publ ML e YA | (HAP Contraction the last dayof the | $1,234,567.890.12 [ Disapproved
- 13
2 AS001:08:2010:04:07-201012:45 3290 East John @ Pubii ;::}"E""’”:'l‘; $1.234.667.89012 | Appeoves
= BCOD1:082010:04:07:2010.12:45:32PM East Joha @ Public Exm"‘g‘:‘g‘;::mm Expensa 1 Amount $1.234 5567 8! Pending
Tris 1=
. e 2 o - e Addi = fieid and
)10:04:0 2-45:321 E o ohn Q. P 561 ¢ enoi
4 CD001:08:2010:04:07:2010:12:45:32PM East Jehe G Pl por Expanse 1 Commaent DasnawE Pencing
and enter
5 DEQD1:08:2070:04:06:2010.10: 15 12AM Esst John @ Pubilc U,\E"z‘:_\‘g",“w OHAP Familias Assistod - Units $1234.557.890.12 | Approved
DG01:08:2010.04.06:201010:15:12AM South John @ Pusii UML anasiap | DHAP Families Assisted— HAP $1,232.6567.89012 [ Approved
Voucher Numbar of Vouchers Under Leaze
7 HI 425:05:2010.04:04:2010.:09:35:32AM South Jonn @ Pudiic UML e YA | HAP Contraction the last cayof the | $1.294.567.890.12 | Disapproved
montn
-] H5425:05:2010:04:04:2010 06 38:32AM South Jahn @ Publi 3‘:‘2;::’;‘\:”; $1.234 667 85012 Approved
o ME£2505201 110-09-36:32AM South ohn & Publi BM’;‘,’E',}!_"G"’;'"_‘M Expense 1 Amo: $1,234 667.890.12 Pending
3 memo
‘DAD w est ohn . Plbiie Additional ; G and will allow
2010:04:04:2¢ 3 W es John 2 c xpansa 1 Comir ending
10 NH425052010:04:04:2010 05 3532AM Ll Exponceicommants | EXPanse 1 Commant g e ek Panding
and enter
" P A%25:05:2010:04:04:2010°06:36:32AM W est onm G Pusiie DHAP Familias Assisted - Units $1.234.667.89012 [ Approves
12 WAQ15.08:2010.04:04:2010:09:38:32AM w est John @ Pudil DHAPR Familles Assisted — HAP $1234.567.890.12| Approved
o NOMBber 67 Vouchers Unaer Lease
12 WV054:01.:2010.04:02:2010:01:12:31PM W ast John @. Pubiic UML o LAP (HAP Goniract) on ihe 1ast oay of 1he $1,234.067.890.12 | Disapproved
" maontn

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
o 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,

o Recap Worksheet

o Utilization Graphs

When you click on the Executive Summary Tab the following report selection page, will
display, as shown below.

Homes &
Communities Voucher Management System
5 Dipurirwes ol Hrink
e Manage PHA Data
Secura Systams G
= enea/Co n

ANentewn Howsing Authority

P

Pl

Combnws || Retum

gt W o 0n gl gpsimantot il e i BTG it il AT o e WA BT

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 If you 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

Homes &
Communities Voucher Management System Apl 9, 20
e % ;

Manage PHA Data (
4

YEAR: 2012

ExecutiveSummary

Exacutive Summary - Public Housing Authority Allocation and Batances ————

HUD Calculation

Hudgat Authodty fram HUOCAPS CYTD 7,760,813
HAP Expenss Reported n WMS CYTD 4,002,430

WA Begnning Balance from Prior Year End Balence [] '
-
+

Other Revenues Reported 1 VMS CYTD 8,992
End of Currant Month Nat Rostrictad Assets (NRA) 3,677,364
PHA Estimate of Net Restrictad Assets (NRA) 1,235,454
PHA Estimata of Cash on Hand (COH) 1,235,464 e

Utillzation
Ubikzaton Units (LML / UMa) [] 40
tikzation HAP (HAP / ABA) 0.53
Utikzation AT Funds =~ HAP expandsd CYTD/ARA + (Budgated MRA . 1 Menth proratad NRA cushion; 0.53

Utilization Units Graph Utilization HAP Graph

2 % —BALMEI; Leasing % — BA*HRAUMEatN

Pt | | Return

£y
The White 8§53 31737 8¢ & §FFg§ 278
Uws s LLs HAP va BA, HAP vs BAINRA

Y e o O N A e a o puewe ob SRSy S Sy Lt NPw T S S S
Executive Summary — Allocations and Balance

6.1.2 Recap Worksheet

Voucher Management System

Manage PHA Data

PAO Allentown Howsing Authority MONTH: October YEAR: 2012

ExaotneSummary

Execytive Summary - Public Housing Authority Recap

Execetive Summary - Public Hessing Authorisy Racap

=== MRA Balance as of 12/31/2011: 0
4B Dishursad YTD 7,760,014
HAP Expendture YTD 4,092,438
Ramaining NRA YTD 3,666,376
Inchuding NRA
© Highifty 7,760,814
Ramaiing CY Bligkikty 3,666,376 3,668,376
C©Y Months Remaring 2 2
Monthy CY Eigkiity Remaring 1,034,188 1,034,188
Unit Months Avalable CY 14,075
Unit Meonths Leased CY 6,530
Uit Months Remaining CY 7,535
Monthly Unit Months Availsble Remaring 498
Unit Months Funding Would Sugpert -15 3,766
Monthly Units Funding Woud Support -8 3,708
Mrsmum Avaiable or Supportable 7,535 5802
Mirimum Available or Supportable Monthly 7,535 = -498

* Represents units supportable by ABA only - no uze of NEA and withn UMA limits
** Reprasents units suppertable by Jl funds inchyding expenditurs of 3l NRA and all ABA, and 5o within LMA Imits
== (NRAD12/31, ftar offsat daducted)

Pre] | Aakm

MU A AL A o 2 A s Ve o g, Yy 0

s Qg g e g A g g P g G s gl et cmsmtisa s P A ottt A . gl o AN G,

Executive Summary — Recap Worksheet
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6.1.3 Utilization Graphs

Voucher Management System

Manage PHA Data

YEAR: 2012

Exenutivesummary

Exacutive Summary - Public Housing Authority

Utllization Geaphs - Pisbic Housieg Author ity Overview

Summary Graph A
. Outatrput w
* Satus Checking i
P—r—— .o
ur v -
=
o

I & 7§38 7F & i
rigation Unis Craph

[ tsasing % —BausEtn — BAYNRA LtIE )

N i)

1,403 1,305 o $544,602| $814,867|  3349,602 6% 96% [$624.42
FEB 1403 1,306 93% FEB| $844,002 $820,232| $844,602 7% 97% | $628.05
MAR 1,403 1,303 3% MAR| $243,602 $81B,626) $844,502 7% T $528.25
APR 1,418 1,208 0rH APR| $855,002) $803,096) $855,002 % % $518.72
May 1418 1,285 91% MaY | $855,002  §798,875  $855,002 93% 3% |$621.69
LN 1418 20 1% JUN| $357,506  $2,000) 352,506 0% 0% 5100
N 1403 0 0% ML 5604,852 $1| s604,852 0% 0% 0
G 1,403 2 = AUG| 564,852 421,003 3664,352 3% % 91317
SEP 1,403 0 % SEP| $664,852  $13,738) $664,852 2% 2% »
T 1,403 0 % OCT | $064,852 $0| $604,352 0% % %0
¥TD| 14,075 6,540 an ¥TD |$7,760,814 $4,002,438 | $776,081.9 53% 53% 462576
Prre] [ Retum

L\s‘\~\,,~."\r’\./"\"*\..m/\/\/’“ ANAT A A AN A

R e ,\,.,__’,_7/—«._‘_‘_/._ e T ooy | — P oA st

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:

Homes &
Communities Voucher Management System
wed Urbur e 2

Manage PHA Data

AN N

oy rcame/Expanses a/Comments Submission cutiveSumma
Exacutive Summary

National
Ragon
State
Field Office

Public Housing Authority

Contrue.

il ol ool p el sl s et ) N T e VeV e PRI Y

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:

Homes &
Communities Voucher Management System
75 Depwarare of Heesw 2

Manage PHA Data

MONTH: Nowember YEAR: 2012

<
Py
P
Executive Summary = l

National
Region
Stata

Figld Offics '
¥ Puble Housing Authorty {

HA Number: HA Name: PAN1 Housing Autecrty af the City of Pitisburgh
Alocations and Balancas Recap Worksheat Utikzation Graphs
N
Contirue | [ Retum j
e I o™ .r.[ S O o o PR N0 NP N NP o SRR NI e s N i e Y J‘r‘__‘\ﬂ/ ol

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.

Voucher Management System

Home Page

Mullo, FIRST - MVMEOO LAST - vene
(IF you mre not FIRST - HYM200 LAST - vrne . pleane log out by going to thin liok Immediately and call the TAC st 028-243-4260.)

Voucher for Payment of Annual Contributions and Operating Statement
g As “e Pay s Program

Supplemental Resartin
OMB Agproval

Public reporting burden for this collection of information is estimated to average 1.50 hours per rasponse, including the ume for reviewing
nstructions, searching existing data sources, gathenng and mantaining the data needed, and completing and revievwing the collection o
information. This agency may not conduct or sponsor, and you are not required to respond to, a collection of information unless that collaction
displays a2 valid OM8 control numbear. Authornty for this collaction of nformation is the Housing and Community Devalopmant Act of 1087. Housing
Agencies (HA=) required to maintain financial reports in accordance with accapted accounting atandards to parmit timaly and effectiva audits. The
financial records identfy the amount of annual contributions that are received and disbursed by HAs. Responses to the collection of infoermation are
required to obtain a benefit or to retain a benefit. The information requested does not lend itself to confidentiality.

AAAMAAA

click a link on the side menu.

To © ph

VMS Home Page

The “Generate Reports menu will display. Note: For PHA users (UDE), only the VMS Data
Collection Report is available.

Homes &
mmunities Voucher Management System

Generate Reports

Click the report you want to generate:
« VMS Non-Submitter Report

Manage PHA Data
* Enter PHA Data Tabs

¢ Review and Approve
Pending Hard Edits Tabs

« VMS Leasing and Unit Expense Report

PM(C .
¢ VMS Hard Edit Report
PHA

* Data Input

* Stalus Checking
HUD-FMC

- S PMC < L epo il

* HE Approval By PHA

S-S Anvuiet Sy F « VMS PMC EMC Status Report

Administer VMS

Generate Reports
Exit VMS

s VMS PMC Status Report by FMC Division i
~

Resources

o Nl R I T N R A NP PP ™
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
Number of Non-Submitters per Month
Number of Non-Submitters per PHA
Percentage of Non-Submitters

Secure Systems

Voucher Management System

VMS Non-Submitter Report

<< BEack to Ganerata Raports Many

Manage PHA Data
* Enter PHA Data Tabs

Select a Date Range

NOTE: With the "Start” and "End” dates indusiva, the date rangs should NOT excesd 12 months,
¢ Review and Approve

Pending Hard Edits Tabs
== Please select a date range: MM~ YYYY ~ to MM +  YYYY ~ State AK ~
*M(

PHA Report

* Data Input & Data Table
* Status Checking
HUD-FMC

Number of Non-Submitters per month

AV AA B

* HE Approval By PHA Number of Non-Submitters per PHA
* HE Approval By FA Parcentage of Non-Submitters

Administer VMS Reset Go

Generate Reports
Exit VMS

TP i R P et ™ i ome” N
Non Submitter Parameter Selection Page
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The Following report is produced from the above selection.

Homes &
Communities
US Dep sy

Secure Systems

Manage PHA Data

* Enter PHA Data Tabs

* Raeview and Approve
Pending Hard Edits Tabs

PMC

PHA
Data Input
Status Chacking

UD-FM(
HE Approval By PHA
HE Approval By FA

Administer VMS

Generate Reports

Inst
Quick Referances

The White Housc

Voucher tanagement systen

VMS Non-Submitter Report

<< Back to Genscate Reports Meny

Select a Date Range
NOTE: With the "Start” and "End” dates inclusiva, the dats range should NOT excesd 12 months.
Please select a date range: 01 v 2015 v to 12 V| 12015 v State |[MD v
Report

®) Data Table

) Number of Non-Submittars per month

) Number of Non-Submitters per PHA

) Percentage of Non-Submatters

=] &

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 06/2015 0772015 08/2015 09/ 5 10/2015 11/2015 1272015

E 3 E [ e E [ENE

E E E E E E E N N
E £ E E E E

N N N N N N N N N N
E 3 E 3 E 3 3 N N N
N N N N N N N N N N
E £ E E E N N E N N
N N N N N N N N N N

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 “VMS 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 &
Communities Voucher Management System
US Departmen sng

Lot VMS Data Collection Report p

Secure Systems
<< Back to Ganerate Reports Menu

Manage PHA Data

 Enter PHA Data Tabs “Enter PHA Code

* Review and Approve
Pending Hard Edits Tabs

PM( Please type the PHA Code: PADD4

PHA
* Data Input
* Status Chacking

[Reset| [Go

HUD-FMC e &=

® HE Approval By PHA

* HEA | By FA - OR-

pproval By
Administer VMS Select PHA State
Generate Reports
Please select the state to which the PHA belongs: AK ~

[Reset| [Go

\/\/“"w’\%’“\”\w

TN N e N N eh M st ,.._A_.--\_./\“/--.J-MM\-—-
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

Secure Systems

Manage PHA Data

’%:

£

f

B

B
P\ A

Select PHA
* Enter PHA Data Tabs

® Review and Approve
Pending Hard Edits Tabs

Please Select a PHA: AK0D1 Alaska Housing Finance Corporation ~
PMC

PHA
& Data Input | Resst |Go <
* Status Checking

HUD-FMC

HE Panrovrton oo

A Nl g ettt meiecl Nl b s s g

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

Page 112



Voucher Management Systems (VMS) User Manual

e Line Graph
e Pie Graph
e Horizontal Bar Graph

Homes &
Communities Voucher Management System

and o VMS Data Collection Report

Secure Systems << Back to previous page

Manage PHA Data

Select a Date Range
NOTE: With the "Stat” and "End” dates Indusiva, the date range should NOT exceed 12 months,
« Reviow and Apprave

Pending Hard Edits Tabs >

* Enter PHA Data Tabs

Please select a date range: MM~ YYYY ~ to MM ~ YYYY ~

PM( 3
ER Report

" @ Dota Table

Data Input
5 ,E TS Line Graph

tus Checking

RORERESER Pie Graph

« HE Approval By PHA HonizontalBar Graph

® HE Approwal By FA

Resel [a]

Administer VMS

Generate Reports
aat Vo

‘A\‘f--AM.M‘MWIAJ"—w-VI\,“-W—AAJM”.IMWJ‘MM\R*N ™
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.

VMS Data Collection Report

Manage PHA Data Excel Format
* Enter PHA Data Tabs B
VMS Data Collection Report (
* Review and Approve -
Pending Hard Edits Tabs From 01/01/2016
PIC To 08/01/2016
PHA As of 11/18/2016
* Data Input PHA Code CToes
* Status Checking
HUD-FMC PHA Name Canton Housing Authority
® HE Approval By PHA PHA Type Section 8  —————e
o eproml iy A Point of Contact Mariama Tester
e Point of Contact Phone (123) 456-7890
Generate Reports E-mail User01_PIH-VMS@research.nonprod.hud.gov
Jan-2016 Feb-2016 Mar-2016 Ape-2016 May-2016 Jun-2016 Jul-2016 Aug-2016 §
Mailing lists Rental Assistance 2
:r;:vv us Comcant 4 CRADE) 100 10 70 10
Rental Assistance
N $1.000 $100 $1.300 $100

HAP)

e e N N = AN S e D e O G
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

3.
3
{
P

penses incurred) - ———
e g [y e —

> 30 12/77 /7016 1 AR i CanAre it A calling Thar sach of you
MW PIIA to
the type of
xpense Incareed
Amount - 8

MW - Other Commants artment. Public semvice 1 0 o
Description (Fita te s -
The tvee of cerving i pacpie Thraugh cau
v pracrsen Sens sacremat) - R e banefited from your dev

ta thraugh your d ok and dedi 200
he Americon peomic. Throuah courticss

fited from your devotion to e

to youtar your tiraiace cannc

Dinantur Namse

MAMAMAMMAG AN

——
Disastar Famitias - e ——
e ARt SN g™ B O s e S B T . s

DCR Report-Comments Link

%

Comment

Public service is a calling that each of you has dedicated your professional lives 1o through your daily bard work and dedication 1o serviag the American people. Through countless ways millions of Americans have benefited from your devotion
10 the mission of HUD aad we are all indebted 10 you for your tireless service. As we come 1o the ead of our Public Service Recognition Week please reflect on how important 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 your service to our country and the mission of our Department. Public service is a calling that cach of you bas 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 service. As we come 10 the end of
our Public Service Recognition Week please reflact on how imp your individual and our colk 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. Public service is a calling that each of you has dedicated yous professional lives to through your daily hard work and dedication 1o 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 you for your tireless service, As we come 1o 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 Sevretary and [ thank you for your service to our country and the mission of our Department. Public service is a calling that cach of you bas dedicated your professional
tives to through your daily hard work and dedication 10 serving the American people. Through countless ways millions of Americans have benefited from your devotion to the mission of HUD and we are all indebred to you for your tireless
service. As we come to the end of our Public Service Recognition Week please seflect on how important yous individual asd our collective work is fo 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 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 indebied to you for yous tireless service. As we come to the end of our Public Service Recognition Week please reflect on how important
your individual and our collective work is 10 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 Deparunent, 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 10 you for your tireless service. As we come to the end of our Public Service Recognition Week please reflect on bow imp your indi and our colk 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 1o the end of our Public Service Recognition Week please reflect on how important your individual and collective work i3 to the
lives of Americans and the well-bemg of all groups. Public service is a calling that each of you has dedicated your professional lives to through your daily hard work an M00303 04/05/2016 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 service. 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 I 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 you for your tireless service. As we come to the end of our Public Service Recogaition
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 I 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 you for your tireless service. As we come to the end of our Public Service Recognition Week please reflect on how important your individual and our collective work is 1o 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. Public 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 to the mission of HUD and we are all indebted to you for your tireless service. As we come to the end of
our Public Service Recognition Week please reflect on how fmportant your 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. Public 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 to the mission of HUD and we are all indebted to you for your tireless service. As we come to the end of our Public Service Recoanition Week please reflect on how & your and our collecti
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. 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
service. As we come 1o the end of our Public Service Recognition Week please reflect on how imp yous indi and our collective work is 10 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 individual and collective work is to 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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File Download @

Do you want to open or save this file?

xl Name: DataCollectionReport.xis
[ Bkl I Type: Microsoft Excel Worksheet, 145 KB
From: localhost

[ Open ] [ Save ] [_ Cancel ]

While files from the Intemet can be useful, some files can potentially
hamm your computer. f you do not trust the source, do not open or
save this file. What's the risk?

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.

From 1/1/2016
To a8/1/2016
As of 11/18/2016
PHA Code CT068
PHA Name Canton Housing Authority
PHA Type Section 8
Point of Contact Mariama Tester f
Point of Contact Phone (123) 456-7890
E-mail User01_PIH d.hud.gov
Jan-16 Feb-16 Mar-16 Apr-16 May-16
Rental Assistance Component 1(RADT) ] n o n
Rental Assistance Component 1(RADT = HAP) 41000 400 130 00 ,__,f)
Bonga! §7 ~tageameant? JBAI. df g T B oo W NI SRR NSRRI N o ,,_../-"“‘-..._I« P >

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.

Voucher Management System
Generate Reports

Secure Systems Click the report you want to generate:

* VMS Non-Submitter Report

Manage PHA Data

* Enter PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

VMS Data Collection Report

= VMS Leasing and Unit Expense Report

PMC

* VMS Hard Edit Report

* Status Checking
HUD-FM(

VMS PMC Status Report by FMC Division
* HE Approval By PHA

* HE Approval By FA

VMS PMC FMC Status Report

Administer VMS
Genarate Raports
Exit VMS

PHA
e VMS PMC Status Report by FA g

NG s i st ™y o A et TN G o P g T

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 Voucher Management System
US. Departmes ousing

and Urban Cevelopmens

Leasing and Unit Expense Report

Secure Systems N
<< Back to Gensrate Repors Meny

Manage PHA Data

* Enbe HA Data Tabs

* Review and Approve

Panding Hard Edits Tabs

Please type the PHA Code:

PMC

PHA

* Data Imput R_ e

* Status Checking eset I Go

HUD-EMC

* HE Approval By PHA - OR - ~
* HE Approval By FA §

Select PHA State

Administer VMS

Generate Reports
Please select the state to which the PHA belongs: AK ~

Reset | \Go,

mn TN s s N PN o
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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Homes &
Communities

Secure Systems

Manage PHA Data
¢ Enter PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

PMC

PHA

¢ Data Input

+ Status Checking
HUD-FMC

Voucher Management System

Leasing and Unit Expense Report
€< Back to previous page

Select PHA

Please Select a PHA: CADOT Housing Authority of the City & County of SF v

Reset | Go

. .*/‘\w...,./\fw_“r’ \V[\‘f‘-»—'\ /‘M“‘M»vM‘JM’J‘»M“\/’\W‘M~’M'“ e

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.

<< Back to pravious page

Voucher Management System

Leasing and Unit Expense Report

Select a Date Range

NOTE: With the "Start" and "End" dates inclusive, the date range should NOT exceed 12 months.

Please select a date range: MM ~ YYYY ~ to MM ~ YYYY =
Reset —(a
"\. \A'»Mh‘ e \..f'. L i S YCRPRPRE T Ty o ' asadefen . -nu‘"w‘m.,,wa‘, fu‘*'u b

Select Date Range Menu Page

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.

A N
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Homes &
SRR Voucher Management System
[ of How

Leasing and Unit Expense Report

<< Back to pravicuz pags

Manage PHA Date

* Enter PHA Data Tabs

¢ Review and Approve PHA Code PADOS
Pending Hard Edits Yabs

S PHA Name mn ing ity
PMC Field Office Code 3APH
PHA
S As of 04/09/2013
« Status Checking PHA FYE 06/30
o HE Approval By PHA Mainstream  Mainstream P Combined
R T s Month/Year = Monthly UMA  Monthly UML S:-Year 5-Vear Ownership =~ 2252 | TotalHAP | HAPPUC
uma uML Rate
e 08/2011 75,583 1,335 0 0 0 1.77%  $838,631  $628.19
Generate Reports
Exit VMS HA Fiscal Year-To-Date Information
Requl [ HAP Total| $838,631
UML Total| 1,335 0 1,335 Regular Utilization Percentage 1.77%
UMA Total| 75,583 0 75,583 Mainstream Utilization Percentage 0.0%
Difference between UMA and UML| 74,248 0 74,248 Combined Utilization Percentage 1.77%
UMACAP 906,996 0 906,996 Average PUC|  628.19

| Excel Format

\Mﬂv’\.f“\mﬁ\/"\/w’\m/\/\f’\.w\/

LT RN L SN N oW RSOV S S ”.N’}‘.fw‘«—m\‘»f}'u{\f’\.-/f

Leasing and Unit Expense Report

R L SR

To see the report in Excel format, click on the “Excel Format” button at the bottom of the report:

A 8 C ) E F G H | %
PHA Code CADO1
Housing Authority of the City &
4 PHA Name County of SF
5 Field Office Code 9APH
5 Asof 4/6/2011
7 PHAFYE 30-Sep
3 Mainstream Mainstream Home Combined
3 S5-Year 5-Year Ownership Lease
10 Month/Year Monthly UMA Monthly UML uma umML Rate Total HAP  HAP PUC
11 12/1/2010 22 7482 0 0 1 3.26% $9,389,955 $1,253.83
13 HA Fiscal Year to Date Information
14 I i eam Combined HAP Total $9,389,955
1 | 0 7489 Regular Utilization Percentage  3.26%
0 229758 Mainstream Utilization Percentage  0.00%
0 222269 Combined Utilization Percentage  3.26%
o 27570956 Average PUC 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

Secure Systems Click the report you want to generate:

* VMS Non-Submitter Report

Manage PHA Data

e Enter PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

* VMS DRata Collection Report
* VMS Leasing and Unit Expense Report

PMC

* VMS Hard Edit Report

* Status Checking

HUD-FMC VMS PMC Status Report by FMC Division

* HE Approval By PHA
* HE Approval By FA

VMS PMC FMC Status Report

Administer VMS

Genarate Raports
Exit VMS

= Dk Tt VMS PMC Status Report by FA g

Resources

ERY T e W SO VUG e SO e T P s NP NPV~ L o
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 Management System

1ard Cdit Report

Enter FUIA Code ()

b

Mlease type the PHA Code: (
ool [Go {
B {

Select Fleld Office

Plaasae selaect the Field Offica to which the PHA balongs: ALASKA COMMUNITY SERVICE CENTER (0CPH) - )
Reset | [Go )

/3

WGP SRS el o o ATt o Mt o I M e g

PHA Selection Menu -1

The user then selects the desired PHA from the drop-down list
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Homes &
Communities VYoucher Management System

Hard Edit Report

=< Back to pra

Please Select o PHA:

Data Input
Status Checking

Mo Approvos o

DEDOT Wilmington Housing Authorty

Ga]

. PHA Selection Menu - 2

The system will generate a report of pending Hard Edits for the PHA selected.

Homes &
Communities Voucher Management System

Hard Edit Report

<< Eack to orevioys pege

D N IR T e U "’“\J

Excel Format

PHA Code PAOOS g
PHA Name Allentown Housing Authority
FYE 06/30
Status Financial Analyst Processing
Month
s Status i “
Data Input
« Checkiag First Neme, Last Name Unavailable First Namne, Last Name Unavailable
Sat r 2011 Pending Mard Bdit Submission Apgrove! 2 Days
17 October 2011 13 October 2011
HE Approval By PHA
HE Approval Dy FA Last Nama Unovailable First Neme, Last Name Unavailsble R
Julv 2011 d Edit Submizsion Approw Seme Doy
1 23 August
Administer VM4
First Name, Last Name Unavaslable First Name, Last N Unaymiable
Generate Reports Aprl 2011 Panding Hard Edit Submission - Sams Day
Exit VM5 18 M 2011 18 May 1
First Name, Last Name Unavaiiable First Name, Last me Unavaiable
Margh 2033 Pending Hard Edit Submission Approve: Same Day
19 May 2011 19 May 2011t
First Name, Last Name Unsyasilable First Name, Last Name Unavailable »
February 20131 Pending Mard Edit Submizzion Approver Same Day
19 May 2012 19 May 2011
First Name, Last Nama Unavailable First Name, Last Nama Uinsvailsble
nuary 201 Pending Hard Edit Submiss Agproved 1Day
18 Mey 2011 19 May 2011

el v i Al N ettty I it TN ot g Ao

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

Voucher Management System

Pending Hard Edit Review and Approval (

PAOO4 Edit Review and Appro MONTH: October

System Ma o5 o

[Financial Analyst decsion has been saved successhully!

* Data tnput Received Date:
’:' Anectina Approved: ves &  No
o HE Appraval By BHA
+ HE Approvel 8y FA
Comments:

Continue | [ Cancel

P RA ANy

By A il sy Qo o N Pl A G am Jm‘f,}

Pending Hard Edit Review and Approval Page
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Step -2:  Select the “Yes” button for approval or the “No” button for disapproval

Voucher Management System

Pending Hard Edit Review and Approval

MDO06 Edit Review and Approval MONTH: November YEAR: 2012

Voucher UML/HAP Y Income/Expenses ense/Comments { Disaster PHA Info (ECERERY

Manage ata
* Enter PHA Data Tabs

<< Back {0 peavious 0208

+ Review and Approve HUD Review and Approval
Pending Hard Edits Tabs

PMC Received Date:

p Approved: Yes @ wo
= Data Input

* Status Chacking

HUD-F

* HE Approval By PHA Comments:

* ME Appraval By FA

POt % Yo 2 W'Y Wt

Admimintmr VS

Generats Reports

(Sava] [ Cancel
Exit VMS

N W NP S S adesssgpamndl” v il b BVl g

Click the “Continue” button. The System message displays

Homes &
Communities Voucher Management System

US. Deparament of
el

Pending Hard Edit Review and Approval '

Secure Systems

Edit Review and Approval MONTH: October YEAR: 2012

Incom:

Manage PHA Dats Review

* Enter PHA Data Tabs << Back t2 oravious pace
* Review and Approve
Pending Hard Edits Tabs =

Financial Analyst decsion has baen saved sucoessfully!

HUD Review and Approval

A W o T il S B ol A GO tll A

Step -4: Click the “Continue” button

Voucher Management System

Pending Hard Edit Review and Approval

MONTH: November YEAR: 2012

Review and Approve

hes been saved su

HUD Review and Approval

= HE Approval By PHA

& HE Appeoval By FA Received Date:

Approved: Yes ®  No
Cenerate Reparts

Comments:

Contue | | Cancel |

G Y o SUCIR P OO VOV . NEORRE ve L w»,___.;,/‘“x__“,.... Sr A Nw i P ——
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The Pending Hard Edit Review and Approval menu page will again display with List of Pending

Submissions

Homes &
Communities

Manage PHA Data

® Enter PHA Data Yabs

* Review and Approve
Pending Hard Edits Tabs

PMC

SHA

« Dats Tnput

* Status Checking
HUD-FMC

* HE Approval By PHA
* HE Approval By FA

Administer VMS
Generate Reports
Exit VMS

FormS2681E

The Whate Housc

Voucher Management System

Pending Hard Edit Review and Approval

PHA Code
PHA name
FYE

Month

Octobsr 2012

September 2012

August 2012

Juns 2012

November 2013

September 2011

Eabruary 2011

Janusry 2011

Dec er 2010

November 2010

PAODS

Allentown Housing Authority

06/30

Status

FIRST - HVMSQO0 LAST - vms
Pending Hard Edit Submission
02 April 2013

FIRST - MO0300 LAST - vms
Pending Hard Edit Submission
25 February 2013

FIRST - MOQ300 LAST - vms
Pending Hard Edit Submission
30 January 2013

FIRST - MO0300 LAST - vms
Pending Hard Edit Submiseion
19 December 2012

FIRST - MO0300 LAST - vms
Pending Hard Edit Submission
13 December 2012

First Name, Last Name Unavailable
Pending Hard Edit Submission
21 December 2011

First Name, Last Name Unavailable
Pending Hard Edit Submission
21 November 2011

ailable
ission

First Name, Last Name Unav
Pending Hard Edit Sub
17 October 2011

First Name, Last Name Unavailable
Pending Hard Edit Submission
23 August 2011

First Name, Last Name Unavailable
Pending Hard Edit Submission
18 May 2011

First Name, Last Name Unavailable
Pending Hard Edit Subrmission
1S May 2011

First Name, Last Name Unavailable
Pending Hard Edit Submi n
19 May 2011

First Name, Last Name Unavailable
Pending Hard Edit Submission
18 May 2011

First Name, Last Name Unavailable
Pending Hard Edit Submission
19 April 2011
First Name, Last Name Unavailable
Pending Hard Edit Submission
19 April 2011

First Name, Last Name Unavailable

Financial Analyst
Status

FIRST - HVMSODO LAST - vms
Approved
0% Apnl 2013

FIRST - HVMS00 LAST - vms

Approved
ebruary 2013

FIRST - HVMS0O0 LAST - vms
Approved
21 February 2013

- vms

Approved
20 December 2012

FIRST - HVYMS11 LAST - vms
Approved
13 December 2012

First Name, Last Name Unavailable
Approved
21 December 2011

First Name, Last Name Unavailable
Approved
22 November 2011

First Name, Last Name Unavailable
Approved
19 October 2011

First Name, Last Name Unavailable
Approved
23 August 2011

First Name, Last Name Unavailable
Approved
18 May 2011

First Name, Last Name Unavailable
Approved
19 May 2011

First Name, Last Name Unavailable
Approved
19 May 2011

First Name, Last Name Unavailable
Approved
19 May 2011

First Name, Last Name Unavailable
Approved
1§ Apnl 2011
First Name, Last Name Unavailable

Approved
19 Apnl 2011

First Name, Last Name Unavailable

%
%
|
ﬁ

\_‘,pie":‘d)g Hard Edit Sul 3100 " . P y— Approved _’.\.\ :

If there is no pending submission for a PHA, the Hard Edit Report page will display with the
message below
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Homes &

Manage PHA Data

* View PHA Data Tabs

* Roview and Approve
Pending Hard Edits Tobs

PM(

HUD-FMC

* HE Approval By PHA
* HE Approval By FA

Generate Reports
Exit VNS

Voucher Management System

Hard Edit Report

<< Back to pravious page

{
/

~

PHA Code PADOS
PHA Name 1l Auth
FYE 06/30
Status Financial Analyst
Month Stat

THERE ARE NO PENDING SUBMISSIONS FOR THIS PHA

‘~r‘-~«~m‘\[“‘j\wf»'~”‘ zf;.l\./‘"-;MW~_J-.M,_{-_J\[W\,_‘l\‘f——\___

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
using

US. De

and

Secure Systems

Manage PHA Data

* Enter PHA Data Tabs

o Review and
Pending Hard Edits Tabs

PMC
PHA

* Dats Input

* Status Checking

HUD-FM(

« HE Approval By PHA
* HE Approval By FA

Administer VMS
Genarate Reports

Exit VMS

Resource

Voucher Management System

Generate Reports

Click the report you want to generate:
* VMS Non-Submitter Report

* VMS Data Collection Report
s VMS Leasing and Unit Expense Report

* VMS Hard Edit Report

VMS PMC Status Report by FA

VMS PMC Status Report by FMC Division

VMS PMC FMC Status Report

3
{3
:
;

Ag}lr",}—«.i»wv P o G o 3 s i Y i P .___',/\4’“,“

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

Homes &
Communities

Secure Systams

Manage PHA Data
* View PHA Data Tabhs

* Review and Approve
Pending Hard Edit= Tabs

PMC
HUD-FMC

* HE Approval By PHA
* HE Approval By FA

which the report will be based.

Voucher Management System

VMS PMC Status Report by FA

<< Back to Genarata Raparts Many

Finandial Analyst

Please select the appropriate Financial Analyst

from the dropdown list: Bobbr Stracker -

Reset |Go‘_\ /

Nl s A g Mo, N i gt am N ff'“ﬁ;

Page 123



lghy
Voucher Management Systems (VMS) User Manual

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:

r
Voucher Management System

VMS PMC Status Report by FA

£ < Back to Salect Financial Analvst

Financial Analyst: Test Tester

a Date of PMC submissi

NOTE: With the 'Start” and "End” dates inclusive, the date rangs should NOT exceed 12 months

Please select a date range (This will be the date of when the PMC was performed and "NOT” the 10 Vl 2011 Vto| MM v] YYYY Vl
month of submission): — —

Select a Sort Order

The system can be sorted in any of the following order:
State, PHA, Reporting Month, Status Code, Financial Analyst

Primary Sort Level Second Sort Leve Third Sort Level
State o State v State St

\/‘*wx-'\-»\’"\«ANW"/\‘

Reset a
Nt NN st B BTl NN e, e B N M N

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

PHA

Reporting Month

Status Code

Financial Analyst (FMC/FA)

o Default sort will be on date /time in descending order with newest on top

O
o
o
O

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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Voucher Management System

VMS PMC Status Report by FA

Manage PHA Data
Financial Analyst: Thomas M Vitek

* View PHA Data Tabs

* Review and Approve

Pending Hard Edits Tabs : 3
Financial Analyst ) Selectio Field Selection Current Amount | Current Statas

CAD28:201012:10-31-2011  South | Thomas Vitek Other Income and Expense Administrative Expenses §564,653 PMC-Submitted

FSS Coordinator Expenses

2 CAD28:201012:10-31-2011 | South  Thomas Vitek Other Income and Expense Covered by FSS Grant

c $9,079 PMC-Submitted
E Approval By PHA

FSS Coordinator Expenses

* HE Approval By FA 3 CAD28:201012:10-31-2011 South | Thomas vitek Other Income and Expense | -0 = 0o by FSS Grant $8,511 PMC-Submitted
T 4 CA028:201012:10-31-2011  South Thomas Vitek Voucher UML and HAP All Other Vouchers HAP $2,393,043 PMC-Submitted
Exit VMS S CAD28:201012:10-31-2011 South Thomas vitek Voucher UML and HAP All Other vouchers 4,642 PMC-Submitted
& CA028:201011:10-31-2011  South | Thomas Vitek Vaucher UML and HAP All Other Vouchers 4,444 PMC-Submitted
7 CA028:201011:10-31-2011  South | Thomas Vitek Voucher UML and HAP All Other Vouchers HAP $2,203,952 | PMC-Submitted
8 CAD28:201010:10-31-2011  South | Thomas Vitek Voucher UML and HAP All Other Vouchers 4,699 PMC-Submitted
g CA025:201010:10-31-2011 South | Thomas Vitek Voucher UML and HAP All Other Vouchers HAP $2,384,868 PMC-Submitted

FAAANAN A

Pant
WO L NP N O NP o Y A -MM/‘J‘}
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:
o PHA number
o 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.

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

.

PADOA Allentown Housing Authority
Month Year Tab Selection Field Selection
~ 2010 ~ Other Income and Expense ~ Administrative Expenczes
New Adjusted Value O!tl Value Difference in New to Old Value

e T N R I T e P SISV 0 IR NP o SR

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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GAO001:08:2010.04.07:2010:12:45:32PM

Voucher
UML and HAP

Num ouchers erLease
Contract) on the Iast day of the month

$1,234 567,89012

Disapproved

GA001:08'2010:04 07:2010:12:45:32PM

Other Income
and Expenses

Interest or other Income earned this month
from the investment of HAP funds and Net
Assels

$1,234 567 89012

Approved

GA001:08:2010:04:07:2010:12:45:32PM

Additional
E omments

Expense 1 Amount

$1,234,567,89012

Pending

GA001:08 2010 04 07:2010:12:45:32PM

A
Expense/Comments

E: 1C

This is a memo
nield and will allow
the user to enter
and enter

Pending

KY801:08:2010.04 06.2010:10:15:12AM

Disaster
UML and HAP

DHAP Families Assisted - Units

$1.234,567,89012

Approved

KY901:08:2010:04:06:2010:10:15.12AM

isaster
UML and HAP

DHAP Families Assisted — HAP

$1,234,567,890.12

Approved

TX425.05:2010.04.04:2010:09:35:32AM

Voucher
UML and HAP

Number of Vouchers Under Lease (HAFP
Contract) on the Iast day of the month

$1,234,567,890.12

Disapproved

TX425.052010:04 04 2010:09:35:32AM

Other Income
and Expenses

Interest or other Income earned this month
from the investment of HAP funds and Net
Restricted Assets

$1,234 567,890.12

Approved

TX425:05:2010 04 04:2010:09:35:32AM

Adamonal
Expense/Comments

Expense 1 Amount

$1.234,567,89012

Pending

TX425:052010:04.04:2010:09:35:32AM

Expense/Comments

E 1C

This 1s a memo
field and will allow
the userto enter
and enter.

Pending

VA015:08:2010.04:04:2010:09:38:32AM

Disaster
UML and HAP

DHAP Families Assisted - Units

$1,234,567,890.12

Approved

VAO015:08:2010:04:04:2010:09:38:32AM

Disaster
UML and HAP

DHAP Families Assisted — HAP

$1,234,567,890.12

Approved

WV064:01:2010:04:02:2010:01.12:31PM

Voucher
UML and HAP

Number of Vouchers Under Lease (HAP

Contract) on the last day of the month

$1,234,567,890.12

Disapproved

WV064:01:2010:04:02:2010:01:12:31PM

Other Income
and Expenses

Interest or other Income earned this monin
fromthe investment of HAP funds and Net
Restricted Assets

$1,234,567,89012

Approved

Page 1
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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:

Homes &
Communities Voucher Management System
of Housing

< Generate Reports

Secure Systems Click the report you want to generate:

* VMS Non-Submitter Report

Manage PHA Data

e Enter PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

* VMS DRata Collection Report
* VMS |Leasing and Unit Expense Report

PMC

* VMS Hard Edit Beport

* Status Checking

HUD-FMC T A
VMS PMC Status Report by FMC Division

* HE Approval By PHA
* HE Approval By FA

VMS PMC FMC Status Report

Administer VMS
Genarate Raports
Exit VMS

PHA
= Dk Tt VMS PMC Status Report by FA g

Resource

NG\ it it N A i ks PN g T

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.

Voucher Management System

VMS PMC Status Report by FMC Division (/

Secure Systems p?
3 << Back to Genarate Reportz Menu S
Manage PHA Data
* Vicw PHA Data Tabs = o - -
* Review and Approve S3aie Nahag 5 D
Pending Hard Edits Tabs

Please select the appropriate Financial Management East Division = (

* HE Approval By PHA
* HE Approval By FA

S —————— = Center division to generate the report on:
PM( /
HUD-FMC Resat

Generate Reports M—%vJ«T, ‘-"'\ = o "A T ﬂ'\—\ ;Wr\fwmﬂ“m " -2

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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" Voucher Managementsysters

VMS PMC Status Report by FMC Division

Financial Analyst: West

Divigion

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 I‘U E[znn E]lol MME]IYYW by

month of submission):

Select a Sort Order
The system can orted in any of the following order:
State, PHA, rting Month, Status Code, Financial Analyst
Pnmary Sort Level Second Sort Level Third Sort Level
State bf_: State l] State v
Reset I Go

PMC - Status Report — Date Range and Sort Order

The screen allows you to specify 3 levels of sort criteria for the report

e Adrop-down menu will display for each sort level. Possible sort fields are:

O

O
O
O
O

State

PHA

Reporting Month

Status Code

Financial Analyst (FMC/FA)

o 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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Homes &
Communities

Manage PHA Data

* View PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

M
UD-FMe

® HE Approval By PHA

* HE Approval By FA

Generate Reports
Exit VMS

Voucher Management System

VMS PMC Status Report by FMC Division

<< Gack to Selact » Date Range

Divicion:East Division

Financial Anafyst

7. Kathryn Smouse Hulse

Tab Selection

Other Income and Expanse

2 SC001:2031012:10/31/2011 15:20:00 Kathryn Smouse Hulse Other Income and Expense (
3 2 8 Kathryn Smouse Hulse Other Income and Expense

a SC001:201012:10/31/2011 15:18:03 Kathryn Smause Hulse Other Income and Expense

5 $C001:201012:10/31/2011 15:17:23 Kathryn Smouse Hulse Voucher UML and HAP

6 SCO01:201012:10/31/2011 15:16:48 Kathryn Smouse Hulse Voucher UML and HAP

22 $C001:201012:10/31/2011 15:16:48 Kathryn Smouse Hulse Voucher UML and HAP

8 5C001:201011:10/31/2011 15:13:45 Kathryn Smouse Hulse Other Income and Expense £
e SC001:201011:10/31/2011 15:13:18 Kathryn Smouse Hulse Other Income and Expense
108 SC001:200211:10/31/2011 10:46:08 Kathryn Smouse Hulse Voucher UML and HAP

108  SC001:200911:10/31/2011 10:46:08 Kathryn Smouse Hulse | Voucher UML and HAP

110  SC001:201002:10/31/2011 10:45:15 Kathryn Smouse Hulse Other Income and Expense
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$4,551
1,222
$646,522
$30,689
$458,448
0
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-$165,887

W

Current Amount | Current Status

PMC-Submitted

PMC-Submitted

PMC-Submitted
PMC-Submitted

PMC-Submitted
PMC-Submitted
PMC-Submitted

PMC-Submitted
PMC-Submitted
PMC-Submitted
PMC-Submitted

PMC-Submitted

» eonnsd

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

O

@]
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.

PMC

* Data Input
* Status Checking

Genarate Reparts
it VMS

PAOD4

Tab Selection
~ Other Income and Expense

Year
v 210

Allentown Housing Authority

Field Selection

+» Administrative Expenses

0id Value

pE——

Prior Month Correction (PMC) - Data Input

Difference in New to Old Value

o B DU J‘/h—w*’«ffm’m‘j’h‘ 1“‘»—A-_»*«:A_’J.,—-‘._bj-l,f“~‘,A‘\,\l-—.
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
1 m"“'m" Boce Sracner Ofer income and Epense _[Frud Recovery Total Colected This 970 |  PMCsumEes
| 5 f_&ﬁ?"“'m" l i I S e e e I:::mmmm o |y I
l ] sz‘;ﬁ‘“"m“ l Booo Sracker l Omer rcome anc Expence lmuoummuuo J WI PUC-Suomed ]
I " |f'°°3°"°“m" l Beco e I Omer rcome 3na Exmense |""""“'"”""°°"°""" I ml PUC-3uomaes ]
l s lm"“'m“ l Boce traoe I Omer meome sng Expense Im’;‘:"“""r; I "A”l PUC-Submzes ]
1 f Tunes ana Net Resveins Asset T 1 1
| i |mwuavmn l Sonl Svacher l Ofer come 36 Rpense lmmmmw l mml PMC-suomzes I
l |mnm‘mn I e Olbvie Sl i ligonis mﬂ""‘""""‘ l $1.18846 | PuCSwmEes
I |manm 1230301 J S Suncher Omer reame ing Expense lmnnmmw l 314790 | PMC-SwmEes l
l |cw:nnoumn l Bote Sracker l Omer ncome and Expense lnnm»..mn; l nmunl PUC-Submees
| 0 |mx"°‘ nen I Beco Sxacrer l Omer ncome and Expense |Mm luuul PUC-Suomzes
! , Icvzo;sonm‘mn ! Sottt Svacker ! Cmer rcome 3ns Exenze !Eé“é;"‘"":; .,:l PUC-Suemees !
l M |‘-’W3°"°“’W" I Bost Sracker I Voucher UML and HAR Imu-uuum I -,ml PUC-Submzes |
I " |manm'mn l Boco Trae l Voucher UML and HAP |~onvve-nn l uul PUC-3uemzes
I “% |mzononmn l i Gonchi l Voucher UL and HAP Omer Veuners AP I n.utml Puc-suomtes
I‘ lmmum|mn l o l Vouther UNL rd HAP m:vmzf"‘m I ||:.ml PUC-Suomzes l
[l | e | e i | B
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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:

Egr'ﬁ'ﬁfu?ﬁties Voucher Management System

Generate Reports

Secure Systems Click the report you want to generate:

* VMS Non-Submitter Report

Manage PHA Data
o Enter PHA Data Tabs
* Review and Approve

* VMS Data Collection Report

Pending Hard Edits Tabs 2 "
gt b s VMS Leasing and Unit Expense Report

PMC

* VMS Hard Edit Beport

* Status Checking

o VMS PMC Status Report by FMC Division

 HE Approval By PHA
£ HEADIOWS By FX VMS PMC FMC Status Report

Administer VMS
Generate Reports
Eit vMs

PHA
* Data Input VMS PMC Status Report by FA s

U A ——

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:

" Voucher Management systen
VMS PMC FMC Status Report
<< Back to previous page

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
month of submission): |10 EIZO” E]to[MM ZHWYY

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
|S|ote v State State v
Reset | Gol

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

Financial Analyst (FMC/FA)

e Default sort will be on date /time in descending order with newest on top

O
O
O
O

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 &

Voucher Management System
VMS PMC FMC Status Report

<< Back to Selact 3 Date Rance

Manage PHA Data

* View PHA Data Tabs Financial Management Center

* Review and Approve

Pending Hard Edits Tabs From: 10/01/2011 To: 11/01/2011
PHC Recs]  Recodia _____Joivision| Financial Analyst | Tab Selection | Field Selection | current Amount| current Status|
HUD-FMC
* HE Approval By PHA 1 CA028:201012:10/31/2011 15:29:32 South  Thomas Vitek Other Income and Expense éfé“e':':;’;"’a $564,653 PMC-Submitted
* HE Approvs al By FA FSS Coordinatar
5 - Expenses 2 p
2 South  Thomas Vitek Other Income and Expense $9,078 PMC-Submitted

= Caovered by F55
Grant

FSS Coordinatar
Expensas Not

Generate Reports
Exit VHS

= . H "MC-Si i
3 Thomas Vitek Other Income and Expense Covered by FSS £8,511 PMC-Submitted
Grant
4 Thomas Vitek Voucher UML and HAP All Other Vouchers 4,648 PMC-Submitted
s Thomas Vitek Voucher UML and HAP A1 Othen¥ouchere $2,393,043 PMC-Submitted
6 Thomas Vitek Voucher UML and HAP All Other Vouchers 4,444 PMC-Submitted
7 Thomas Vitek Voucher UML and HAP ;ﬂ\é"h“" Vouchers $2,203,952 PMC-Submitted

\M,-\Nwm%«\,

L Y P W | N Y ,w/“‘r,mfﬁM B T e e 2

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
o 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
Us iy,

Prior Month Correction (PMC) - HE Approval Page

CO052 Aurora Housing Authority July 2012

Manage PHA Data
D ¢ =

® View PHA Data Tabs Tab Selection Field Selection Prior Amt Adjustment Amt Current Amt

* Review and Approve [ s a

Penading Hard Edits Tabs

PMC HE Number Error Message Reason for Adjustment Comment

® HE Approval By PHA

* HE Approval By FA

Tab Selection Field Selection Prior Amt Adjustment Amt Current Amt

Generate Reports
Exit VMS

Family

Unification HAP - |

HE Number Comment
HEQLS - Error HEOL1S: PHA has - HEOQ1S - Other - PHA has FUP program «

reported Family Unification ~

_ i
FA Comments (
TegEr [

T Teden PP NP e et W L VNG N L SRR Y . CUNBIROTROIT U .V NSRSt
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 FMC Center
[ eedessemow ]
[Rec|  PewmiD [ Owsn | Franapowyst | TwSeeson [ FedSeedan [ Aduemenvont | Smes |
1 | MOGCTI04033077232011 | Operstonz | JEAN BAUGHMAN VOUTher UML and HAF | £ YearMansream AR B| FMCFendng
2 | MDOD2CH00SOTRSEI | Operatons | JEAN BAUSHMAN Voucher UML 3nd HAP | § YearManzream | PuCFendrg
3 | MOOOII00DSOT2S201E | Operstonz | JEAN BAUSHMAN Voucher UML and HAS | Mawing To Work HAP 8| PMCFendng
4 | MDOOTI01D0E072SQ2011 | Operavonz | JEAN BAUGHMAN Voucher UML and HAF | Moving To Work. o EMcEenarg
5 | MOOR20WWOTRSRINT | Operatons | JEAN BAUGHMAN VousherUML and HA® | § YearMansieam HAP £ PuoFenang
€ | MOCOZ:2010T072S2011 | Operstons | JEAK BAUSHMAN VoutherUML and HA® | § Year\ansream g| PMCFendrg
7 | MOOD220100307252011 | Operstons | JEAN BAUGHMAN Voucher UML and HA® | Tenant Protecson £ PMCFendrg
£ | MOO201005072SR011 | Operstions | JEAN BAUSHMAN Voucher UML and HA® | Terant Protecsion HAS E| Puceenang
S | MOZICIONIDTRERIN | Operatons | JEAN BAUGHMAN Vouher UML and HAS | Moving To Wort o FMCFenong
10 | MOOER20101ITTIER0IT | OpersSions | JEAN BAUGHMAN Vouher UML and HAS | Moving To Work =AP E FMCFenarg
11 | MDOOT201008 TRTRAT | west EATRICIA YOUNG Voucher UML and HA® | Portatie Voucher HAP £ PMCOspproves
12 | MDCDT 201007 0T8RO | west SATRICIA YOUNS Voucher UML and HA® | Moving To Werk o| PucOsxproves
13 | MOOOI2C10TOTI2ER0NT | West SATRICIA YOUNG Woucher UML and HAR | Moving To Wert HAP T | PMC-D=xpprovec
14 | MDOC120107OTT2ER01T | West EATRICIA YOUNG VousherUML and HAS | § Yearitansyeam HAP O] PMC-Approved
15 | NOCOTITIOIOTRERON | west SATRICIA YOUNG Vougher UML and HAS | S YearManzzeam o| Emc-Aproves
16 | MOOO1201007-O7ZERTIT | West FATRICIA YOUNG Voucher UML and HAZ | Moving To Wark [ PuMC-Dissmpeoves
17 | vooorasiomromzenon | wes FATRICIA YOUNG Voucher UML and HA® | Moving To Work HAS o | PuCOsxproves
18 | MOOOT:201OU7TOT2S2011 | West FATRICIA YOUNG Voucher UL and HAR | Moving To Wart o|  Pmc-Acproves
13 | MOOC12010TOTREROMT | West EATRICIA YOUNG Vousher UML and HAZ | Moving To Wark MAP 0| FPMC-Approved
Page1of 2

PMC - FMC - Status Report
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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:

e Restricted Net Position (RNP)

e Unrestricted Net Position (UNP)

o EHVP Restricted Net Position (RNP)

¢ EHVP Unrestricted Net Position (UNP

e Vouchers Leased End of Month

e All Voucher HAP Expenses After the First of Month

e EHVP All Voucher HAP Expenses After the First of Month

e Vouchers issued but not under HAP contract as of the last day of the month

e Cash/Investments as of the last day of the month

e Administrative Expenses Non MTW

e MTW - HCV Administrative Expenses

e RAD1UML

e MTW-Family Unification 2008/Forward HAP expenses After the First of the Month
e MTW-Family Unification Pre-2008 HAP expenses After the First of the Month

e MTW-Non-Elderly Disabled 2008/Forward HAP Expenses After the First of the Month
e MTW-VASH HAP Expenses After the First of the Month

e MTW-One Year Mainstream HAP Expenses After the First of the Month

In addition, the following fields also accept negatives:

e Restricted Net Position (RNP)

e Unrestricted Net Position (UNP)

e EVHP Restricted Net Position (RNP)

e EVHP 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.

> 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.

> 5-Year Mainstream — In VMS, there are specific lines provided for 5-Year Mainstream Units
Leased and HAP Expenses only. The 5-Year Mainstream program is separate and distinct from the
regular HCV program and these values are not included in the Voucher Leasing and HAP totals
reported in any other field. If a value greater than zero (0) was entered in any field under “Voucher



Units”, a value greater than zero (0) must be entered in the corresponding “Voucher HAP Expenses”
field.

> 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 UMLs 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.



TAB 1 - VOUCHER UML AND HAP
Form 52681-B Field Name

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 1st 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.

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. (hon-MTW PHAs
ONLY).

Family Unification - Non MTW (HAP): Total HAP expenses incurred for Family Unification
vouchers reported in the units section (non-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).

Non Elderly Disabled - Non-MTW: Total number of vouchers leased this month from initial or
renewal Mainstream 1 or Non-Elderly Disabled program increments (non-MTW PHAs ONLY).

Non Elderly Disabled - Non-MTW (HAP): Total HAP expenses incurred this month for Mainstream
1 or Non-Elderly Disabled voucher leasing as reported in Units section (non-MTW PHAs ONLY).

Non Elderly Disabled 2008 Forward — MTW: Total number of voucher leased this month from
initial or renewal Non-Elderly Disabled Program increments that were funded from federal years
2008 and forward. (MTW PHAs ONLY).

Non Elderly Disabled 2008 Forward - MTW (HAP): Total HAP expenses incurred for vouchers
leased this month for Non-Elderly Disabled 2008 - Forward as reported in the Non-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 HAP: Total HAP expenses incurred for portability vouchers reported in 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.



TAB 1 - VOUCHER UML AND HAP
Form 52681-B Field Name

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 participant, 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 reported above.

Veterans Affairs Supportive Housing (VASH) Vouchers: Total number of vouchers under lease
from initial or renewal funds awarded under the VASH program. Vouchers are reported in this
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 (AOV) lines.

Veterans Affairs Supportive Housing (VASH) HAP: Total HAP expenses incurred for VASH
vouchers reported in the Units section. The PHA should report all VASH HAP expenses in this field,
including the prorated HAP expenses incurred after the first of the month.

Housing Stability Vouchers: Total number of Housing Stability Vouchers under lease from initial or
renewal funds awarded. Vouchers should be reported in this category only if the PHA has received
vouchers in this program. A voucher should be reported in this category as long as it is used for an
eligible program participant.

Housing Stability Vouchers HAP: HAP expenses incurred for the Housing Stability Vouchers
reported in the units section.



TAB 1 - VOUCHER UML AND HAP
Form 52681-B Field Name

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.

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.
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Form 52681-B Field Name

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 except RAD 1, VASH, and Mainstream 5. 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. For RAD 1 and/or VASH, the PHA should report ALL HAP
expenses, including 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".

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
Housing Stability Vouchers

All Other Vouchers

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

Housing Stability Vouchers HAP



TAB 1 - VOUCHER UML AND HAP
Form 52681-B Field Name

e All Other Vouchers HAP

e Veterans Affairs Supportive Housing (VASH) Vouchers HAP

e All Voucher HAP Expenses for contracts effective After the First of Month

e MTW Family Unification 2008 Forward HAP Expenses After the First of the Month

e MTW Family Unification Pre-2008 HAP Expenses After the First of the Month

e MTW Non-Elderly Disabled 2008 Forward HAP Expenses After the First of the Month
e MTW VASH HAP Expenses After the First of the Month

e MTW One Year Mainstream HAP Expenses After the First of the Month

e FSS Escrow Deposits

Note that the PHA should include as HAP in the appropriate categories any amounts
expended for utility reimbursements.

Other Voucher Reporting 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.

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.

Housing Stability Vouchers - Number of New Vouchers Issued but not Under HAP Contract as
of the last day of the Month: Total number of vouchers under lease on the last day of the month for
Housing Stability Vouchers only. This includes HAP contracts that expired that day. Zero HAP units
continue to be reported for up to six months. The HAP contract automatically terminates 180
calendar days after the last HAP payment to the owner. These units should not be reported in any
other field.

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.” NOTE: Portable vouchers administered for the Mainstream
program should NOT be reported in this field.

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.

Adjustment Funding — Per Unit Cost Increase: Amount of Voucher Program HAP expenses paid
for the reporting month covered by Adjustment Funding provided for Per Unit Costs Increases.
These expenses should also be reported in the normal HAP expense field for which the expense
was incurred.



TAB 1 - VOUCHER UML AND HAP
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Adjustment Funding — Shortfall: Amount of Voucher Program HAP expenses paid for the
reporting month covered by Adjustment Funding for Shortfalls. These expenses should also be
reported in the normal HAP expense field for which the expense was incurred.

Adjustment Funding Per Unit Cost Increase MS Program: Amount of Mainstream Program HAP
expenses paid for the reporting month covered by Adjustment Funding for Per Unit Costs Increases.
These expenses should also be reported in the MS HAP expense field.

Adjustment Funding — Shortfall MS Program: Amount of Mainstream Program HAP expenses
paid for the reporting month covered by Adjustment Funding for Shortfalls. These expenses should
also be reported in the MS HAP expense field.

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. The PHA should report ALL MS5 HAP expenses in this field, including the
prorated HAP expenses incurred after the first of the month.

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, AOV, 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. This field should include RAD1 and RAD2 Units that
are under a HAP Contract but are not leased and RAD1 units that are receiving Rehab Assistance
Payments (RAP).

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. RAD vouchers receiving vacancy payments should also be reported in this
field.

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
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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.

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.
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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
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 OPERB 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.

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 Position (RNP) as
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 of the Last Day of expenses for regular vouchers and for HCV special purpose
vouchers including VASH, Non-Elderly Disabled the Month (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.

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 Administrative Expenses: HCV on administrative expenses incurred by the PHA
supported by HAP funds as well as administrative expenses paid from earned fees for traditional
HCV 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 Housing Rehabilitation: HCVP HAP funds expended by the PHA for capital
improvements of existing public housing units, as allowed under public housing program statutes
and regulations.

MTW - Debt Service Repayment: HCVP HAP funds expended by the PHA for debt service
payments. Expenses reported in this field should only be those made in association with a CFFP,
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 - Development Activities: HCVP HAP funds expended by the PHA for the development of
new public housing units, new project-based HCV units, or new local non-traditional units. In order to
expend HCVP HAP funds for the development of local non-traditional units, the PHA must have an
approved MTW activity in the MTW plan describing how the funds will be used.

MTW - Local Housing Program: HCVP HAP funding expended by the PHA for operation of local,
non-traditional 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.

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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Form 52681-B Field Name

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.

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

Disaster Voucher Program (DVP)
Disaster 1 Name: Specific Name associated with the current disaster

Disaster 1 Families Assisted: Total number of families assisted under the DVP, excluding
Homeless DVP families. These units are not reported on any other line.

Disaster 1 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 1 Security Deposit: Security Deposit paid during the reporting month for the Disaster
Families.

Disaster 1 Security Deposit Returned: Amount of security deposit returned for the Disaster Family
during the reporting month.

Disaster 1 Utility Deposit: Utility Deposit paid during the reporting month for the Disaster Families

Disaster 1 Utility Deposit Returned: Amount of Utility deposit returned for the Disaster Family
during the reporting month.

Disaster 1 Administrative Expenditures: The amount of Administrative Expenditures incurred for
the reporting month.

Disaster 1 Broker Fee: The total amount of broker fees paid during the reporting month for Disaster
Families.

Disaster 2: Same as Above
Disaster 3: Same as Above
Disaster 4: Same as Above



TAB 5 - EVHP UML/HAP

Emergency Housing Voucher UML and HAP

Emergency Housing Vouchers UML: Total number of Emergency Housing Vouchers under lease
from initial or renewal funds awarded. Vouchers should be reported in this category only if the PHA
has received vouchers in this program. A voucher should be reported in this category as long as it is
used for an eligible program participant.

Emergency Housing Vouchers HAP: HAP expenses incurred for the Emergency Housing
Vouchers reported in the units section.

Emergency Housing Vouchers - Number of New Vouchers Issued but not Under HAP
Contract as of the last day of the Month: The number of new Emergency Housing Vouchers
Issued but not under HAP contract as of the last day of the month. These units should not be
reported in any other field.

Emergency Housing Vouchers - HAP Expenses After the First of the Month: Total amount of
HAP expenses incurred for new contracts effective after the first of the month for the Emergency
Housing Vouchers program. These expenses should not be reported in any other field.

Emergency Housing Vouchers — Admin Fees — Preliminary Fee Expenses: Amount of
Emergency Housing Vouchers Preliminary Fee expenses incurred for the month. Please refer to
PIH Notice 2021-15 for additional guidance on the eligible uses for these fees.

Emergency Housing Vouchers — Admin Fees — Placement/Issuance Fee Expenses: Amount of
Emergency Housing Voucher Placement/Issuance Fee expenses incurred for the month. Please
refer to PIH Notice 2021-15 for additional guidance on the eligible uses for these fees.

Emergency Housing Vouchers — Admin Fees - Ongoing Administrative Expenses: Amount of
ongoing Administrative Expenses incurred for the month for the Emergency Housing Vouchers
Program. Please refer to PIH Notice 2021 for additional guidance on the eligible uses for these fees.

Emergency Housing Vouchers — Service Fee — Housing Search Assistance Expenses: Amount
of Service Fee Expenses incurred for Housing Search Assistance. Please refer to PIH Notice 2021-
15 for additional guidance on the eligible uses for these fees.

Emergency Housing Vouchers — Service Fee — Security/Utility Deposit/Rental
Application/Holding Fee Expenses: Amount of Service Fee Expenses incurred for Security/Utility
Deposit, Rental Application and Holding Fee Expenses. Please refer to PIH Notice 2021-15 for
additional guidance on the eligible uses for these fees.

Emergency Housing Vouchers — Service Fee - Owner Incentive Expenses: Amount of Service
Fee Expenses incurred for Owner Incentive Expenses. Please refer to PIH Notice 2021-15 for
additional guidance on the eligible uses of these fees.

Emergency Housing Vouchers — Service Fee - Other Eligible Expenses: Amount of Service Fee
Expenses incurred for Other Eligible expenses that are not reported in any other Service Fee
expense category. Please refer to PIH Notice 2021-15 for additional guidance on the eligible uses
for these fees.

Emergency Housing- FSS Escrow Deposits: Deposits to Emergency Housing Voucher FSS
participants escrow accounts made for this month.



TAB 5 - EVHP UML/HAP

Emergency Housing Voucher UML and HAP

Emergency Housing Vouchers - FSS Escrow Forfeitures this Month: Total value of Emergency
Housing Voucher FSS escrow forfeited by tenants during this month. Forfeitures occur when a
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 Emergency Housing Voucher HAP field.

Emergency Housing Vouchers - Fraud Recovery Total Collected this Month: Total EHP dollar
amount recouped by the HA as fraud recoveries during the month is applied to the EHP 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 field. NOTE: Total dollar amount
recouped "is cash collected and not revenue recorded".

Emergency Housing Vouchers - Unrestricted Net Position Funds (UNP) as of the Last Day of
the Month: As of August 4™ this definition is still being finalized. Additional information and
guidance will be provided in the near future. PHASs will be notified via email once the definition is
final and this document has been updated. In the meantime, PHAs should not report any
information in this field.

Emergency Housing Vouchers - Restricted Net Position Funds (RNP) as of the Last
Day of the Month: RNP is the amount of Housing Assistance Payments (HAP) Equity for the
Emergency Housing Voucher (EHV). Itis 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 expenses include 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) and FSS escrow
forfeitures. Interest income earned on excess EHV HAP and RNP balances should not be included
in the RNP. The allowable retention of interest funds should be reported in the PHA’s EHV UNP
balance as described in greater detail in the UNP field definition. Negative balances must be
reported in VMS 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.
NOTE: 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.

Emergency Housing Vouchers - Cash/Investment as of the Last Day of the Month:
Cash/Investments as of the last day of the month are the total amount of EHV HAP and AF cash and
investments for the EHV program. Amounts reported include all cash and investments as they relate
to EHV UNP and EHV RNP balances as of the last PHA FYE, as well as any additional funds that
may have been reported in the EHV UNP and EHV RNP fields through the month being

reported. This total amount must include only those EHV HAP and EHV AF (including ongoing fees,
preliminary fees, service fees, and placement/issuance fees) funds received for the EHV program,
including interest earned, fraud recovery and Family Self-Sufficiency (FSS) forfeitures. Cash and
investments for FSS escrow deposits/accounts 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 EHV HAP or other administrative costs. These
reporting requirements are applicable to MTW PHAs as well.



TAB 6 — PHA CONTACT INFORMATION

Form 52681-B Field Name

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 of Contact (POC): Name of the person who can answer questions about the
Form HUD 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: Phone number of the PHA Point of Contact. This field is prefilled with 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-mail Address: E-mail address for the HA Point of Contact. This field is prefilled
with VMS information from the prior month and can be edited to reflect any changes.

Name of Authorized HA Official: Name of Authorized HA Official (Usually the Executive Director).
Prefilled from the PIC system, and not editable. Read only, from PIC Databases).

Official Housing Authority E-mail Address: Official e-mail address for the PHA. This address
serves as the primary e-Mail address for official correspondence between HUD and 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 Analyst: Name of the FMC Financial Analyst assigned to work with the PHA. This
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 Point of Contact: PIH Field Office employee assigned to work with and assist the PHA,
data is pre- filled by HUD.

Field Office POC Email Address: E-mail address for the Field Office Point of Contact. This field is
prefilled with VMS information from the prior month and can be edited to reflect any changes.

FO POC Phone Number: Phone number assigned to PIH FO POC phone number, data is pre-filled
by HUD.

Ext.: Phone extension if any assigned to the PIH FO POC, data is pre- filled by HUD



REAC Technical Assistance Center

Technical Assistance Center: Phone number for the REAC Technical Assistance Center, data is
pre-filled by HUD.

TAB 7 — SUBMISSION

Form 52681-B Field Name

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: ldentification of the FA who reviewed the Hard Edit, data is pre- filled by HUD.

Review Date & time: System date and time stamp indicating when the FA reviewed the 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.



TAB 8 — EXECUTIVE SUMMARY- CURRENTLY INACTIVE

Form 52681-B Field Name

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.



Utilization — ABA Amount: Ultilization Budget authority as reported in HUDCAPS and divided by
12, data pre-filed by HUD using VMS data.

Utilization — HAP (HAP / ABA) Percentage: HUD Calculated percentage, taking the HAP and
dividing it by the ABA for the month, indicates the monthly performance of the PHA, field pre-filled by
HUD.

Utilization All funds = HAP expended CYTD / ABA + (Budgeted RNP — 1 month prorated RNP
cushion) Amount: Calculated: HAP expended CYTD / ABA + (Budgeted RNP — 1 month prorated
RNP cushion). Expressed as an Amount.

Utilization All funds = HAP expended CYTD / ABA + (Budgeted RNP — 1 month prorated RNP
cushion) Percentage: Calculated: HAP expended CYTD / ABA + (Budgeted RNP — 1 month
prorated RNP cushion). Expressed as a Percentage.

Utilization Units Graph: UMAs vs. UMLSs:
Utilization HAP Graph: HAP vs. BA & RNP:

Recap Worksheet -CURRENTLY INACTIVE
Form 52681-B Field Name

Recap

RNP Balance as of 1/31/2009: RNP Ending balance provided by HUD for the PHA, data pre-filled
by HUD.

ABA Disbursed YTD: CYTD Budget authority that has been provided by HUD to the PHA as
identified in HUDCAPS, calculated data pre-filled by HUD.

HAP Expenditures YTD: CYTD Housing Assistance Payments identified by the PHA in VMS,
calculated data pre-filled by HUD.

Remaining RNP YTD: Calculated field using the RNP balance as of field, adding in the ABA
disbursed YTD, and subtracting the HAP Expenditures YTD as reported in VMS, data pre-filled by
HUD.

CY Eligibility: Calculated field using the Budget Authority provided by HUD for the Calendar Year,
data pre-filled by HUD.

CY Eligibility Including RNP Offset: Calculated field using the Budget Authority provided by HUD
plus the RNP Ending balance, data pre-filled by HUD.

Remaining CY Eligibility: Calculated field uses the Budget Authority provided by HUD and
subtracts the HAP payments identified in VMS, data pre-filled by HUD.

Remaining CY Eligibility Including RNP Offset: Calculated field uses the RNP Ending Balance
adds in the Budget Authority provided by HUD and subtracts the HAP payments identified in VMS, ,
data pre-filled by HUD.

CY Months Remaining: Number of months remaining in the calendar year based on the reporting
month, data pre-filled by HUD.

CY Months Remaining Including RNP Offset: Calculated field uses the Budget Authority provided
by HUD and subtracts the HAP payments identified in VMS, data pre-filled by HUD.

Monthly CY Eligibility Remaining: Calculated field using the Remaining CY Eligibility amount and
divides it by the CY Month remaining, data pre-filled by HUD.



Monthly CY Eligibility Remaining Including RNP Offset: Calculated field using the Remaining CY
Eligibility including RNP offset amount and divides it by the CY Month remaining, data pre-filled by
HUD.

Unit Months Available CY: Calculated field using HUDCAPS data to determine Unit Months
Available for CY, data pre-filled by HUD.

Unit Months Leased CY: CYTD summation of the vouchers leased during the months by the PHA,
data pre-filled by HUD using current VMS data.

Unit Months Remaining CY: Calculation that determines the number of UMLSs left for the remainder
of the year, subtract the UML running total from the CY UMA, data is pre-filled by HUD.

Monthly Units Months Available Remaining CY: Calculated field to indicate the humber of unit
months available per month for the remainder of the year, calculated data pre-filled by HUD.

Unit Months Funding Would Support: Calculated value to determine how many unit months the
funding would support, Remaining CY Eligibility divided by the (sum(HAP)/sum(UML)), data pre-filled
by HUD.

Unit Months Funding Would Support, including RNP Offset: Calculated value to determine how
many unit months the funding would support, (Remaining CY Eligibility plus RNP offset) divided by
the (sum(HAP)/sum(UML)), data pre-filled by HUD.

Monthly Units Funding Would Support: Calculated value to determine how many months the
remaining funding would support, Unit Months Funding/CY Months Remaining, data pre-filled by
HUD.

Monthly Units Funding Would Support, including RNP Offset: Calculated value to determine
how many months the remaining funding would support, Unit Months Funding w/RNP offset/CY
Months Remaining, data pre-filled by HUD.

Minimum of Available or Supportable: Lesser of the Unit Months Remaining CY or Unit Months
Funding would support, data pre-filled by HUD.

Minimum of Available or Supportable, including RNP Offset: Minimum of the (Unit Months
Remaining CY with RNP offset) or (Unit Months Funding with RNP offset) would support, data pre-
filled by HUD.

Minimum of Available or Supportable Monthly: Minimum of the Monthly Unit Months Available
or Monthly Units Funding would support, data pre-filled by HUD.

Minimum of Available or Supportable Monthly, including RNP Offset: Minimum of the (Monthly
Unit Months Available w RNP offset) or (Monthly Units Funding would support w RNP offset), data
pre-filled by HUD.



Projection Worksheet- CURRENTLY INACTIVE
Form 52681-B Field Name

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 Percentage: Calculation of Unit Months Leased divided by Unit Months Available, prefilled
by HUD.

Annual Budget Authority (ABA): The amount of budget authority provided by HUD for the
reporting month, prefilled by HUD.

Housing Assistance Payment (HAP): The monthly leasing amount as reported by the PHA for the
specified month.

Budget Authority Utilization: Housing Assistance Payment amount divided by the Annual Budget
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 Percentage: Calculated value of the YTD UML divided by the YTD UMA, prefilled 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 Percentage: Calculated value of the YTD HAP divided by the YTD ABA,
prefilled 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 expenditure: RNP budget for expenditure entered by the PHA for “what if’
calculations (0.00 — 100,000,000 — no commas).

Annual Attrition Rate: Rate of attrition entered by the PHA for “what if” calculations (0.00 — 1.00).
Success Rate: Percentage amount of the PHA success rate for leasing units (0.00 — 1.00).

Average Month from issued to HAP effective Date: Number of months between voucher issued
and the HAP lease date (0-12).

PUC Monthly Percentage Adjustment: Percentage rate used to adjust the Monthly PUC for
inflation (0.00 — 1.00).

Un-contracted Vouchers on the Street: Number of vouchers issued and not under HAP contract (O
— 10,000 — no commas).

Projection Amounts



Annual Projection with attrition only — UMA: Summation of the YTD UMA monthly amounts

Annual Projection with attrition only — UML with attrition no issuance: Summation of the YTD
UML with attrition not issuance monthly amount.

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.

Year End Projection — UMA: Summation of the UMA monthly values.

Year End Projection — UML with attrition no issuance: Summation of the UML w/attrition not
issuance plus the Plus UMLs and HAP from not yet leased issuances.

Year End Projection — Leasing % (w/o leasing from yet to be leased issuances):  Calculation
of the (UML + plus UML and HAP from not yet leased issuances-UML w/attrition not issuance)
divided by the UMA.

Year End Projection — ABA plus Budget RNP: YTD calculation of the ABA and the Budget RNP.

Year End Projection — HAP: YTD HAP amount plus the plus UMLs and HAP from not yet leased
issuances.

Year End Projection — Spending as % of BA plus RNP: Calculation of HAP divided by ABA plus
budgeted RNP.



Utilization Graph- CURRENTLY INACTIVE
Form 52681-B Field Name

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 Percentage: Calculation of Unit Months Leased divided by Unit Months Available, prefilled
by HUD.

Annual Budget Authority (ABA): The amount of budget authority provided by HUD for the
reporting month, prefilled by HUD.

Housing Assistance Payment (HAP): The monthly leasing amount as reported by the PHA for the
specified month.

Budget Authority Utilization: Housing Assistance Payment amount divided by the Annual Budget
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 Percentage: Calculated value of the YTD UML divided by the YTD UMA, prefilled 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 Percentage: Calculated value of the YTD HAP divided by the YTD ABA,
prefilled by HUD.

YTD PUC: Calculated value based on the YTD HAP divided by the YTD UML amounts, prefilled by
HUD.



Prior Month Corrections
Form 52681-B Field Name
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 Value-1%: The value in the field after the adjustment /correction is made. The 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 - 1% Value of the field prior to modification. Generated by the system.

Difference between New and Old values - 1% 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 Value-2"?: The value in the field after the adjustment /correction is made. The
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-2"%: Value of the field prior to modification. Generated by the system.

Difference between New and Old values - 2"*: 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- 1% Hard Edit Error number indicating what the error is. Data is pre- filled by
HUD. Refers to Adjusted value-1st field.

HE Error Message -1°: Hard Edit Error message indicating what the error is. Data is pre- filled by
HUD. Refers to Adjusted value-1st field.

HE Error Reason for Adjustment-1s'; Reason why the Adjusted field should bypass the Hard Edit
Error — Selected from list of most likely reasons. Refers to Adjusted Value-1st field.

HE Error Comment-1°5t If “Other” Reason for Adjustment was selected, This field should further
explain why this should bypass the Hard Edit error. Refers to Adjusted Value-1st field.

HE Error Number- 2"Y: Hard Edit Error number indicating what the error is. Data is pre- filled by
HUD. Refers to Adjusted value-2nd field.



HE Error Message -2": Hard Edit Error message indicating what the error is. Data is pre- filled by
HUD. Refers to Adjusted value-2nd field.

HE Error Reason for Adjustment- 2"¥: Reason why the Adjusted field should bypass the Hard Edit
Error — Selected from list of standard reasons. Refers to Adjusted Value-2nd field.

HE Error Comment-2"¢: If “Other” Reason for Adjustment was selected, This field should further
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).



APPENDIX B: HARD EDIT ERROR MESSAGES

Error Number

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 HEO03: PHA has not reported tenant protection leasing, while the PHA has received one or
more awards of tenant protection units.

Error HEOO4: 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 HE006: 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 HEOO08: Voucher utilization is not within the standard range. PHA should review the UMLs
entered for each category to ensure accuracy.

Error HEO09: 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 HE010: 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 HEO14: PHA has not reported Family Unification HAP costs, while the PHA does have a
Family Unification program.

Error HEO015: PHA has reported Family Unification HAP costs, but PHA does not have a Family
Unification program.

Error HE016: 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.

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 HEO024: 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 HEO027: PHA has no active FSS program, but has reported FSS costs.

Error HE030: PHA has not reported DHAP to HCV Vouchers Leased, while the PHA does have a
DHAP to HCV program.

Error HEO031: 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 HE038: 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 UMLSs 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 HE088: 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 HE090: 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.

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

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.

Error HE198: PHA has reported Housing Stability Voucher leasing, while the PHA has not received
a Housing Stability Voucher award."

Error HE199: PHA has not reported Housing Stability Voucher leasing, while the PHA has received
a Housing Stability Voucher award."

Error HE200: PHA has reported Housing Stability Voucher HAP costs, while the PHA has not
received a Housing Stability Voucher award."



Error HE201: PHA has not reported Housing Stability Voucher HAP costs, while the PHA has
received a Housing Stability Voucher award."

Error HE202: PHA has reported Emergency Housing Voucher leasing, while the PHA has not
received an Emergency Housing Voucher award."

Error HE203: PHA has not reported Emergency Housing Voucher leasing, while the PHA has
received an Emergency Housing Voucher award."

Error HE204: PHA has reported Emergency Housing Voucher HAP costs, while the PHA has not
received an Emergency Housing Voucher award."

Error HE205: PHA has not reported Emergency Housing Voucher HAP costs, while the PHA has
received an Emergency Housing Voucher award."

Error HE206: The PHA has entered Emergency Housing Voucher Administrative Expenses but
does not have a Emergency Housing Voucher award.

Error HE207: The PHA has not entered Emergency Housing Voucher Administrative Expenses, but
does have a Emergency Housing Voucher award."

Error HE208: The PHA has entered Emergency Housing Voucher FSS Escrow Deposits but does
not have a Emergency Housing Voucher award.

Error HE209: The PHA has entered Emergency Housing Voucher FSS Escrow Forfeitures but does
not have a Emergency Housing Voucher award.

Error HE210: The PHA has reported Emergency Housing Vouchers Fraud Recovery Total Collected
this month, but does not have a Emergency Housing Voucher award."

Error HE211: The PHA has reported Emergency Housing Vouchers Unrestricted Net Position Funds
(UNP) as of the Last Day of the Month but does not have a Emergency Housing Voucher award.

Error HE212: The PHA has not reported Emergency Housing Vouchers Unrestricted Net Position
Funds (UNP) as of the Last Day of the Month, but does have a Emergency Housing Voucher
award."

Error HE213: The PHA has reported Emergency Housing Vouchers Restricted Net Position Funds
(RNP) as of the Last Day of the Month but does not have a Emergency Housing Voucher award.

Error HE214: The PHA has not reported Emergency Housing Vouchers Restricted Net Position
Funds (RNP) as of the Last Day of the Month, but does have a Emergency Housing Voucher
award."

Error HE215: The PHA has reported Emergency Housing Vouchers Cash/Investment as of the Last
Day of the Month but does not have a Emergency Housing Voucher award.

Error HE216: The PHA has not reported Emergency Housing Vouchers Cash/Investment as of the
Last Day of the Month, but does have a Emergency Housing Voucher award."



APPENDIX C: USER ACCESS LEVELS
Role Code Role Description Action Description User Access
FMG Manager — Financial Ability to read existing voucher 1. Manage PHA Data

(Internal User)

Management Center

data for PHAs they manage.
Ability to update or add new data
to pending submissions for PHAs
they manage.

Ability to submit HUD Form
52681-B data.

Ability to administer tasks.

Ability to create/edit versions of
HUD Form 52681-B.

Ability to create, save, and submit
data.

Ability to approve or disapprove a
Pending Submissions that has
been submitted by a PHA.

Ability to make corrections to Prior
Month Submissions

-Enter PHA Data
-Review and
Approve Pending
Submissions
2. Prior Month
Correction
-Data Input -
Review and
Approve Pending
Prior Month
Corrections
3. Administer VMS
4. Generate reports

HUE
(Internal User)

Read Only Access

Ability to read submitted data.
Ability to generate reports

1. Manage PHA Data
-View PHA Data
2. Generate reports

UDE
(External
User)

Utilization and Expense
Data Submitter

Ability to read existing data for
assigned PHAs.

Ability to update or add new
data to a pending submission for
a specific PHA.

Ability to submit HUD

Form 52681-B data.

Ability to create, save and submit
data.

Ability to make corrections to
Prior Month Submissions

1. Manage PHA Data
-Enter PHA Data

2. Prior Month
Correction
-Data Input

3. Generate DCR
Report

HUR (Internal
User)

Financial Analyst User

Ability to approve or disapprove a
Pending Submissions submitted
by a PHA.

Ability to read submitted data for
PHAs.

Ability to approve or disapprove
corrections made on Prior Month
Submissions

1. Manage PHA Data
-View PHA Data

2. -Review and
Approve Pending
Submissions

3. Prior Month
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.




