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LEGEND:

to indicate instructional steps to perform

«+ Action words (click, check, etc.)
indicating a specific step will be in bold
italic font

% Black Dotted Arrows { ========== >}
are used to indicate transition to the
next step

% Red Dotted Arrows { ===s==aseas »} are
used to indicate areas of interest

+* Blue Star: data fields with a blue star are
required in order to save your data @
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Acronym List I

e EHS — Exigent Health & Safety

e HUD - U.S. Department of Housing
and Urban Development

e MF — Multi-Family

e NA — Not Applicable

e NOD — No Observed Deficiencies
e OD - Observed Deficiencies

e PASS — Physical Assessment Sub
System

e PIH-REAC — The Office of Public
and Indian Housing, Real Estate
Assessment Center

e RAPID — Record and Process
Inspection Data

e TAC — Technical Assistance Center
e TBD — To Be Determined

e UPCS — Uniform Physical Condition
Standards

e WASS — Web Access Security System

U.S. Department of Housing and Urban Development




Physical Assessment SubSystem (PASS RAP - Contractor Management

General Information I

OVERVIEW

The Office of Public and Indian Housing,
Real Estate Assessment Center (PIH-
REAC), administer HUD’s  Physical
Inspection Program. The purpose of the
Physical Inspection Program is to assess the

condition of properties for which HUD has an Buildill g Blll lllg
interest or obligation. S l_
In addition, the physical inspection program Exte:["iﬂl" YS €1mns

provides HUD with the ability to assess
whether its properties are in a safe, decent,
sanitary condition and in good repair. HUD
uses the results to assess the overall condition
of portfolios currently under its jurisdiction.
HUD physical inspections are:

Objective
Consistent
Comprehensive %
A means to assist HUD to prioritize & S]_te
direct its resources

Uniform Physical Condition
Standards (UPCS)

The UPCS are the foundation of HUD’s

._\‘
.\.

Physical Inspection Program. The UPCS: -
o Identifies the 5 inspectable areas and .
exigent health and safety hazards !
e Establishes standardized definitions for .
Inspectable items C O1IMmMmon Un lt S
e s the basis for electronic inspections via
UPCS software AI' eas
e Provides uniform, objective protocol for
performing inspections of all property
types Figure 1: The “Five Inspectable Areas of a Property” that an Inspector is required to
o ?rovides the foundation for training inspect.
1mspectors

U.S. Department of Housing and Urban Development
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The PIH-REAC is responsible for capturing,
standardizing, improving, and evaluating data
from the portfolio of properties for which
HUD has a financial interest or statutory
obligation to monitor. The REAC assesses
the following areas:

e Physical Condition,

e Financial Condition,

e Management Capability, and

e Tenant Satisfaction Surveys

-
1
E
E
=

for Public Housing and Multifamily
properties.

The Physical Assessment Subsystem (PASS)
provides the means to assess the physical
condition of properties in the HUD portfolio.
PASS is the cornerstone of the PIH-REAC
suite of products and is the largest most
complex subsystem in the inventory

PASS collects data and reports the actual state
of repair and habitability of the real property. ; y , _
While continuous physical assessment of E B m l
HUD insured/assisted properties using the ' ' :
Uniform Physical Conditions Standards
(UPCS) forms the core of PASS operations,
several pre-inspection and post-inspection
support functions are also critical for PASS
operations.

THAHIT ==
R,

The inspection process for each group of
properties spans 5 months, begins with
identifying the properties to be inspected, and
culminates in the release of inspection results
to property stakeholders via NASS for public
housing (PH) and iREMS for multifamily
(MF) properties.

U.S. Department of Housing and Urban Development
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During the inspection process, PASS users’
setup auctions for PH and MF inspections,
order inspections, coordinate with the Reverse
Auction Program vendor for auction services
and data exchange, review uploaded
inspections, process appeals and approve
payment to inspectors/inspector contractors.

In addition, PASS must facilitate the training,
administration and management of the nation-
wide cadre of certified inspectors who
perform the physical inspection.

The management and facilitation of these
complex processes requires a robust and
comprehensive enterprise system. RAPID
(Record and Process Inspection Data), is the
vehicle by which PASS ensures that its data is
monitored effectively, graded accurately, and
reportable as required. As a centrally
integrated data repository, RAPID’s core
responsibilities are spread across several
modules. Specifically:

e Contractor Management
e Inspection Oversight

e Ordering Inspection

e Scheduler

e Public Scheduler

e Inspector Management

o Exigent Health and Safety (EH&S)

e Inspection Management

U.S. Department of Housing and Urban Development
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PURPOSE

REAC is an information-intensive operation
responsible for assessing the performance of
entities managing or owning housing in which
the Department has a financial interest or a
statutory obligation to monitor. PASS is
REAC’s biggest system, and its data is the
most scrutinized.

RAPID is a centralized enterprise system,
designed to support, manage, facilitate, report
out, and analyze all functions relating to the
physical inspection process for PASS. The
purpose of this manual is to provide a
systematic approach for executing these
functions.

These functions include, but not limited to:

e tracking inspection entities and inspection
contracts

e creating inspections

e maintaining property profiles
e scheduling inspections

e  scoring inspections

e reviewing inspections

e  reporting inspection results

e inspector management

e analyzing inspection trends

U.S. Department of Housing and Urban Development
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System Summary I

Security

The security considerations will follow
REAC’s Web  Assessment  Subsystem

(WASS) .standard security measures. Users aAENT A
are required to login via Secure Systems AN NN T N
(WASS) to access PASS data. In order to o« XM IR
perform specific functions wi‘.[h.in RAPID, ~Vs o P
users must have the requisite system . S /.
privileges (roles and/or actions). s B Y 2P
v | \ ¥ g
I O e
~J — Q'
System Interaction P — -
il ~Z
The following lists entities, which contains = | l-':
some level of integration with RAPID: = = )
m
o Web Assessment Subsystem (WASS) B L
' T—
— ~
e Real Estate Management System B <
(iREMS) E Qi
— N7
e PIH Information Center (PIC) | f&;
s
N
I~ i V"
d G4 -\
Hardware MANI eIV
. . Uy k= \] v
To operate this application, REAC standard — =

desktop computers for end-users within HUD
Offices will suffice. For others, conducting
inspections, laptops utilizing WinXP or
greater will allow you to wutilize this
application.

U.S. Department of Housing and Urban Development
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Reverse Auction Process Application I

The “Contractor Management” module is the
first step taken in order to participate in the
RAP (Reverse Auction Process) conducted by
HUD.

In order to become a contractor, you must
first register for a Participant 1d/Organization
Id:

1. Go to the following HUD internet link, or
you can click directly from this page if

RAP - Contractor Management

https://hudapps.hud.gov/public/pass/cm/applyParticipant.action

ment Center
About REAC
Business area products
Business partners
Onkine systems
Commeon questions
Calendar

you are reading this online.

You will be taken to the “Participant Profile”
page.

2. Complete all of the required fields in each

Industry user guides
Library

Directory

Training

| TS T pp—
Contact us

HUD news
Homes

munities

section; they will have blue asterisks next
to them.

Please Note: the name of each field is a
hyper-link that will provide a “Help” dialog
box when clicked

3. Review the information that you have ¢m=

entered.

the

wking with HUD

urces

Tools

4. Review the warning regarding
“Misuse of Federal Information”

5. Check the acknowledgement box

6. Click “Continue”

e
v

Once you click “Continue” if there are no
errors, next will be the “Participant Profile
Review” page.

En espaiiol | Text onl Search //index
Real Estate Assessment Center 2 £ :

Participant Profile

Step 1 of 3 -> Enter Information - > Review & Submit Information - > Confirmation

Legal Name of
Entity

Address Line 1

A2 Z Contracting

1230 Hunter Avenue

Address Line 2

City Albany

State NY - New York | -
Zip+4 12209 < -

TIN 93 | . 4879231 *

Is the entity a - o "

small business? © %5 “/No

Entity Type Sole Proprietor =
Erncipal Offleer g, B Milledge

Name (F. M1, L

Point of Contact Information

C——

¥ principal Officer and Point of Contact is the same person

Remember to review

the “Point of

Contact” statement

Name (F. m1, L) Clifford ' B Milledge
Email 123ABC@yahoo.com

Phone (Primary) 718 - 555 - 5555 Extension
Bhone Extension
(Alternate) s
Eax 718 555 5555

Warning! Misuse of Federal Information at this web site falls under the provisions of
Title 18, United States Code, section 1030. This law specifies penalties for
exceading authorized access, alteration, damage or destruction of information
residing on Federal Computers.

I have read and acknowledge the above warning

Cancel

Continue
hote(s

- Name should be entered as First Name, Middle Initisl (Optional), Last Name
- Indicates mandatory field
For more information about a specific field, click on the underlined field name

Back to Top

U.S. Department of Housing and Urban Development
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As an added level of quality assurance and
data accuracy, you must review the data that
you have supplied before submitting it to

After your review, you will do one of the
following if you:

Found Error(s)
e Click the “Edit” button ¢

Homes &
Communit es

US. Department of

Real Estate

Assessment Center
[EEEETTRRRTRYYTY 3 S
ut REA

Business area products
Business partners
Online systems
[
Calendar

Industry user guides
Library

Directory

Training

Technical support
Contact us

HUD news

o Correct/update the information in

question

e  Click the “Continue” button

Homes

Communities

Working with HUD

Resources

Tools
Webcasts
Mailing lists

Real Estate Assessment Center

En espafiol | Text only | Search findex

Participant Profile

Print Version

Step 2 of 3 -= Enter Information - > Review & Submit Information - = Confirmation

Legal Name of
Entity
Address Line 1
Address Line 2
City

State

Zip+4

TIN

Is the entity a
small business?
Entity Type

Principal Officer
Name (F, mMI, L)

A 2 Z Contracting

1230 Hunter Avenue

Albany ©
NY - New York
12209 -
93-4879231 ©

Yes
Sole Proprietor

Clifford B

Milledge ~

e  Review your updates

e (Click the “Submit” button

Found No Error(s)

e  Click the “Submit” button

Contact us
Help

_FIRSTGOV

Name (F, M1, L) Clifford B Milledge ~
123ABC@yahoo.com

F18-555-5555

S

Email
Phone (Primary) Extension

Phone
(Alternate)

Extension

Fax 718 -555 -5555
Ed
Hote(s) -~ Indicates mandatory field

Back to Top

Once you click the “Submit” button and there
are no errors, the system will provide you

T Privacy Policy

T—
U.S. Department of Housing and Urban Development
550 Potomac Place, 12th Street S.W.

Washington DC 20410

Contact: Technical Assistance Center (TAC

Point of Contact Information

with a confirmation number, also kKnown as @ §.uuasssassssassnsnssssaasssasssasssnanssnnnsnssnnssassssssssnsssssssnsssnnssnsnsnssnnsnsnsnnnsnnnnsnnns

“Participant ID” or “Organization ID” for
your records.

In addition, the system will inform you that
upon HUD’s review of your request, you will
receive additional instructions/questions via
email.

Homes &
Commumtles

U5, Department of

En espaifiol | Text only | Search /index

Real Estate Assessment Center

Real Estate
Assessment Center
About REAC

Business area products
Business partners
Online systems

Common questions
Calendar

Participant Profile

Step 3 of 3 - Enter Information - > Review & Submit Information - > Confirmation

Ll SEgpest for a REAC Organization ID was submitted. -‘r‘our confirmation number isa
-000001 -Oh-!é'\r U TR AAE S AR W AN R " A AN TR A" A AR AT A RS
|nstruct|0ns Please contact the REAC Technical Assistance Center (TAC) should

yvou hawve any questions.

Industry user guides
Library

Directory

Training

Return to Online Systems

Technical support

RAP - Contractor Management

SEEEEEEEEEEEEEEEEEEE N
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RAP Participant Approval I

Once your application is approved, you will
receive an email. The email will provide your
Participant Id/Organization Id and further
registration guidance.

Denial of RAP Application

In the event that your RAP application is

denied you also will receive an email, | e e —————— o o

RAP - Contractor Management

. L . . 1
however, this email will provide a detailed I If you have any issues or concerns at any time during the application :
explanation why as well as steps to correct the : process or once you are an approved HUD RAP Contractor, please feel free :
1ssue. I to contact the RAP unit at: REACReverseAuctionProgram@hud.gov I
———————————————————————————————————————————— d

When you re-apply, you will receive the same
“Participant ID.”

U.S. Department of Housing and Urban Development
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Logging into Secure Systems P http://portal.hud. gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/online

To access HUD’s Secure System:

Swstem Login User Login Tyl s e

1. Type the following URL in your browser, Existing users Vs T
if you are reading this online, click on the g oo pasor s
. R » Login here
link. &
/ Meed to access HUD systems? mmyassﬂ(lkklhelh;klalesmculnasswmdandlcrulheluselul
. . . . information.
2. Click on the link entitled “Login here” Ll * Reaister online

L oy Forgot Password?
3 . I nput yOUI’ user ID » PUPCmputer system, and all the systens associated with this system for User Autharization and Authentication, are protected by a computer security systeny; unauthorized access to these systems is not permitted; and
Password Reset iy be monitored,
. . ¥ yourwork yt: g ogged zut
Note: Password reset will require you to Saraics,youvl msd tors sttt You canther ftof,

Contert upzated Jne 13, 2007

4. Input your Password *>- BrovIOe Exacc nonnanon o vour

original registration

e e
5. Click “Login” — s
Secure Systems will now take you to its A
“HUD’s Rules of Behavior” page. Secure Systems

Read the “Legal Warning” and the “Warning
Notice” as well as the “Message of the Day.” g R LT LT

Once you have reviewed the posted
information:

6. Click the “Accept” button. ¢

Secure Systems will now take you to the
“Main Menu.”

Inspector General's Office, as appropriate, reganding any suspected violation or breach of system

sonal background information to be used security background checks to th

in conducting

U.S. Department of Housing and Urban Development Page 13




Physical Assessment SubSystem (PASS)

RAP - Contractor Management

From Secure Systems’ “Main Menu”

7. Click on the “Physical Assessment
Subsystem (PASS) hyper-link — @——

Secure Systems will now take you to the
“Physical Inspection Main Menu”

8. Click on the “PASS — New System”

Main Menu

ﬂ | faq | heln | search | home | logout
|

Secure Systems

Systems

o
« Physical

nt Subsystem (PASS) Unavailable

System Administration
« Business Partners Maintenance

« Password Change

*!

ﬁl“ :

+ RAP Organization Assignment Maintenance

« User Maintenance US. Dept. of Housing

and Urban

Physical Inspection Main Menu

PASS - New System

Inspection Processing
ScheduleView Inspections

Secure Systems
Menu

hyper-link &

Congratulations — you have now logged into
the new PASS application!!!

The first time that you log into PASS, the
application will request your “User
Preferences.”

9. Once you have indicated your
preferences, click “Save Preferences” gummm

Please note: after you click “Save
Preferences”, the system will return to this

page.

To access any specific module within PASS,
simply click on the quick-link located on the
left side of the page.

10. Under the “Contractor Management”
header click the “Profile” quick link

PASS will take you to the “Profile List” page
for contractors.

Orackioton

mant Home | Privacy Statement

TTY: (202) 708-1455

L5, Depatment of Houzing and Urban Development
Phyzical Assessment Subszystem [PASS)

Ul Skin Preference

Bulk Upload Schedule Data
Inspection Review

Reporting
Phvsical Inspections
FHEO Reports
REQ Reports

Please request REAC PASS Business team to get access to 2.3
PASS EHS System if you do not see EHS Link on PASS Menu page.

User Preferences

Indicate your Ul skin preference from the options listed below.

User Preferences (%) Blua

Green

VT _

=] Print Version

Inspector -
' O Gold

CrRad
O T eal

PASS Main Manu

o PIH-REAC Divisic
! EpartT
mac Place, 5

‘Washmngton DC

2th Street 5.\

\sa;g Preferences | [ Back |

rt of Housing and Urban Development

Contact: T:r.h-u't:nl Assistance Center (TAC

Privacy Policy

U.S. Department of Housing and Urban Development
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Physical Assessment Subsystem (PASS)

Completing Your Application I ﬁdl ‘!_ U.S. Department of Housing and Urban Development
K I

Profile List

1 : ontractor B print version
On the “Profile List” page, you will see a ;:'Iantagef"enl 2 records returned, displaying all records. i
fable liSNE: @esneeensesnsnnnsnnnsnmnssnsssnnsponsnnsssmssmmnsmmnsneeeeeecp [ T

Control Panel
User Preferences 8975700000

Tactical Services, Inc. xx-xxx4419  Draft

Export option(s): ] Excel

Your “Participant ID e
Legal Name of Entity (your company) o SIS S Tt o bousing and Utan Cevckpmens T2 ERE

Potomac Place, 550 12th Street 5.W.
Washington DC 20410

PASS Main Menu 5 0l 2
s
Contact: Technical Assistance Center (TAC)

TIN
Status of your application

LS, Depatment ol Housing and Ushan Development
Physical Assessment Subsystem [PASS]

Contractor Profile

Please Note: if your username is connected to
more than one company, all will be listed on - Participant 1o
this page. Prome ey

Address Line 1

Address Line 2

1. Click on the red hyper-link of your
company’s name. 4

City

State

Zip+4
TIN

15 the entity a
small business?

The “Contractor Profile” page opens. This
page contains all of the additional information
that you will be required to submit to HUD to
begin the review of your application.

Entity Type Sole Propnatar 3

Principal Officer  Cigg ‘g Milledoe
Name

™ poncipal Officer and Point of Cantact is the same parson

Name

Emall (Primary)  123480&yahoo con

2. All fields with a blue asterisk are required
and must be completed in order to submit
your application. ¢

Email (Alternate)
Phone (Primary) 713 . 555 . 5555 Ext.

Phone (Alternate) Ext.

Fax

DUNS &

Please Note: if you require additional time to cen Expiration R —  —
complete the application, you can click the .
“Save” button. Your data will be saved in Account = :
“Draft” form; it will not be submitted for T . ' >|
review to HUD for validation until you click Emait
the “Submit” button. ~o hons -0 B
~~~ Company .
3. Click the “Submit” button when you are poticy = : 7
ready to send your application into HUD. e T s -

ooourrence

There are no users at this time.

—
______________LTM j =
—_—

Please Note: you can also attach supporting
documentation such as insurance papers by
clicking on the red hyper-link entitled
“Attach”

Attach supporting documents
Thara are no attachmants at this time.

Back to Ton

Page 15
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= Attachments - Windows Internet Explorer

Attachments

Type

In addition to the data supplied within the
application itself, you will also need to attach
supporting documents such as your W-9 and
proof of insurance.

Select File Browse

Description

upparting documents

1. Click on the red hyper-link entitled,
“Attach”

2 records returmed, dapliyeng ol recands,

/)

— T

. . W-9 W9 04/03/2012 FIRST - OPASS] LAST I
The “Attach Supporting Documents” dialog 4 pass{CPASS] i
box will open. Insurance Insurance 04/03/2012 FIRST - CPASS1 LAST - [
Certification Cert pass(CPASS] I
2. Click on the “Type” dropdown to indicate < Pt
whether the document is your W-9 or — _ e
. | e
Insurance Certificate -
3. Click on the “Browse” button to look for tach suporing documers —
the SpeCIfiC document on youl‘ Computer, U.5. Department of Housing and Urban Development
you also haVe the Optlon Ofpl‘OVldlng a ”’ Physical Assessment Subsystem [PASS)
detailed description -~
. . -
4. Click the “Attach” button N - Contractor i e e i RSSO
’f” :‘Ian;_lagement 2 records returned, displaying all records. 1
PASS has now attached your documents to .+ roile [ participant1p | LegalMameofotity | TN | Staws |
your R_AP application. Control Panel 8975700000 A 2 Z Contracting XX-Xxx4419 In Progress L
e Wo06600000 Tactical Services, Inc. XX-X¥XX9243 In Progress
. . . (s): M\E |
After you click the “Submit” button, you will e ERrirptionlsk BIRXCEl o o o o e e o e e e e e e
=] |
return to the “Profile List” page. Here you Pestile T s — |
will see that the status of your application has - e e pecount * S :
- ompany adsfa
changed from “Draft” to “In Progress.” - ContactName  asdf 2 asdfaf 1
”’ Email adfadf@att.cnet ‘ I
. . . . . L s Phone (202)789-6542 Ext.
Submittal of your application for validation -7 Sl
. - -
has now rendered your information “read P —— Sompany T—— ]
Only”: ’ ” o o o - Policy # 0088088080982345 ‘ 1
. 5 - . =Y Expiration Date 03/16/2018 Status Current I
e Click on your company’s name & e Lt por 2+ Milion Cumiative 3 wien i
. . . o W ccurrence imi
e All information is now read only =~ e ———————| |

[Coordinators and Users
There are no users at this time.
jAttachments

There are no attachments at this time

e  Click the “Cancel” button CeS——

Upon review of your documentation and
validation of your CCR status with the IRS, e e e e .

. . . Back to Top|
you Wlll receive an email frqm HUD I If you have any issues or concerns at any time during the application :
indicating approval to conduct business as a

contractor for the agency. Coneratulations : process or once you are an approved HUD RAP Contractor, please feel free =g4_u
and good luck geney: & I to contact the RAP unit at: REACReverseAuctionProgram@hud.gov i

——

U.S. Department of Housing and Urban Development Page 16
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Resetting Your Password I

Secure Systems allows for password
resets for external users through

this link wE NTO}?

https://hudapps.hud.gov/reac/wass/resetP ?~
wd.html

External users can reset their own
passwords  (assuming that their
email address is correct in Secure
Systems.) Users must know their

Q

W
User ID (M Id) and must provide the j
g

Z

O

same information that they provided
at registration (first name, last
name, social security number, and
mother's maiden name.)

Internal users must contact the TAC
to have their passwords reset,

since WASS is prevented from ||II Q
updating credentials in Active 0

%..
Z
Q)
-
&
2 Q
Directory. QAN D E\J e

U.S. Department of Housing and Urban Development Page 17




