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7
Occupancy

The Occupancy option contains information on the occupancy eligibility and detailed unit
information. These pages assist with information Housing can use to provide accurate information to
Congress and the public concerning the inventory of affordable multifamily housing units reserved
for the elderly and disabled. In addition, the Housing for Disabled Survey information is entered,
updated and viewed prior to submission in this section.

Since the data for the Housing for Disabled Survey is obtained from owners or management agents, it
is important that users enter the information in iREMS exactly as it is presented. The original survey
form will be kept on file, however, iREMS will be used for storing and reporting this data.

Note: Contract Administrators have view-only access to the first two pages in the
Occupancy sidebar option.

Objectives:

By the end of this chapter, you will be able to:

 View the number of non-contract property units

 View the number of total units

 View notes pertaining to the occupancy

 Enter information for the Housing for Disabled Survey

 Submit the Housing for Disabled Survey
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7.1 Type and Occupancy Eligibility Tab

The Occupancy page displays with the Type and Occupancy Eligibility tab active when Occupancy is
selected in the iREMS sidebar. This page allows you to view information pertaining to the Initial
Occupancy Date, the Property Type, Any Amenities, Any Current Waivers and Disability Type. You can
also view occupancy eligibility restriction information which is taken from the survey data entered into
iREMS. This information can be used for reference purposes when completing the current Housing for
the Disabled survey.

Accessing the Occupancy Page:

To access the Occupancy page you must first select a specific property. Once you have selected a
property, the Property Attributes page displays. From the Property Attributes page you can select the
Occupancy link from the iREMS sidebar. (See Chapter 3: Asset Management Portfolio/Dashboard or
Chapter 2. Getting Started for detailed information.)

The Property Header located at the top of the page, displays the Property ID, Name,
Contract/FHA#, Active Status, Watch List, Troubled Status and DEC Status. This Header
will appear on most of the pages in iREMS. There is also a search feature in the header that
allows the user to select a different property without having to return to the
Portfolio/Dashboard to make the change.

To view Type and Occupancy information:

1. From the Property Attributes page, click on the Occupancy tab and the Property
Information page displays.
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Figure 7-1. Property Information page

2. View occupancy information.

3. Click on another sidebar option or a new tab to view additional information.

7.2 Units and Narratives

The Units and Narratives tab contains the number of contract units, the number of insured and/or non-
contract units and the total number of units in the property. This page also contains a section on the unit
counts for the 232 Detail. In addition, you can view two narrative comment fields on occupancy.

To view information on the Units and Narratives page:

1. From the Property Information page, click on the Units and Narratives tab. The Unit and
Narrative page displays.
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Figure 7-2. Units and Narratives page

2. View the following information:

 Property Unit Information

 Property Unit Information from PASS

 Grand Totals (HUD and Other Agencies)

 232 Detail (unit information)

 Owner/Field Office Contact Narrative: Occupancy

 Summary Narrative: Occupancy

3. Click on another tab to view additional information.

7.3 Housing for Disabled Survey List
iREMS users can enter survey data obtained from the owner or management agent. The survey
information will be used to provide accurate information to Congress and the public concerning the
inventory of affordable Multifamily housing units reserved for the elderly and disabled.

The survey module contains six pages:
 Housing for Disabled Survey List - This page lists all surveys related to the property, including

all completed surveys and the current survey, which may be in progress and incomplete. Data in
the Survey-Date Signed column serves as a link to the following pages.



Integrated Real Estate Management System
Contract Administrator User’s Guide Chapter 7: Occupancy

February 2014 Page 7-6

 Current Reviewer Cover Sheet -This page is view-only and displays review type information
about the property. Its purpose is to give project managers conducting the survey interview a
more accurate view of the property.

 Section I Occupancy -This is a data entry page that allows users to enter data specific to the type
of occupancy and the number of units occupied.

 Section II Accessible Units -This is a data entry page that allows users to enter data related to the
number of units by bedroom size.

 Section III Program Accessibility -This is a data entry page that allows users to enter information
pertaining to program accessibility.

 Review Survey Result for Final Submission - This page displays all values entered into the
survey and identifies all missing data, indicating whether the field is required or not.

The new survey information can be viewed by all users but can only be edited by the following roles:
SPM, PM, BPM, SCA, PBCA, BCA, MFD and PA. Users with these roles must also be assigned to the
property to enter or edit a survey.

Users assigned the DSD role have view and survey delete rights. Users with this role do not have to be
assigned to the property to delete a survey. When a DSD user accesses the survey from the list page, the
default is the Final Submission page, regardless if the survey has been finalized or not. A delete button
displays on the Final Submission page. Once selected a warning message displays indicating that the
survey will be deleted and allows the user an opportunity to select okay or cancel.

There should only be one active survey per year for a property. However, there are instances where more
than one physical property has been combined under a single iREMS property ID, due to multiple loans
combined and refinanced under a single loan. In these cases, there will be multiple surveys completed
under an iREMS propertyID (one for each property). IREMS allows multiple active surveys. However,
if there are no combined properties, there should only be one active survey.

To access the Housing for Disabled Survey List page:

1. Click on Housing for Disabled Survey List tab and the Housing for Disabled Survey List
page displays.

Figure 7-3. Housing For Disabled Survey List page

To add a new Survey:

1. From the Housing for Disabled Survey List, click on and the
Multifamily Housing Inventory Survey (Cover sheet) page displays.



Integrated Real Estate Management System
Contract Administrator User’s Guide Chapter 7: Occupancy

February 2014 Page 7-7

Figure 7-4. Multifamily Housing Inventory Survey (Cover Sheet) page

Information that is housed in iREMS or was entered on a precious survey will populate the
cover sheet. The data on the cover sheet is view only.

2. View the information. You can print this page to use as a guide for completing the rest of the
survey.

3. Click on Section 1 Occupancy tab and the Section 1 Occupancy page displays.
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Figure 7-5. Section I Occupancy

4. Enter the requested information exactly as it appears on the paper survey.

5. Click on and the page refreshes with the Save was successful message.

If you are finished you can stop here. However, if you want to complete the next page of the
survey, continue on the next section.

To complete Section II Accessible Units:

1. Click on Section II Accessible Units tab and the Section II Accessible Units page displays.
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Figure 7-6. Section II Accessible Units

The following rules apply to this page:

The All Units field must have an entry for a complete survey

All entries must be a number

Data in fields without user entered values, will default to zeros

If you enter a percentage that is inconsistent with the iREMS calculation, a warning
message will display. However, if your entry is identical to the entry on the paper survey, the
survey data should remain. iREMS will not replace entered data with the systems calculated
percentage.

2. Enter the requested information exactly as it appears on the paper survey.

3. Click on and the save was successful message displays.
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If you are finished you can stop here. However, if you want to complete the next page of the
survey, continue on the next section.

To complete Section III Program Accessibility:

1. Click on the Section III Program Accessibility tab and the Section III Program Accessibility
page displays.

Figure 7-7. Section III Program Accessibility
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Note: The following rules apply to this page:

Follow page instructions for questions 1 and 2.

Use dashes to separate the phone number. iREMS will not add any formatting.

Comment fields are unlimited.

2. Enter the requested information exactly as it appears on the paper survey.

3. Click on and the save was successful message displays.

If you are finished you can stop here. However, if you want to complete the next page of the
survey, continue on the next section.

To view Final Submission:

1. Click on the Final Submission tab and the Multifamily Housing Inventory Survey page
displays.
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Figure 7-8. Multifamily Housing Inventory Survey (Survey Data) (part 1 of page)
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Figure 7- 9. Multifamily Housing Inventory Survey (Survey Data) (part 2 of page)



Integrated Real Estate Management System
Contract Administrator User’s Guide Chapter 7: Occupancy

February 2014 Page 7-14

Note: The following rules apply to this page:

Any necessary changes must be made on the input pages. This page is view only.

2. Review the entered data and compare it to the paper survey.

3. Click on and the page refreshes with the message Survey Completed.

If you are unable to save the survey record, a pop-up message will display indicating where
the required information is missing. Required information must be entered in order to save a
record. If your paper survey is missing the required information, that information must be
obtained from the person completing the survey.

When a survey is saved and there is another active survey, the following message displays:

To View an existing survey record

1. From the Housing for Disabled Survey List page, highlight and click on a survey in the list
and the Multifamily Housing Inventory Survey (Survey Data) page displays.
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Figure 7-9. Final Submission (part 1 of page)
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Figure 7-11. Final Submission (part 2 of page)

2. View the survey.

3. Click on another sidebar option to view additional information.


