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CHAPTER 2. SYSTEM SUMVARY

2-1. I NPUT OR SOURCE DOCUMENT. The automated data base is forned by
i nformati on recorded on the HUD 930. 1A t hrough 930.4 and HUD 948.
These forns contain all data recorded on the processing of
conmpl aints and conpliance reviews under the various Cvil Rights
aut horities.

a.

The HUD 930. 1A through 930.4 contain information on conplaints
and conpliance reviews as foll ows:

(1)

HUD 930. 1A - Regional Mnthly Status Sumary of
Conpl aints Received, Title VIII of the
Cvil R ghts Act of 1968 and Executive
Order 11063 (Conpl ai nts only)

HUD 930. 1B

Regi onal Monthly Status Summary of
Conpliance Reviews, Title VIIl of the
Cvil R ghts Act of 1968 and Affirmative
Fai r Housi ng Marketing (Conpliance reviews

only)

HUD 930. 2 Regi onal Monthly Status Summary of

Conpl ai nts Recei ved and Conpl i ance Revi ews
Conducted, Title VI of the Cvil R ghts Act
of 1964 and Section 109 of the Housing and
Conmuni ty Devel opnent Act of 1974 (Conpl aints

and Conpliance Revi ews)

HUD 903. 3

Regi onal Monthly Status Summary - Equal
Enpl oyment Opportunity Contract C ause

HUD 930. 4

Regi onal Monthly Status Summary of

Conpl ai nts Recei ved and Conpli ance Revi ews
Conduct ed, Section 3 of the Housing and

Ur ban Devel opnent Act of 1968 (Conpl aints
and Conpliance Revi ews)

A file nunber which is used as the controlling
identification nunber in the automated systemis recorded
on each form |In addition, information which describes the
al l egation, location data, critical mlestone action

dates associated with proper case handling, and information
on the outconme or result are recorded for each conpl ai nt

or conpliance review.
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b. The HUD 948 (State/Local Referral Agency Reports) provides
informati on on the processing of Title VII1 conplaints which
have been referred to state and | ocal agencies for handling
under the Departnent's Substantial Equival ency Regul ation
This unique formis the only source docunent which is subnmitted
to the data base after the conplaint has been completely
processed. Its primary value is that it contains information on
state or |ocal agency conplaint processing which can be used
to aid in an evaluation of the agency's substantial equival ency
posture. In practice, a HUD 948 is conpleted and entered into
the autonmated data base for each Title VIII conplaint recorded
on the HUD 930. 1A as closed by a state or |ocal agency.

(For instructions on the conpletion of these forns, see
For sanples of these forns see Appendix 4.)

2-2. ED T/ UPDATE - OVERVIEW The second phase of the Autonated
Conpl ai nt and Conpl i ance Review Systemrelates to the creation
and nai ntenance of the autonated data base fromthe input or
source docunents. The data base is conposed of six separate
files -- one for each form (HUD 930. 1A, 930.1B, 930.2, 930. 3,
930.4, and 948). Information on each of these docunents is
keyed into the system (or converted to machi ne readable fornj,
if valid, the information is nade a part of the autonated data
base, and edited. Errors detected by the machine edits are
relayed to the user in the Edit Error Listings, which are
the out put reports produced fromthe edit/update phase.

2-3. TYPES OF TRANSACTI ONS. The pernissible activities against the
data base are additions, changes, and deletions. For instructions
on the preparation of addition, change, and del etion transactions
see Handbook 8000.1, FHEO Conpl ai nt and Conpl i ance Review
Reporting and Control Procedures.

a. By definition, an addition is the entry of a conplaint or
compliance review for the first time into the data base.
The mi ni mum data whi ch should be present to make an addition
to the data base are the file nunber and a conplaint receipt
or conpliance review opened date, whichever is applicable.
If this mninumdata is not present and valid, the case
will be flagged as an acceptable fatal error, naintained
on the file but not included in system status and workl oad
summary reports.

b. A change is, by definition, any action to nodify a data
itemon a case which has previously been added to the system
The change data will replace whatever previously existed in the
given field for that case. Thus, a change transaction is used
to correct a data itempreviously entered incorrectly, or to
insert a data itemwhich was previously mssing fromthe case.
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(1) A change transaction may be used to delete a single
data item i.e., change a previously entered field to
spaces. This is acconplished by a change transaction
containing all 9's in the data itemfield or fields to be
bl anked out. The nunber of nines (9's) nust be equa
to the maxi num nunber of characters that may exist in the
field. This single field deletion procedure may be used
for all data itens except the file nunber on all files
and the Compensation Awarded field on the 930. 1A file. A
file nunber may never be changed because it is the single
item which uniquely identifies the case in the data base.
If it becones necessary to correct a file nunber, a
del etion transaction nmust be entered for the case with
the incorrect file nunber and an addition transaction
entered with the correct file nunber.

C. A deletion is the transaction which will cause a case to be
dropped fromthe data base. A deletion is possible only on
a case which has been previously added to the system

2-4. DATA ENTRY. The transactions are entered into the systemthrough
the use of HUD s Linolex termnals |ocated in each Regional Ofice.
Conpl ete instructions for use of the Linolex terminals are
contai ned i n Handbook 2361. 7 FHEO Conpl ai nt and Conpli ance
Revi ew System Term nal Qperating Procedures.

a. The data capture tape is the nmechanismused to key the data
into the system The capture tape contains a frane
correspondi ng to each of the systeminput docunents, i.e., HUD

Forms 930. 1A, 930. 1B, 930.2, 930.3, 930.4 and 948. Limted
editing is built into each frane of the capture tape to
prevent such occurrences as entering al phabetics in an all
nuneric field or entering an invalid file nunber

(1) In addition to the ability to visually verify each
transaction prior to witing it onto the tape file
to be transnmitted, the capability is provided to
list or print the data tapes which contain the keyed
transactions. Printing of the data tapes may be
acconpl i shed both prior to and after transmi ssion of
the data to the central conputer site. The printout of
the data tapes may be useful for verification and audit
trail requirenents. See HUD Handbook 2361.7, Chapter 1-2,
Par agraph (10) for precise instructions for printing the
cassette data tapes.
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(2) If it becones necessary to delete a transaction after it
has been witten onto the cassette data tape, but prior
to the tape being transmitted to the central conputer site,
it can be recalled and narked so that the systems edit/
update programs will process it but nake no alterations
to the data base. For instructions to inplenment this
procedure see the HUD Handbook 2361.7, Chapter 1-2,
Par agr aph 8, Subparagraph (i).

EDI TI NG AND UPDATI NG OF THE DATA BASE. The transaction data entered
via the Linolex terminals is transmtted to the central conputer
site in Headquarters where it is batched and processed weekly.

a.

Prior to the update transactions being entered into any of the
systenmis edit/update prograns, they are sorted for the entire
country by their file nunber in ascending order. |If there are
two or nore transactions with the same file nunber, then all the
deletion transactions ("D') will be processed before the
addition ones ("A") which in turn will be processed before the
change transactions ("C'). Therefore, the user can replace an
exi sting record on the master file with a new one by subnmitting
both a deletion and an addition transaction having the sane

file nunber during the sanme processing run

(1) However, because of the way transactions are coll ated,
the user cannot delete an old record, replace it with a
new record having the same file nunber and then delete the
new record during the sane update processing run. The old
record woul d be deleted by the first deletion transaction
as desired. The second deletion transaction would be
processed next and would result in the transaction being
rejected with the fatal error nessage, "NO MASTER
RECORD TO DELETE, TRANSACTI ON REJECTED, " as the previous
deletion transaction renmoved it. Therefore, after the
update process is conpleted, the new record woul d exi st
on the master file even though this was not desired.

(2) Wile the collating sequence processes "D', "A" and "C'
transactions having the sane file nunber in this order
t he EDI T/ UPDATE Program does not pernit a change
transaction to update any fields on a record that was
just added to the Master File during the same processing
run. |Instead, the change transacti on would be rejected
with the fatal error nessage, "NO MASTER RECORD TO CHANGE
TRANSACTI ON REJECTED." This will occur inspite of the
fact that after the update processing run a record wll
exi st on the updated rmaster file, because the i mediately
precedi ng addition transaction with the sane fil e nunber
was processed.
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2-6. EDI T ERROR LI STI NGS

a.

Structure of Listings. There are six (6) types of Edit Error
Listings. Each listing inforns the user of the results of an
update or the current status of the existing data base. The
types are identified by descriptive headings. At the top of
each page on the left there is a Product I|nformation Code

(PIC, as an exanple EQRACC-E. This code contains the CCRS
System Code (EQ2) foll owed by a sequence code of A The next
code is an A, B, C Dor E This code corresponds to the HUD
form nunber (930.1A, 930.1B, etc.) to which the listing applies.
The HUD form nunber is found in the center of the page, second
line. The next character of the PICis always a C. This
character is not intended to provide the CCRS user any mneani ngfu
information. The last character of the PIC, that to the

right of the hyphen, informs the user which of the reports are
bei ng referenced. The last character of PIC code is an A thru
F corresponding to the followi ng types of |istings.

LI STING TI TLE LAST CHARACTER OF PIC

Accepted Error Free Updates A
Non- Fatal and Accepted Fat al B
Rej ect ed Fat al C
Sunmmar y D
Master File Status E
Legend F

The above titles are printed in the center of the page, nost
often on the third line. On the right side of the page is
printed the date (MM DD YY), nonth, day, year, and the tine
(HH: MM SS:), hour, minute and second, that the listing was
started. Belowthe tine, the title OPTION. is followed by
either 'ERROR , 'UPDATE , or 'ALL.' These options are
expl ai ned i n Paragraph 2-6b of this Chapter.

(1) The Accepted Error Free Updates Listing is generated
only when the ' UPDATE option is requested. This
listing informs the user of those updates made to the
data base which were error free. Each case listed has
printed to the left of the 'FILE-NUMBER the type of
update that was perforned on that case (Add, Delete, or
Change). Wen a data base record is changed two |ines
are printed for the case. The top line is the data base
record as it exists after being updated. Any data el enent
that is changed is preceded by an asterisk. Each data
el ement of all added and del eted cases are printed.
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(2)

(3)

The Non-Fatal and Accepted Fatal Updates Listing

contains information regardi ng added or changed cases
which are in error. The type of update is printed to the
|l eft of each FILE-NUMBER The next line identifies the
type of error that was produced fromthis update. Errors
found on this listing are only non-fatal or accepted fatal
A non-fatal error is defined as data which is not valid
for a particular field of information but the existence
of which does not cause the case to be excluded fromthe
system out put summary workl oad and status reports. An
accepted fatal error is defined as data which is not
valid for a particular critical field of information

and the existence of which causes the case to be excluded
fromthe system output summary workl oad and status reports.
Errors in the following data itens cause "Accepted"

fatal errors

1) Conpl ai nt Recei ved or Conpliance Review
Opened Date

2) Cl osed Date
3) Cl osi ng Code or Type of Cosure

The concept of the ' ACCEPTED fatal error prevents the

| oss of a data base record when a change transaction
introduces an error in one of the above listed critica
fields. |Imediately below each type of error identification
line is printed one or nore error codes. The

interpretation of each error code, non-fatal or accepted
fatal, is found on the legend listing.

The Rejected Fatal Updates Listing inforns the user of
update errors which have not affected the data base.

The first type of rejectable fatal errors relate to
file-nunmber and are noted by error codes 01 through 05.
Each of these codes relate to errors found in file-nunber
and are as follow. 01 Region Code not within Prescribed
Range of 01-10; 02 Fiscal Year not within Prescribed
Range of 69-85 or TQ 03 Month not within Prescribed
Range of 01-12; 04 Serial not nuneric or serial is zero;
and 05 Authority Code Invalid. Any error in file nunber
will cause the rejection of an add transaction. File
Nunber error are rejected fatal errors because subsequent
change transactions cannot alter file-nunber. The second
type of rejectable fatal errors results when a transaction
is submitted and the existing status of the data base
disallows a particular type of updating. The codes and

a description of each:
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86 No Master Record to Delete

87 No Master Record to Change

88 Invalid Type of Update Code

98 Duplicate of a Previous Add Update

99 Duplicate of an Existing Master Record

(a) Errors as described above which occur during the
posting of a transaction to the Master File are
referred to as "rejectable” fatal errors because
they cause a transaction to be excluded fromthe
Master File.

(4) The Summary Listing contains detail counts of activity
whi ch occurs during an update. The first line printed
"Master Input Records' is the total nunber of records which
exi st on the data base prior to updating. The last line,
"Master Qutput Records' is the resultant total after
updating. The activity of changes to the data base is
listed by transaction type. 'Rejected transactions do not
effect the master counts. The right colum of 'Changes
Accepted' is always zero, because change transactions have
no effect on the master output record total. 'Deletes
Accepted' are printed in parenthesis, to enphasize that
the count has a negative effect on the total master
records. The third fromthe last line, "lInvalid Type
is a count of transactions which are not identified by
the system as adds, changes, or del etes.

(5) The Master File Status Listing summarizes two types of
information. The top portion of the listing reports
the status of all records on the Regional data base.
The count displayed for 'Total Non-Reportable Records
is the total of all acceptable fatal records. Records
in this category are not reported in any of the system
out put sunmmary workl oad and status reports. The
second portion of the listing inforns the user of the
options used in creating this particular Edit Error
Listing. An asterisk under a particul ar Regi on nunber
indicates that the option printed to the | eft has been
sel ected for that Region. These options may be requested
by Regional Ofices through FHEO Headquarters staff.
Par agr aph 2-6b of this Chapter explains the avail able
opti ons.

(6) The Legend Listing primarily contains a description of
error codes and the neaning of each. The error codes
are listed in the left colum foll owed by the type of
error, non-fatal, rejectable fatal, or acceptable. The
next colum is a total of all records on the data base
having this particular error. The data listed under
description explains the neaning of each error code.
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Edit Error Options. The Edit Error Listing for each Master File
may be produced through the use of three options. The options
are ' UPDATE', 'ERROR , and 'ALL'.

(1)

(2)

(3)

The ' UPDATE option is run on a weekly cycle to update the
data base with transactions created via DEGEN and
transmtted from Regional Ofices to HUD s Headquarters
conputer. When an update option is used all Regions wll
receive at least a Master File Status Listing, even though
a particular Region may not have submitted update
transactions. Each Region submitting transactions wll
receive a Master File Status Listing plus these listings;
Accepted Error Free, Non-Fatal and Accepted Fatal, or

| egend, dependent upon the events of updating.

The 'ERROR option edits all records on the data base and
reports only those records in error. This option nmay be
run selectively by Region. Each Region, selected for an
"ERROR option, will receive a Non-Fatal and Accepted Fata
Listing, if any errors exist within its data base, a Master
File Status Listing and a Legend Report are al so creat ed.
Types of errors (Non-Fatal and Acceptable Fatal) are
identified to the left of the record in error. Error codes
are printed on the next line and explained in the Legend
Report. The 'ERROR option listing will be produced
periodi cal ly, and upon Regi onal request giving Regi ona
staff an opportunity to make corrections to data which
isin error.

The " ALL' option is identical to the 'ERROR option

except that it also prints data base records which are
error free. This listing will be generated periodically
providing Regional Offices with a conplete listing of data
base contents.

2-7. ERROR CORRECTION. When a rejectable fatal error occurs on an
addi tion transaction, correct the identified itens and re-enter
the case as an addition. Wien a rejectable fatal error occurs on
a change or deletion transaction because there exists no matching
file nunber already in the data base, correct the file nunber and
re-enter the change or del etion transaction. Wen an acceptable

error occurs on a change transaction, correct the data

items in error and re-enter the change transaction. Wen a

f at al

non-f at a

error and/or an acceptable fatal error occurs on an

addition transaction, correct the data items and submt a change
transaction. Wen a non-fatal error occurs on a change
transaction, correct the data itens and re-enter the change
transacti on.
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2- 8.

2-9.

2-10.

DATA ENTRY AND EDI T SCHEDULE. It is recommended that each
Regi on key in transactions on a weekly basis. After the end
of each week, all of the data transnitted by the Regions is
collected at the central conputer site and processed agai nst
the master file. Fromthis processing a set of Edit Error
Listings is prepared for each Region. These listings reflect
all errors detected in the entire data base. Wthin one

to two days the listings are returned over terninal lines to
the Regions. Corrections are nade by each Region to its data
base in tinme for the next weeks processing.

QUTPUT REPORTS - OVERVIEW In addition to the Edit/Error Listings,
a series of managenent reports have been designed for system
output. In general, these reports may be separated into six

cat egori es:

Sunmary Wor kl oad Reports

Status Reports on open and cl osed cases
Agi ng Reports

Lapse Tine Analysis of O osed Cases
Query Report

Speci al Report

D QOO TD

(Appendi x 2 contains sanpl es of each of these reports. A list
of each report is provided at the end of this chapter, with the
identification of the input docunments fromwhich the data for
each report is taken).

WORKLOAD SUMVARY REPORTS. Workl oad Summary Report provides such
informati on as conplaint receipts by authority and by state,
compliance reviews by authority and program and conpl ai nt

recei pts by basis, program and issue. It is anticipated that
FHEO Headquarters will produce these reports routinely on a
nonthly basis to coordinate with the OPLAN System and as

speci al needs rise. Each Region may request preparation of any
of these reports on a schedule suited to its own needs.

a. The tinmeframes for each of these reports are sel ected
by the user and input to the systemthrough Data
Parameter Cards. Detail instructions for conpleting these
Data Parameter Cards are found in Handbook 2361.7, FHEO
Conpl ai nt and Conpli ance Review System Terninal Operating
Procedur es.

(1) Examples of uses of the Wrkload Summary Reports incl ude:
budget anal ysis; special reports such as the HUD
Statistical Yearbook; and analysis of the specific
HUD prograns in which conpliance reviews are conduct ed.
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2-11. STATUS REPORTS. The Status Reports on open and cl osed cases are
the reports which are best used by both Regi onal and Headquarters
for managenment control and program eval uati on under each of the
authorities. Separate reports are prepared for conplaints and
compliance reviews for each of the major groupings of the G vi
Ri ghts Enforcenment Program-- Title VIII and EO 11063, Title VI,
Section 109, EEO Contract C ause, and Section 3. Each of the
Status Reports contains information on conplaint receipts or
conpliance review starts, cases on hand the begi nning of the
period, cases awaiting investigation for a given nunber of days,
cases under investigation, cases awaiting negotiation or
conciliation for a given nunber of days, cases investigated,

i nvestigation or negotiation results, cases closed and the
results of closures, and cases open at the end of the period.
This kind of information is useful to the manager in identifying
potential problem areas or bottlenecks in the processing of

conmpl aints or conpliance reviews and in beginning to eval uate
the results of case handling. Because of the conplexity of

the definitions of sone of the itens used in these reports, a
data dictionary which defines the itens for each status report
is included in Appendix 3.

a. Each of these reports provides separate information by
Regi on and provides for user selection of two tine periods
for reporting. The system provides for the user selection
of time periods for reporting through the use of Data
Par amet er Cards which are prepared by the user and which
specify each of the two tinme periods in terns of a fromto
range. As an exanple, the status report on open Title VIII
cases may be prepared for the periods February 1, 1977
through February 28, 1979 and October 1, 1978 through
Decenber 31, 1978.

b. Under routine circunstances, Headquarters will produce Status
Reports for each cal endar nonth and fiscal year cunul ative
period. However, there is no limtation on the selection of
time periods chosen. Detail instructions on the preparation
and submi ssion of these Data Paraneter Cards is found in
Handbook 2361.7, FHEO Conpl ai nt and Conpli ance Revi ew System
Term nal Operating Procedures.

2-12. AG NG REPORTS. The Aging Reports are a series of separate reports
one for each activity and each Cvil Rights authority, which lists
by Region all open cases as of a given tine period. They are
summary-type reports which provide the total number of open cases
in each Region in 30-day categories. Currently, these reports
provi de the data necessary in the Executive Managenent Report on
aged cases.
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2-13.

2-14.

2-15.

LAPSE TI ME ANALYSI S OF CLOSED CASES. The Lapse Tine Reports are a
series of separate reports, one for each activity and each G vi

Ri ghts authority, which |ist the total nunber of days required to
process the cases which were closed during a specified tinme period.
The conputation of the nunber of days is based on a conparison of
the date the conpl aint was received or the date the conpliance
review was opened with the date the case was closed. These too
are summary-type reports which provide by Region the total nunber
of closed cases by 30-day categori es.

QUERY REPORT. The system provides a query capability for each of
the six files which conprise the data base. These six files
correspond to the six input source docunents: HUD 930.1A; HUD
930. 1B; HUD 930.2; HUD 930.3; HUD 930.4; and HUD 948. Any data
itemon each of these files may be queried at any tine. The

query capability is provided primarily because all but one of

the output reports is designed for sunmary reporting only, i.e.
they do not list individual cases. An exanple of the use of the
query capability to support the sumary reporting mght be detection
of a bottleneck in Title VII1 Conplaints under investigation nore
than 30 days through use of the Status Report on Title VIII

foll owed by a query of the systemto list all cases under

i nvestigation nore than 30 days. This would provide the nanager
with the essential information he/she would require for corrective
action. Another exanple of the use of the query capability is to
det ermi ne whet her or not conpliance reviews have been conducted

on a particular respondent in a Title VI conplaint. The query
capability is provided through use of a pre-programed software
package call ed SCORE (Sel ect Copy Report). Detail information on
the use of the SCORE package is contained in the Term nal Operating
Procedures Handbook. 1In general, the SCORE program all ows the
user to choose the criteria to be used to select and print the

i ndi vi dual cases, specify title and other header infornmation to

be printed at the top of each page of the report, sort data in a
speci fi ed sequence, and select the data itens to be printed for
each case.

SPECI AL REPORT. At this tinme there is one Special Report -- a
report on Repeated Title VIII Ofenders. It was designed in
response to inquiries received by FHEO Headquarters from ot her
Federal agencies, such as the G vil Rights Comm ssion. Essentially,
the report provides information on the respondents of Title VII
conpl ai nts who have been respondents in nore than one conpl aint.

The respondent's nane is used to identify multiple offenders. The
ability to adequately use this report is dependent upon the

extent to which each Region uniformy identifies a respondent

each time he/she beconmes party to a Title VIII conplaint.
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2-16. TECHNI CAL ASSI STANCE. To request query reports or to obtain

2-17.

assi stance in the resolution of ADP-related probl ens, FHEO

Regi onal personnel shoul d contact the Regional Managenent
Information Division Director or Conputer Specialist. To obtain
speci al runs of pre-programed system output reports on a
limted basis, Regional FHEO personnel should nake a witten
request to FHEO Headquarters, attention Managenent Systenms and
Services Division. To resolve questions of a procedural nature,
FHEO Regi onal staff should contact FHEO Headquarters, Managenent
Systens and Services Division

RESERVED
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