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Chapter 5: Creating Financial Submissions

Inbox Page

The Inbox page is the first page in FASS-PH. The table on the Inbox page displays all
financial data submissions assigned to the authorized user to date. The table may be blank the
first time you access FASS-PH; data submissions cannot be displayed until they are created in
the system.

inbo | Dielete Diraft Submission

FHA Code Subrmission Type Instructions:
To creats a new submission,
AL = |ALL =] selectthe desined PHA and hit the
=0 button Than sedact the Craats
Srae Eiccal End Yos Mengs Subrmission link.
WWARTIMNG - Onby apsan one
- submission at & time o avoid data
|-':'-LL d |'E'-"-3'|:I _'J |‘5 00D GDI cormuption problems
FREWVIOUS FAZE NEXT PAGE
PHA FISCAL DATE
STATUS oo PH HAME TYRE YEAREND  RECEIVED PSS ANALYST
Fanssalasr
Crafi  MWY033 Housing Authority naudited!s-133  O6E02000
Tuckahoa Housing , ROEBERT
IFA& Agres  WYODE Authrity Auditeda-133 030 299 ALLEM
P& Yest Central Jt OLUMDE
B HETTS Housing Autherity Audited/A-133 128311288 OLAMIGOKE
IFA Syracuse Housing e DLUMIDE
R MY D0 Authority Apchitadif- 133 QIEA 02000 L AMIGOKE
Section 8 Wiest Central Jt QLUMDE
Submitad ME1TS Housing Autharity Unauditad™o Audit  12031,/1 %44 AL AMIGOKE
IFA Howsing Authority CLUMDE
e ik San o Home Audtedion-A-133  OESE02000 AL AMIGOKE
. WEEHAWKEM . BER AN
Eajectad MJOTT HA ianditedfd- 133 123111999 A3 2000 GREENBERG

EREVIOUS PAGE MEXT BEAGE

Top of Page

Inbcx | Dslete Craft Submission
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The table shows the Status, PHA Code, PHA Name, Type, Fiscal Year End, Date Received,
and FASS-PHA Analyst for each submission. The table displays 20 rows at a time. Use the
scroll bar to view the entire page, if necessary. Use the Previous Page and Next Page links to
view the next or previous rows in the table.

To sort the table:

PHA Code Submission Typs Instructions:
T craeabe & mew submission,
[Okg99 =] | Audited/A-133 =] select the desired PHA and hit the
>0 buttan Then salect the Create
Status Fiscal End Year New Submission link.
WARRNING - Only opan one
. _ submission at & time o avoid data
| Diraft j 221 H Iq ono EI Corupton problems

The submission table on the Inbox page can be sorted by PHA Code, Submission Type,
Status, and Fiscal End Year (month and date). Click on the right Arrow [=] buttons in the fields

to view a list of selections. Click on the appropriate selections. Then click on the Go IE
button. The table is sorted based on the selected criteria.

May 4, 2001 5-2



PHA and Auditor User Guide

Financial Assessment Subsystem for PHAs Release 6.0

CREATING FINANCIAL SUBMISSIONS

Submission Status

The two status categories for FASS-PH submissions are Interim and Final. An Interim status
identifies where a submission is in the financial assessment process and indicates the next
action to be performed on the submission. Final status indicates that the financial assessment
of the submission has been completed by REAC. Submission status is defined as:

FASS-PH Submission Status

Interim Status Definition

Draft The submission has been created but has not been submitted for review.

Invalidated The submission has been created and submitted, and REAC assigned an
unapproved status that had a previous status of approved.*

*When an approved submission is invalidated, a letter is sent to the PHA.

IPA Review The submission has been completed by the PHA and is ready for IPA review.

IPA Disagree The IPA has reviewed the submission and has not agreed that all items are
exactly as shown in the hard copy audit report for the PHA. The submission
is ready for the PHA to make the necessary corrections. Once corrections
have been made and data has been resubmitted, the status changes to “IPA
Review.”

IPA Agree The IPA has reviewed the submission and has agreed that all items are
exactly as shown in the audit report for the PHA. The audited submission is
now ready for the PHA to submit to REAC (allow approximately 24 hours).

Ready for The submission is ready for scoring in the FASS-PH system.

Scoring

Review The PHA has sent the submission to REAC. It has been scored and
assigned to a REAC FASS-PH Team Analyst for review.

Final Status Definition

Approved The submission has been approved by REAC.

Rejected The submission has been rejected by REAC. A letter concerning reason(s)
for the rejection will be sent to the PHA.

Section 8 Indicates a submission from a Section 8 entity.

Submitted

Each submission has a set of data entry pages. Once a submission has been created, you can
access the data entry pages by clicking on the underlined link (e.g., Draft) in the Status column.

FHA FISCAL YEAR DATE FASS
STATUS - cope FHA NAME TYPE END RECEIVED ANALYST
Housing Authority of the
Draft = CAQ35 City of San Unaudited/A-133 | 09/30/1993
Buenaventura
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Invalidated Status

The “Invalidated” status is a new status with Release 6.0 which allows a submission that
previously had an “Approved” status, to be given an “Invalidated” (or unapproved) status by the
REAC Project Manager. When the Inbox reflects the status of a submission as “Invalidated,”
the PHA creates a new submission for that fiscal year (same submission type) and resubmits.
The user views the “Invalidated” submission by selecting the Invalidated link in the Status
column.

PHA Code Submission Type Instructions:
To create a new submission, select
CAD9Y - |Unauditedfﬂa—133 Audit j the desired PHA and hit the GO
button. Then select the Create Mew
Status Fiscal End Year Subrnission link.
WARMIMG - Cnly open one
- submission at a time to avoid data
[invalidated =] [3E1 =] 2001 Gof B A e
PHA FISCAL YEAR DATE FASS
STATUS CODE FHA NAME TYFE END RECEMVED ANALYST
Housing
Invalidated | CAS39 Authority of | Unaudited/A-133 03/31/20
Anytawn
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Submission Types

The three categories of submission types are Unaudited, Audited and Requests. Unaudited
submissions are due to REAC within 2 months of the PHA's fiscal year end. If an audit is
required (and Unaudited/A-133 or Unaudited/non A-133 is selected), the Audited submission is
then due to REAC within 9 months of the PHA's fiscal year end (FYE). Requests are submitted
to REAC when circumstances impede the electronic submission of financial data to REAC.
Submission types are defined in the table below.

FASS-PH Submission Types

Unaudited Definition
(submitted within
2 months of FYE)

Unaudited/A-133 Audit Annual federal funding to the PHA is > or = $300,000, which
mandates completion of an OMB Circular A-133 audit.
Unaudited/Non A-133 Audit Annual federal funding to the PHA is < $300,000, and the
PHA expects to complete an audit.
Unaudited/No Audit Annual federal funding to the PHA is < $300,000, and no
audit is mandated or chosen.
Audited Definition

(submitted within
9 months of FYE)

Audited/A-133 Audit Annual federal funding to the PHA is > or = $300,000, and
an OMB Circular A-133 audit was completed.
Audited/Non A-133 Audit Annual federal funding to the PHA is < $300,000, and an
audit was completed.
Requests Definition

Unusual Circumstances Request | Can only be made for an original Unaudited submission.
Request is due 15 days before the unaudited submission
due date. Status of the request displays on Inbox page.

Manual Submission Request Must be made by U.S. mail to the REAC Technical
Assistance Center. Request is due 60 days before the
unaudited submission due date. Status of the request
displays on Inbox page.
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Creating New Submissions

The table on the Inbox page is empty until submissions are created in the system. Users
create a new submission by selecting the PHA Code at the top of the Inbox page and clicking

on the Go button. The underlined Create New Submission link then displays at the top of
the Inbox page, allowing users to create a new submission. This link accesses the PHA Info
pages where users select submission criteria. Based on the selected submission criteria, the
system generates the appropriate financial data entry pages. Once a submission is created, it
is listed on the Inbox page as “Draft.” Submissions can only be created for previous fiscal
years after the fiscal year end date.

To create a new submission:

1. Atthe top of the Inbox page, select a PHA Code using the drop-down menu. Only the
PHAs to which the user is assigned display.

Inboix | Delete Draft Submission

Instructions:

To create a news
submission, select the
ALL - |A|_|_ ~| desired PHA and hit
the O button. Then
select the Create MNew

FHA Code Submission Type

=tatus Fiscal End Year Submission link.
WWARMIMNG - Only open
one submission at a

[ALL M a1 =] fzo00 Gol time to avoid data

corruption problems.

2. Click the Go button. An underlined Create New Submission link displays at the top and
bottom of the Inbox page.
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3. Click on the underlined Create New Submission link to continue to the PHA Info page.

_raate Mewy Sunmission | Lnusual Crrcumstancs Ragquest

Inbox | Reports | Delete Draft Submissian

FHA Cade Submission Type Instructions:
To create a new submission,
| CASI) vl | ALL x| selectthe desired PHA and hit the
=0 button Then select the Cresta
Status Fiscal End Year Mewy Submission link.
VWARNMING - Only open ane
submission at & time fo avoid data
|ALL = [anr = Jzooo _IE':‘ corruption problems.

STATUS PHA CODE PHA NAME TYPE FISCAL YEAR END DATE RECENVED FASS ANALYST

Top of Fage

_raate Mewe Sunmission | Lnusual Circumstance Ragues]

Inbox | Beports | Delete Drall Subrmission

sar Guide and Systemn Documantation | Technical Assistance Cantar
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PHA Info Page

The PHA Info page allows users to verify and enter basic information about a PHA and the type
of programs under which they are funded. Based on this information, the system generates the
appropriate data entry pages for the user to complete and submit to HUD. The PHA Info page
contains two tabs — PHA Info and Program Selection. Users can change tab pages by
clicking on the tab names. A tab page is active if the tab name appears in dark bold.
Remember to save your work before leaving a page. To avoid losing work, use the underlined
system links to move from page to page, instead of the browser Back and Forward buttons.

I | FHE Infio

Instructiona:
Plagse venty that the PHA infommation s | 1#a58 input the FVI":"':' E"m salact o
coerect. If there ere any dscrepancies with | SUDMISEI0N hpe satecl @ al'“
the ciaa Shown bebkiv please contactyour | SUDMIEEION OF Cowaoad the last

HU o pdste e rfomatic o e e
1eh 1o continue
SCTUTI, T,
FHA Cade CAGS
PHA Marms COUNTY OF HOMETCWH
Elh Mumizar

Streal Addrass(line 1) S8 VALLOMERCSS AVE
Sireat Address(line 7

City CHICO
State A
Ip Code 95328

v End Diata Qi |

& Unauditad! A- 133 Ayt

© Unauditadd Mon- 4-133 Audit
Submis=on Type ~ Unauditad Mo Audil

© Auditedl A-133

© Audidedr Mone A 133
& Blank Submissian

Diovnioad Opfion
= Dowmloed Last Submission

W esian
_Seve |

o of Pags
nhipe | PHA Info

Lisar Guide and System Documentation | Technical Assislancs Canler
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PHA Info Tab

The PHA Info tab contains basic information about the PHA, including name, PHA code,
address, and fiscal year end date. To create a new submission in the system, you must enter a
Fiscal Year End Date and select the appropriate Submission Type and Download Option.

PHA Info Program Selection

FPHA Code CA995
FPHA MName COUMNTY OF HOMET W
El Mumber

Street Address(line 1) 580 VALLOMBROSA AVE
Strest Address(line 2)

City CHICO
State CA
Zip Code 95926

Fy End Date Sf30f I

& Unaudited! A-133 Audit

©  Unaudited! Non- A-133 Audit
Submission Type T Unaudited/ Mo Audit

C Audited! A-133

©Audited! Naon- A-133
& Blank Submission

Download Option o
T Download Last Submission

Version

Sawe |
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To complete the PHA Info tab:

1.

For the PHA Info tab on the PHA Info page, enter a four-digit fiscal year end date in the FY
End Date field.

Select a Submission Type by clicking on the appropriate radio button. An Unaudited
submission must be created in the system before an Audited submission can be created.

Also select a Download Option by clicking on the appropriate radio button. Users can either
download a new submission or the last submission.

Click on the Save EI button to save the information in the system. A confirmation
message displays.

nthhgd39 hud.gow:B1 - [JavaScript Application] E3

\_‘5) A ol sune thal wou want 1o see?

ok | Cancel

5. Click on the OK button to close the message and create a new submission in

the system. Additional links display at the top and bottom of the page. Otherwise, click the

Cancal

Cancel button to cancel the action.

Inbox | FHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings |
Submit
Late Reason | Material Difference Eeason

Instructions:
Flease verify that the PHA information is | If you desire to change the submission
correct. If there are any discrepancies with  type, then please select another
the data shown below please contact your  sybmission type and click the Save
HUE to update the information. button. Then select the Program Selection
tab to continue.

PHA Info Program Selection

[J NOTE: Audited submissions display an additional Notes and Findings link.

6. To change the submission type after creating a new submission, click on the appropriate

radio button to select the new Submission Type. When changing the submission type, you
can only change the type of audit required, not from Unaudited to Audited, or vice versa.
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7. Click on the Save EI button to save the new Submission Type in the system. A
confirmation message displays.

nthhgd39 hud.gow:B1 - [JavaScript Application] E3

\‘Q Ane you sure thal you want bo seve?

i 0Kk §  Cancel

8. Click on the OK _ button to close the message and information in the system.
Otherwise, click the Cancel IE button to cancel the action.

9. Click on the Program Selection tab name at the top of the table to continue to the
Program Selection tab page.
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Program Selection Tab

The Program Selection tab includes a list of federal programs that provide funding to PHAs.
New generic programs (circled below) were added to the Program Selection page in Release

6.0. The “Other Federal Programs” 1, 2, and 3 do not have numbers listed in the CFDA

column. These programs can be used when a federal program does not have a CFDA number,
and the user is unable to find the program by using the “Add a Program” function. See page 5-

15 for instructions on adding programs. These three programs will be included on the Data
Collection Form Report, but the program name and numbers will be blank. Users select the
programs funding their PHA by clicking the appropriate checkboxes in the Select column.

£ PHAIME ¥ Program Selecun
CFIUH RARE OF PROGRAM
14182  HT SR Sedion 8 Programs
14850a  Lowe Rant Publc Housing
14850b | Deweloprment
14852  Publc Hougrg_Cornprahangme ngeorssman S atarmcs Poogram
14853 | Public Housmg_Tenant Opportunities Program
14354  Public and lndian Housing Drug Eliminstion Pogram
14855 Saclion 8 Rental Voucher Program
145855 Loeer Income Housing Assistance Program_Seclion 3 Moderate Rehabibtat
14857 | Section @ Rental Cedificate Program
14353 Hapa |
14853 | Public Houseg_Comprehensive Grant Program
14850 Head Stad Pubdic Housing Eady CheldhoodDevelopmenl Demonsiation
14 351 PIH - Faivaly Imeesimant Comporation
14883  PiH - Youlh Sporis Progeam
148964  Economic Devalopmen] &d Suppodiee Semices Program
14888  Hesfabzation of Seversdy Destressed Public Housrg
14363 Mew Agernach Anli-Drug Geanis
14871  Housing Choice Youchers
14372 Publie Hougrg Captal Fund Frogram

#Tar Faderal Progeam
Crher Federal Program 2
Cnhir Faderal Program 3

BHusiness Acin s

Intamal Samica Fund

Seneral Fined Sssets Accourd Group
Fengral Long-Tearm Dbl Accgunl Geoup
Fiduciany

Companent Unigs

Dalil Setecs Fund

5o | Rese |

2dd & Program

SELELT

ARTH TN AT

|Detais]

S TV ECH TRCH TTRTH DT T TN T EC T1ECTH 51RO T ECTH TR T

May 4, 2001
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To select federal programs:

1. For the Program Selection tab on the PHA Info page, click in the checkboxes in the Select

column to select the federal program(s) under which the PHA receives funding. A

checkmark 0O appears in the box. Click in the checkbox again to deselect the program.
Check as many programs as are applicable.

2. Click on the Save EI button to save the data in the system. A confirmation message

displays.

3. Click on the OK
cancel.

8]4 Cancel

Cancal

. button to save your data, or the Cancel

4, Use the Reset IE button to reset all entries to the last save, if necessary.

button to

5. Some programs may require users to identify a specific project(s). Click on the underlined
Details link in the Select column. The Project Selection tab page displays.

nbicoc | PHA Info | Financial Dats Scheduls | Data Colecbon Form | Rof=s & Findings | Submit

atn Resson | Material Qiferens Bescon

FHA Code: CASES
PHA Name: HOUSING AUTHORITY OF HOBMETOWN

Sactien B MOD Rehab. Frojsot Salection

[ PHiints T Program Selection ¥ osci Somchian 3

FROECT & SELETT
LALUEMRLEINT F
CANDEMRONN2 I

Sae |

Top of Fags | Back 10 Prograsn Selechin

b | PHA Info | Fingncial Dsta Sohadule | Dats Coleciion Form | Moes & Findings | Submi

Late R=ason | Maberial Dfference FHeason

Jser Guide and Svstem Documertaton | Technical Assistance Cenler

6. Click in the checkbox to select the applicable project(s).

May 4, 2001
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7. Click on the Save EI button to save the data in the system. A confirmation message

displays.

17049 9%.120 - | Javasconpl Application)

:\E) Are you sung thet you would Bke o seled fhese programs?

o || concal |

8. Click on the OK _l button to save your data or the Cancel IE button to

cancel.

9. Click on the underlined Back to Program Selection link at the bottom of the page to return to
the Program Selection tab page.

Labe Heazan | Matenial Difference Heasan

|_ate Rez

m Program Selection

CIFDuA i HARSE OF PRO-GRAR
14182 N SR Section 8 Programs
14 8502 Low Rent Public Housing
14 B50h  Development
14,852 Public Housing_Comprehensiee Imorovement Assistance Frogram
14 853 Public Housing Tenant Opporiunites Program
14,854  Public and Indizn Housing Dineg Eliminztion Program
14 855  Secton B Rental Voucher Program
14 858 Lm-ver_ll_'lcurne Housing Assistance Program_Secton 8 Moderate
Fehabilitat
Save | Reset |
Add & Program
Top of Pange

Inbox | PHA Infio | Financizl Diata Schedule | Data Collzction Form | Motes & Findings | Subenit

= 71

I N R e .

[Detads]

Infi | PHE Info | Fingncizal Data Schedule | Data Colaction Fosm | Motes & Findings | Subsmit

=an | Material Difference Reason

Llger Suide and System Docwmentabon | Techocal Assistance Lenbsr

May 4, 2001
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Adding Programs

Programs can be added if they do not appear on the Program Selection tab. Use the Add a
Program link at the bottom of the page to add programs to the list.

To add a program to the list:
1. Atthe bottom of the Program Selection tab of the PHA Info page, click on the underlined

Add a Program link to add a program not included in the list. The Add Program page
displays.

Inhox | FHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings | Submit

Late Heazon | Material Difference Feason

Instructions:
To add a newy prograrm:

1) Enter a CFOA# In the appropriate box and click the Go button. Click the Add
Frogram button. If you are unsure of the CFDA#,

2) Select a Federal Agency from the Federal Agency drop-down box and click
the Go button. Select the newy Federal Program from the Federal Program
drop-down box. Click the Add Frogram buttaon.

m Program Selection Project Selection

Federal Agency
|HDUSING, DEFPARTMENT OF HOUSING AND URBAN DEVELOPME j

-
@ Frogram Mame

|Interest Feduction Payments_Rental and Cooperative Housing for Lo j

CFDA#

Add Program

Top of Page | BEack to Program Selection

Inhox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings | Submit

Late Heazon | Material Difference Feason

lUser Guide and System Documentation | Technical Assistance Center
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2.

8. Click on the OK :

If you know the CFDA# of the program you wish to add, enter it in the blank field. Then,
click on the Go button. Skip to Step #6.

If you don’t know the CFDA #, click on the right Arrow [=] button to view a list of Federal
Agencies.

Click on an agency to select it, then click on the Go button. A list of programs displays
in the Program Name field.

Click on the drop-down menu to view a list of Program Names. Click on a program to select
it.

MATIOMNAL AGRICULTURAL STATISTICS SERYICE, DEFARTMEMNT OF AGRICULTL
MATIONAL ARCHIWES AMD RECORDS ADMIMISTRATICN

MATIONAL CEMETERY ADMIMISTEATION, DEPARTMENT OF WETERAMNS AFFAIRS
PATIONAL COUNCIL 0N DISABILITY

MATIOMAL COUNCIL OM DISABILITY -
Gl

Frogram Mame
|Natiuna| Council on Disability j

Add Program |

Finally, click on the Add Program | AddPraman | pytton to add the program and return to
the Program Selection tab page. A checked box displays next to the new program
indicating that it was automatically selected.

92001  Mational Council on Disability v

Click on the Save IE button to save the data in the system. A confirmation message
displays.

Cancel

Cancal

! button to save your data or the Cancel button to

cancel.
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9. After selecting and saving all the applicable programs, click on the underlined Financial
Data Schedule link at the top of the PHA Info page to continue to the Financial Data
Schedule page.

Financial Data Schedule Page

The Financial Data Schedule page allows users to enter financial data for each of the federal
programs selected on the PHA Info page. Use the scroll bar to view the entire page. The
Financial Data Schedule page contains two tabs — the Balance Sheet tab and the Revenue &
Expense tab. Users enter specific line item amounts in the fields on these two tab pages.

Remember to save your entries frequently using the Save S#%_ putton at the bottom of the
table. To change tab pages, click on the tab names at the top of the table, or click on the links
at the bottom of the table.

Inboie | PHA Info | Fenancial Data Schede | Diata Collecton Form | Motes & Findings | Submit

Labe Heazon | Materal Diference Heason

SELECT A PROGRAM ASDr CLIH GO

[F: usiness Activites HEI Instructions:

£ BET A ACCEUNTING METHED For the selected program , please select the
[Ful Accrus ~] corresponding accounting method .

PHA Humber; CA3E8
FHA Mame: HOUSIMNG AUTHORITY OF HOMET OWM

Balance Sheel

LIHE ITEM i ACCOUNT DESCREIPTION AMOURT DETARS
Assats Current Assets
Cash:
111 Cash - Unrestricted $|54, 860 —

_ash - Restncted - Modermizabon and

o R e e
Developrment ”l d

Save | Reset | Clearl

Too of Page | Balance Shest | Revenue & Expenze

Inbi | PHE Infio | Financizl Data Schecule | Data Colsction Fosm | Motes & Findings | Subnit

Late Reason | Material Difference Reason

Lser Guide and System Cocumentaton | Technica Assistance Center
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To select a federal program:

Inboe | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings | Submit

Late Feason | Material Difference Eeason

SELECT A PROGRAM AMD CLICK GO

_ : Suggestion:
[Law Rent Public Housing jﬂ Enter the data on the Revenue & Expense sheet
SELECT AR ACCOUNTING METHOD and save your work prior to selecting the Details
[Full Accrual =l links.

1. Atthe top of the Financial Data Schedule page, click on the right Arrow [ button in the
Select a Program field to view a list of programs. Click on the program name in the list to
select it and create a data entry page for that program.

2. Click on the Go button to create a Financial Data Schedule data entry page based on
the selected criteria. The appropriate Financial Data Schedule page displays showing the
Balance Sheet tab (see next page).

[J NOTE: Some line items on the FDS have changed since previous releases. For more
information on line items, please refer to the FDS Line Definitions and Crosswalk
Guide. A link to download this guide is available at the bottom of the FASS-PH
page.

3. Click on the drop-down menu to select an Accounting Method.
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Balance Sheet Tab

The Balance Sheet tab lists specific line items for assets, liabilities, and equity. Users enter
data in the blank fields. The example only shows portions of the page.

Balance Sheet Revenue & Expense

LIME ITEM # ACCOUNT DESCRIPTION AMOUNT DETAILS
Assels Current Assets
Cash:
111 Cash - Unrestricted $|

Cash - Restricted - Modernization and
112 |
Development

113 Cash - Other Restricted |

114 Cash - Tenant Security Deposits $|

Savel Reset | Clearl

To enter data on the Balance Sheet tab:

1. Atthe Balance Sheet tab on the Financial Data Schedule page, enter each line item
amount in the blank fields in the Amount column. Round cents to the nearest dollar. Do not
enter dollar signs ($), commas (,), or decimal points (.) in the Amount fields.

2. Click on the Save El button to save the data in the system. An error message displays if
a required line item was left blank or entered improperly.

3. Use the Reset @ button to reset all entries to the last save, if necessary. Use the
Clear E button to clear all the fields on the page.

4. Click on the Revenue & Expense tab at the top of the table or the Revenue & Expense link
at the bottom of the table to continue to the Revenue & Expense tab page.
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Revenue & Expense Tab

The Revenue & Expense tab lists specific line items for revenues and expenses. Users enter
financial data in the blank fields. Some line items pertaining to grant programs have underlined
[Details] links to additional pages requesting more information. Be advised that specific detail
links vary depending on the programs selected when you created your submission. Grant
programs include:

» 14.850b - Development

e 14.852-CIAP

14859 -CGP

* 14.866 - HOPE VI

e 14.854 - PIH Drug Elimination Program

e 14.853 - Public Housing - Tenant Opportunities Program

e 14.858 - Hope |

» 14.860 - Head Start Public Housing Early Childhood/Development Demonstration
e 14.861 - PIH - Family Investment Centers Program

e 14.863 - PIH - Youth Sports Program

» 14.864 - Economic Development and Supportive Services Program
» 14.868 - New Approach Anti- Drug Grants

Balance Sheet Revenue & Expense

LINE ITEM # ACCOUNT DESCRIPTION AMOUNT DETAILS
703 Met Tenant Rental Revenue $|
704 Tenant Revenue - Cther g|
705  Total Tenant Revenue &0
1104 Prior Period Adjustments, Equity % [Details]

Transfers and Correction of Errors

Savel Resetl Clearl Walidate

To enter data on the Revenue & Expense tab:

1. Atthe Revenue & Expense tab on the Financial Data Schedule page, enter each line item
amount in the blank fields in the Amount column. Round cents to the nearest dollar. Do not
enter dollar signs ($), commas (,), or decimal points (.) in the Amount fields.

2. Click on the Save E button to save the data in the system. An error message displays if
a required line item was left blank or entered improperly.

3. Use the Reset @ button to reset all entries to the last save, if necessary. Use the
Clear E button to clear all the fields on the page.
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4. Some program line items require users to provide additional account details. Click on the
[Details] link in the Details column. A save reminder message displays.

170.97.95.120 - [JavaScript Application] E

Did wou remember 1o save waur wark?
If wes, click the OK button, or click the

Cancel button to nullity wour reguest,

(a4 Cancel

5. Click on the OK button to continue, or click on the Cancel button

to close the box and save your work before continuing. The appropriate Details page
displays. In this example, the Prior Period Adjustments, Equity Transfers and
Correction of Errors Details page displays.
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Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings |
Subrmit
Late Reason | Material Difference Eeason

Program#: 14.850a - Low Rent Public Housing Eﬁgﬂﬁg;ﬁ;um

Line ltem# :1104 - Prior Period Adjustments, Equity descriptions and account
Transfers and Correction of Errors values for the associated

line items.

Account Details | Eaclk to Eevenue & Expense

HINE JTEM ACCOUNT DESCRIPTION AMOUNT
1104-010 | 3|

1104-020 | %]

1104-030 | 3|

1104-040 | %]

1104-050 | $|

1104-060 | %]

1104-070 | $|

1104-080 | %]

1104-090 | %]

1104-100 | %]

1104-110 All Others 4|

Total Prior Period Adjustments £0

Save | Reset | Clear |

Top of Page | Backto Eevenue & Expense

Inkbox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings |
Submit
Late Reason | Material Difference Eeason

User Guide and System Documentation | Technical Assistance Center
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6. Enter the financial information requested in the blank fields. Round cents to the nearest
dollar. Do not enter dollar signs ($), commas (,), or decimal points (.) in the Amount fields.

[J NOTE: The account description fields allow a maximum of 24 characters.

7. Click on the Save button to save the data in the system. An error message displays if
a required line item was left blank or entered improperly.

8. Use the Reset button to reset all entries to the last save, if necessary. Use the
Clear button to clear all the fields on the page.

9. Click on the Back to Revenue & Expense link to return to the Revenue & Expense tab.

10. After completing all the fields on the page, click on the Validate button. The
system validates the data entered against the business rules and displays any errors.
Correct errors prior to continuing to the next program. All programs must be successfully
validated before data can be submitted.

11. If the program has been validated successfully, select the next federal program. Repeat the
process for entering financial data on the Balance Sheet and Revenue & Expenses tabs
for each federal program under which the PHA receives funding.

12. After completing the data entry on the Financial Data Schedule page, click on the Data
Collection Form link at the top or bottom of the page to continue to the Data Collection
Form page.
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Data Collection Form Page

The Data Collection Form page allows users to enter general contact and basic information
about the PHA's financial statement. These pages are customized based on the submission
type. Use the scroll bar to view the entire page. The Data Collection Form page contains
three tabs: the General Information tab, the Financial Statements tab, and the Federal
Programs tab. On the tab pages, remember to save your entries frequently using the Save

button at the bottom of the table. To change tab pages, click on the tab name at the top
of the table.

Inbox | PHA Info | Financial Data Schedule | Data Caollection Farm | Motes & Findings | Submit
Late Feason | Material Difference Heason

PHA Code: CABSS
PHA Name: HOUSING AUTHORITY OF HOMETOWN

General Information Financial Statements Federal Programs

ELEMENT # DESCRIFTION VALUE DETAILS
ER000-010  Fiscal Year Ending Date 0Bf30/20000 -
G2000-010  Type of Circular A-133 Audit |F'r|:|gram Specific Audit j -—-
G2000-020 Audit Period Covered [anrual =] -
5Z2000-030  Audit Period Covered - Months |12 .

Save | Feset |

Top of Page

Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings | Submit

Late FReason | Material Difference Feasan

User Guide and System Documentation | Technical Assistance Center

May 4, 2001 5-24



PHA and Auditor User Guide
Financial Assessment Subsystem for PHAs Release 6.0 CREATING FINANCIAL SUBMISSIONS

General Information Tab

The General Information tab requests basic background information about the PHA, including
fiscal year and audit information (if applicable). Users enter data in the blank fields.

General Information Financial Statements Federal Programs

ELEMENT # DESCRIPTION VALUE DETAILS
GH000-010  Fiscal Year Ending Date Ogf30/20000 -
52000-010  Type of Circular A-133 Audit |F'r|:|gram Specific Audit j -—-
G2000-020  Audit Period Covered [annual =] -
G2000-030  Audit Feriod Covered - Months |12 —

Save | Feset

To enter data on the General Information tab:

1. For the General Information tab on the Data Collection Form page, enter values for each
Element # in the Value fields. Use the scroll bar to view the entire page, if necessary.

2. Some Value fields have drop-down menus from which users select values. To select a

value from a list, click on the right Arrow [=] button in the Value field. A list of options
displays. Click on an option to select it.

3. Click on the Save EI button to save the data in the system. An error message displays if
a required line item was left blank or entered improperly.

4, Use the Reset IE button to reset all entries to the last save, if necessary.

5. After completing the General Information tab, click on the Financial Statements tab name
at the top of the table to continue to the Financial Statements tab page.
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Financial Statements Tab

The Financial Statements tab requests information concerning the expected results of the
audit for the reporting period. For an unaudited submission, complete the page based on the
expected results of the forthcoming audit. If an audit is not required, complete the page by
reporting the most likely outcome that would occur if an audit were conducted on the PHA.

General Information Financial Statements Federal Programs

ELEMENT # DESCRIPTION VALUE DETAILS
G3000.005 gtr;aerﬁ?;ﬁtgtﬂe;npenta LUsing Basis Yos &
G3000-011 Type of Audit Report to Follow Gualified Opinion j [Details]
G3000-020 "Zoing Concern® Indicator Yes
G3000-030 Reportable Condition Indicator Yfeg =
G3000-040 Material Weakness Indicator [ves =] —

G3000-050 Material Noncompliance

Indicator ves

Save | Feset |

To complete the Financial Statements tab:

1. Atthe Financial Statements tab on the Data Collection Form page, use the right Arrow 2]
buttons to select entries in the Value fields.

2. Click on the Save E button to save the data in the system. An error message displays if
a required line item was left blank or entered improperly.

3. Use the Reset @ button to reset all entries to the last save, if necessary.

4. The Type of Audit Report to Follow (Element #G3000-011) value requires additional details
if Qualified Opinion or Unqualified Opinion is selected. Click on the [Details] link to continue
to the Details page. In the following example, the Qualified Audit Details page displays.
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Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Submit | Late Eeason

PHA Code: CAB88
PHA Name: HOUSING AUTHORITY OF HOMETOWN

Clualified Audit Details [Eack to Financial Statements]
ELEMENT # DESCRIPTION # OF OCCURRENCES  DETAILS

GAAS - Scope Limitations

Imposed by Management - Number of I—
CoZJULT0 Cccurrences
Imposed by Circumstance - Mumber of I—
G3200-020 Qccurrences
G3200-020 Qualified - Year 2000 Audit Flag |None v|
GAAP

Save | Feset |

Top of Page | Back to Financial Statements

Inbce | PHA Info | Financial Data Schedule | Data Collection Form | Submit | Late
Feason

Lser Guide and System Documentation | Technical Assistance Center

5. Enter/select values for each Element #.

6. Click on the Save E button to save the data in the system. An error message displays if
a required line item was left blank or improperly entered.

7. Use the Reset IE button to reset all entries to the last save, if necessary.

8. After completing the Details page, click the [Back to Financial Statements] link at the top or
bottom of the table to return to the Financial Statements tab.

9. After completing the Financial Statements tab, click on the Federal Programs tab name
at the top of the table or the Federal Programs link at the bottom of the table to continue to
the Federal Programs tab page.
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Federal Programs Tab

The Federal Programs tab requests identification of agencies required to receive the reporting
package as well as additional financial statement information. Element # G4100-040, Total
Federal Awards Expended, is a read-only field that automatically displays the total amount from
the underlying Details pages. The example only shows a portion of the page.

General Information Financial Statements Federal Programs

ELEMENT # DESCRIFTION WALLE DETAILS
cinor A et m M P ]
cunnagn Sl sl st Do ;

CA000-041 ir;gitc::sr-gj;gnzgsntial Audit Findings Im

4000-050 Federal Agencies Required to Receive the Reporting Package

™ African Development Foundation
™ Agency for International Developrment
I Agriculture

=4100-040  Total Federal Awards Expended ¥ [Details]

Sauel Feset |

To enter data on the Federal Programs tab:

1. For the Federal Programs tab on the Data Collection Form page, use the scroll bar to
view the entire page, if necessary. Enter the information requested in the blank fields in the
Value column. Round cents to the nearest dollar. Do not enter dollar signs ($), commas (,),
or decimal points (.) in the Value fields for dollar amounts.

2. Some Value fields provide a drop-down menu. Click on the right Arrow [=] button to view the
list of options. Click on an option to select it.

3. Some Value fields include a checklist. Use the scroll bar to view the entire list. Click in the
left checkbox to select an item. A checkmark [0 displays in the box. Click the box again to
deselect it. Check as many items as are applicable. If no items apply, check “None”. If an
item is not listed, check “Other” and enter the agency name in the field provided.

4. Click on the Save E button to save the data in the system. An error message displays if
a required line item was left blank or entered improperly.

5. Use the Reset @ button to reset all entries to the last save, if necessary.
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6. Elements that contain [Details] links require additional information. Click on the [Details] link
in the Details column. The Details page displays. In this example, the Total Federal
Awards Expended Details page displays.

Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Submit | Late Eeason

PHA Code: CAB88
PHA Name: HOUSING AUTHORITY OF HOMETOWN

Total Federal Awards Expended Details[Eack to Federal Programs]

CFDA# NAME OF FEDERAL PROGRAM DETAILS
14.850a Low Rent Public Housing
G4100-030 Amount Expended 4|
Z4200-010 Major Federal Program Indicator |None vI

ZA200-070 Audit Finding Reference Mumber |
EA100-050 Total Amount of Questionad Costs % [Details

Save | Feset |

Top of Page | BEack to Federal Programs

Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Submit | Late
Feason

User Guide and System Documentation | Technical Assistance Center

7. Enter the information requested in the blank fields in the Value column. Round cents to the
nearest dollar. Do not enter dollar signs ($), commas (,), or decimal points (.) in the Value
fields for dollar amounts.

8. Some Value fields provide a drop-down menu. Click on the right Arrow [=] button to view the
list of options. Click on an option to select it.

9. Click on the Save E button to save the data in the system. An error message displays if
a required line item was left blank or entered improperly.

10. Use the Reset IE button to reset all entries to the last save, if necessary.
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11. Click on the [Details] links in the Details column to access additional Details pages to enter

supporting information. Another Details page displays. In this example, the Total Amount
of Questioned Cost Details page displays.

Inbce | PHA Info | Financial Data Schedule | Data Collection Form | Submit | Late Reason

PHA Code: CA888

PHA Name: HOUSING AUTHORITY OF HOMETOWN
Program: 14.850a - Low Rent Public Housing

Total Amount of Guestioned Cost Details[Eack to Total Fedearal Awards Expendad
Details

TYPE OF COMPLIANCE AMOUNT OF QUESTIONED  INTERNAL CONTROL DETAILS
REQUIREMENT COSTS FINDINGS

Add A Compliance Reguirement
Top of Page | Back to Total Federal Awards Expended Details

Inkox | PHA Info | Financial Data Schedule | Data Collection Form | Submit | Late
Feason

Lser Guide and System Documentation | Technical Assistance Center

12. In this example, click on the underlined Add a Compliance Requirement link to continue.
The Compliance Requirements Details page displays.
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Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings |
Submit

Late Beason | Material Difference Heason

FHA Code: CASBS
PHA Name: HOUSING AUTHORITY OF HOMETOWN
Program: 14.850a - Low Rent Public Housing

Compliance Requirement Details[Back to Total Amount of Questioned Cost Details]

ACCOUNT
ELEMENT# DESCRIPTION VALUE DETAILS

Type of
G4200-020 Compliance |Activities Allowed or Unallowed R
Fequirement

Arnount of
G4200-030 Questioned $|
Costs

Internal
(4200-040 Control [None =
Findings

Save | Feset |

Top of Fage | Baclk to Total Amount of Questioned Cost Details

Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Submit | Late Beason

User Guide and System Documentation | Technical Assistance Center

13. Enter the information requested in the blank fields in the Value column. Round cents to the

nearest dollar. Do not enter dollar signs ($), commas (,), or decimal points (.) in the Value
fields for dollar amounts.

14. Some Value fields have drop-down menus. Use the right Arrow [=] buttons to select values
from the list. Click on an option in the list to select it.

15. Click on the Save E button to save the data in the system. An error message displays if
a required line item was left blank or entered improperly.

16. If necessary, use the Reset IE button to reset all entries to the last save, or the Delete

button to delete the entries completely. The Delete button displays after

data is saved in the system.
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17. Click on the Back to Total Amount of Questioned Cost Details link to return to the Total

Amount of Questioned Cost Details page. The data entered on the previous Details
page now displays in the table on this Details page.

Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings |
Subrmit

Late Reason | Material Difference Eeason

PHA Code: CA888

PHA Name: HOUSING AUTHORITY OF HOMETOWN
Program: 14.850a - Low Rent Public Housing

Total Amount of Questioned Cost Details[Eack to Total Federal Awards Expended

Details
TYPE OF COMPLIANCE AMOUNT OF QUESTIONED  INTERNAL CONTROL /o ¢
REQUIREMENT COSTS FINDINGS
Activities Allowed or Feportable :
Unallowed $433,.333 Conditions [Letails]

Add A Compliance Requirement
Top of Fage | Back to Total Federal Awards Expended Details

Inkbox | PHA Info | Financial Data Schedule | Data Collection Form | Submit | Late
Feason

User Guide and System Documentation | Technical Assistance Center

18. Click on the [Back to Total Federal Awards Expended Details] link to return to the Total
Federal Awards Expended Details page.

19. Click on the [Back to Federal Programs] link to return to the Federal Programs tab on the
Data Collection Form page.

[J NOTE: Remember to complete all fields on each Details page and to save your work before
continuing to the next page.

20. If you're working on an audited submission, click on the Notes & Findings link to continue to

the Notes & Findings page. If you're working on an unaudited submission, skip to
Chapter 6: Submitting Financial Data.
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Notes & Findings Page (For Audited Submissions Only)

Audited submissions include an additional Notes & Findings page. The Notes & Findings

page allows users to attach files containing narrative notes and audit information. This page
contains four tabs: the Notes tab, the Audit Information tab, the Audit Findings tab, and the
Action Plan tab. You can attach narrative notes in a rich text file format (.rtf) on each of these

tabs. To change tab pages, click on the tab names at the top of the table. Please refer to
Appendix A: Business Rules for mandatory requirements.

Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings |
Subrmit
Late Reason | Material Difference Reasan

Instructions:
Flease attach the Footnotes to the general
PHA Code - CAS88 purpose financial statements. To upload an

gttachment, select the Browse button to
PHA Name: HOUSING AUTHORITY  ratricve the file and then select the Attach File

OF HOMETOWN button. To view the attachment, select the
Open File link. Flease upload the information

as one file in a rich text format { rif).

Audit Information Audit Findings Action Plan

ELEMENT # DESCRIPTION WALUE DETAILS

S5000-010  Footnotes | Browse"_l
Attach File

Top of Fage

Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings |
Submit
Late Reason | Material Difference Reasan

ser Guide | Technical Assistance Center
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Notes Tab

The Notes tab contains a Value field that allows users to attach a rich text format (.rtf) file
containing footnotes pertaining to the general purpose financial statements.

Audit Information Audit Findings Action Plan

ELEMENT # DESCRIPTION VALUE DETAILS

G5000-010  Footnotes | Browse...|

Attach File

To attach files on the Notes tab:

1. Atthe Notes tab on the Notes & Findings page, click on the Browse button.
The File Upload window displays.

Lookin: | = Ms-dos_B (C) =] B = =

] File0D)2 chk ] Imstmll log &) rsofclo b (%] W20 186

] FileQ003.chik ] Iz dos =] Metlag = winzig log

m| File0004 chk ot [T 1

] Fila M5 chk & logo.sys a) Scandisk log

] Fila 006, chk ] bdscdos — | Setuplog td

) FileO007 chik {w] bAzdos dios &] Srs.ini

m FiledM8 chk &) bdsdog sys ] Suhdlog dal

| Fila009 chk &) msodchst b ] System. 1 st

4 |+
File parme: |Hr:'.|::: A Open
File= of bpe I.*dl Files [**) j Caical

2. Inyour directory, find the file you wish to attach.

3. Double-click on the file to select it. The name of the file displays in the Value field.

4. Click on the Attach File IE button. A confirmation message displays.
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5. Click on the OK lL———=—-___button to continue. A link to the file (e.g. Open File) now
displays in the Details column.

Audit Information Audit Findings Action Plan

ELEMENT # DESCRIPTION WAL UE DETAILS
S5000-010 | Footnotes | S Dpen
File
Attach File

6. Click on the Audit Information tab hame to continue to the Audit Information tab page.

May 4, 2001 5-35



PHA and Auditor User Guide
Financial Assessment Subsystem for PHAs Release 6.0 CREATING FINANCIAL SUBMISSIONS

Audit Information Tab

The Audit Information tab contains Value fields that allow users to select information and

attach files in rich text file format (.rtf). The attached file must include the following opinions:

* Independent Auditor's Report

* Report on Compliance and on Internal Control Over Financial Reporting Based on an Audit
of Financial Statements Performed in Accordance with Government Auditing Standards

» Report on Compliance with Requirements Applicable to Each Major Program and on
Internal Control Over Compliance in Accordance with OMB Circular A-133 (if applicable)

» SAS 29 Opinion on Financial Data Schedule included as a Supplemental Schedule (if
issued separately)

* SAS 29 Opinion on the Supplemental Schedule of Expenditures of Federal Awards (if
applicable and issued separately)

In addition to the opinions listed above, the attachment must contain the following financial data

statements and schedules:

 Combined Balance Sheet; and/or Combined Statement of Net Assets

» Combined Statement of Operations; or Combined Statement of Revenues, Expenses and
Changes in Fund Balance; and/or Combined Statement of Changes in Net Assets

» Combined Statement of Cash Flows (if applicable)

» Supplemental Schedule of Expenditures of Federal Awards (if applicable)

ELEMENT # O B MIPTICH WALUE DETAILS

GEE100-010 Owinion on Supplemental |‘~Jnm= j
Information

Save Opinion Type I

Auditor Opinions, General

Purpose Financial Staterments, |
and Schedule of Expandiure of
Fedaral Awards

FE100H120 Browse...

Attach File

To attach files on the Audit Information tab:

1. Go to the Audit Information tab page on the Notes & Findings page, use the drop-down
menu to select Opinion on Supplemental Information.

Sawe Opinion Type

2. Click on the Save Opinion Type | button to save your selection.
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3. Click on the Browse button. The File Upload window displays.

File Uplaad HE
Lookj [ = eoe b (C) =] &l o] [e= )
o il 002 chi an lpzind | bog W rresnfcdog b =] ‘Winal 306
] Filed003.chi i g s W Medog b =] winziplog
o File0 004 chi 1] e s
] FileD005.chi [*] lago.sys =) Scandisk.log
] FileD00E.chi i bzdos — 1] Seluplag td
] FileO007 chi i Msdos dos | Sms.n
] File0 008, chis %] Msdos. sys | Subdlog dal
o] File009 chis &) msafchst bt ) Sestam 16
4] | &)
Filegame:  [Moss | Dipan
Files cdfype: [0l Filez (*%) = Canesl |

4. Inyour directory, find the file you wish to attach.

5. Double-click on the file to select it. The name of the file displays in the Value field.

6. Click on the Attach File @ button. A box confirming the file transfer displays.

oK |

7. Click on the OK L= button to continue. A link to the file (e.g. Open File) now
displays in the Details column.
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Audit Information

Audit Findings Action Plan

and Schedule of Expenditure af
Federal Awards

Attach File

ELEMEHT # DESCRIFTION WALUE DETAILS
=5100-010 | Opinion an Supplemental - —
Infarmation |Unquatlﬂed Opinion j -
Save Opinion Type |
Auditor Opinions, General
G5100-020 Purpose Financial Statements, | B "“'I 2gllan

8. Click on the Audit Findings tab name to continue to the Audit Findings tab page.
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Audit Findings Tab

The Audit Findings tab contains a Value field that allows users to attach the following files in
rich text file format (.rtf):

» Schedule of Findings and Questioned Costs

e Summary Schedule of Prior Audit Findings

" Notes Y Auditinformation Audit Findings

ELEMENT # DE S5 RIFTECH WALUE DETAILS

E5JHID  Audt Finding(Current £ | B
Fror ¥ear Findings) —

Attach File

To attach files on the Audit Findings tab:

1. Atthe Audit Findings tab page on the Notes & Findings page, click on the Browse
button. The File Upload window displays.

2. Inyour directory, find the file you wish to attach.

Loskijn: | = Ms-dos_6 () =] B = =

] FileQ0D2 chk ] In=tall log &) maofclog ta [%] Wina20.386

) File0R3.chik |w] bodlos =] Metog = winzip log

m| File0004 chk ot [T 1

] Fila M5 chk & logo.sys a) Scandisk log

] Fila 006, chk ] bdscdos — | Setuplog td

) FileO007 chik {w] bAzdos dios &] Srs.ini

m FiledM8 chk &) bdsdog sys ] Suhdiog. dat

= Filal9 chk 2] misodchst b o] Syrstem. 1 st

4] 1+
File parme: |Nr.'.nr. il Open
File= of bype: I.*dl Files [**) j Caical

3. Double-click on the file to select it. The name of the file displays in the Value field.

4. Click on the Attach File Iﬂ button. A confirmation message displays.
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5. Click on the OK L button to continue. A link to the file (e.g. Open File) now
displays in the Details column.

P Nois Y Audit information

ELEMENT # DESC RIFTICH VALUE DETAILS
=5200-010  Audit Finding{Current & |

Browse...| Open File

Priar Year Findings)

Attach File

6. Click on the Action Plan tab name to continue to the Action Plan tab page.
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Action Plan Tab

The Action Plan tab contains a Value field that allows users to attach the Corrective Action
Plan (if applicable) in rich text file format (.rtf).

[ Notes Y Auditinforma AuditFindings " Action Plan Y
ELEMENT # DESCRIPTICH WALUE DETAILE
300010 Corrective Action

Plan{Current & Prigr Year Browse...
Fimdings)
Attach Fila |

To attach files on the Action Plan tab:

1. For the Action Plan tab page on the Notes & Findings page, click on the Browse
button. The File Upload window displays.

2. Inyour directory, find the file you wish to attach.

Loskijn: | = Ms-dos_6 () =] B = =

] FileQ0D2 chk ] In=tall log &) maofclog ta [%] Wina20.386

) File0R3.chik |w] bodlos =] Metog = winzip log

m| File0004 chk ot [T 1

] Fila M5 chk & logo.sys a) Scandisk log

] Fila 006, chk ] bdscdos — | Setuplog td

) FileO007 chik {w] bAzdos dios &| Srns.imi

m FiledM8 chk &) bdsdog sys ] Suhdiog. dat

=] FilaOE chik (2] msodchst b ] System. 1 5t

4 [+
File parme: |Nr.'.nr. il Open
File= of bype: I.*dl Files [**) j Caical

3. Double-click on the file to select it. The name of the file displays in the Value field.

4. Click on the Attach File Iﬂ button. A confirmation message displays.
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oK |

5. Click on the OK L= button to continue. A link to the file (e.g. Open File) now
displays in the Details column.

Auait information Y Audi Fncings

ELEMENT # DESGCRIFTICH WALUE DETAILS
GEI00-010  Correctiee Action
Plan{Current & Prior Year | Browse...| Ogpen File
Findings)
Attach File

6. To enter a Late Reason - Click on the Late Reason link at the top or bottom of the page to
continue to the Late Reason page (see page 5-41 of this guide).

To enter a Material Differences Reason - Click on the Material Difference Reason link at the
top or bottom of the page to continue to the Late Reason page (see page 5-43 of this
guide).

To submit your financial data - Click on the Submit link at the top or bottom of the page to
continue to the Submit page (see page 6-1 of this guide).
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Late Reason Page (For Late Submissions Only)

If the financial submission is late, a Late Reason link to the Late Reason page displays at the
top and bottom of the FASS-PH page. The Late Reason page allows users to provide an
explanation. Remember to save your entries before leaving the page.

Inhox | FHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings | Submit

Late Feason | Material Difference Heason

PHA Code: CAB38
PHA Name: HOUSING AUTHORITY OF HOMETOWN

ELEMENT # |DESCRIPTION VALUE DETAILS
GB000-020|Late =
Feason
[ -
(Lintt: 255 Characters)

Save | Heset |

Top of Page

Inhox | FHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings | Submit

Late Feaszon | Material Difference Heason

IUser Guide and System Documentation | Technical Assistance Center
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To complete the Late Reason page:

Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings |
Submit
Late Reason | Material Difference Reason

SELECT A PROGRAM AND CLICK GO

|Business Activities ~] Go Instructions:

SELECT AN ACCOUNTING METHOD Forthe selected program, please select the
corresponding accounting method.

[Full Accrual [

1. Click on the Late Reason link at the top or bottom of the page, the Late Reason page
displays.

ELEMENT # |DESCRIPTIOHN VaLUE DETAILS
GE000-020|Late = -
Feason
|
(Litnit: 255 Characters)

SAVE | Reset |

2. Click in the blank Value field and enter the reason(s).
3. Click on the Save E button to save the entry in the system.

4. Use the Reset @ button to reset all entries to the last save, if necessary.
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Material Differences Reason Page (For Audited Submissions Only)

The Material Difference Reason link to the Material Difference Reason page displays in
audited submissions. The Material Difference Reason page allows users to provide a reason
for any differences in the financial data between the audited and unaudited submissions.
Remember to save your entries before leaving the page.

Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings | Submit

Late Feason | Material Difference Reason

PHA Code: CAS88
PHA Name: HOUSING AUTHORITY OF HOMETOWN

ELEMENT # |DESCRIPTIOH VALUE DETAILS
GRO00-010|Reason far =
Material
Differences
=
(Limit: 255 Characters)

Save | Feset |

Top of Page

Inboe | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings | Submit

Late Feason | Material Difference Reason

IUser Guide and System Documentation | Technical Assistance Center
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To complete the Material Difference Reason page:

Inbox | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings |

Submit
Late Reason | Material Difference Reason

SELECT A PROGRAM AND CLICK GO

|Business Activities ~] Go Instructions:

SELECT AN ACCOUNTING METHOD Forthe selected program, please select the
corresponding accounting method.

[Full Accrual [

1. Click on the Material Difference Reason link at the top or bottom of the page, the Material
Differences Reason page displays.

ELEMENT # |DESCRIPTION VALUE DETAILS
GRO00-010|Feasan for = -
fWaterial
Oifferences
| -
(Latrat: 255 Characters)
SEVE | Reset |
2. Click in the blank Value field and enter the reason(s).
3. Click on the Save E button to save the entry in the system.
4, Use the Reset IE button to reset all entries to the last save, if necessary.
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Deleting Draft Submissions

If necessary, PHA users can also delete draft submissions from the system on the Delete Draft
Submissions page.

Inbces | Beports | Delate Draft Submission

DATETIME
PHA FISCAL
SELECT STATUS PHA HABME TYPE OF LAST
CODE YEAREND  oencion
HOUSIMG
r Diraft CAS88 ALUTHORITY OF Auditeda. 133 QESAE2000 QTAOT2000
HOMETONM
COUNTY OF ;
r Cir CA999 HOMETOVWH UnauditediA-133  0H3A0M9%3 Q7072000
CITY OF
r Cor CAOD RICHMOKD H=3  Unaudited’a- 133 QEFAQE2000 OFH 152000
ALITH
Delete | Resat |

Top of Page

Inbo | Beports | Dedate Draft Submission

Jzar Guide and Systam Documeantation | Techmcal Assistanca Canter
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To delete a draft submission:

Inboix | Delete Draft Submission

Instructions:
To create a news
submission, select the
ALL - |A|_|_ ~| desired PHA and hit
the O button. Then
select the Create MNew
Status Fiscal End Year Submission link.
WWARMIMNG - Only open
one submission at a

[ALL = Jar zlfeooo ﬂ time to avoid data
corruption problems.

FHA Code Submission Type

1. At the top of the Inbox page, click on the Delete Draft Submission link. The Delete Draft
Submissions page displays.

DATETIME
SELECT STATUS gé*[‘]“‘E PHA NAME TYPE YEE&;D OF LAST
REVISION
HOLIS MG
r Draft (CAZ88 ALUTHORITY OF AuditediA-133 QG302000 07072000
HORE TV
COUMNTY OF -
r Draft CAD99 HOMETOWMN UnauditedfA-132 02301999 07072000
CITY OF
"2 Draft CADT0|RICHMOMND HSG AlditedfA-133 QELA0F2000 08282000
ALITH
Delete | Resetl

2. Click in the checkbox(es) in the first column to select the draft submission(s) to delete.

3. Click on the Delete button to delete the submission(s) in the system. Otherwise,

click on the Reset _L®%22L putton to reset checkboxes to blank. A confirmation box
displays.
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www 2. hud gov - [JavaSconpl Applicalion

\_?“) A yOu Sure yau ward o delete the checked subrission(s)?

4. Click on the OK 1 button to close the message and delete the submission in the
system. Otherwise, click the Cancel IE button to cancel the action.
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