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1.0 GENERAL INFORMATION

1.1 System Overview

The Voucher Management System (VMS) supports the information management needs of the
Housing Choice Voucher Program (HCVP) and management functions performed by the
Financial Management Division (FMD) and the Financial Management Center (FMC) of Public
and Indian Housing and the Real Estate Management Center (PIH-REAC). This system’s
primary purpose is to monitor and manage Public Housing Agency (PHA) use of vouchers. VMS
collects PHA data that enables HUD to fund, obligate, and disburse funding in a timely manner
based on actual PHA use.

The web-based VMS application facilitates electronic submission of monthly program data by
the PHAs which in turn, makes the data accessible to users in PIH-REAC, FMD, FMC, Field
Offices (FO), and Headquarters (HQ). Currently, users can generate and print or download PHA
monthly reports, but PIH personnel perform all budgeting and funding activities manually. The
long-term goal of the VMS project is to integrate budgeting and funding activities into the VMS
application and automate the currently manual tasks. Automation will be accomplished by
implementing electronic entry of all relevant data, automatic data calculations, complex report
generation, and automated business workflows including an online approval process.

1.2 Technical Support
For assistance accessing the WASS system, password reset, unlocking user ID, contact:

Technical Assistance Center
Toll Free — 1-888-245-4860
Fax — 202-485-0280

email at REAC TAC@hud.gov

Data entry questions:

Please contact your Financial Analyst at the Financial Management Center
or

James D. Garner

VMS Business Manager/Technical Expert

Housing Choice Voucher Program — Kansas City
James.D.Garner@hud.gov

1.3 Organization of the Manual

This manual has been organized to first familiarize the reader with the base and background of
this project and the resulting Voucher Management System. It then introduces each step in the
use of VMS for the user. It is organized logically from Registration, to Login procedures, PHA
submission, Submission schedules, and on to Managing PHAs, Generating reports, Download
Documents, Changing the User password and, finally, to the Logout procedure. For a summary
outline of this organization, review the Table of Contents.
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1.4 Contingencies and Alternate Modes of Operation

Because of the nature of its operation, VMS has no need for contingencies or alternate modes
of operation from the user’s point of view. Any interruption in power or connection simply
requires that the user begin an operation over again.
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2.0 GETTING STARTED
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2.0 GETTING STARTED

This section provides a general walkthrough of the system from initiation through exit, to enable
the user to understand the sequence and flow of the system.

2.1 Logging into VMS

To access and use VMS, you must be a HUD employee or a qualified PHA employee with a
valid User ID and password. User authentication is handled by the Web Access Security
System (WASS) using Role-Based Access Control (RBAC). You must follow WASS
requirements in order to obtain a user-ID and password. Once you have your User ID and
Password you will be able to log into the system.

2.1.1 PHA Users:

2.1.1.1 From the HUD.GOV homepage at http://www.hud.gov/offices/reac/online/reasyst.cfm
(which you should have bookmarked), and click on the “Login here” link.

L= Connect with HUD
HUD.GOV ‘I e X
- . = | ' I* z Busgue Informacion en Espaii
U.S. Department of Housing and Urban Development "/%HJV"lI"I?h TR AKX
Secretary Shaun Donovan i
HOME
System Upgrade Release Schedule System Login
Existing users &
System Upgrade Release Schedule +  Login here -
Attention All Users. All applications will be down Meed to access HUD systems?

between 6am and noon EODT Sunday 24 October 2010 for v Register online
system maintenance. We apologize for any inconvenience
Forgot Password?

« Friday November 19, 2010 - 8pm EDT » Password Reset )

« Friday April 15, 2011 - 8pm EDT NWote: Password reset will
require you to provide exact
information from your original

Note: With the March 2nd 2007 release of Secure registration
Systems, HUD has implemented an upgraded program for

security, and have changed our URL for logging in. Please

update all bookmarks to use this Secure System - Online

Systems web page.

A AAA_AanAA

Helpful Tools
Online Registration
Duick Tips for Registration
Technical FADs
Password Instructions

Note: With the December 7th, 2007 release users of
WaASS will no longer be allowed multiple logins into
Secure Systems. This means that if you are logged into

r v v >y

the system and start working on another computer, your Secure Systerns Passwords must be
N _ R N . reset every 60 days. More passwrord

earlier login will be ended and a new login will be details

initiated. Additionally, even when on the same computer, ¥ PHA System Security Guide

S A A A

you will be unable to open another browser and log in

HUD On-line Internet Home Page

NOTE: It is recommended that you “bookmark” this page to easily access it in the future. To
“bookmark” the page, simply “right-click” the “Login here” link and select “Add to Favorites...”
from the pop-up menu.
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2.1.2 HUD Users Log into VMS:

2.1.2.1 From the HUD homepage at http://hudatwork.hud.gov/po/reac/home/accessreac.cfm,
click “Log in” link.

hud@work

Jobs _ Adminisbrative Emergencies Compubers
and Benefits Services and Security and Technology and Events

Monday November 8, 2010

www . hud.gowv

H A-Z Index
work Onllne Discussions
Handbooks/Forms
- - HIHRTS
Log into Secure Connections HUD Locator

Traiming

F Login <_ Trawvel
Webcasts/Broadcasts
WWebTA

If vou reached this page by acces=zing Attps:fwwwl l.Aud. gov/ssmaster or through a
bookmarlk, please note that the address (URL) to Secure Systems has changed. The
new address (URL) i http:/ fhudatwork.hud.gov/po/reac/home/accessreac.cfm.
Flease update your boolkmarlk accordingly. These instructions on how to update yvour
bookmark (FOF) have been provided for vour convenience.

REAC Home
About Us
DCG

Library
Products
Work On-line

HUD Search
Content current as of March 4, 2007
@ Saarch Employee Directory

O Eeich EHEEWEP‘(-'\.

e OV N
HUD at work Online Login Screen

2.1.3 All users from this point on:

2.1.3.1 The User Login page displays. Enter the User ID and Password, and click on the
“Login” button.

m._ I— User LOgiI‘I faq | heln | search | home
|

Secure Systems User 1D
Single Sign On Password

Forgot your password? Click the link to reset your password and for other useful
information.

ATTENTIONM: This computer system, and all the systems associated with this system for User
Authorization and Authentication, are protected by a computer security system; unauthorized

access to these systems is not permitted; and usage may be monitored.

MNOTE: There is an inactivity timeout of 30 minutes,. Please save your work perodically to avoid being logged out.

Please also note that there is a 4 hour session imeout, after which, you will need to re-authenticate. You can then resume
where you left off.

Content updated June 15, 2007

e U.5, Departrnent of Housing and Lirban Developrgs Home | PH
Tth Strestalo o of SCRNi] .

WASS - User Login Screen
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2.1.3.2 The “Rules of Behavior for HUD Systems” page displays once you are logged in.

(This page will display only for first time login and once year).

o
|

Secure Systems

RULES OF BEHAVIOR FOR HUD
SYSTEMS

The U.5. Department of Housing and Urban Development has granted access to yvou to utilize the
Department's automated information rescurces. Howewver, as a condition of receiving this access, you
are required to be aware of the Department’'s system security policies and to abide by these policies.
Security policy emphasizes awarensess practices for the purpose of safeguarding the Department's
valuable information rescurces.

The system user identification (USERILD) and password issued to yvou are yvour means to access these
resources. They are to be used soclely in connection with the performance of your responsibilities as set
forth in yvour job description, contract or agreement(s) with the Department. Use by anyone other than
yvourself is expressly prohibited. You agree to be responsible for the confidentiality of the as=signed
information and accountable for all activity with your user identification (USERID). Further, you agree
that yvou will not provide this confidential USERID/password to another user nor will you sign on to HUD
systems so that another person may access or operate the workstation in yvour absence or on yvour
behalf. Actions of this type constitute a breach of system security and will result in iImmediate
termination of your assigned USERID/passwaord from the system. In addition, you agree to:

f{a) Log-off the system when leaving the system/workstation area;

(b)) Refrain from leaving written passwords in the worlkstation area;

{c) Avoid creating a personal password that can be easily associated with vou;
{d) Awoid posting printouts of sensitive output data on bulletin boards;

{e) Awvoid leaving system output reports unattended or unsecured;

(f) Control input documents by returning them to files or forwarding them to the appropriate contact
person in yvour office;

{a) Awvoid violation of the Privacy Act which requires confidentiality of personal data contained in
government and contractor data files;

{h) Immediately contact the HUD Inspector General's Office, as appropriate, regarding any suspected
wiolation or breach of system security;

(i) Cooperate in providing personal background information to be used in conducting security
background checks to the extent required by Federal regulations;

(i) Respond to any inquiries and requests for information yvou may receive from either the HUD
Headguarters or management officials regarding system security practices.

(k) Protect all electronic/optical media and hardcopy documentation containing sensitive information
and properly dispose of it by shredding hardcopy documentation, or by contacting the HITS Help Desk
to dispose of electronic/optical meadia.

{13 Avoid saving sensitive HUD information on the local drive of a laptop, personally owned computer,
or other mobile or portable technology ("flash drives", remowvablefexternal hard drives, stc.).

fm) If sensitive data must be stored on any type of HUD-approved mobile/portable technology
(laptops, remowvable hard drives, "flash drives”, etc.), ensure that it is protected via encryption.

{n) Individuals who telework or remotely access HUD information should do so only through approwved
rermote access solutions (such as hudmeobile.hud.gow), and should safeguard all sensitive information
accessed in tl manner.

CERTIFICATION: I hawve read the abowve statement of policy regarding system security awarenesss

and practices when accessing HUD's information resources. [ understand the Department’'s policies as

set forth abowve, and I agree to comply with these requirements as a condition of being granted limited
access to the Department's computer resources.

[ Accept ] [ Logout ]

Content updated May 9, 2008 Oeacktoto
@ U.S. Department of Housing and Urban Development Home | Privacy Statement
451 7th Street 5.W., Washington, DC 20410

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

WASS Rules of Behavior Screen

Read the “Rules of Behavior for HUD Systems”, and click on the “Accept” button at the bottom
of the page.
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2.1.3.3 The “Legal Warning” page displays. Read the warnings, and then click the “Accept”
button at the bottom of the page.

ﬂ . ¢ EEE User Logi n faq | heln | search | home | logout
B

Secure Systems

Your User ID will be automatically deactivated if you don't log in before 1 Feb 2011. Please ensure that yo
log in before this date to avoid deactivation.

Legal Warning

Misuse of Federal Information through the HUD Secure Connection web site falls und
the provisions of title 18, United States Code, Section 1030, This law specifies
panalties for exceaeding authorized access, alterations, damages, or destruction of
imformation residing on Federal Computers,

WwWarning Notice

Other browsers may not be compatible with this software,

Message of the Day

wielcome to Secure Systems

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

ﬂ Main Menu faq | help | search | home | logout
|

Secure Sislems

Systems
o Youcher Management System (WM

System Administration
« Password Change

system
administration

® Password Change

o Youcher Management
System (¥MS)

Content updated September 17, 2010 o Back to Top
@ U5, Departrnent of Housing and Urban Development Home | Privacy Statement

451 7th Street S.W., Washington, DC 20410

WASS Main Menu Screen

The Secure Systems security access software supports Internaet Explorer 6.0 browser
Internaet Explorer 5.0 browser is supportaed for all processing systerms except ARAMS,

&

A MA AWM,

Content updated September 17, 2010 O back +o 10,
— U5, Deparmsent ofiHo q and Urbar gesueloprneg Home | Priv Statement
+hy pgton. Camc et
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2.1.3.5 The VMS home page displays.

Homes &
[eiili= Voucher Management System
FH

November 30,

Home Page
Secure Systems

Hello, FIRST - MOO300 LAST - vms .
(If yau are not FIRST - MO0300 LAST - vms , please log out by going ta immediately and call the TAC at 882-245-4860.)

Manage PHA Data

Youcher for Payment of Annual Contributions and Operating Statement
* Enter PHA Data Tabs

Housing Assistance Payments Program
Generate Reports Supplemental Reporting Form
OMB Approval Ne,2577-0169

Exit ¥YMS

d reviewing the collection of infarmation. This agency may not conduct or sponsaor, and you are not
ond to, a caollection of infarmation unless that collection displays a walid OMB contral number,
Autharity for thg collection of infarmation is the Housing and Community Development Act of 1987, Housing Agencies
(HAsY required toWaintain financial reports in accordance with accepted accounting standards to permit timely and
effective audits, Thafinancial records identify the amaount of annual cantributions that are received and disbursed by
Has, Responses to theégallection of infarmation are required to obtain a benefit or to retain a benefit, The informatic
requested does not len elf to confidentiality.

Resources

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

VMS Home Page

NOTE: Depending on the access you have been granted in the Secure Systems and VMS,
the Main Menus displayed on your screen may differ from the ones that are presented here.
These screenshots displayed above may not necessarily reflect what you will actually see

2.2 System Menu

The first VMS System page encountered by the user is the Home Page. From here the user
can select the following options:

Manage PHA Data

Enter PHA Data

Pending Hard Edit Review and Approval
Generate Reports

Exit VMS
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2.3 Changing User ID and Password

23.1

Go to the PIH-REAC homepage http://www.hud.gov/offices/reac/online/reasyst.cfm.

=

HUD.GOV
U.S. Department of Housing and Urban Development

Secretary Shaun Donovan
HOME

Svstem Upgrade Release Schedule

System Upgrade Release Schedule

Attention All Users. All applications will be down between 6am and noon
0T Sunday 24 October 2010 for system maintenance. We apologize for any
inconvenience

& Friday November 19, 2010 - 8pm EDT
e Friday April 15, 2011 - 8pm EDT

Note: With the March 2nd 2007 release of Secure Systems, HUD has
implemented an upgraded program for security, and have changed our URL for
logging in. Please update all bookmarks to use this Secure System - Online
systems web page.

Note: With the December 7th, 2007 release users of WASS will no longer be
allowed multiple logins into Secure Systems. This means that if vou are logged
into the rt yvorkingaon i’ o ier login g

it S g

2
Connect with HUD

ko | =, By &
* |||' II * :‘ Busque Informacion en Espaii
2 ||||I|II Q‘:f;'; Text A A
g | Search

System Login
Existing users
» Login here

Need to access HUD systems?
» Register online

FOrgot Password? f——
» Password Reset
Note: Password reset will require you to
provide exact information from your
original registration

Helpful Tools
¥ Online Registration
b Quigh Tips, istragd

REAC Internet Homepage

2.3.2 CLICK PASSWORD RESET.

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

) |||.||| . Semfe-S:steja%f;—fl

U.S. Dept. of Housing
and Usban Development

RESET PASSWORD

Usertd[ |

*Please note that all of the following fields are required.

First Name |

Last Name |

Social Security Number l:l, |:|* l:l

Mother's Maiden Name |

Reset Password

PN EN
e 1
Eack to Tog
Home

Last Modifiad: April 17, 2002

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

Secure Systems Password Reset Screen
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234 Complete the following fields, and then CLICK Reset Password:
In this field... Type...
User ID User ID (for example, MO0305)
First Name First name of the user
Last Name Last (family) name of the user
Social Security Number Social Security Number (nnn-nn-nnnn format) for the user
Mother’'s Maiden Name Maiden name of the user’'s mother

This allows you to reset your password and continue or Log out of the system.

2.4 Exiting VMS and Logging Out

This section outlines the procedures for exiting VMS and logging out.

2.4.1 Exiting VMS

2.4.1.1 Make sure that you have saved or submitted the necessary information.

2.4.1.2 CLICK the Exit VMS link on the left side of the page. The ‘Secure Systems Main Menu’
page will appear.

2.4.1.3 If you have un-submitted data you will be prompted with the following message:

You have unsubmitted reporting periods. Do you still wish to exit or would you like to complete your reporting? - -
portna e Y Y Fisie ymurrepertine Subrmit PHA

Exit Confirmation Screen

2.4.1.4 CLICK Exit to continue exit without submitting data. You will be taken to the Main
Menu

2.4.1.5 Or CLICK Submit PHA to go to the data that needs to be submitted.
2.4.2 Logging Out of WASS System
2.4.2.1 Make sure that you have saved or submitted the necessary information.

2.4.2.2 Click the Secure Systems on the left side of the page. The Secure Systems Main Menu
page will appear

2.4.2.3 Click Logout at the top-right corner of the page. A message appears asking you to close
all browser windows
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2.4.2.4 Click OK. The ‘Logged Out’ page appears.

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

Logged Out
Tou have successfilly logged out. The window will close in 10 seconds.

Click to Close "Windowl

Content updated Mow 13, 2003

Home | Privacy Statement

.5, Departrnent of Housing and Urban Development
451 7th Street S.W., Washington, DC 20410

Telephone: (202) 708-1112 TTv: (202) 705-1455

Ll A e . priionn, ]
Log Out Popup Window

2.4.2.5 Close the browser window to exit REAC Online Systems.

Page 12
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3.0 USING THE VMS SYSTEM
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3.0 USING THE VMS SYSTEM (PHA USER)

Log onto VMS

\ 4

Manage PHA Data

Generate Reports Enter PHA Data

Navigate to Desired PHA Monthly Submission

\ 4

Exit VMS

Data Entry Form (Form 52681-B)

v Y

Generate Executive Enter, Modify, Validate, View

\ 4

Submit Monthly PHA

Summary Report Monthly Submission Data Data
l > I
) d I
v v v v v
Voucher UML and Other Income and Additional Expense Disaster UML and PHA Contact
HAP Expense and Comments HAP Information
»
Ll )
¥ Enter/Modify Data
> Validate Data
Save Data
P Cancel Changes

System Workflow Diagram
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3.1 MANAGE PHA DATA

This link is generally accessed by PHA users. Users in the housing choice voucher program
and are required to maintain financial reports in accordance with accepted accounting standards
in order to permit timely and effective audits. The financial records identify the amount of
annual contributions that are received and disbursed by the PHA. The Voucher for Payment of
Annual Contribution and Operating Statement, Form HUD 52681-B, is used by HUD to approve
actual PHA program expenses for the PHA Fiscal year, and is the basis for reviewing PHA
financial estimates for the subsequent fiscal year. This form is also used in conjunction with the
Disaster Information System to complete the settlement processed when a Disaster Program
has terminated.

PHAs are advised not to wait until the final day of the collection period to submit their data.
Doing so may result in a delayed transmission of the data to HUD that could impact a PHA’s
funding. Failure to submit the data results in a PHA being sanctioned as a non-submitter.
Incomplete submission and/or non-submissions could also affect the PHA'’s future years
funding. PHAs need to follow the submission timeframes established by the Financial
Management Center on the submission periods.

3.2 Navigate to Desired Monthly Submission

Click on “Enter PHA Data Tabs” link under the heading “Manage PHA Data” located on the left
side navigational menu of the VMS Home Page.

Voucher Management System

November 30,

Home Page
Secure Systems

Helle, FIRST - MO0300 LAST - vms |
[If you are not FIRST - MOO300 LAST - wmns , please log out by going to immediately and call the TAC at 823-245-4860.)

Manage PHA Data

Youcher for Payment of Annual Gontributions and Operating Statement
* Enter PHA Data Tabs

Housing Assistance Payments Program
Generate Reports Supplemental Reporting Form
CMB Approval No,2577-0169

Exit ¥MS

d reviewing the collection of infarmation. This agency may not conduct or sponsar, and you are not
ond to, a callection of infarmation unless that collection displays a valid OMB contral number,
Authority for thg collection of information is the Housing and Community Development Act of 1987, Housing Agencies
(HasY required toWwaintain financial reports in accordance with accepted accounting standards to permit timely and
effective audits, Tha&financial records identify the amaount of annual cantributions that are received and disbursed by
Has, Responses to theégollection of infarmation are required to obtain a benefit or to retain a benefit, The informatic
requested does not len elf to confidentiality.

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

VMS Home Screen

NOTE: Depending on the number of agencies you have associated with your User ID, you will
see one of the two following screens. Single PHA users use the next screen, where multiple
users will see the screen with the Enter PHA Code and Select PHA State
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A user with multiple PHA Codes either enters the PHA code directly in the first box, or selects
the state code from the drop-down menu, then selects the PHA name from the next drop down
menu, and then clicks “Go”.

Homes &
(:.‘_(_;rnml.mu: s Voucher Management System b

Manage PHA Data

Please type the PHA Code:

Please select the state to which the PHA balongs: %

P . -

¥ II ! LS. Dapartment of Housing snd Urban Davalopmaent (HUD) Er g
L |||'j 451 Ti Street 5.W., Washington, DO 20410 o o
Ly ...-"'" Telaphone: (202) FoO&-1122 TTr: (202) Tod- 1455

Users with Multiple PHA assignment, selection screen

TS  Voucher Management System Decerther 2. 75

U, Department of Housing

and Urban [i\':'-.-e||:||:nrnent Manage pHA Data
Secure Systems

Manage PHA Data
» Enter PHA Data Tabs

Please Select a PHA: ‘ CAD39 Housing Authority of the City of Calexica

Generate Reports

Exit ¥MS

Resources
FAQ

PHA Selection from State Code Screen
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3.2.1 PHA List of Submissions

The PHA List of Submissions page below serves as the home page for the selected PHA. The
top section of the page will display information about the PHA, while the bottom section contains
links to the data entry pages for each month listed.

Voucher Management System cember

Manage PHA Data

Secure Systems

PHA Code CAD3D

Manage PHA Data = = = =
e Enter PHA Data Tabs PHA name Housing Authority of the City of Calexico
FYE 06730
Generate Reports
Month Status Last Updated By
Exit ¥MS Mowernber 2010 Mot Entered
Cctober 2010 Mot Entered
Septernber 2010 Mot Entered
Resources August  zoio Mot Entered
July 2010 Mot Entered
June 2010 Mot Entered
May 2010 Mot Entered
< Mot Entered
. First Marne, Last Mame Unavailable
March 2010 Submitted 27 April 2010
f First Mame, Last Marme Unavailable
Februsry 2030
Februsry 2010 Submitted 18 March 2010
First Mame, Last Mame Unavailable
danuary 2010
Januarg 2010 Submitted D4 February 2010
First Mame, Last Mame Unavailable
Decemnber 2009 Submitted 19 January 2010
f First Mame, Last Marme Unavailable
bovember 2003 Subrnitted 18 December 2009
- Z : _ : First Mame, Last Marme Unavailable
The Whitc Housc Cctober 2002 Subrmitted - Hard Edit Approved 24 Movember 2009
= Blarne, Las il awvaila
= be =

PHA Home Screen — List of Submissions

The List of Submissions maintained by the reporting months in descending order, with the latest
Month always at the top of the screen, and previous months follow in chronological order.

The “List of Submissions” contains:

3.2.1.1 Month — Identifies the submission period and contains the monthly links used to enter
or modify PHA information.

3.2.1.2 Status — Displays the current status of the current monthly submission, and each prior
month submission. List of the types of status’ are as follows:

Not Entered

Saved

Revised

Pending Hard Edits
Submitted

Hard Edit Approved
Hard Edit Disapproved

3.2.1.3 Last Updated by — Identifies the individual who made the last change to any of the
monthly documents with the last date the monthly information was modified.
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3.2.2 View List of All Submissions
A link at the bottom of the List of Submissions page allows the user to view historical data

submitted beyond the current and past two fiscal years. In order to view the historical data click
the “View All Submissions” link at the bottom of the List of Submissions page.

First Name, Last Name Unavailable

June 2008 Submitted - Hard Edit Approved 27 February 2008
. b — First Hame, Last Name Unavailable
May 2008 Submitted - Hard Edit Approved 27 February 2008
. T [— First Mame, Last Name Unavailable
April 2008 Submitted - Hard Edit Approved 27 February 2009
) e . First Name, Last Name Unavailable
March 2008 Submitted - Hard Edit Approved 27 February 2008
y - . First Name, Last Name Unavailable
February 2008 Submitted 28 April 2008
y o b [ First Name, Last Name Unavailable
January 2008 Submitted - Hard Edit Approved 27 February 2009
December 2007 Submitted - Hard Edit Approved First Name, Last Name Unavailable

27 February 2009

Bottom of VMS List of Submission Screen

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

First Name, Last Name Unavailable

October 2002 Submitted 23 February 2005

Sestember 2002 Zubmitted ;igsgerm;i'-;;B;"ame Unavaiasle
fuaust 2002 Submitted ;iars;el‘iarzwaiL;;E;Iame Unavailable
July 2002 Submitted ;iars;el‘iarzwaiLzans’ag-lame Unavailable
June 2002 Submitted ;iars;el‘ilsarzwaiLzans’ag-lame Unavailable
May 2002 Submitted First Name, Last Name Unavailable

23 February 2003

Bottom of VMS List of Submission Screen

To remove the historical information and return to the original PHA Home screen, click on the
“Return to Original Results” link.
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3.2.3

Select the desired Month/Year to display

The data entry form, Form 52681-B.for the PHA and month will display. Note that the Month
has a “Not Entered” status when the PHA has never entered data for that month.

NOTE: The PHA will not be allowed to enter data for the current month if any previous month has
been revised and has not been re-submitted and approved by HUD if required. Submissions with
the following status “Pending Hard Edit”, “Saved”, and “Revised” are considered incomplete
submissions.

Secure Systems

Manage PHA Data
s Enter PHA Data Tabs

Generate Reports
Exit VMS
Resources

FA

Printable Form526818

Instructions
Quick Referances

The White House

Voucher Management System
Manage PHA Data

Monthly Voucher Data Validation and Save Page

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database.
Housing Authority of the City & County of SF MONTH: January YEAR: 2011 VERSION: 9
Jﬂt‘ﬂig Income/Expenses | Expense/Comments ﬁ’h‘ffﬁi; PHA Info Submission ExecutiveSummary
Voucher UML and HAP
Vouchers under lease on the ML uML Avg UML Avg UML HAP HAP Avg HAP Avg HAP
First Day of the Month Last Month Last 12 Month Year to Date Last Month Last 12 Month Year to Date
Litigation @ [ [ H @ o of o
1 Year Mainstream @ 10 | 10 | B @ o 11992 4 11654 o
Hemeewnership @ | 1 1 5 @ 1131 ¢ 1112 4
HNew This Month @ | [ [
Moving To Work @ | [ [ B @ 4 o o
Family Unification @ [ [ B @ ¢ o é
2008 and 2008 Family (o) o
it @ | 43 | 2 | 5 @ J 70562 4| B3 o
2008 and 2008 Non-Elderly (%) | ‘ ‘ @) | ‘ ‘
Disabled Ed $ 24 § s
Eortable Vouchers Paid @ | 76 | L s @4 83177 ¢ 125178 &
HOPE VI @ 67 | 67 | H @4 87532 ¢ 89082 o
Tenant Protection @ 240 248 H @ 236,662 249,610
E $ E
Enhanced Vouchers @ 85 | 80 |
Veteran's Affair Supported @ @
Fousing (VASH) Voucher 2 | 8 | 28 s @ 188595 ¢ 1325%
DHAP to HCV Vouchers @ @
Censed 2] [ [ s @ 4 d o
All Other Vouchers @ | 6904 | 6896 | B @ 4 8702491 ¢f 8.809.262 4
FSS Escrow Deposits 5 @4 o 10816 4
All Voucher HAP Expenses @)
After the First of Month § @ 4 2413 4 22045 4
Total Vouchers @ p g $| @ 389! 469,
? 7489 7483 @ 4 9389955 ¢ 9469544 o
ou =
L ct) @ | 7488 | 7462 |
=t d=y h
. @
Hov Comearsion - Lassing @ | [ [ s @ 4 d o
HA Qumed Units Leased - -
included in the units lzased @ 236 | 216 |
above
New vo! sued but not o
Undar HAR contracts a5 of the @ [ [
last day of the menth
Portable Veuchers @ @
Administered (Port In) @ | [ 89 | $ @ o 98,965 ¢
Number of Vouchers Covered o
by Project-Based AHAP= and @ | 815 | 814 |
Hkps
5 Year Mainstream @ | [ [ £ @ 4 ¢ <
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VMS Initial Data Entry Screen

3.3 Enter, Modify, View Data

NOTE: All data must be entered based on the accrual basis of accounting rather than the cash
basis of accounting

3.3.1 Select the data entry tab you want

For ease of data entry, and to improve accuracy of reported information, HUD has divided the
data entry document, Form 52681-B, into tabular format. “Voucher UML & HAP” is the default
display, as shown above. To access the other sections, just click on the appropriate tab button
at the top of the tabular screen.

The five main data entry screens are as follows:

. Voucher UML and HAP

J Other Income and Expense

o Additional Expense / Comments

o Disaster UML and HAP

J PHA Contact Information

o (The remaining tabs are not for data entry and will be discussed in later sections)
. Submission (Section 4.3)

o Executive Summary (Section 6.0)

The other data entry tabs are displayed below:
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Homes &
Communitie
US. Depar o H

and Urban Des

Secure Systems

Generate Reports
Exit VMS
Resources

FAQs
Printable Form52681B
ns

Voucher Management System

Manage PHA Data

Monthly Voucher Data Validation and Save Page

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database.

Housing Authority of the City & County of SF MONTH: January YEAR: 2011 VERSION: 9
Voucher | - ] [EEE
L/HAP Income/Expenses | [WSGEREEHeGIIIEY e UML/HAP PHA Info Submi ExecutiveSummary §

Other Income and Expenses

Memorandum Reporting

Fraud Recovery Total Collected This Month ;I:l @

Interest or other income earned this meonth from the investment of HAP i)

FSS Escrow Forfeitures This Month Sl:l‘o
NMumber of Hard to House Families Leased ] @
Number of LBP Initial Clearance Tests :l @
Porteble HAP Costs Billed and Unpaid - 90 Days or older sl:l @
Number of LBP Risk Assessments l:lz’ ;

FS5 Coordinator Expenses Cowered by F55 Grant Sl:l @

FSS Coordinator Expenses Not Covered by FSS Grant sl:l ()
Administrative Expenses 4:'-;_)‘

New
Centra| Office Cost Center

Choice Voucher Program

5

Unrestricted Net Asssts (UNA) as of the Last Day of the Month Sl:l @

Cash/Investment 2= of the Last Day of the Month - Voucher Pragram Sl:l.v,\
only =
Validate

Other Income and Expense Tab
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Homes &
Communities
e
d Urban

Secure Systems

Generate Reports

Exit VMS

Resources

FAQs
Printable Form526818
[nstructions.

|Quick references

The White Housc

Homes &
Communities

US. Department

Secure Systems

Generate Reports

Exit VMS

Resources

FAQs

Printable Form526618
Instructions

Quick Referencas

T———

Manage PHA Data

Monthly Voucher Data Validation and Save Page

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database,

CADO1 Housing Authority of the City & County of SF MONTH: Janua YEAR: 2011 'VERSION: 0

Voucher . p Disaster o5
Peen JUSY SRR | Expense/Comments T PHA Info Submission ExecutiveSummary

Additional Expense/Comments

Description

Expense Amount Sl:l @

New

o
Evpense Amount & "

niawe
Expense Amount 5

Comments

Additional Expense / Comments Tab

Voucher Management System
Manage PHA Data

Monthly Voucher Data Validation and Save Page

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database
CA001 Housing Auth of the City & County of SF MO lanuary YEAR: 2011 VERSION: 9

Voucher

e Income/Expenses | Expense/Comments B2

UMLIHAP PHA Info Submission ExecutiveSummary

Disaster UNL and HAP
Disaster Voucher Program (DVP)

WP Families Assisted
New This Month
VP Homeless Families Assisted

Mew This month

DHAP Families Assisted

New this month

Disaster Housing Assistance Program (DHAP-Tke/Gustav)

DHAP-IKE Families Assisted

New This Month
Security Deposits Faid
Utility Deposits Paid

Security Deposits Returned

Utility Deposits Returned

Disaster Relief - Non-KDHAP

Disaster Portable Units Administered

Disaster UML and HAP Tab
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Voucher Management System

Manage PHA Data

Secure Systems

Monthly Voucher Data Validation and Save Page

Manage PHA Data
¢ Enter PHA Data Tabs

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database

Housing Authority of the City & County of SF MONTH: January YEAR: 2011 VERSION: 9

Generate Reports Voucher ) - | Disaster s
UML AP Income/Expenses | Expense/Comments UMLAIAR PHA Info Submission ExecutiveSummary

Exit VMS

PHA Contact Information

Resources PHA Contact Information

FAQs. X .

Printable Form326818 HA Number CADDL
HA Name Housing Authority of the City & County of SF
HA FYE 09/30

Let's talk

‘Webcasts

LR ES Name of HA Paint of Contact Cherry Hwee @
Point of Contact Phane (415) 715-3140 @
Ext.: 0 @
Point of Contact E-mail Address hweec@stha.org @

The White Housc

Name of Authorized HA Official Henry A Alvarez III
Official Housing Authority E-mail Address User01_PIH-NASS@huddev.gov
Program Arca Paint of Contact - FMC
FMC Financial Analyst THOMAS M VITEK
E-mail Address User0l FIH-yMSEhuddev.gov
FA Phone Number (415) 485-6457
Ext.
Program Area Point of Contact - Field Office
Field Office Code SAPH
Field Office Name SAN FRANCISCO HUB OFFICE
Field Office Paint of Contact Gerard Windt
Hew . .
FO POC E-mail Address Userdl PIH-VMS@hudde
FO PGC Phone Number (415) 485-6444
Ext.
REAC Technical Assistance Center
Technical Assistance Center 1-888-245-4850

PHA Contact Information Tab

3.3.2 Key Data Into Fields

Enter data into each appropriate field of the tab. You may navigate from field to field using the
Tab key on your keyboard, or by positioning your cursor in the white box of the field. Some
fields are shown as gray. These will be calculated or provided by the system, and are not data
entry fields.

Voucher UML and HAP

Vouchers under leaze on UML uML Avg UML Avg UML HAP
the First Day of the Month Last Month Last 12 Month Year to Date Last Month

— = P ¥
1 Year Mainstream ;_?\' | | | @ ,7 |.

Homeownership \ f_?\' | | | 3 f_?\' |—
Example VMS Data Entry Fields

Litigation @) | | | . @ ,7 |.
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3.3.3 Question Marks Provide Help

Next to each editable field is a red Question Mark (?) in a yellow circle. If you click on the
guestion mark, an explanation of the field will appear, as shown below.

Litigation 2 | | | 5 2 ‘ |
1 Year Mainstream 2 | | | $ 2 ‘ |
Homeownership \ 2
Windows Internet Explorer
New This Manth ) Total number of vouchers leased from initial or renewal 1-Year Mainstream funds. Vouchers should only be reported in this categary if the PHA has
) received an allocation of Vouchers for the 1-Year Mainstream program. A voucher is reported.
Moving To Work
Family Unification 2 | | | $ 2

Example VMS Popup Window

3.34 Required Fields

What fields are required will vary depending on the programs your PHA participates in. A rule of
thumb is that if your organization participates in a program, then the UML and HAP fields for
that program are required, even if you have to place a zero in the field. Likewise, if you do not
participate in that program, entering data in the field will result in an error message.

3.35 Save Data

You may save your data at any time by clicking on the “Save” button at the bottom of the tab.
You should always save it before continuing on to a different tab. When you save the data, an
alpha-numeric check is performed to see that the fields with data have no obvious errors. If any
errors are found, the data is not saved, a blue warning window is displayed, and error messages
in red appear below the erroneous fields, as shown in the example below.

Normally, you would want to validate the data before saving it, to perform a more complete
check of the data. Sometimes, though, you may be called away in mid screen, and not want to
lose the data you have input so far. That is when you would “Save” before “Validation”.
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Homes &
Communities Voucher Management System N 16, 27
USD =
Manage PHA Data
Secure Systems
Monthly Youcher Data Yalidation and Save Page

Manage PHA Data Please enter data for the following month. Youcher Expense Data is validated when it is saved to the database.

Generate Reports . Allentown Housing Authority

i Voucher UML/HAP | e e > -aster UR ‘P | PHA Info | Submission | Executive!
Exit ¥MS Windows Internet Explorer, (%]

1 Please, correct all errors specified in red
'Y
Resources Youcher UML and HAP

Vouchers under lease on Aug UML Aug UML
the Firet Day of the Month &t 12 Month Year to Date

Litigation / _ $

*Pleasze validate vour data entry, It cannot contain more than 12 digits, or have a special character like 2

rinus sign, & decimal point, a dollar sign, or any other specal sprmbal, This field also will not allow a zero
value for data entry,

VMS Sample Error Message Popup Window

You must correct the erroneous fields before any of the data on the tab will be saved. If you

sign out of the session before correcting the erroneous fields, all of the data you keyed on that
tab will be lost.

If no obvious errors were found when you clicked the “Save” button, you will receive a message
telling you that the tab was successfully saved.

es Voucher Management System November 30, 2010
7

Manage PHA Data
Monthly Voucher Data Validation and Save Page

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database.

‘ PAOI1 Bethlehem Housing Authority MONTH: April

YEAR: 2010
S CEETIVIO IV T e
'_* This tab for Apnil 2010 was saved successfully

Voucher UML and HAP

Vouchers under lease on o umL Avg UML Avg UML AR HAP Avg HAP Avg HAP

the First Day of the Month Last Month Last 12 Month Year to Date Last Month Last 12 Month Year to Date
Litigation @ | | | s @ | [ [

o pa— 4

Sample VMS System Message — Save Successful

NOTE: If you click another tab button prior to validating and saving the data you have entered on
this tab, your entered data will not be saved or lost. It will remain on the tab until you return. It
will be lost if you sign out of the session prior to saving it.

3.3.6 Reset button

Every data entry Tab has a “Reset” button. Pressing this button will cause all the data you have
entered since the last “Save” to be reset to the way the tab looked before the last “Save”. If you
haven’t yet saved any data, the screen will be reset to all blanks.
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3.4 Validate Data

Once the data has been entered completely for a tab, click the “Validate” key at the bottom of
screen to check for data entry errors.

Voucher Management System
Manage PHA Data

Secure Systems
Monthly Voucher Data Validation and Save Page

Manage PHA Data Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database.
¢ Enter PHA Data Tabs - . =
Housing Authority of the City & County of SF MONTH: January YEAR: 2011 VERSION: 9
Generate Reports Voucher ] _ | Disaster - =
UML/HAP Income/Expenses | Expense/Comments UMLHAR PHA Info Submission ExecutiveSummary

Exit VMS
Disaster UNML and HAP

Disaster Voucher Program (DVP)
Resources

DVP Families Assisted
New This Month
DVP Homeless Families Assisted

New This manth

Disaster Housing Assistance Program (DHAP-Katrina/Rita)

DHAP Families Assisted $ @

- New this month
The White Housc

Disaster Housing Assistance Program (DHAP-Ike/Gustav)

DHAP-IKE Families Assist
New This Month
Security Deposits Paid
Utility Deposits Faid
Security Deposits Returned

utility Deposits Returned

Disaster Relief - Non-KDHAP

Disaster Portable Units Administered

VMS Data entry screen — Validation Button

The Validate Data function is crucial to the integrity of the data entered by the user prior to
submitting to the database. VMS verifies the apparent validity of the data via a series of steps,
first checking for proper format, second comparing the amounts fall within “reasonable” ranges,
then where possible comparing related fields to insure completeness and consistency against a
list of business rules. Where inaccuracies are found, the system will generate error messages.
After the Validation step, if the data passed all the validation steps, messages will appear telling
you that the data is valid and reminding you to save the data.
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Voucher Management System

Manage PHA Data

Monthly Voucher Data Validation and Save Page

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database.

Housing Authority of the City & County of SF MONTH: January YEAR: 2011 VERSION: 9

Voucher

—_ / Disaster
UML/HAP Income/Expenses Expense/Comments

PHA Info Submission ExecutiveSummary

o . System Messages

This tab is valid, and can be saved

Additional Expense/Comments
Description

P —\ﬁf
iy

VMS System Message — Tab is valid and can be saved

If any of the entered data items fail validation, the following System Message will be displayed
at the top of the form warning you that there may be errors with the entered data. Explanatory
messages will appear under the erroneous fields.

Voucher Management System
Manage PHA Data

Monthly Voucher Data Validation and Save Page

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database.

Housing Authority of the City & County of SF MONTH: January YEAR: 2011 VERSION: 9

Voucher
UML/HAP

Disaster

Income/Expenses Expense/Comments PHA Info Submission ExecutiveSummary

° »

Please validate each field and correct errors

Voucher UML and HAP

Vouchers under lease on the uML Avg UML Avg UML HAP Avg HAP Avg HAP

First Day of the Month Last Month Last 12 Month Year to Date Last Month Last 12 Month Year to Date

Litigation 123 @ | i @ ﬂ ﬂ $‘

1 Year Mainstream @] | 10 | H @4 11982 ¢ 11654 o

 VMS System Message — Cross-Validation Error Message

vouLner umML anu AAr

Vouchers under lease on Avg UML Avg UML
the First Day of the Month Last 12 Month Year to Date

Litigation

*Because you have entered a

VMS System Message — Cross-Validation Error Message
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Above are examples of errors found during the cross validation comparison of fields. For every
UML field that has a corresponding HAP field, if one contains an amount, they must both
contain amounts. Below are examples of errors found during the simple alphanumeric
checking, and the Hard Edit Error check.

Other Youcher Reporting Requirements

Humber of Vouchers Under Lease =
(HAF Contract) on the last day of 'A?'I
the Manth

#Sorry, thizs field iz required. Flezze
enter a valid value e

Temporary Housing Units to HCV
Conversion - Leasing

VMS System Message — Data Entry Error Message

Above is an example of a simple error message.

Below is an example of a Hard Edit error.

Total Vouchers

Write comment here if you
selected "Other”

andard range
the UMLs — Select Below —
— Select Below —
HEOOE - New Unitz
HEOQOS - Tranafer
HEOOE - Leazing Decreazed
HEOQOE - Leasing Increased
HEOQOE - Revized Payment Standards
HEOOE - HA iz uzing NRA or NUA
HEOOS - Absorbed Portables
HEO0E - Other

Dther” selected

VMS System Message — Hard Edit Error Message
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3.4.1 Fields Subject to Cross Validation

Every UML field with a corresponding HAP field is subject to Cross Validation error checking,
and vice versa. If an amount is present in one of the fields, an amount must also be present in
the corresponding field.

The fields subject to Cross Validation Error Checking are listed below:

e Litigation Litigation HAP

e 1 Year Mainstream 1 Year Mainstream HAP

e Homeownership Homeownership HAP

e Moving to Work Moving to Work HAP

e Family Unification Family Unification HAP

e Portable Vouchers Paid Portable Vouchers Paid HAP

e HOPE VI HOPE VI HAP

e Tenant Protection Tenant Protection HAP

e Veteran’s Affair Supported Veterans Affair Supported
Housing (VASH) Voucher Housing (VASH) HAP

e DHAP to HCV Vouchers DHAP to HCV Vouchers
Leased Leased HAP

e All Other Vouchers All Other Vouchers HAP

e Portable Units Administered Portable Units Administered HAP

e 5 Year Mainstream 5 Year Mainstream HAP

e DVP Families Assisted DVP Families Assisted HAP

e DVP Homeless Families Assisted DVP Homeless Families Assisted HAP

e DHAP Families Assisted DHAP Families Assisted HAP

e DHAP-IKE Families Assisted DHAP-IKE Families Assisted HAP

e Disaster Portable Units Total HAP for Disaster Portable
Administered Units Administered

3.4.2 Hard Edit Error Messages

NOTE: During the validation process, data entered is validated against specific business rules
associated with hard edits. The system prevents the user from submitting data that fails to meet
the business rules. Data that fails a hard edit is not necessarily incorrect — the data may fall
outside reasonable ranges. The PHA can either correct the data, or explain it. If you opt to explain
it, you will be able to submit data with a status of “Pending Hard Edit”. To complete this
submission, approval by the PHA’s Financial Analyst is required. The Financial Analyst can
generate a report of submissions containing Hard Edit explanations. The Financial Analyst must
review and either approve or disapprove the submission.

The following fields of the monthly UML data will be compared to the ACC unit data. If the
entered data fails the criteria for hard edits, an error message will display and you will need to
make the correction OR enter a comment from the drop-down box or a personalized comment
to explain why the data is correct as submitted. The following displays each of the hard edits
under the Units section.
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Moving To Work— Error HEOO1 will display if the PHA has units or dollars contracted under the
Moving to Work program option (is operating under a MTW agreement), and the PHA has failed
to report in this section

e T T T ey

Moving To Worlke

Write comments here if
you selected "Other"

|HEQD1 - No Units Leased
[HEM -~ Oths:

Note: Pleass, provide Comment if "Other” selected

N Y © S e L i ST S S m—“‘..--\-lﬂ——-— T T e e

Moving to Work HAP- Error HEO12 will display if the PHA has units or dollars contracted
under the Moving to Work program option (is operating under a MTW agreement), and the PHA
has failed to report in this section

- — ST aar et menl L e et meemi el

B St

Moving To Wark : 1@ 4,459 4,730 4731 8]

\
iR
|

||.°.
(e
..a.l r <

— Select Below — v

Mote: Please, provide Comment if "Other” selected

i Write comments here if
| - Select Below — v you selected "Other”
| Select Below —

|HED12 - No Units Leased

RPN WP T ST A S R S v

oS L smeliRtel Plesssoocouide Camement £ /Qther gelected

T P I N i

Moving to Work HAP— Error HEQ12
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Moving To Work— Error HEOO2will display if the PHA does not have a MTW program and the
PHA has reported MTW leasing in this section

Maoving To Work 123 @ | s - @

**Errar HEOOZ: PHA has reported Write comment here if

Moving to Work leasing, but PHA - [
does not have a Moving to Work - Select Below - | Other” is selected

programm,

HEQDZ - Mo Units Leased
HEQO2 - Other

Mote: Please, provide Comment if "Other" selected

Moving To Work— Error HE002

Note: If the value of the Moving to Work field is not empty, the PHA user will not be allowed to
choose the "No Units Leased" option from the drop down

Moving to Work HAP- Error HEO13 will display if the PHA does not have a MTW program and
the PHA has reported MTW HAP expenses in this section.

D i G e, sty e T e T R it N s Lt i3 A

iz, 11 ‘:?\: I - r = o Si-_-,._..-.-_... el e

T S e ST SR i i et
Mowving To Work

| - select Below — v

Note: Please, provide Comment if "Other" selected

Comi

e

Write comment here if
you selected "Other"

[ Select Below —
|HED13 - No Units Leazed
|HE013 - Other

MNote: Plezse, provide Comment if "Other” selected
e Y T VI A R ey T LN

Moving to Work HAP— Error HEO013

1\,: Moty o Monthy My oty 4 e o 0 ke o At 80 4

e . S
RN P W %

~

Note: If the value of the Moving to Work HAP field is not empty, the PHA user will not be allowed
to choose the "No Units Leased" option from the drop down
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Family Unification- Error HEO028 will display if the PHA has received an increment under the
Family Unification program, and the PHA has failed to report in this section

|

7

Farily Unification @)

*#Error HEDZE: PHA has
failed to repart Family

PHA does have a Family
Unification program.

Unification leasing, while the

Write comment here if
you selected "Other"

-- Select Below -- w

—- Select Belowy --

HED2S - Mo Units Leased

HEO2G - Cther

Mote: Please, provide Comment if "Other" selected

Family Unification- Error HE028

Family Unification HAP— Error HEO014 will display if the PHA has or ever had received an
increment under the Family Unification program, and the PHA has failed to report in this section

Farnily Unification 48 | 46 | 44 ¢ @

[ 1@

#**kEprar HEDZS:! PHA has
failed to report Family
Unification leaszing, while the

-- Select Below -- w

PH& does have a Family
Unification pragrarm,

Mote: Please, provide Comment if "Other" saleced

Write comment here
when you select "Other"

**Error HEOL4: PHA has
failed to report Family
Unification HAP costs, while
the PHA does have 3 Family
Unification prograrm,

-- Select Below - | »

-- Zelect Below --

HEC14 - Cther

Maote: Plaase, provide Comrment if "Other" selected

Family Unification HAP- Error HE014
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Family Unification- Error HE029 will display if the PHA has never received a Family
Unification program increment and the PHA has reported Family Unification leasing in this
section.

Family Unification & | £

'HEDZ2S - Ne Units Leased
HEDZS - Cther

Mote: Please, provide Comment if "Other" selected

Family Unification- Error HE029

Note: If the value of the Family Unification field is not empty, the PHA user will not be allowed to
choose the "No Units Leased" option from the drop down

Family Unification HAP— Error HEO15 will display if the PHA has never received a Family
Unification program increment and the PHA has reported Family Unification HAP expenses in
this section.

T e 5 7 At YT e = ) SR - S
Family Unification .
J £
-
b
[-selectBelow -~ v ¢
Mote: Please, provide Comment if "Other” selected E
' {
Write comment here if (
you selected "Other" {
PP S G I . _\\_____/\}

Famlly Unification HAP- Error HEO15
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Tenant Protection — Error HEOO3 will display if the PHA has received a tenant protection
increment and the PHA has not reported tenant protection leasing

*##Eppor HEQDS: PHA has failed to
report tenant protection leasing,
while the PHA has received one or -- Select Belows -- hd
rmore awards of tenant proteckion
units.

-- Select Belowy --
HEODS - TP units received but not vet leased
HEOOS - TP units received but not leased by eligible families

Tenant Protection — Error HEOO3

Tenant Protection — Error HEOO4 will display if the PHA has not been awarded a tenant
protection increment and the PHA has reported TP leasing in this section.

Tenant Protection

**Error HEDO4: PHA has Write comment here if
r i you selected "Other"

- Select Below —

— Select Below —

HEQO4 - TP units received but not vet leased

HEQO4 - TP units received but not leazed by eligible familiss
HEDD4 - Other

T T

Tenant Protection — Error HE004

Note: If the value of the Tenant Protection field is not empty, the PHA user will not be allowed to
choose the "TP units received but not yet leased" option from the drop down
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Tenant Protection HAP- Error HEO16 will display if the PHA has received a tenant protection
increment and the PHA has not reported tenant protection HAP costs

R T S N S R L TR W

Terfant Protection : B__ o Hﬁr :
&
%
s
i — Select Below — ~ :
<
é
Note: Please, provide Comment if "Ot/ ?
i
Write comment here if {
you selected “"Other" j
[ d
[ — Select Below — 1
HEQ1E - TP unit ived but not yet leassd f
HEO18 - TP unitz received but not leazed by eligible families f
[HEOS - Other e e .
T e “M_,‘\ e NI A L . e R S N, ..,f
Tenant Protection HAP- Error HEO16
Tenant Protection HAP- Error HEO17 will display if the PHA has not been awarded a tenant
protection increment and the PHA has reported TP HAP costs in this section.
Tenant Protection i’\ | | | $ ﬁ?\ [ E

**Error HEQO4: PHA
reported tenant pr

— Select Below — A4

Mote: Please, provide Comment if "Other” selected

Write comment here if
you selected "Other”

— Select Below —

ived but not vet leazed
HEOAT - TP unitz received but not lsased by eligible families
HEO17 - Other

o == o

Tenant Protection HAP- Error HEO17

Note: If the value of the Tenant Protection field HAP is not empty, the PHA user will not be allowed
to choose the "TP units received but not yet leased" option from the drop down
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Enhanced Vouchers — Error HEOQO5 will display if the PHA tries to report more Enhanced
Vouchers than the number of Tenant Protection units reported; an error will also occur if the
PHA has not been awarded a tenant protection increment and the PHA has reported in this
section. Note that a PHA may have a tenant protection increment that did not assist any
tenants eligible for enhanced vouchers.

(S
H

Tenant Protection

o a2
m ra

%

Enhanced Youchers

#HEpror HEOOS: PHA rmay not report
rmore Enhanced YWouchers than the

number of Tenant Protaction |- Select Belower | |
wvouchers reported. 1 ]

Enhanced Vouchers — Error HEO05
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Veterans Affairs Supportive Housing (VASH) - Error HE006 will display if the PHA has
received a VASH increment in FFY 2008 or later, and has not reported VASH leasing costs

Veteran's affair Supparted o | | | p
Hausing (VASH) Voucher [ |

#*Errar HEOOG: PHA has failed ta

report WASH leasing, while the PHA
does have a WASH award for 2008 - Select Below — 4
or latar, -- Zelect Below —-

[HEOOE - % A5H HAP units received but nat yet leazed

HEQDE - Cther

Mote: Pleaze, provide Comment if "Other” seleced

Veterans Affairs Supportive Housing (VASH) - Error HE006

Veterans Affairs Supportive Housing (VASH) - Error HEOO7 will display if the PHA has not
been awarded a VASH increment and the PHA has reported VASH leasing in this section.

Weteran's affair Supported o
Housing {(WASH) Youcher 23| 5 | | | +

#F*Eprrar HEODOO7: PHA has
reported WASH leasing, but
the PHA has not received an
award of WASH units in FFY
2002 or latern

HEQQ? - Ciher

Maote: Please, provide Cormrment if "Other" selecked

Veterans Affairs Supportive Housing (VASH) - Error HE0O7

Note: If the value of the Veterans Affairs Supportive Housing (VASH) field is not empty, the PHA
user will not be allowed to choose the “VASH HAP units received but not yet leased" option from
the drop down

Page 37



).
o Voucher Management Systems (VMS) User Manual

Veterans Affairs Supportive Housing (VASH) HAP- Error HEO18 will display if the PHA has
received a VASH increment in FFY 2008 or later, and not reported VASH HAP costs

Veteran's affair Supported () (]
s - | | | S

HEDCE - % ASH HAP units received but not yet leased

Mote: Please, provide Cormment if "Other" seleced

#¥Error HEDLE: PHA has Write comment here if
failed to report WASH HAP " "
cazts, while the PHA does -- Select Below -- w you selected "Other
I;rarl:t:rVASH award for 2008 [ Select Below —

' HED A5H HAP units received but not vet leazed

[HED b

Mote: Please, provide Cormment if "Cther" selected

Veterans Affairs Supportive Housing (VASH) HAP- Error HEO018

Veterans Affairs Supportive Housing (VASH) HAP- Error HEO019 will display if the PHA has
not been awarded a VASH increment and the PHA has reported VASH HAP costs in this
section.

R TP LR f Mt aeem e lestt. e B T R B T L e s et S
. s o E - e - L EArr — i ny =
o =

veteran's Affair Supported
Housing (WVASH) Voucher |

Mote: Please, provide Comment if "Other" selected

Ve

Write comment here if
you selected "Other"

|HE019 - VASH HAP unitz received but not yet leased
|HED19 - Other

s A S e ow, Bpte: Plgase, providgCommpatdf.\Qthag selected | pemopak o P N W WPy

Veterans Affairs Supportive Housing (VASH) HAP- Error HEO019

B Y WL NFNPRVIE WO (Ao I s,

Note: If the value of the Veterans Affairs Supportive Housing (VASH) HAP field is not empty, the
PHA user will not be allowed to choose the “VASH HAP units received but not yet leased” option
from the drop down
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DHAP to HCV Vouchers Leased - Error HEO30 will display if the PHA has units or dollars
contracted under the DHAP to HCV program and the PHA has failed to report vouchers in this

15
|
y

A S e e e = o — e
DHAP to HCW Vouchers e
Leased 1 2 1 % %

HE030 - DHAP to HCV vouchers re but none leazed
HEQ30 - Other
Plezs E
R B O™ e i g i s i i

DHAP to HCV Vouchers Leased Error HE030

DHAP to HCV Vouchers Leased - Error HEO31 will display if the PHA does not have a DHAP
to HCV program and the PHA has reported vouchers in this section

DHAP to HCV Youchers Leased @ | | | $

#&Eppor HEOZ21: PHA has reported
DHAP to HCW Youchers Leased, but
PHA does not have a DHAP fo HCW
prograrm, -- Select Below --
HEO31 - DHAP to HCY vouchers received but none leased
HEO31 - Ciher

-- Select Below -- w

Mote: Please, provide Comment if "Cther" selected

DHAP to HCV Vouchers Leased - Error HEO31

DHAP to HCV Vouchers HAP ErrorHEO32 will display if the PHA has units or dollars
contracted under the DHAP to HCV program and the PHA has failed to report costs in this
section

E:a:':dto O Vhere |7|‘P’ | 1 T 5 | . ’SI-— i 1 |‘° -,—-_ ~-!

| — Select Below — v

Mote: Please, provide Comment if "Other” selected

Write comment here if
you selected "Other"

— Select Below - v

|HED3Z - DHAP to HCV wouchers received but none leased |
|HEQ32 - Other |

Toauntmtan oot Aty okt W o A e, g Mt

Note: Flease, prov |de Comment if " Gther _ele"ted
T i e IR M NN T romi S, BT e AR [P S SR,

DHAP to HCV Vouchers Leased Error HE032

i et
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DHAP to HCV Vouchers HAP - ErrorHEO033 will display if the PHA has reported DHAP to HCV
Voucher HAP costs, but the PHA does not have a DHAP to HCV program.

DHAP to HCW W h
Leased 2000 @ | | R 2000@ 1Y

cplanation o

#*Errar HEDZ1: PHA has
reported DHAR to HOVY
Wouchers Lessed, but FHA |—Seled Below — Vl
does not have 3 DHAR to HCV
program

Note: Please, provide Comment if "Other” selected

Write comment here if

#*Errar HEDZZ: PHA has
you selected "Other”

reported DHAP to HCV
woucher HAF costs, but FHA — Select Below — -
does not have 2 DHAP to HCV
program

— Select Below —
HE033 - DHAP to HCV vouchers received but none leased
HE033 - Other

Note: Please, provide Comment if "Other” selected

DHAP to HCV Vouchers Leased - Error HE033

Total Vouchers- Error HEOO08 displays if Voucher Utilization is not within a standard range
calculated from prior periods in the last 12 months.

Total Wouchers

I || | I s

Wirite comment here if you
selected "Other”

— Select Below — -
— Select Below —
HEOOS - New Units
HEDDE& - Transfer
HEDDS - Leasing Decreased

HEDOE - Leasing Increased

HEDDE - Revised Payment Standards
HEQO& - HA is using NRA or NUA
HEDOS - Absorbed Portables
HEOOS - Other

Total Vouchers - Error HE008
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Total Vouchers - Error HEO09 The system validates the VMS monthly UML total data to the
reported monthly UML data for the increase as well as decrease within the reporting cycle plus
the previous 12 months. If the change in voucher utilization is greater or less than the expected
range, Error HEOO9 will display and the user will need to make the correction OR enter a
comment from the drop-down box or a personalized comment to explain why the data is correct
as is.

Total wouchers <> 493 A9 A9 4

+hError HEODOS: The chanas in
wroucher utilization fram the
Bri pericds in the last 12

months i
=tandard na
eeeeee the UML:s entered for - Select Belows ——
=ach category to
ars accurate. HEOQOS - Transter

HEOQOS - Leasing Decreased

HEOOS - Leasing Increased

HEOODS - Revised Payment Standarcs

HEDOS - Ha, is using MRS or RS,

HEDOS - Aksorkbed Portables

HEOOS - Crher

- Select Below —— ~

pther” selacted

—- Select Belowr —— ~

\M’—__\—r gl i . >l
Total Vouchers--- Error HEO09

Total HAP Amount - Error HE020 displays when total HAP expenses is not within a
reasonable range. The system validates the VMS monthly HAP total data to the reported
monthly HAP data within the reporting cycle plus the previous 12 months. If the entered data
fails the edits criteria for the hard edits, Error HEO20(HAP Total) will display and the user will
need to make the correction OR enter a comment from the drop-down box or a personalized
comment to explain why the data is correct as is.

##Error HEO2O: Budget Write comment here or

Autharity uti on i= not select from drop-down menu
ithin the stan

— Select Below — hd
— Select Below —
HEDZ0 - New Units

HEOZ0 - Transfer

HEQZ20 - Leasing Decreazed

HEOZ20 - Leasing Increased

IHEBZE - Revized Payment Standards
HEOZ20 - HA iz uzing NRA or MUA
HED20 - Ab=orbed Portables

HEDZ20 - Other

Jther" selected

Total HAP Amount - Error HE020
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Total HAP Amount - Error HE021 The system validates the VMS monthly HA total data to the
reported monthly HAP data for the increase as well as decrease within the reporting cycle plus
the previous 12 months. If the change in Budget Authority utilization from the prior periods in the
previous 12 months is greater or less than expected, Error HEO021 will display and the user will
need to make the correction OR select one of the options from the drop-down box and for other
enter comment to explain why the data is correct as is.

J R e =y e

Total Vouchers | @ | s{ | &

MNote: Flease, provide Comment if "Other” selected

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

|HEO21 - ing Increazed

0Other Youcher Reporting RigjZiIi-! ed Payment Standards

Number of Vouchers Under HEO21 - HA Iz using NRA or NUA

Lease (HAP Contract) on the |HE0Z1 - Absorbed Portables

last day of the Month HEO21 - Other
=

st

P ——

Total HAP Amount - Error HE021

5 Year Mainstream - Error HEO010 will display if the PHA has units or dollars contracted under
the 5 Year Mainstream program, and the PHA has failed to report in this section.

5 Year Mainstream I:I f_?\' | | | ¥

'HEO10 - No Units Leased
HEO1D - Other

Note: Please, provide Comment if "Other" selactad

5 Year Mainstream- Error HEO10
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5 Year Mainstream - Error HEO11 will display if the PHA does not have a 5 Year Mainstream
program and the PHA has reported 5 Year Mainstream leasing in this section.

g Year Mainstream @ | | | $q

#*Eprar HEOL1Ll: PHA has
reported 5 vear Mainstream
leasing, but PHA does not
have a 5 vear Mainstream
prograrm,

HEQ11 - Mo Units Leased
HEO11 - Cther

Mote: Please, pravide Comment if "Other" zelected

5 Year Mainstream - Error HEO11

Note: If the value of the 5 Year Mainstream field is not empty, the PHA user will not be allowed to
choose the "No Units Leased" option from the drop down

Note: VMS will allow 5 yr Mainstream agencies to have no entry in the Total Voucher and Total
HAP fields

5 Year Mainstream HAP - Error HE022 will display if the PHA has units or dollars contracted
under the 5 Year Mainstream program, and the PHA has failed to report in this section

L - - it e T T Y NP I TSP b —

L
q

i

]
A
1

. S
S Year Mainstream [ ‘? | | | g @ $|§
— Select Below — w | i
1
lote! Plezse, provide Comment if "Other” selecte i
¢
Write comment here if
ity Rv—— L L 1
e 3| you selected "Other
— Select Below —
|HEB22 - No Units Leased %
HED2Z - New Units !
HEQZ2 - Transfer i
HE0ZZ - Leazing Decreazed pEnertselactad E
Form 52681-B Action: HE(L - L sasing nomascel jancel
|HEDZZ - Revized Payment Standards I L
HEG22 - HA i using NRLA or WUA {
\beorbed Portables :
e = et — i P CE e T R o S R S

5 Year Mainstrééh HAP - Error“H‘I-é'(‘)Z‘Z
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5 Year Mainstream HAP - Error HE023 will display if the PHA does not have a 5 Year
Mainstream program and the PHA has reported 5 Year Mainstream HAP costs in this section.

B

S Year Mainstream

Write comments here
if you selected

5 Year Mainstream HAP - Error HE023

"Other"
HEQ22 - Leasing Decreased phiar". selectad
Form 52681-B Action: FE): Leasngincizased tarcel
HE023 - Revized Payment Standards F
|HEQZ3 - HA iz uzing NRA or NUA
|HEDZ23 - Ab=orbed Portables
HEQZS - Ottt
|t e g - ___*':'.\_..u\_.t“‘\ e A P e AR s N a s, ; T N T e

I
P e e, e n Bt R A AT ey Ay o:l

5 Year Mainstream HAP - Error HE024 will display if the 5 Year Mainstream HAP data is not
wiithin the standard range. If your reason is “Other”, you must enter further explanation in the

comment box.

S rear Mainstream

#¥Epror HEDZ24: Budget Authority
utilizstion is not within the standard
range. PHA should review the S
Wear Mainstre arn HAP costs entered
to ensure they are accurate.

Form 52681-B Action:

- Select Belows -

Mo Units Leased
Meww Units
Transter
Leasing Decreased

Leasing Increased

Revised Payment Standards
H2 is using MRA or MU
Absorbed Portables

Cther

$ 1a.3a1| @

Write explanation here if
you select “"Other™

ent if "Other" selected

Print Format

5 Year Mainstream HAP---Error HE024

-

Note: If the value of the 5 Year Mainstream HAP is not empty, the PHA user will not be allowed to
choose the "No Units Leased" option from the drop down
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All Voucher HAP Expenses after the First of Month--- Error HE025 will display if the PHA
tries to report Mid-Month expenses that exceed 5% of the first of the month costs

All Voucher HAP Expenses After
the First of Month H 1,234 567,890 L $‘ $|

e

— Select Below — v

— Select Below —
HED2S - Increazed mid-menth leazing; data correctly reprezents only new contracts executed after the firzt of the month
HEDZE - Other

Mote: Please, provide Comment if "Other" selected

All Voucher HAP Expenses after the First of Month--- Error HE025

The system validates the VMS Family Self Sufficiency (FSS) Coordinator Expenses Covered by
FSS Grant data to the HUDCAPS available funding data. If the entered data fails the edits
criteria for the hard edits, an error message will display and the user will need to make the
correction OR enter a comment from the drop-down box or a personalized comment to explain

why the data is correct as is. The following displays the hard edits under the FSS Coordinator
Expenses section:

(FSS) Coordinator Expenses Covered by FSS Grant — Error HE026 will display when
expenses covered by FSS Grant are not reported and funding is available.

- e “MA‘.‘.—.—_ A‘N‘ A e bl

FSS Coordinator Expenses Covered by FSS &l 'ID:"?
Grant i | o e

Write comment here if you /
selected "Other"

HEO0ZE - FSS program not yet implemented

|HEO25 - Other [ f
o AT st s, "

. . - '\ntgd BH‘"““' 27 e CommeatiEda “*"\ele.#ﬂ R TPV e U S T I

(FSS) Coordlnator Expenses Covered by FSS Grant — Error HE026

NOTE: If the value of the (FSS) Coordinator Expenses Covered by FSS Grant field is not empty,
the PHA user will not be allowed to choose the "FSS program not yet implemented"” option from
the drop down
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(FSS) Coordinator Expenses Covered by FSS Grant --Error HE027 will display if FSS
expenses covered by FSS Grant are reported and there is no available funding

Administrative Expenses

FSS Coordinator Expenses Covered by FSS Grant $ 123 7

**Error —EE'f?: FHA hzs no =ctive FSS program, but has _ Select Below — v
reported FS5 expenses
— Select Below —
HEQ027 - FS5 program not yet implemented
HEDZ7 - Other

Note: Please, provide Comment if "Other” selected

@ nenses llo R K

(FSS) Coordinator Expenses Covered by FSS Grant --Error HE027

3.5 Point-OF Contact Pre-Population and Email Feature

The PHA Information Tab differs from the other data entry tabs in two significant ways:
1. Much of the data on this Tab is pre-populated.
¢ Initial HA information is supplied from the PIC database.
¢ PHA Contact Information is initially entered by the PHA user. Once PHA Contact
Information has been entered, it will stay, pre-populating the fields of this Tab for new
submissions until someone enters different information in the fields.
2. There are hyperlinks in the Program Area FMC and Program Area Field Office sections
of the Tab which help the user to draft and send an email to the FMC FA or Field Office
point of contact

The notations on the example screen below explain where the data comes from for pre-
populated fields. The PHA contact information can be changed by the PHA user. Once
changed, the data will remain and continue to re-populate the fields for subsequent months.
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Homes &
Communities
US.D f g

and Urb;

Secure Systems

Manage PHA Data
|# Enter PHA Data Tabs

Generate Reports

Exit ¥MS

Resources

Voucher Management System
Manage PHA Data

Monthly Youcher Data Validation and Save Page

Please enter data for the following month, Youcher Expense Data is validated when it is saved to the database.

MONTH: April

YEAR: 2010

015 Housing Authority of the City of Ansonia

PHA Info
PHA Contact Information
PHA Contact Information
HA Mumber CTO1S -
<
HA Mame Housing Autharity of the City of Ansonia € Provided by the system
HA FYE 12731 <

(203) 736-8888 ? —

Mame of HA Point of Contact

Point of Contact Phone
Entered by the PHA user

m
=3
I

Point of Contact E-mail Address

Hyperink

BOBBI STRACKER

User01_PIH-YMS@huddey gov Mfm—

Marne of Authorized HA Official

Official Housing Authority E-mail Address Provided by the system

Program Area Point of Contact - FMC

FMC Financial Analyst BOBBI M STRACKER

E-mail Address

)]
User0l PIH-¥MS@huddey.qov a-(. Hypedink

Fa& Phone Mumber

et L ® g EnterabythePHAuUser

Program Area Point of Contact - Field Dffice
Field Office Code G——-—-_.________
HARTFORD PROGRAM CENTER <

o —

Userdl PIH-WMS@huddev.qov l*?‘ "
{— Hyperink

(816) 426-6165

1EPH

1d Offi
Field Office Mame Provided by the system

Field Office Point of Contact Damaris ReyesGoodman

New
FO POC E-mail Address

F2 POC Phone Nurnber

REAC Technical Assistance Center

(860} 240-9771

Entered by PHA user

Technical Assistance Center 1-888-245-4860

Form 52681-B Actian: “alidate ] B [ Feset ] [ Cancel ]

Pre-populated Point of Contact Fields
And Hyperlinks

When you click on the Point of Contact FMC hyperlink, the following screen appears:
(a similar screen appears for the Paoint of Contact Field Office hyerlink)

VERSION: 9

var

Page 47



(R
o Voucher Management Systems (VMS) User Manual

Voucher Management System Eebruary 18, 24

POC: Send Email

Enter Sender's Contact Information
7k Sender's First
- MName:

Sender's Last |
MName:

Sender's E-mail:

Feceiver's Information;

VAl fﬂ%ﬁle,"’er SE- Userol_PIH-vMs@huddev. gov

Subject: [

Message:

Subrmit

FMC Point of Contact Email Page

This allows the PHA user to draft an Email to the FMC Point of Contact (POC) and have it sent.
The FMC POC User-ID is pre-populated. The sender fills in the rest.
The buttons at the bottom of the page are:

e Back: returns to the PHA Information Tab

e Reset: erases all data entered by the sender

e Submit: checks the message for errors. If no errors, the message is displayed for
review:

Voucher Management System

POC: Send Email

er's Contact Information

@i Sender's First

=~ Name: Jennie
Sender's Last
MName: Segal

Sender's E-mail:  Jennie.L.Segal@hud. gov

This e-mail will be
Subject:

Trial message
Message: This is the body of the message

Send Emall

Email message Review Page
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The user can click “Send Email” to send the message, or click “Back” to return to the previous
page.

3.6 Submit Monthly Data

After the data has been entered into the VMS system and everyone concerned is satisfied that
data it is correct, you will need to submit the Monthly Voucher Data by opening the “Submission”
tab and clicking the “Submit” button.

Navigate to the desired month’s 52681-B form as described in the Manage PHA Data Section
4.1. Then click on the “Submission” tab button at the top, a two-part Submission tab will appear,
displaying Validation History and Submission History.

Voucher Management System

Manage PHA Data

d Date/Time
01/20/2011 14:36:20 OT available
01/20/2011 14:38:20 ame is NOT available

0T available
7 ame is NOT available

r UML and HAP
r UML and HAP

01/20/2011 14:36:
01/20/2011 14:36

11: Name is NOT available
11: Name is NOT available

09/13/2010 10:40:24
09/13/2010 10:40:24

r UML and Hap
r UML and Hap
¢ UML and Hap Tenant Protection s M7S511: Name is NOT available 08/13/2010 10:43:50 M79511: Name is NOT available
Vouhar UML and Hap Tanant Protection HAP M79511; Nama is NOT availabla 09/13/2010 10:43:50 M79511: Nama is NOT availabla

The White House B |updated Date/Time
23340648 AHE SYSTEM ]
23340646 PHE SYSTEM =]
23340825 RVS SYSTEM [u]
23299192 RVS SYSTEM o
23200192 AHE SYSTEM 5]
23290192 PHE M7S511 SYSTEM [m]
23299182 v M78511 SYSTEM o
23299095 sav saved M7es11 SYSTEM 0
23299091 DRA Saved M79511 SYSTEM o

A A AA NN N AF A N AAA A

. -1 - T i J}
Bl el [Nt 8 . —.
VMS Submissions Tab

Click on the “Submit” button at the bottom of the screen and the following screen will display:

D i

Manage PHA Data

Secure Systems
Monthly voucher Data validation and Save Page

Manage PHA Data
s Enter PHA Data Tabs

Housing Authority of the City & County of SF MONTH: January YEAR: 2011

Generate Reports

Disaster UML/HAP

Submissian vesummary

Exit YMS

Farm 52681-B Action: [ Cancel ][ Submit ][ Print Format

Hote: User can review any tab by dlicking on the tab, After review, user can click§l the” Submission Tab" to complete submission

VMS Submissions Screen
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Press the “Submit” button on this screen. The system will display a blue window requesting that
you certify that the submission data it is true, correct, and complete, and that it does not contain
as an expense Portability payments from another Housing Authority.

Homes

Voucher Management System

Manage PHA Data

Monthly Voucher Data Validation and Save Page

Austin Housing Authority MONTH: April YEAR: 2010

Draaster UMLar Y pra oo Ereevestry
[ Cancel ][ Submit ][ PrintFormat | ?

<> Certification Statement: :
"~ By submitting this document, I certify that the above information has been examined by me and is true, correct and complete to the best of m >

knowiedge. This data :olle:lo'\s e pamemﬁonawme e T e Pl osec te
false clai esult ir e o C. 1001, 1010, 1012, . Please
R the SubIE Button % comets the submsson: IF

POt sura Please dick cancel.

Cancel

VMS Certification Message Screen

By clicking on the “OK” button, you are certifying the accuracy of the monthly submission. If you
are not sure the document is ready to be submitted, click on the “Cancel” button, and you will be
returned to the previous screen.

If you pressed the “OK” button, and if your Monthly Submission passes a final validation check,
the following screen will display. At the top will be a System Messages window with a message
stating that the submission process is complete, and that the Voucher data was successfully
submitted.

Voucher Management System
Manage PHA Data

Monthly Voucher Data Validation and Save Page

Manage PHA Data

Administer VMS System Messages
Voucher Data submission completed.
Generate Reports Voucher data was successfully submitted

Exit VMS

MDOO1 HOUSING AUTHORITY OF THE CITY OF ANNAPOLIS MONTH: January YEAR: 2010
vourer o onr Y imcomererenses Y Sxpensercomments Y oaasrer o aw Y oo

<< Back to previous page

Form 52681-B Action: [ Cancel | [ PrintFarmat | [ Continue |

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

VMS System Message — Submission completed

Press the “Continue” button to return to the List of Submissions page.

You may press the “Print Format” button if you wish to print the submission data, after you have
received the window confirming that your submission was successful.

If you pressed the “OK” button, and if your Submission did not pass the final validation check,
the screen below will display. The System Message at the top alerts you that the submission
process was not successful, and instructs you to return to each tabbed page to correct errors
and re-validate the page.
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Homes &
Commumtles Voucher Management System

Manage PHA Data
Secure Systems
Monthly Voucher Data Validation and Save Page

anage PHA Data

Administer VMS System Messages
Please validate each tab and correct errors
Generate Reports

Housing Authority of Billings MONTH: January YEAR: 2010

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

== Baclk to previous pa)

Exit VMS

Resources

Form 52681-B Action: [ Cancel ][ Submit ][ Print Format ]

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

VMS System Message - Validation Error

Click on the “Cancel” button. You will be returned to the List of Submissions page.

If you discover that the data is incorrect before submitting the month, you can cancel the
process. Scroll down to the bottom of the Submit Month page and click the Cancel button. You
will be returned to the List of Submissions page.

For Hard Edit submissions, the submitted status will be “Pending Hard Edits”.

| =
VYoucher Management System
Manage PHA Data
PHA Code PADO4 f
PHA name 5 @

Allentown Housing Authority

FYE 06/30

Month Status Last Updated By
Movember 2010 Not Entered
October 2010 Not Entsred
Sestember 2010 Not Entsred
August 2010 Not Entered

FIRST - MO0300 LAST - vms
uuuuuu

July _zoio Pending Hard Edit

- FIRST - HWVMS00 LAST - vms
June zo10 Submitted - Hard Edit Approved 13 August 2010

May 2010 Submitted - Hard Edit Approved FIRST - HVMSO0O0 LAST - vms

ISﬁugust 2010
List of Submissions Page

If PHA has additional months to submit, they would continue with the Submit Month process
until all months have been submitted successfully and display "Submitted” or “Submitted — Hard
Edit Approved” in the status column.

NOTE: A PHA will be unable to submit/validate subsequent months’ of data if they have a
submission with the status of “Pending Hard Edits” until that “pending” submission is approved
by the FMC FA.”

NOTE: Once the Month is submitted, the PHA can select another month to enter, edit and submit
data available, otherwise the user can log out of VMS (Section 3.4) if finished with the transaction.

The PHA can quit the submission process prior to submitting by pressing the cancel button on
the Submit Month display screen. Once the cancel button is selected, the system returns the
user back to the List of Submissions page showing the cancelled month submission as “Saved”
if data was previously saved or “Not Entered” if data was not saved.
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Month Status Last Updated By
Mot Entered

=, _ N " FIRST - HYMS00 LAST - vms
June z0o0s Submitted - Hard Edit Approved e Ruguct S0z

§ s - - . FIRST - HYMS13 LAST - vms
Mav 2003 Submitted - Hard Edit Approved Sl oo
. = _ N . FIRST - HUMS20 LAST - vms
April 20039 Submitted - Hard Edit Approved P i
FIRST - HYMS00 LAST - »

March 2009 Submitted - Hard Edit Approved 22 lune 200%

FIRST - HYMS00 LAST - wvms

Esbrusry 2003 Submitted - Hard Edit Approved e Soos

FIRST - HYMS0O LAST - vms

uuuuuuuuuuu Submitted - Hard Edit Approved 18 June 2009

3033 3 3 3 3
7

FIRST - HYMS20 LAST - vms
28 May 2009

- HYMS00 LAST - wms
2009

December z00s Submitted - Hard Edit Approved

November z00s Submitted - Hard Edit Approved

o =1 - 2 N First Name, Last Name Unavailable
October zoos Submitted - Hard Edit Approved First hame, Last M=

Ssoihcer 2005, Pt gaeemcl st - o i el ool e ol P o JEIBS TSGR0 QST SR et

List of Submission Page

p et a v

1
¥
|
|

The PHA should notify the FA when a monthly submission with a “Pending Hard Edit status” is
made. The FA will then access the PHA’s submission, approve or disapprove the submission,
and trigger the automatic notification to the PHA.

APPROVED SUBMISSION: An approval will trigger an approved email notification to be sent
to the PHA. The FA can notify the PHA why the submission was approved by entering
comments in the comment field of the Review and Approval page. These comments will be
included in the email notification. An approval means the submission for that month is
completed.

DISAPPROVED SUBMISSION: A disapproval will trigger a disapproved email notification to be
sent to the PHA. The FA can notify the PHA why the submission was disapproved by entering
comments in the comment field of the Review and Approval page and this would be included in
the email notification. The PHA will have to edit the original submission, resubmit/correct the
data, and notify the FA of the resubmission.

NOTE: An approval or disapproval on a submission by an FA will trigger an email notification
being sent to the PHA. The email notifications are sent from the VMS automated email system
which is not monitored for responses. PHA users should not respond to this email notification.
Please contact your FA directly if you have questions. The email notification contains the
following: PHA Number, PHA Name, Contact Point and Submission Month and Year and will be
sent to the Point of Contact email address and CC to the official email address on Form 52681-B

3.7 Print Monthly Submission

All PHA users may View/Print Monthly data regardless of whether or not the month has been
submitted. The Read-Only HUD users can only View/Print submitted monthly data.
There are a number of print options, outlined below:

3.7.1 Individual Tab Prints
Each of the 5 data entry tabs has a button at the bottom to print that tab only: The data of the
entire Tab will be formatted into a PDF report, which can be saved or printed. Prior to creating

the report, the Tab must have first been validated and saved.

Below is an example of a Tab print button and the PDF format print of that entire Tab
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3.7.2

Portable Units Administered

Number of Vouchers Covered by
Project-Based AHAPs and HAPs

5 Year Mainstream

Form 52681-B Action:

I

L. ]

[ Validate ][Save ][ Cancel ][ Print Format ]

S—

e

)

391 3=

VMS Data Input Screen — Print Button

Voucher Management System
UML and HAP
PHA PHA ' Rz el
WAD17 HA Of Asctin County 2010

Number ‘ Name ‘ Month/Year iy

Current g

Version

UML UML Last Month ~ Avg UML 12Me  Avg UML YTD HAP HAP Last Month ~ Avg HAP 12 Mo Avg HAP YTD
IVouchers under lease on the First Day of the Month
Litigation 10 123456759012 61728284511 61728384511 100 123456789012 61728324511 51728394511
1 Year Mainstream 10 123456759012 61728284511 61728384511 100 123456789012 61728324511 51728394511
Homeawnership 10 123456783012 61728304511 61728304511 100 123456789012 61728394511 61728304511
New This Month 10 0 0
Moving To Work 10 123456783012 10288065751 30864197255 100 123456789012 10288065751 30864197255
Family Unification 10 0 0 2 100 0 o 2
2008 and 2009 Family Unification 0 0 0 0
2008 and 2009 Non-Elderty Disabled 0 0 0 0
Portable Vouchers Paid 10 3 7 100 2378 1787
HOPE VI 10 10 10 100 10 10
Tenant Protection 10 0 2 5 100 0 355 337
Enhanced Vouchers 10 1 1
Page 10f 3

Individual Submission Print

PDF Format Report of Voucher UML & Hap Tab

To generate a printer friendly version of an individual submission, click on the “Updated
Date/Time” link for that submission in the bottom section of the Submission Tab:
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:: Submission History

Assmt Id | Status Code | Status Description |Last Updated By |Updated User Name Updated Date/Time
02/18/2011 08:04:57

2300066 @ S48V Saved Submission MO0300 SYSTEM O

2209970 54V Saved Submission MOO3200 SYSTEM [J o01/12/2011 11:42:03
2209395 54V Saved Submission MOO300 SYSTEM [0 11/30/2010 13:05:32
2200846  S5AV Saved Submission MOO300 SYSTEM [0 11/08/2010 13:47:18
22993218 DRA Original Submission | HWMS00 SYSTEM [0 07/26/201023:15:11

Click on “Updated Date / Time Link
Of Submission Tab — Submission History Section

A PDF multi-page report of the entire submission will be created. You may save or print this
report.

Voucher Management System
Monthly Submission with Archived Data
PHA PHA Reparting
Ffde PADDS | = | ALLEGHENY COUNTY HOUSING AUTHORITY Monthi¥ear July 2010
Submission Date: DOTZ011 15:15:37 | Q30720 11304
Submission Status: Saved Saved
Vouch UML and HAP
Units
Litigation 1 1

1 Year Mainstream

Homeownership

Mew This Month
Moving To Work o Q
Famiy Unification o o

2008 and 2008 Famdy Unification

2008 and 2008 Non-Elderty Disabled

Portable Vouchers Paid

HOPE VI

Tenant Protection o o

Enhanced Vouchars

Multi-Page PDF Report of a Single Submission
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3.7.3 Multiple Submissions Report

To print multiple submissions reports, click on the check boxes for the desired submissions in
the bottom section of the Submissions Tab, and click on the “Print Multiple Submissions” button
at the bottom of the tab.

< >

:: Submission History

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

2300066  SAY Saved Submission MOo300 SYSTEM [ o2/i8/2011 08:04:57

2209970 54 Saved Submission MOO200 SYSTEM ﬁEI 01/12/2011 11:42:03
2200805 54V Saved Submission MO0200 SYSTEM ﬂ 11/30/2010 13:05:32
22008465 54V Saved Submission MOOz200 SYSTEM ﬁD 11/08/2010 13:47:18

2299318 DRA Original Submission | HYMS00 SYSTEM [ o7f26/2010 23:15:11

HOTE:: To generate a printer friendly version of an individual submission status report, click on the "Updsted DatedTime" link. To generate a printer friendly version
of multiple submission status reports, click on the check box next to the links in the "Updated DaterTime" column to select the required report and click on the
"Muttipls Print" button. To clear selected reports, click on the SelectDeselect button.

b AN il

Select Check Boxes and Click “Multiple Print” Button

Voucher Management System

A

Monthly Submission with Archived Data

Nn‘::r bl | N‘::‘e | Betnlehem Housing Authority ::nm:r April 2010
Submission Date: ERE2I011 094828 | 02AB/Z011 DSDLET | DUAZ2011 1134203 | 197302010 13:0532 | 11082010 13:47:18
Submission Status: Saved Faved Saved saved Saved
Vouch UML and HAP
Units.
Litigation 12 2 12

1 Year Mainstrzam

Homeownership

New This Month

Moving To Work o 10 10 10 1o
Family Unification o " 1 10 1o
2008 and 2009 Famiy Unification o

2002 and 2009 Non-Elderly Disabled

Portable Vouchers Paid

HOPE VI

Tenant Protection 22 o o o o

Enhanced Vouchers

— , >

Multi Submission PDF Report showing 5 Submissions
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3.74 Submission Status PDF Report

You can print the Submission Validation History and Submission Status Tab in the same way
that you printed the individual data entry tabs, by clicking on the “Print Screen” button at the
bottom of the tab:

|A
|

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

2300063 | SAV Saved Subrission MOon300 SYSTEM [0 oz/22/2011 09:46:28

2300066 | SAV Saved Subrmission MOon300 SYSTEM 02/18/2011 08:04:57

O

2299970 | SAV Saved Subrission MOon300 SYSTEM 0if1z2/2011 13:42:03
2299893  SAV Saved Subrmission MOon300 SYSTEM 11/30/2010 13:05:32
2299840 | SAV Saved Subrission MOon300 SYSTEM 11/08/2010 13:47:18
2299318 DRA Original Submission | HWMS00 SYSTEM [ 07/26/2010 23:15:11

HOTE:: To generate a printer friendly version of an individual submission status report, click on the "Updated Date/Time" link. To generste s printer friendly version
of muttiple submission status reports, click on the check box nesd to the links in the "Updated DaterTime" column to select the reguired report and click on the
"Wiuttiple Print" button. To clear selected reports, click on the SelectDeselect button

Gy S G 4G

N A AN

VMS Submission Page — Print Screen Button

Ty
Voucher Management System
Submission Data
FHA PHA :
Mumber PADDG ‘ Name ALLEGHENY COUNTY HOUSING AUTHORITY Reporting Month
Validation History
Ermor on TAB Field Name Error Message with Number Submitted By Date and Time
HUMI0D: FIRET - HVMEDD  LAST HUME00: FIRET - HVMEDD
Voucher UML and HAP Tenart Protection HEDO3 - Oither it -wms 03m7/E0 LAST -vms [zl R
131304 131304
HYMI0D: FIRET - HVMEDD  LAST HYME00: FIRET - KUMEDD
Voucher UML and HAP Tosal Vouchers HEDDS - Cther 10 -wms 03m7izI LAST -vms oyoTaN
13:13:04 131304
HVYMI0D: FIRET - HVMEDD  LAST HYME00: FIRET - KVMEDD
Voucher UML and HAP Family Unificasion HAP HELD14 - Qther it -wms 03m7iza LAST -vms oyoTaN
13:13:04 131304
HYMI0D: FIRET - HVMEDD  LAST HYME00: FIRET - KUMEDD
Voucher UML and HAP Tenant Protection HAP HEL1E - Other it -wms 03m7iza LAST -vms oyoTaN
131304 131304
HVM30D: FIRET - HVMEDD  LAST HVMBS0D: FIRST - HVMEDD
Voucher UML and HAP HAF Tatal HED2D - Diher 1 -wms 03m7iza LAST -vms L= e
13:13:04 13:13:04
HYM300: FIRET - HVMEDD  LAST HVMB00: FIRET - HVMEDD
Voucher UML and HAP Famiiy Unincation HEDZE - Diher :t -wms 03m7iza LAST -vms L= e
13:13:04 13:13:04
HYM300: FIRET - HVMEDD  LAST HVMB00: FIRET - HVMEDD
Voucher UML and HAP Tenart Protection HEDDE - Diher :t -wms 03m7iza11 LAST -vms L= e
151537 151537
HYM300: FIRET - HVMEDD  LAST HVMB00: FIRET - HVMEDD
Voucher UML and HAP Tokal Vouchers HEDDS - Othar 0 -wms o3m7TEa e LAST -vms =D
15:15:37 1511837
HVMZ00: FIRET - HVMGDD  LAST HUME00: FIRET - HVME0D
Voucher UML and HAP Samily UnHicalion HAP HEDA4 - Oither it —wms gamTEaid LAZT -wmsz a7
+15:37 1511837
HVHZ00: VMZID  LAST HUME00: FIRET - HVAE0D
Voucher UML and HAP Terant Presection HAP HEIDME - Oithar :t -vms o3m7z0 LAST -vms o001
37 1511537
HVHZ00: VMBID  LAST HUME00: FIRET - HVREDD
Voucher UML and HAP HAF Tatal HED20 - Other 10 -ums oamTEn LAST -yms D3TTO
37 15:18:37
HVYM200: VMZDD  LAST HUM300: FIRET - HVMEDD
Voucher UML and HAP Family Unifcation HEDZ5 - Oither it -ums 03m7EI LAST -vms [zl e R
+15:37 15:18:37

PDF Version of Submission Tab
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4.0 VIEW AND REVIEW PHA SUBMISSION (HUD USER)
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4.0 VIEW AND REVIEW PHA SUBMISSION (HUD USER)

When the HUD user logs on to the VMS system to view the submitted PHA data, the Home
Page is displayed. There are two options under the ‘Manage PHA Data’ side menu: "View PHA
Data Tabs” and “Review and Approve Pending Hard Edits Tabs”.

Voucher Management System

Home Page

Hello, FIRST - HYMS13 LAST - vms .
(If you are not FIRST - HVMS13 LAST - vms , please log out by geing to immedistely and call the TAC at 888-245-4860.)

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

Supplemental Reporting Form
OMB Approval Ho.2577-0163

Generate Reports

_ N Public reportin rden for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing instructions,
Exit VMS searching existing sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. This agency may
not conduct or sponsorsgpd you are not required to respond to, a collection of information unless that collection displays a valid OMB control number.
Authority for this collection™{information is the Housing and Community Development Act of 1987. Housing Agencies (HAs) required to maintain financial
TS reports in accordance with acc®mfed accounting standards to permit timely and effective audits. The financial records identify the amount of annual

FA contributions that are received an

Printable FormS2681B information requested does not lend its;
Instructions
Quick Referances

bursed by HAs. Responses to the collection of information are required to obtain a benefit or to retain a benefit. Thg
to confidentiality.

To continue, please click a link on the side menu.
Tools
Let's talk

gVl st

VMS Home Page

4.1 View PHA Data Tabs

4.1.1 Single PHA users will automatically navigate to the List of Submissions page. If you
have multiple PHAs associated Navigate to the PHA or Select a state code for the desired PHA
submission data. If you are authorized to view multiple PHA'’s, the screen below will appear,
allowing you to navigate to the desired PHA.

Enter the PHA code in the code box or select the appropriate State identifier and press “GO”.

Homes &
Communities Voucher Management System Docamber 9, 2

Manage PHA Data

Secure Systems

Manage PHA Data

Please type the PHA Code: Mooz
s View PHA Data Tabs
* Review and Approve
Pending Hard Edits Tabs

— 3

Generate Reports
Exit VMS - OR-
Resources

Please select the state to which the PHA belongs: AR W

A

[Feset) (o) =

VMS PHA Selection Screen — Multiple PHA Assignment

If you selected the state option, a second menu will appear with a drop-down list of PHAs within
the selected state
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Homes &
mmunities Voucher Management System

December 9, 208

Manage PHA Data

Secure Systems

Manage PHA Data
e N Please Select a PHA: D001 HOUSING AUTHORITY OF THE CITY OF ANMNAFOLIS

* Review and Approve
Pending Hard Edits Tabs

Go| f—
Generate Reports

Exit ¥MS

PHA Selection from State Code

4.1.2 Select from the drop down menu the appropriate PHA and click on “Go” to access the
PHA'’s “List of Submissions” page, as displayed below.

Voucher Wanagement system
Manage PHA Data

Secure Systems
PHA Cod. PADOS
Manage PHA Data oce
PHA name Allentown Housing Authority
FYE 06/30
Month Status Last Updated By
Administer VMS Hovember 2010 Not Entered
October 2010 Not Enterad
Generate Reports seotember 2010 Mot Enterad
August zo1io Not Entered
FIRST - MO0300 LAST - vms
July 2010 Pending Hard Edit ST 00300 LA
, FIRST - HVMS00 LAST - vms
June zoio Submitted - Hard Edit Approved D s 2010
FIRST - HVMS00 LAST - vms
Moy _zoi0 Submitted - Hard Edit Approved B Tt ooan

VMS List of Submissions Page

4.1.2 The list of submissions page lists the current status of all the monthly submission for the
current and past two fiscal years. To see historical documents past the prior to two prior years,
the user needs to select the list all submissions link at the bottom of the page.

4.1.3 The form 52681B has been redesigned into a tabular format display. This tabular format
enables the users to input all data for each funding category and to validate information against
prior month and 12 month averages.
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Voucher Management System

Litigation [ 14 I I I #[ 1= [ I I !
Y S—— I 1 i I | o J e [0 I f ‘g
[ —— [ N I I | @ [ I I
M This Manth [ 1< [ I I g
Maving Ta Wark I 1 I vaaia | o | Toaa g E wesasas | aeanaan | aeana
[ I 14 NI i I ¥ = | r i ‘S
5.:.3:“ I:ﬂxuuw rarmily [ | [ I M 1@ I
Portable veushars Faia [ 1< I I T | E3 T I
[ [ BN T T | e T I
Tenant Fratection [ EIE | Tl | Cou B 8 100] @ | [ Ganaza | avaoon | sl
Ennanssd veushers [ L I I F
[ 1= [0 T T » E N T I E
[ [E T T | | = WP T I
[ [ T T | e T I
a | &l +f 4l
hep HAR Eommnees 3 o] @ &l ECEECERT) aEzean 4 EEDCET
Total vauchers e ||| AEETLN| vaans | Taany + pE— | Tiemaaaa | Tivaran | T

LAk MaaaAe Ml aa MM A AL

[ 1= F [ I
[ 1= Il I T % =
[ Ed [ I I
[ 12> [F I I
Partable Units Aaministarad | N I I » e
CESRRPRRET ) e [ I T
& vaar Malnstraam [ &= I I r " == QI
rari BEemls Action: [(Sancal ] [EantFormat ]

nh

M2 i T R

Tab 1: Voucher UML/HAP

YVoucher Management System

Manage PHA Data

MOMNTH: Aprei

CUTivES UMM S

Other Income and Expenses

rMemorandum Reporting

[EptrrR sl At | | =

Intarast or othar inceme
Enrmad this ek fram
tha Investmant of Has *| | =
P e e ema

FSS Escr’ow Forfeitures RC-13
Thiz Manth #| | =

NumBer of Hard to House @ ﬁ
Farmilios Cmasad [ | S

Mumber of LBE Tnitial P

Clearance Tasts [ | <=

Partable HAP Costs Eilied

Snd Unpaid - S8 Cavs or 3| | & -~

Mumber of LER Risk -
AESesErmants [ |

S5 Coordinator
Expenses Sovered by | | @
FEETETA.

FSS Coordinat

Expencss Not Soversd by *| | =
S5 Grant -

Administrative Expenses  $| Ed
Audit *| | &=
Pimt Romstrictmel Assets
fR A A SR S T a8 | @

SF tha Meanth
Unrestrictad Met Assats
CNATTR S SR T OTATE . g | @
GF tha Meanth
Sashiinuastmens as of +| |
W alther Brogree Snip
Form SZ6al-B Action: [ Cancal | [ FrintFormat | :

& oot Hesiag St Ul
Tab 2: Income / Expenses
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Homes &
Communities YVoucher Management System
u F H.

December 820
=partmen

Manage PHA Data

Secure Systems

Monthly Youcher Data Validation and Save Page

MDO02 Housing Authority Of Baltimore City MOMNTH: April YEAR: 2010 ]
Manage PHA Data

" Expense/Comments
= WYiew PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

additional Expense/Comments

Generate Reports

Expenses $ Description

Resources

Expense Amount 2

h
)

5

Comments
Form 52681-B Action: [ Cancel | [ PrintFormat |

@ Back to o
=il s Uoo Do et oF Lsing an, Geuaime rment (HUD)

Tab 3: Aditional Expense / Comments

Voucher Management System
Manage PHA Data
Monthly Voucher Data Validation and Save Page

Please enter data for the following month. Voucher Expense Data is validated when it is saved to the database.
Housing Authority of the City & County of YEAR: 2011

|+ Enter PHA Data Tabs.

Generate Reports Voucher

Y Income/Expenses | Expense/Comments B2y

UMLIHAP PHA Info Submission ExecutiveSummary

Exit VMS
Disaster UNML and HAP

Disaster Voucher Program (DVP)
Resources

FAQs

Printable Form52681B
Instructions

Quick Referencas

WP Families Assisted

New This Month

WP Homeless Families Assisted

New This month

Disaster Housing Assistance Program (DHAP-Katrina/Rita)

DHAP Families Assisted

New this month

Disaster Housing Assistance Program (DHAP-Tke/Gustav)

DHAP-IKE Families Assisted

Mew This Month

Security Deposits Faid

Utility Deposits Paid

Security Deposits Returned

Utility Deposits Returned

Disaster Relief - Non-KDHAP

Disaster Portable Units Administered

Tab 4: Disaster UML and HAP
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Horme
Cormirmuni Vouchsr Managemant System
Erjas e 1 .

Manage PHA Data

Monthly voucher Data Yalidation and Save Page

PHA Contact Information

e
MOrmb e mMoooz

s Housing Authority OF Baltimors ity
Ha e aesmn

Narne af Ha Paine af n <

Sonrace [Faul Graziana | =

Foint of Contact Fhone [ca1 0y 3960363 | ==

Emt [o ]

Foint of Contact E-rmail =
Addree= |l crae imn o @ nan c.oor|
Harne of Authorized He AEAT B AL M AT

Sffisial Houzing Autharity B¢ oon baughmanmhud. ooy

Frogram Area Point of Contact - FrHC

FMS Financial Analyst [ ] =
E-rmail Address [ | €=

Fa Bhane Mo

Fimld Cffice Cade I ]

Fimld Sffice Mam

Fimld Sffice Point of Contact [ | &=

Fo poc Phons Mumbee [ | &=

Form S2EB81-B action: [[Eancel | [ Frint Format |

D eack to ks

Tab 5: PHA Contact Information Tab

For the HUD user, the Submission Tab does not allow an actual submission. It will allow you to
review the validation history, the submission history, and to print the entire 5-tab submission
data in one report.

Homes &
Commun Voucher Management System
Us. B [

Manage PHA Data

Mousing Authority OF Baltmore City MONTH: Apeil YEAR: Z010

Exe@cutiveSummar

HaP | Total wouchers

woucher UML and HaP | Total vouchers HEODS - Transfer HWVMSZ0: FIRST - MOOZI03 LAST - vrs | 11/30
woucher UML and HAR | HAP Total HEO20 - Ha is using MRS or MUA | HWMS20: FIRST - HWMS20 LAST - vms | 11/3
M woucher UML and HaP | HAP Total HEOZO - Ha s using MES or MUSs ;| HWMS20: FIRST - MO0S03 LAST - vms | 11/30
voucher UML and HAP | Moving To waork HEOOZ - Other itest HUMSZ0: FIRST - MOOZ03 LAST - vms | 11/30
“oucher UML and HAP | Moving To Wark HAP HEOQLS - Other itest HWMS20: FIRST - HWMS20 LAST - vms | 11/
voucher UML and HAP | Moving To Wwark HAP  HEOLD - Other test HVMS20: FIRST - MOO303 LAST - vms | 11/30
woucher UML and HAP | Moving To Waork HAP | HEO1S - Othar stast HUMSZ0: FIRST - MOOZ03 LAST - vms | 11,7300
woucher UML and HAP | Moving To wark HEODZ - Other itest HWVMSZ0: FIRST - HWMS20 LAST - vrs | 1109
woucher UML and HARP  Moving To Work HEON2 - Other test HWYMS20: FIRST - MOO303 LAST - vms | 11/3
voucher UML and HAP | HaAP Total HEDZ0 - Ha is using MRS or MUA 3 | HUVMS20: FIRST - HUMS20 LAST - vms | 11/3

wvaucher UML and HAP | HAP Total

s Lsing NES or MUS | HUYMS20: FIRST - MOD303 LAST - vms 11/:3|:|€

- ) o

woucher UL HAaP | Total wouchers HEQOS - Transfer ; HYMSZE0: FIRST - HWMS20 LAST - vms
woucher LML and HAP | Moving To Work HAP HEOL13 - Other test HWMS20: FIRST - HWMS20 LAST - vms
woucher URML and HAP | Moving To Waork HEOOZ - Other jtest HUMS20: FIRST - HWMSZ20 LAST - vms
wvoaucher UML and HAP | Total vouchers HEOQOS - Transfer | HYMSZ0: FIRST - HWMS20 LAST - vms
ssoucher ML and HARP | Total Wouchers HEQOS - Transfer HWMS20: FIRST - MOO303 LAST - vms
woucher UML and HaP | Total wouchers HEOOS - Transfer : HYMS20: FIRST - MOO303 LAST - vms
soucher URML and HAP | HAP Total HEOZO - Hais using MEAS aor MNUS ;| HYMS20: FIRST - HWMS20 LAST - vms
woucher UML and HaP  HaP Total HEOZO - b is using MES or MU | HWMS20: FIRST - MOO303 LAST - vms
woucher LML and HAP | Moving To Waork HEOOZ - Other test HWMS20: FIRST - MOO303 LAST - wvms

FIRST - HWMSZ20 LAST - vms
FIRST - MOO3032 LAST - vms

woucher UML and HAP  Moving To Work HAP | HEO1S - Other itest
waucher UML and HAR | Maving Ta Work HAP | HED13 - Othar itast

@ eack to re

U.5. Deparkmant an Deualoprnan

Tab 6: Submission
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4.2 Review and Approve Pending Hard Edits

The Pending Hard Edit Review and Approval process takes place when a PHA has submitted
its monthly voucher data with Hard Edits included. A Hard Edit is a field which has been flagged
by the Validation process as an error, but which has been explained by the PHA to be correct
after all. Itis the responsibility of the Financial Analyst to review the data and explanations, and
to either approve or disapprove the submission.

4.2.1 To begin a review of the submitted data, log into the VMS system and click the “Review
and Approve Pending Hard Edits Tabs” link shown on the Home Page side menu.

Voucher Management System

Home Page

Secure Systems

Hello, FIRST - H¥MS11 LAST - wms .
(If you are not FIRST - HYMS11 LAST - vrns , please log out by going to imrnedistaly and call the TAC st 828-245-4860.)

Manage PHA Data N . .
Youcher for Payment of Annual Contributions and Operating Statement
PHA Data Tabs

Housing Assistance Payments Program
and Approve

Hard Edits Tabs
Supplermental Reporting Form
OME Approval Mo, 2577-0169
Generate Reports

Puilic reporting burden for this collection of infarmation is estimated to average 1.50 hours per response, including
the thme for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and
completimg and reviewing the collection of information, This agency may not conduct or sponsor, and you are not
required tdwespond to, a collection of information unless that collection displays a wvalid OMB control number.
FrEsTEDs Authority forthis collection of information is the Housing and Community Development act of 1987, Housing Agencied
{Has) required te maintain financial reports in accordance with accepted accounting standards to permit timely and
effective audits. The financial records identify the amount of annual contributions that are received and disbursed b
Has, Responses to thie,collection of information are required to obtain a benefit or to retain a benefit. The informatio
requested does not lenasiself to confidentiality.

Exit ¥MS

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

VMS Home Screen

You will be prompted to enter either the PHA number or select the appropriate State Code and
then click on go to proceed.

Homes &
Communities Voucher Management System

US. Departn
and Urban

Pending Hard Edit Review and Approval

Secure Systems

Manage PHA Data

Please type the PHA Code: FAOO1
* View PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

{__\

Generate Reports .
Exit ¥MS - OR- (

Resources

Please select the state to which the PHA belongs: FL =

4—\

User with Multiple PHA Assignment - Selection Page

4.2.2 After selecting the state code, choose the appropriate PHA from the dropdown list and
click on go.
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If you selected the state option, a second menu will appear with a drop-down list of PHAs within
the selected state

Homes &
Communities Voucher Management System
u

December 9, 208

Manage PHA Data

Secure Systems

Manage PHA Data
» Wiew PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

) €—

Please Select a PHA: D001 HOUSING AUTHORITY OF THE CITY OF ANMNAPOLIS

Generate Reports

Exit ¥vMS

PHA Selection from State Code

4.2.3 A List of Submissions for that PHA will display, showing the Status for each pending
hard edit. Notice that the first entry has a status of “Pending Hard Edit Submission”, and is
blank in the Financial Analyst column.

Voucher Management System

Pending Hard Edit Review and Approval

Secure Systems

PHA Code PAQO4

Manage PHA Data
Allentown Housing Authority

® Enter PHA Data Tabs PHA name
FYE 06/30

Administer VMS Gomiin Status Financial Analyst
FIRST - MO0300 LAST - vms

Generate Reports Pending Hard Edit Submission
19 Nowvember 2010

Exit VMS FIRST - HUMS00 LAST - vms FIRST - HVMS00 LAST - vms
Fending Hard Edit Submission Approved
13 August 2010 13 August 2010
Resources FIRST - HUMS00 LAST - vms FIRST - HVMS00 LAST - vms
Pending Hard Edit Submission pprove
13 August 2010 13 August 2010
FIRST - HVMS00 LAST - vms FIRST - HYMSO0 LAST - vms
Pending Hard Edit Submission Approwed
13 August 2010 13 August 2010

VMS Pending Hard Edits by PHA

4.2.4 Click on a specific month-year link to open the pending hard edit. The 52681B form will
be displayed in tabular format, and the FA can browse each tab validating the data entry. The
first tabs contain the actual PHA data entry, plus any Hard Edit notations for fields that did not

meet the validation edits. The last Tab will display “Review” rather than “Submission”.

Voucher Management System

Manage PHA Data

monthly voucher Data validation and Save Page

Housing Authority of the City of Pittsburgh MONTH: August YEAR: 2010

woucher UML/HAP

Voucher UML and HAP
Generate Reports

Aug HAP
Vear to Date

Aug UML
Vear to Date

Vouchers under lease on

) L Aug UML Aug HAP
Exit YMS the First Day of the Month Last 12 Month Last 12 Month

Litigation 100 @ | [ [ o 1@ | |
1 Vear Mainstrearm 200 @ | [ [ o w2 |
Homeamnership a0 @ | [ [ 5 0@ | |

VMS Pending Hard Edit Review Screen
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4.2.5 After reviewing each of the individual tabs, the FA will click on the “Review” tab button.
This screen is now displayed in 2 segments. Section 1 displays the validation history,
identifying the hard edit errors, tab and field name. Section 2 displays the Budget Authority
Data used to validate the data for the reporting month.

Voucher Management System

Manage PHA Data

MONTH: Apeil

ing Authority OFf Baltinmora City

Comments Disaster UML/HaP

on History

Field Mame Drop Doven Selection Entered By User

“woucher UML and HapP | Total wouchers HEOOS - Transfer : HWMS20: FIRST - HWMSZ20 LAasST - wms
“woucher UML and HAP | Mowving To Work HaP HED1Z - Other :test HWMS20: FIRST - HWMS20 LAST - wms
Exit vMs woucher UML and HAP | Moving To Wwork HEOOZ - Other test HWMS20: FIRST - HWYMS20 LAST - wms
“oucher UML and HAP  Total Wouchers HEODOS - Transfer ; HwMS20: FIRST - HWMS20 LAST - wvms

Generate Reports

“oucher UML and HAP | Total Wouchers HEQOS - Transfer ; HWMSZ0: FIRST - MOO303 LAST - vms | 11/30
posources “oucher UML and HAP  Total Wouchers HEDOS - Transfer : HWRMS20: FIRST - MOO303 LAST - vms | 1173
woucher UML and HapP  HapP Total HEOZ20 - Ha is using MRS or MUS @ HWMSZ20: FIRST - HWMSZ20 LasT - vms 1173
“woucher UML and HAaP  HAR Total HEOZ0 - HA is using MRS or MNUS 2 HWMMS20: FIRST - MOO303 LAST - wms 1153
“woucher UML and HAP Moving To Work HEOOZ - Other :test HYMSZ0: FIRST - MOOZ2032 LAST - wvms 1153
“woucher UML and HAP Mowving To Work Hap HEO1Z2 - Other (test HYMS20: FIRST - HYMS20 LAST - wms 1120
oucher UML and HAP MCIVIF\Q To Waork HAP HEO1Z2 - Other (test HYMS20: FIRST - MOO202 LAST - wms 11732

= B - f— — D S - — o i-— = ‘_
:: Budget Authority Data

| ____|Programcode ______________________________|HAP BudgetAmount

S ¥ear Mainstream “ouchers (units)

HAP Monthly Amount

S Year Mainstream Monthly Funding

FSS Funding

Moving To vWork (units)

wAasSH Funding

Regular vouchers Monthly Funding 11511644
WASH (umits)

Regular wouchers (units)

1161164

N 1
oomooooo

T rogram coae
1. Tenant Protection 1995 7 1
2. DHaP Mot part of the program

Start Date

VMS Review Tab Screen

Note: FA will be able to see edit messages on the Review and Approval page. All Hard Edit error
messages have numbers e.g. HE0O01, HE023, for FAs to understand details of error messages see
Appendix C

4.2.6 Clicking on the “Review” button at the bottom on the page, will display a page that will
allow the Financial Analyst to approve or reject the submission, and enter comments into a
comment section.

Voucher Management System

Pending Hard Edit Review and Approval

MONTH: April YEAR: 2010

Edit Review and Approval

HUD Review and Approwval

Received Date:

Approved: ver S o ®

Comments:

VMS HUD Hard Edit Review and Approve/Disapprove Screen
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4.2.7 After reviewing the PHA submission, the FA will click on either the “Yes” or “No” radio
button, and enter an explanation of the decision (if declined) in the “Comments” field. Once the
information is completed, the user will click on the “Continue” button at the bottom of the page,
to complete the review process. A System Messages will appear at the top of the review tab
indicating that the decision was saved successfully, or if not, indicating an error in the process.

Voucher Management System Movember 20, 209

Pending Hard Edit Review and Approval

MDOO2> Edit Review and Appmvaf MONTH: April YEAR: 2010
m —

Financial Analyst decision has been saved successfully!
HUD Review and Approval

Received Date:
Approved: vaz O Mo ®

his submissien is net walid. Fa

Comments:

VMS HUD Hard Edit Review and Approve/Disapprove Screen

4.2.7.1 APPROVED SUBMISSION: An approval will trigger an approved email notification to
be sent to the PHA Executive Director and the Point of Contact identified in VMS. An approval
means the submission for that month is completed.

4.2.7.2 DISAPPROVED SUBMISSION: A dis-approval of the hard edits will trigger a dis-
approved email notification to be sent to the PHA Executive Director and the Point of Contact
identified in VMS. The PHA will have to edit the original submission and resubmit the corrected
data, and notify the FA of the resubmission.

Note: FA will also be able to monitor open submissions using the Hard Edit report (See section 7.0
General Report section)

4.2.8 By clicking on the “Continue” button, The Pending Submissions page will be re-displayed
with the updated Status columns identifying the result of the pending hard edit review.

Voucher Management System December 17, °

Pending Hard Edit Review and Approval

Secure Systems

Manage PHA Data BEileadg BACCS

& Enter PHA Data Tabs PHA name ALLEGHENY COUNTY HOUSING AUTHORITY

* Review and Approve FYE 09/30
Pending Hard Edits Tabs

Status Financial Analyst
Administer VMS Status

First Name, Last Name Unavailable First Name, Last Name Unavailable
Generate Reports Pending Hard Edit Submission Approved
22 April 2010 22 April 2010
Exit VMS First Name, Last Name Unavailable First Name, Last Name Unavailable
Pending Hard Edit Submission Approved
13 March 2010 22 March 2010

Resources Flrst Name Last Name Unavailable First Name, Last Name Unavailable
dit Subrg
EACS

VMS Pending Hared Edit Review and Approval Screen
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5.0 Executive Summary
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5.0 EXECUTIVE SUMMARY

5.1 PHA Summary

For PHA users, the Executive Summary Tab allows users to generate an Executive Summary
Report in one of 4 formats:
o Allocations and Balance,
Recap Worksheet
Utilization Graphs
Projection Worksheet

O O O

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

Voucher Management System

Manage PHA Data

Secure Systems

YEAR: 2011

MONTH: January

Manage PHA Data ExecutiveSummary

& Enter PHA Data Tabs

Executive Summary

Generata Reports

Exit VMS Select Report Type

O allocations and Balances & Recap Worksheet O Utilization Graphs O Projection Waorksheet

Executive Summary Format Selection Menu

Click on the radio button for the report format you wish to see, and then click on the “Continue”
button.
o If you wish to create several reports, you must produce them one at a time.

o Ifyou click on one radio button you will clear a button that has already been selected
Click on the “Return button to return to the previous screen without generating any report.

Below are examples of the four report formats:
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429 Allocations and Balance

Homes &
Communities

Secure Systems
Manage PHA Data
& Enter PHA Data Tabs
Generate Reports

Exit VMS

Resources
A

The W

Voucher Management System

Manage PHA Data

MONTH: November

ExscutiveSummary

Executive Summary - Public Housing Authority Allocation and Balances

HUD Calculation

NRA Beginning Balance from Prior vear End Balance o

Budget Autharity from HUDCAPS CYVTD 7,376,078
HAP Expense Reported in YMS CYTD 6,770,651
Other Revenues Reported in WMS CY¥TD 34,323

End of Current Month Net Restricted Assets (NRA)

PHA Reported
PH& Estimate of Net Restricted Assets (NRA) 20,195,137
PHA Estimate of Cash on Hand (COH) 20,185,137

zation Amount Percentage

Utilization Units (UML / UMA) 1

Utilization HAP (HAP / ABAY 0.92

Utilization All Funds = HAP expended CVTD/ABA + (Budgeted NRA . 1 Month prorated MRA cushion) 0,92

Utilization Units Graph Utilization HAP Graph
100 F e 100 ot
£ 5 # 5
° @ g 5 2 5 © & & 2 B o g > £ 3 o & & 2
§EFE 535975 0§ ¢ §2 5555388588
UMAs vs UMLs HAP vs BA HAP vs BAGNRA

Leasing % A Utilization Leasing % BA+NRA Utilization

Executive Summary — Allocations and Balance
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4.2.10 Recap Worksheet

Homes &

Communities
of H

Secure Systems

Manage PHA Data
* Enter PHA Data Tabs

Generate Reports

Exit ¥MS

Resources
£

The White Housc

Voucher Management System

Manage PHA Data

MONTH: November

Housing Authority

Executivesummary

Executive Summary - Public Housing Authority Recap

Executive Summary - Public Housing Authority Recap

##* NRA Balance as of 12/31/2009: i}

ABA Disbursed ¥TD 7,376,078
HAP Expenditure YTD
Remaining NRA ¥YTD

6,770,651
605,427
Including NRA

CY Eligibility 7,376,078
Remaining CY Eligibility 605,427 605,427
C¥ Months Remaining 1 1

605,427 g
Unit Months Leased CY

Unit Months Remaining C¥ 2,070 g
Monthly Unit Months Awvailable Remaining 11,293
Unit Months Funding Would Support ] 2,070

Maonthly CY Eligibility Remaining 605,427

Unit Manths Available Cy 15,433

13,363

Monthly Units Funding Would Support o 2,070

Minimum Available or Supportable 2,070 1,185

Minimum Awvailable or Supportable Monthly 2,070 * 2,070

* Represents units supportable by AB& only - no use of NRa and within UMa limits
** Represents units supportable by all funds including expenditure of all NRA and all 4B, and also within UM limits
*E (NRA@12/31/00 is after offset deducted)

Executive Summary — Recap Worksheet
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4.2.11 Utilization Graphs

Voucher Management System

and Lirban Manage PHA Data

Secure Systems

Manage PHA Data
& Enter PHA Data Tabs

Generate Reports

Exit YMS

Resources
F

5
§ ¢

F 5 3

3 3 :

Utilization Units Graph

&
&

|— Leasing % — BA Utilization

BA+NRA Utilization

"
&
o

>
S
=

The White Housc -
J&N

JAN

1,403 1,114 79% $696,205  $649,163  $696,205 93%
FEB 1,403 1,125 B0% FEB| $696,205 $652,676  $696,205 949%
MAR 1,403 1,128 B0% MAR|  $664,852  $663,760  $664,852 100%
APR 1,403 1,153 829 AFR| $664,852 $672,757|  $664,852 101%
MAY 1,408 1,159 83% MAY | $664,852 $676,506 ]  $664,852 102%
JUN 1,403 1,174 84% JUN|  $664,852 $692,249|  $664,852 104%
JuL 1,403 1,202 86% JUL $664,852 $716,600  $664,852 108%
AUG 1,403 1,181 84% AUG| $664,852 $713,727| $664,852 107%
SEP 1,403 1,413 101% SEP| $664,852 $665,852]  $664,852 100%
ocT 1,403 1,413 101% OCT| $664,852 $665,852  $664,852 100%
NOY 1,403 1,300 93% NOY | $664,852 $1,500  $664,852 0%
¥TD| 15433 13,363 87% ¥TD|$7,376,078 $6,770,651 | $670,552.55 92%

93%

£582,73

94% | $580. 15
100% |$587.02
1019 |$583.48
102% | $583.7
104% $589.65
108% $596.18
107% | $604,34
100% |$471.23
100% |$471.23
0% | $1.15
92% |$506.67

Executive Summary — Utilization Graphs
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4.2.12 Projection Worksheet

Voucher Management System

Manage PHA Data

Secure Systems

PADOY MONTH: November YEAR: 2010

ExecutiveSurmmary

Manage PHA Data
& Enter PHA Data Tabs

Executive Summary - Public Housing Authority

Generate Reports Projection Worksheet - Public Housing Authority Overview

Fvme [ uma [umL [leasingee | | aBa | HAP | BAutilization | PUC |

JaM| 1,403 1,114 79% $696,205 $640,163 93% | $582.73

S FEB 1,403 1,125 20% $696,205 $652,676 94% | $530.16
MaR| 1,403 1,120 80% $664,852 $663,750 100% | $587.02

4PR| 1,403 1,153 829 $664,852 $672,757 101% | $583.48

May | 1,403 1,159 3% $664,852 $676,506 102% |  $583.7

JUM| 1,403 1,174 4% $664,852 $602,249 104% | $589.55

JuL| 1,403 1,202 86% $664,852 $716,509 108% | $596.18

auUG| 1,403 1,181 4% $664,852 $713,727 107% | $604.34

SEP| 1,403 1,413 101% $664,852 $665,852 100% | $471.23

OCT| 1,403 1,413 101% $664,852 $665,852 100% | $471.23

nNOV | 1,403 1,300 93% $664,852 $1,500 0% $1.15

The White Hs ¥TD| 15433 13,363 87% $7,375,078 | $6,770,651 92% | $506.67

Projection Yariables

MRA budgeted for expenditure ,7

snnual Attrition Rate | —
SuccessRate [

Awerage month from issued to HAP effective Date ,7 —
PUC maonthly percentage adjustrment ,7
Uncontracted VYouchers on the Street ,7

[annual Projected with

15,433 13,363 o7%(M $7,375,078 £6,770,651 92%| $506.67|
jattrition onl
Flus UMLs & HAF from not
[vet leased issuances
[rear End Projection 15,433 N $7,376,07d

Executive Summary — Projection Worksheet

The Projection Worksheet allows you to enter “what-if’ variables and calculate projections
based on partial-year data.

Enter variables into the following fields, and click on the “Calculate” button:
¢ Annual Attrition Rate
e Success Rate
e Average Month from Issued to HAP Effective Date
¢ Uncontracted Vouchers on the Street
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Homes &

Communities
o H

Secure Systems

Manage PHA Data
& Enter PHA Data Tabs

Generate Reports

Exit VMS

Resources

FAQs

Printable Form526818.
Instructions:

Quick Refarencas

Tools
Let's talk
Webcasts
Mailing lists

The White Housc

Voucher Management System

Manage PHA Data

YEAR: 2010

Housing Authority of the Gty & County of SF MONTH: January

Voucher

Income/Expenses Expense/Comments ExecutiveSummary

Executive Summary - Public Housing Authority

Projection Worksheet - Public Housing Authority Overview

JAN 7596 7368 .97 9172862 8917579 .97 1210.31
FEB o] 7425 0 8970009 9504376 1.08 1280.05
MAR 7751 7354 .95 9809283 95058730 .97 1293
APR o] 0 0 9518368 0 0 o]
MAY 0 0 0 0 0 0 o
JUN 0 0 0 0 0 0 o
JuL 0 0 0 9500953 0 0 o
AUG 0 0 0 0 0 0 0
SEP 0 0 0 9560716 0 0 0
ocT 0 0 0 9560716 0 0 0
MOV o] 0 0 o] 0 0 o]
DEC o] 0 0 o] 0 0 o]
YTD | 15347 | 22147 1.44 66092907 27930685 42

Projection Variables

NRA budgeted for expenditure I:|
Annual Attrition Rate@:l

Calculate Field
Success RateG

[

Average month from issued to HAP effective Dateq Clear data entered in

PUC monthly percentage adjustment l:l prejection variable field
Uncontracted Vouchers on the Street(] 3000

Annual Projected

0 66 6 9 6 7
with attitin only | 15347|22147 [ 144.00% %66,002,907.00|%27,930,685.00  [42.00% 12611500, 1o
Plus UMLs & HAP | ——
from not yet 2519995 ®122,239,446.44
leased issuances R
Year End 15247(] 2542142} €51,299,600.00% | =66,022,907.00 @22,37925 1B50.78%
Projection /)

b
%
i

Projection Worksheet After Calculations

In the screen above, the values circled in red were entered as “what-if variables. The fields
circled in green were calculated by the system based on the variables and on the other data
displayed on the screen.

To see the formulas behind each calculation, refer to the Field Definitions, Appendix A, for each
field in question.
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5.2 National/Regional/State/FO Executive Summary

In addition to the PHA Executive Summary reports, authorized HUD FMC users can see the
same reports for a wider range of data: National, Regional, State, or Field Office,

For a user authorized to see the National, Regional, State and Field Office Executive
Summaries, the screen below will display when the user clicks on the Executive Summary Tab:

Homes &
Voucher Management System )
Manage PHA Data

Secure Systems

MONTH: October YEAR: 2010

Bethlehem Ho

PHA Info ExecutiveSummary

Manage PHA Data
.

Executive Summary

Administer YMS Select Report Group

Generate Reports

O Natianal

Exit YMS O Region

O state

O Field office

O Public Housing &utharity

Resources
F:

Select either National, Regional, State, Field Office, or Public Housing Authority (PHA) to set
the parameters of the summary report, and then click on the “Continue” button. A screen
asking for additional information will display, similar to this PHA example:

Voucher Management System

Manage PHA Data

Secure Systems

MONTH: October YEAR: 2010

Bethlehem Ho

FHA Info ExecutiveSummary

e PHA Data
PHA Data Tabs

d Approve
Hard Edits Tabs

Executive Summary

Administer YMS

Select Report Group

Generate Reports
O National

Exit VMS O region

O state

O Field Office

® Ppublic Housing Autharity

ources

Select Report Type

HA Number: l:l HA Name: ‘PAUEH Housing Authority of the City of Pitteburgh v

O #llocations and Balances O Recap Worksheet O Utilization Graphs O Projection Workshest

/\/\

Indicate the PHA number, (or FO, State, Region), select one of the report format radio buttons,
and then click on the “Continue” button. An executive summary in the selected format for the
selected range of data will be created.
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6.0 GENERATE REPORTS
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6.0 GENERATE REPORTS

At the Home Page, the HUD or PHA user can select “Generate Reports” from the side menu.

Homes &
Communities Voucher Management System
u o

ar g

Home Page

Secure Systems

Hello, FIRST - H¥MS11 LAST - vms .
(If you are not FIRST - HWMS11 LAST - vmns . please log out by going to imrmediately and call the TAC at §88-245-4860,)

Manage PHA Data

_ voucher for Payment of Annual Contributions and Operating Statement
s View PHA Data Tabs

Housing Assistance Payments Program
* Review and Approve

Pending Hard Edits Tabs

Supplemental Reporting Form
OME Approval Mo, 2577-016%
Generate Reports

Public reporting burden for this collection of information is estimated to average 1.50 hours per response, including

Exit ¥MS = time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and

Resources " A : . - . S
(Has) requirde to maintain financial reports in accordance with accepted accounting standards to permit timely and

effective audits? & financial records identify the amount of annual contributions that are received and disbursed b
H&s. Responses to Meg collection of information are required to obtain a benefit or to retain a benefit. The informatio
requested does not lerMyjtself to confidentiality.

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

VMS Home Page

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

Communities Voucher Management System et s

u

Generate Reports
Secure Systems
Click the report you want to generate:
+ VMS Non-Submitter Report
Manage PHA Data
® View PHA Data Tabs + VMS Data Collection Report
* Review and Approve
Pending Hard Edits Tabs + VMS FASS-PHA Data Comparison Report

Generate Reports

+ VMS Hard Edit Report

Resources °

8= e,

Printable Form526818 Py . o

Instructions Fi ||||||| % U.5. Department of Housing and Urban Development (HUD) @

Quick Ref 5'"'"“’* 451 7th Street S shington, DC 20410 Erivacy Palicy
Bl Telephone: (202) 708-1112 TTY: (202) 708-1455

VMS Report Selection Menu

Select the report you wish to produce from this menu.
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6.1 VMS Non Submitter Report

To view the VMS Non-Submitter Report, the user must log into the system as an HUR user, and
select the “Generate Reports” link on the Home Page side menu. The Report Selection Menu
will display.

This report is available for users with the HUR Role. When you select this report, the following
page appears, allowing you to select a date range (up to 12 months), and the State on which
the report is based. You can also select the type of Non-Submitter Report, from the following
choices:

e Date Table

¢ Number of Non-Submitters per Month

¢ Number of Non-Submitters per PHA

e Percentage of Non-Submitters

Voucher Management System Eebruary 18, 29

YMS MNon-Submitter Report

== Back to Generate Reports Menu

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

Please select a date range: [ B S B = T L% I e o State (AK v

Report
(&) Data Table
O Mumber of Non-Submitters per month

O Mumber of Non-Submitters per PHA

O Percentage of Mon-Submitters
Reset Go
E .

MMM

Non Submitter Parameter Selection Page

The Following report is produced from the above selection.
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Voucher Management System February 18, 25

¥YMS Non-Submitter Report

=< Back to Generate Reports Menu

MOTE: With the "Start" and "End" dates incluzive, the date range should NOT exceed 12 ronths,

Please select a date range: kdbd % YN W to M % Y v State |[PA v

Report
@ Data Table
O Mumber of Non-Submitters per month

O Mumber of Non-Submitters per PHA
O Percentage of Mon-Submitters

From 0272010
To 01/2011
As of 0271872011

'M' indicates data not submitted. A colored cell indicates the PHA is excluded for that month,

PHA 0272010 0372010 04/2010 0572010 06/2010 07/2010 08/2010 0972010 |10/2010 1172010 1272010 01/2011
&

M
M
&
&
&
&

Excel Farmat

Non Submitter Data Table Report

Below is an example of the report produced when “Number of Non Submitters Per Month” is
selected.
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Non-Submitters Report for the state of PA

# of Mon-Submitters from 01/01/2010 to 10/01/2010

PADD1 PADD2 PADD3 PADDE PADD7 PAD11 PAD20 PAD3S PADT1 PAD74
Per PHA

m Mon-Submitters

Number of Non Submitters Per Month Report

Below is an example of the report produced when “Number of Non Submitters Per PHA” is
selected.
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Non-Submitters Report for the state of PA (

# of Mon-Submitters from 01/01/2010 to 10/01/2010

PADD1 PADDZ PADD3 PADDE PADDT PAD11 PADZO0 PAD3E PADT1 PADT4
Per PHA

m Mon-Submitters

Number of Non Submitters Per PHA Report

Below is an example of the report produced when “Percentage of Non Submitters Report” is
selected.

Page 80



" Voucher Management Systems (VMS)  User Manual

Non-Submitters Report for the state of PA

{Man-Submitters = 13

Submitters = B7

® Mon-Submitters =13 @ Submitters = 87

Percentage of Non-Submitters Report

6.2 VMS Data Collection Report

All PHA users and Financial Analysts (UDE and HUR Roles) should be able to view and
generate the Data Collection Report. When you click on the “VMS Data Collection Report” link
on the Report Selection” menu, if you are authorized to see reports for more than one PHA, the

“Enter PHA Code or Select PHA State” page is displayed, otherwise the system will display the
VMS Data Collection Report Home Page.
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Voucher Management System

VvMS Data Collection Report
Secure Systems

== Back to Generste Reporks Menu

rManage PHA Data

* View PHA Data Tabs
- s and Approve
Pending Hard Edits Tabs
Generate Reports Please type the PHA Code:
Exit ¥MS
Resources
_ OR -
Please select the state to which the PHA belongs: S

PHA / State - Selection page

After choosing the state code above, using the drop down list displayed below, select the
appropriate PHA.

Voucher Management System

Manage PHA Data

Secure Systems

Manage PHA Data

[ —————— Please Select a PHA: MD001 HOUSING AUTHORITY OF THE CITY OF ANNAPOLIS +
s Review and Approve

Pending Hard Edits Tabs

Generate Reports ‘

Exit ¥MS

PHA Selection from State Code

The following parameter selection page displays, allowing you to set the Date Range (up to 12
months) and select the type of Data Collection Report to generate:

e Data Table

e Line Graph

e Pie Graph

e Horizontal Bar Graph
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Voucher Management System February 18, 24

V¥MS Data Collection Report

== Back to previous page

NOTE: With the "Start" and "End" dates inclusive, the date range should NOT exceed 12 months,
Please select a date range: hdhd % AR to heihd YUY W

Report

(& Data Table
Line Graph
Pie Graph

HorizontalBar Graph

Data Collection Report Parameter Selection Paget
Select the to and from date range from the drop-down menus, select the type of report or graph
to generate, and click on the “Go” button.

The Data Collection Report displays on the screen in PDF format for the user to review.

Voucher Management System

March 7, 2(
VMS Data Collection Report
Excel Format
= From 01/01/2009
Generate Reporis To 09/01/2009
) _ As of 03/07/2011
Exit VMS
PHA Code CADO1
PHA Name Housing Authority of the City & County of SF
Resources -
Point of Contact Cherry Hwee
Point of Contact Phone (415) 715-3140
E-mail chwee@sfha.org
Jan-2000 Feb-2000 Mar-2000 Apr-2000 May-2000 Jun-2000 Jul-2009 Aug-2000 Sep-2000 ;
Enhanced
EE — Vouchers -
The White Housc
Vetaran's Affair
Supported
Housing (VASH) El 12 15 18 24 a1 a2 57 55
Voucher
Veteran's Affair
Supported
Housing (VASH) $8,709 514,023 515,833 518,647 524,110 531,480 544,001 559,690 567,27

HAP

DHAP to HCV
Vouche

VMS Data Collection Report — PDF format
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Open the Data Collection Report in Excel by clicking on the “Excel Format” button at the top of
the screen to open the document in MS Excel. The system prompts the user to open the
document in MS Excel or to save the document. Generally user will just open the document in
MS Excel by clicking on the “Open” button displayed in the system message.

File Download <

Do you want to open or save this file?

xl j Mame: DataCollectionReport.xs
Hl Type: Microsoft Excel Worksheet, 145 KB

From: localhost

[ Open ] [ Save ] [ Cancel ]

While files from the Intemet can be useful, some files can potentialby
ham your computer. F you do niot trust the source, do not open or
save this file. What 's the rsk?

VMS System Message

6.2.1.6 Once the system has opened the data collection report in MS Excel, the user will want to
make sure the report is properly formatted prior to saving or printing. Once the format is set,
click on the “File” option on the ribbon bar, and select the print option. User can preview, or

send on to print.

A B G D E F G H 1 J K

1 VMS Data Collection Report
2 From 1/1/2009
3 To 10/1/2009
4 As of 3/24/2010
5 PHA Code PAOOG6
6 PHA Name ALLEGHENY COUNTY HOUSING AUTHORITY
7 Point of Contact Frank Aggazio
8 Point of Contact Phone (412) 355-2150
9 E-mail franka@achsng.com
10
11 Jan-09 Feb-09 Mar-09 Apr-09 May-09 Jun-09 Jul-03  Aug-03 Sep-03 Oct-09
12 Litigation
13 1Year Mainstream
14 Homeownership 56 58 60 80 &0 59 &0
15 New This Month 2 2 1
16 Moving To Work
17 Family Unification 103 103 102 102 102 100 100
12 2008 and 2009 Family Unification
19 2008 and 2003 Non-Elderly Disabled
20 Portable Youchers Paid 387 434 453 475 481 446 85
21 HOPE ¥I
22 Tenant Protection 76 74 73 70 69 68 67
23 Enhanced Youchers
24 "s Affair S d (¥ASH) Youch 7 El 10 16 18 17 23
25 DHAP to HCY Youchers Leased
26 All Other Youchers 4.361 4,325 4699 4747 4714 4648 4624
27 Total ¥ouchers 5.490 5503 5397 5470 5442 5338 4,959
23 Tenant Protection - New this Month

Number of ¥Youchers Under Lease (HAP Contract) on
e e e UL - N S PR IV RO, . R IR P\

VMS Data Collection Report in Microsoft Excel
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6.3 VMS Leasing and Unit Expense Report

To view the Leasing and Unit Expense Report, the user must log into the system as an HUR
user, and select the “Generate Reports” link on the Home Page side menu. The Report
Selection Menu will display.

When you select the Leasing and Unit Expense Report from the Generate Reports: Report
Selection Menu, if you are authorized to see reports for more than one PHA, the “Enter PHA
Code or Select PHA State” page is displayed, otherwise the system will display the VMS - FASS
Data Comparison Report home page

Homes &
Communities Voucher Management System

Leasing and Unit Expense Report
Secure Systems

<< Baclk to Generste Reports Menu

Manage PHA Data
+ Enter PHA Data Tabs

+ Review and Approve
Pending Hard Edits Tabs

Administer VMS Please type the PHA Code:

Resources

FAQs

Printable Form526818
Instructi

Quick References

Please select the state to which the PHA belongs:

Mailing lists
Contact us
Help

2]

e,
s il U.S. Departmen Using and Urbzn Development (HUD) @
3" ||| "I’; 451 Tth Street tashington, DC 20410 Brivacy Policy
ol I W Telephone: (20 1112 TTY: (202) 708-1455
pooe

The White Housc

Enter PHA Code or Select PHA State Menu Page

If you select a state in the above menu, the following page will display:

Voucher Management System

Leasing and Unit Expense Report
Secure Systems

Manage PHA Data
& Enter PHA Data Tabs

& Review and Approve
Pending Hard Edits Tabs - -
Please Select a PHA: CAO01 Housing Authority of the City & County of SF

Administer VMS

Exit VMS

Resources
s % U.5. Department of Hous d Urbzn Devel t (HUD)
Printable FormS26818. E i .S. Departmen ‘?Ir ousing =nd Urban Development | )]
Instructi % s 451 7th Straet S.W., Washington, DC 20410

iR e . Telephone: (202) 708- : (202) 708-1455

Select PHA Menu Page
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Select the PHA you want from the drop down menu and click on the “Go” button. Another
selection menu will display, for the date range on which you wish to report..

Voucher Management System

Leasing and Unit Expense Report
Secure Systems

Manage PHA Data

* Enter PHA Data Tabs NOTE: With the "Start” and "End" dates inclusive, the date range should NOT exceed 12 months.

s Review and Approve
Pending Hard Edits Tabs

Administer VMS

iGenerate Reports

Exit VMS

Please select a date range:

Select Date Range Menu Page

Select the date range you want from the drop down menus and click on the “Go” button. The
Leasing and Unit Expense Report will display.

Voucher Management System

Leasing and Unit Expense Report
Secure Systems

Manage PHA Data
& Enter PHA Data Tabs

& Review and Approve
Pending Hard Edits Tabs

Administer VMS

PHA Code

PHA Name

CADD1
Housing Authority of the City & County of SF

Field Office Code 9APH
Generate Reports As of 04/06/2011
. PHA FYE 09/30
Exit VMS
Mainstream Mainstream Combined
Home
Month/Year  Monthly UMA  Monthly UML S5-Year 5-Year - Lease Total HAP | HAP PUC
Ownership
Resources UMA UML Rate
FAQs 12/2010 229,758 7,489 (o] o} 1 3.26% $9,389,955 $1,253.83
Printable Form526818
Instructions
HA Fiscal Year-To-Date Information
\L:::c:’s':‘s Regular | Mainstream | Combined HAP Total 9,389,955
Mailing lists UML Total 7,489 0 7,489 Regular Utilization Percentage 3.26%
UMA Total 229,758 0 229,758 Mainstream Utilization Percentage 0.0%
Difference between UMA and UML 222,269 0 222,269 Combined Utilization Percentage 3.26%
UMA CAP| 2,757,096 0 2,757,096 Average PUC 1,253.83

Excel Format

Leasing and Unit Expense Report

To see the report in Excel format, click on the “Excel Format” button at the bottom of the report:
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A B C D E G H 3
1
2
3 PHA Code CADO1

Housing Authority of the City &

4 PHA Name County of SF
5 Field Office Code 9APH
6 Asof 4/6/2011
7 PHAFYE 30-Sep ?
8 Mainstream Mainstream Home Combined
9 5-Year 5-Year Ownership Lease ;
10 Month/Year Monthly uMA Monthly UML UMA uML Rate Total HAP HAP PUC
11 12/1/2010 229758 7489 Q [u} 1 3.26% $9,389,955 51,252.83
12 )
13 HA Fiscal Year to Date Information
14 Regular Mainstream Combined HAP Total $9,389,955 g
15 UML Total 7489 0 7489 Regular Utilization Percentage 3.26%
16 UMA Total 229758 0 229758 Mainstream Utilization Percentage 0.00%
17 Difference between UMA and UML 222269 0 222269 Combined Utilization Percentage  3.26%
18 UMA CAP 2757096 0 2757098 Average PUC  1253.83
19
20 ?

Excel format Leasing and Unit Expense Report

6.4 VMS FASS - PHA Data Comparison Report

To view the VMS FASS — PHA Data Comparison Report, the user must log into the system as
an HUR user, and select the “Generate Reports” link on the Home Page side menu. The
Report Selection Menu will display.

When the VMS — FASS Data Comparison Report is selected from the Generate Reports: Report
Selection Menu, if you are authorized to see reports for more than one PHA, the “Enter PHA
Code or Select PHA State” page is displayed, otherwise the system will display the VMS - FASS
Data Comparison Report home page.

Voucher Management System February 18, 2

FASS-PHA Data Comparison Report

== Back to Generate Reports Menu

Please type the PHA Code:

-0OR -

Please select the state to which the PHA belongs: Al v

Enter PHA Code or Select PHA State Menu Page
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If you select a state, the following menu will display:

Voucher Management System February 18, 2-

VMS FASS-PHA Data Comparison Report

=< Back to previous page

Please Select a PHA: PA00T Howsing Authority of the City of Pittshurgh V| {

Select PHA Menu Page

Select the PHA you want from the drop down menu and click on the “Go” button. Another
selection menu will display, for the year you wish to report on.

Voucher Management System February 18, 20

¥MS FASS-PHA Data Comparison Report

=+ Back to previous page

Select the FYE year: 2010+

Select Year Menu Page

Select the year you want from the drop down menu and click on the “Go” button. The VMS -
FASS Data Comparison Report home page will display.
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Voucher Management System

February 18, 200

FASS-PHA Data Comparison Report

=4 Back to previous page

As of 02/18/2011

PHA Code PADD1

PHA Name Housing Authority of the City of Pittsburgh

Point of Contact Barbara Newman

Point of Contact Phone {412} 456-5022

E-mail barbara.newman@hacp.org

Year YIS FASS Discrepancy

27719409 27719409

Excel Format

VMS - FASS Data Comparison Report — PDF Format

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

-~

Py B = ] E E
1
2 Asof 271872011
3 |PHA Code PADOL
4 |PHA Name Housing Authority of the City of Pittsburgh
3 Point of Contact Barbara Mewman
& |Point of Contact Phone {412) 456-5022
7 |[E-mail barbara.newman@hacp.org
. 1
3 Year ¥MS FASS Discrepancy
10 2010 237719409 1] 27719409

VMS - FASS Data Comparison Report — Excel Format
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6.5 VMS Hard Edit Report (for FA)

To view the Hard Edit Report for FAs, the user must log into the system as an HUR user, and
select the “Generate Reports” link on the Home Page side menu. The Report Selection Menu
will display.

Homes &
Communities Voucher Management System
H

af

December 9, &

Generate Reports
Secure Systems
Click the report you want to generate:

+ ¥MS Non-Submitter Report
Manage PHA Data

* View PHA Data Tabs + ¥YMS Data Collection Report

& Review and Approve

(anmifing) (e (s Tt e ¥MS FASS-PHA Data Comparison Report
Generate Reports

Exit YMS

+ ¥MS Hard Edit Report

S0urces

& |||||||"°6 1.5, Departrnent of Housing and Urban Developrment (HUD)
% "l ||’f 451 Tth Straet S.W., Washington, DC 20410
“aa I o Telephone: (202) 708-1112 TTY: (202) 708-1455

pos

Report Selection Menu
Select VMS Hard Edit Report link

An FA authorized for multiple PHAs either enters the desired PHA code directly in the first
box, or selects the Field Office drop down to display PHAs assigned to the Field Office and the
user’s id

Voucher Management System July 3. 3005
Hard Edit Report

Please hype the PHA Code:

[Fases] [Go

Plisase sebect the Field (dfce to which the PHA belangs: ALASICA COMMUNITY SERVICE CENTER [DCFH o

[Reset] [Go

4

4

NP i T et @ .. ;
R I WG Gl T g g gl e,

PHA Selection Menu - 1
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The user then selects the desired PHA from the drop-down list

Homes &
Communities
. -

Hard Edit Report

Voucher Management System

PHA Selection Menu - 2

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

Hard Edit Report

Secure Systems

== Back to previcus psge

Manage PHA Data
+ Enter PHA Data Tabs

_ PHA Code
* Review and Approve
Pending Hard Edits Tabs PHA Name
FYE

Administer VMS

Generate Reports Month

Exit VMS

Resources

FA

Printable Form526818
Instructions

Quick References

Tools

Mailing lists
Contact us

The FA can approve or disapprove the submission by following the steps below

Voucher Management System

CA001
Housing Authority of the City & County of SF
09/30

Status

First Name, Last Name Unawvailable
Pending Hard Edit Submission
02 December 2010

First Name, Last Mame Unavailable
Pending Hard Edit Submission
02 December 2010

First Name, Last Mame Unavailable
Pending Hard Edit Submission
26 October 2010

First Name, Last Name Unawvailable
Pending Hard Edit Submission
25 October 2010

First Name, Last Mame Unavailable
Pending Hard Edit Submission
26 October 2009

First Name, Last Mame Unavailable
Sending Hard Edit Submission
36 Gctober 2008

First Name, Last Name Unawvailable
Pending Hard Edit Submission

Financial Analyst
Status.

First Name, Last Name Unav
Approved
10 December 2010

First Name, Last Name Unav
Approved
02 December 2010
First Name, Last Name Unav
Approved
27 QOctober 2010
First Name, Last Name Unav

Approved
25 October 2010

First Name, Last Name Unav
Approved
26 October 2009

First Name, Last Name Unav
#pproved
26 October 2009

First Name, Last Name Unav

Appr

Hard Edit Error Report Menu

ailable

ailable

ailable

ailable

ailable

ailable

ailable

Processing
Time

Same Day

Same Day

Same Day

Same Day

Same Day

Step -1 Select the link under the Month column,. The Pending Hard Edit Review and

Approval page displays
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Voueher mamgementsysten

Pending Hard Edit Review and Approval

Secure Systems

e — CA001 Edit Review and Approval MONTH: October YEAR: 2008
<< Back to orevious page
Administer VMS Received Date: ‘ |
Generate Reports Approjed: pE ND
Exit VMS
Comments:
Resources
Cancel

Pending Hard Edit Review and Approval Page

Step -2  Select the “Yes” button for approval or the “No” button for disapproval

Beceived Date:
Approved: vad 0 M
Caiiienls:

m‘x- *‘\ﬁ-w ot a...f parsrTp——_ J -

.: FLE L

Step -3 Click the “Continue” button. The System message displays

Homes &
Communities Voucher Management System

Pending Hard Edit Review and Approval
W e e T e ey ey

Step -4 Click the “Continue” button
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Beceived Date:
Mpprowved:

The Pending Hard Edit Review and Approval menu page will again display with List of Pending
Submissions

Voucher Managesment System

Prenddsieg Hacd Lait Review and Apgeroyal

R

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

Voucher Management System Juby 7. 70
Hard Edit Report

Piih Codias FAOYS 4
PHA s Hausing Autbesary o the Cousty ol Dasphin
FYE /30
L'
Skstus Financial Analysi
Hanth Snates

THERE ARE MO PEMDING SUBMISSIONS FOR THIS PHA
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7.0 APPENDICES
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7.0 APPENDICES

7.1 APPENDIX A: FORM HUD 52681-B FIELD DEFINITIONS

This document provides information about each of the fields on the Form HUD 52681-B. The
information is broken down by the section titles listed on the form.

» Enter data for the specified month only.

» PHA is responsible for ensuring that all information is correct, and that wrong or missing
Official HA data is updated in the PIC information system for future data collection use.
The fields that are official HA Data and come from PIC are: Name of Authorized HA
Official and Official Housing Authority E-mail Address

» Enter all leasing and expense data in positive whole humbers without any punctuation
marks or symbols (commas, dollar signs, and decimal points).

» If your PHA has no report for a field, or if the reported value is zero (0), tab through the
field and leave it blank; the exceptions are the following fields which do accept
entries of zero:

R/
0.0

Net Restricted Assets (NRA)

Unrestricted Net Assets (UNA)

Vouchers Leased End of Month

All Voucher HAP Expenses After the First of Month

Vouchers issued but not under HAP contract as of the last day of the month
Cash/Investments as of the last day of the month

7
0.0

7 7
0.0 0.0

7
0.0

7
0.0

In addition, the following fields also accept negatives:

« Net Restricted Assets (NRA)
< Unrestricted Net Assets (UNA)

When identified by the Business Office additional fields can be modified to accept zero’s (0)
and negative numbers.

» Vouchers administered on behalf of another PHA under the portability provisions, and for
which HAP is reimbursed to your PHA, should not be reported by you as part of your
leasing — they will be reported by the PHA that is paying the HAP. These are commonly
referred to as “Port-Ins.” Likewise, the HAP expenses associated with these port-in
vouchers, which have or will be reimbursed to you by the other PHA, should not be
reported as part of your HAP expenses. They will be reported by the PHA that is paying
the HAP. There is a separate section in VMS called “Portables Vouchers Administered”
with line items for reporting “Portable Units Administered” and “HAP for Portable Units
Administered.” These are the fields for reporting those vouchers for which hap is
reimbursed to your PHA

» A voucher under lease must be reported in one and only one main category. Vouchers
reported under the sub-categories “New Homeowners This Month” and “Enhanced
Vouchers” are also reported under the main categories of “Homeownership” and “Tenant
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Protection” respectively. If a leased voucher could appropriately be reported in more
than one category, it should be reported in the ONE category that most specifically
describes the voucher. For example, a VASH participant who has ported and for whom
the PHA is being billed, would be reported under VASH rather than under Port Vouchers
Paid

» All HAP expense data is to be reported in the voucher categories as of the first day of the
month. HAP expenses should be entered under the month to which they apply rather
than under the month in which they are paid. A separate line item on the Voucher UML
and HAP tab, called "Voucher HAP Expenses for New Contracts Effective After the First
of the Month" collects HAP costs incurred for new HAP contracts effective after the first
of the month. These costs are not reported elsewhere. PHA should include as HAP in
the appropriate categories any amounts expended for utility reimbursements.

» The 5-Year Mainstream program is governed by different appropriation law and funded
separately from the Voucher program; therefore, the 5-Year Mainstream program is NOT
a category within the Voucher program in VMS. In VMS, there are specific lines provided
for 5-Year Mainstream Units Leased and HAP Expenses only. These values are not
included in the Voucher Leasing and HAP totals.

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

» Question Mark (?) - For every field containing this symbol a pop up description of the
data entry required for the field, or an explanation of the field will be provided. This field
description appears only once for the many occurrences of the (?) Box symbol.

TAB 1 - VOUCHER UML AND HAP

Form 52681-B Field

Definition
Name

Vouchers Under Lease on the First Day of the Month

Leasing and HAP expense data for each category of voucher are now reported on
the same line.

Fields that have been greyed out are prefilled by HUD and are not editable. Data
used for these fields reflect the current system information, and are automatically
updated when changes are made to prior months.

Litigation Total number of vouchers leased from award(s) originally made by
HUD in conjunction with a judgment or consent decree.

Litigation HAP Total HAP expenses incurred for litigation voucher leasing
reported in Units section

1-Year Mainstream Total number of vouchers leased from initial or renewal 1-Year

Mainstream funds. Vouchers should only be reported in this
category if the PHA has received an allocation of Vouchers for the
1-Year Mainstream program. A voucher is reported in this
category as long as it is in use by an eligible participant.
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Form 52681-B Field
Name

Definition

1 Year Mainstream HAP

Total HAP expenses incurred for 1 Year Mainstream voucher
leasing as reported in Units section

Homeownership

Total number of vouchers used for homeownership subsidy rather
than rental subsidy

Homeownership HAP

Total HAP expenses incurred for Homeownership vouchers
reported in Units section

New This Month
(Homeownership)

Total number of newly assisted homeowners for the specified
month. This number must be included in the Homeownership total
and cannot be greater than the number of Homeownership
Vouchers reported above. This is a sub-category of
Homeownership.

Moving To Work
Vouchers

Total number of vouchers leased in the PHA’s Moving to Work
Program

Moving To Work HAP

Total HAP expenses incurred for Moving to Work vouchers
reported in the Moving to Work Unit section. Do not include in this
section any expenses for purposes other than rental or
homeownership assistance. If Moving to Work voucher funds are
used for any purpose OTHER THAN rental or homeownership
assistance under the Housing Choice Voucher Program, the PHA
should identify those funds in the Comments field at the end of the
form.

Family Unification

Total number of vouchers leased from initial or renewal Family
Unification program increments, for federal fiscal years prior to
2008. Vouchers should only be reported in this category if the
PHA received an award under the Family Unification program
from funds prior to FFY 2008. A voucher is reported in this
category as long as it is in use by an eligible participant.

Family Unification HAP

Total HAP expenses incurred for Family Unification vouchers
reported in the Units section.

2008 and 2009 Family
Unification

Total number of vouchers leased this month from Family
Unification Program awards made from FFY 2008 or 2009
appropriations

2008 and 2009 Family
Unification HAP

Total HAP expenses incurred for vouchers leased from Family
Unification Program awards initially made from FFY 2008 or 2009
appropriations, as reported in the Units section.

2008 and 2009 Non-
Elderly Disabled

Total number of vouchers leased this month from Non-Elderly
Disabled Program awards made from FFY 2008 or 2009
appropriations

2008 and 2009 Non-
Elderly Disabled HAP

Total HAP expenses incurred for vouchers leased from Non-
Elderly Disabled Program awards initially made from FFY 2008 or
2009 appropriations, as reported in the Units section.

Portable Vouchers Paid

Total number of vouchers for which the PHA is being billed by and
is remitting HAP costs to another PHA under the portability option.
These vouchers are part of the PHA'’s inventory and are commonly
referred to as “Port-Outs”.

Page 3




il

Voucher Management Systems (VMS)

Form 52681-B Field
Name

Definition

Portable Vouchers Paid
HAP

Total HAP expenses incurred for portability vouchers reported in
the Units section. The HAP payments to be reported here are for
port-outs for which the PHA is being billed by another PHA.

HOPE VI

Total number of vouchers under lease for households whose
vouchers were provided from an award designated for HOPE VI
affected participants. A unit is reported in this category as long as
the original voucher holder remains a voucher participant, even
after the units are renewed and become part of the PHA’s baseline
units.

HOPE VI HAP

Total HAP expenses incurred for HOPE VI vouchers reported in
the Units section.

Tenant Protection

Total number of vouchers under lease for households whose
vouchers were initially provided from an award designated for
tenant protection purposes and who were affected by a tenant
protection action This includes vouchers awarded for relocation
from or replacement of a public housing property; vouchers for
tenants affected by a termination, opt-out, or prepayment of a
multifamily assisted development or a property disposition action;
and vouchers provided for the replacement of expired Mod Rehab
HAP and SRO contracts. A unit is reported in this category as
long as the original voucher holder remains a voucher participant,
even after the units are renewed and become part of the PHA’s
baseline units.

Tenant Protection HAP

Total HAP expenses incurred for Tenant Protection vouchers
reported in the Units section.

Enhanced Vouchers

Total number of Tenant Protection vouchers reported above that
are in use under the terms for enhanced vouchers. The number

reported cannot exceed the number of units reported as Tenant

Protection Vouchers.

Veterans Affairs
Supportive Housing
(VASH) Vouchers

Total number of vouchers under lease from initial or renewal funds
awarded under the VASH program. Vouchers should be reported
in this category only if the PHA has received an award under this
program in FFY 2008 or later. A voucher is reported in this
category as long as it is in use by an eligible program patrticipant.

Veterans Affairs
Supportive Housing
(VASH) HAP

Total HAP expenses incurred for VASH vouchers reported in the
Units section
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Form 52681-B Field
Name

Definition

DHAP to HCV Vouchers
Leased

The field captures the number of families assisted via DHAP to
HCV conversion vouchers. These vouchers were awarded in
2009 and are subject to reconciliation. For months in CY 2009,
the PHA should report the total number of families that were
leased. For months in CY 2010, PHAS are only to report the total
number of vouchers from the 2009 DHAP to HCV award where
former DHAP families were issued their voucher prior to 1/1/2010,
were actively seeking assistance as of 12/31/2009, were initially
placed under HAP contract effective on or after January 1, 2010,
and are under lease as of the first day of the reporting month.
Vouchers leased for participants assisted via DHAP to HCV
vouchers prior to 2010 and which are still receiving assistance are
not reported in this section. These DHAP to HCV vouchers
became regular Housing Choice vouchers on January 1, 2010,
and their leasing is reported in the appropriate category above (All
Other Vouchers, etc.).

DHAP to HCV Vouchers
HAP

Total HAP expenses for DHAP to HCV voucher leasing reported in
the units section.

All Other Vouchers

Total number of vouchers leased for all other purposes. Do not
include any vouchers already reported in the other voucher
categories above.

All Other Vouchers HAP

Total HAP expenses incurred for all other vouchers reported in the
units section, for contracts in effect on the first day of the month.
Do not include any HAP expenses already reported in ANY other
Voucher HAP Expense categories above or for FSS Escrow
Deposits below.

FSS Escrow Deposits

Deposits to FSS participant escrow accounts made for this month

All Voucher HAP
Expenses for Contracts
Effective After the First
of Month

Total amount of HAP expenses incurred for new contracts
effective after the first of the month, for any categories above. This
amount is automatically included in the HAP Total below when the
system calculates the HAP Total.

Total Vouchers

This is a calculated field and does not accept data entry from the
user. It contains monthly totals of the following UML fields:
Litigation

1 Year Mainstream,

Homeownership

Moving to Work

Family Unification

2008 and 2009 Family Unification

2008 and 2009 Non-Elderly Disabled

Portable Voucher Paid

HOPE VI

Tenant Protection

Veterans Affairs Supportive Housing (VASH) Vouchers
DHAP to HCV Vouchers

All Other Vouchers
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Form 52681-B Field
Name

Definition

HAP Total

This is a calculated field and does not accept data entry from the
user. It contains monthly totals of the following HAP fields:
Litigation HAP

1 Year Mainstream HAP

Homeownership HAP

Moving to Work HAP

Family Unification HAP

2008 and 2009 Family Unification HAP

2008 and 2009 Non-Elderly Disabled HAP

Portable Voucher HAP

HOPE VI HAP

Tenant Protection HAP

All Other Vouchers HAP

Veterans Affairs Supportive Housing (VASH) Vouchers HAP
DHAP to HCV Vouchers HAP

FSS Escrow Deposits

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

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

Other Voucher Reportin

g Requirements

Number of vouchers
under Lease (HAP
Contract) on the last
day of the Month

Total number of vouchers under lease on the “LAST” day of the
month for all categories listed in “HAP Total” above. This includes
HAP contracts that expired that day

Temporary Housing
Units to HCV
Conversion — Leasing

Number of vouchers leased this month from funding provided to
convert assistance awarded under the Temporary Housing Unit
program to the Housing Choice Voucher program. Effective
January 2011, these 2009 & 2010 “THU to HCV” vouchers lose
their identity and are to be reported as “All Other”.

Temporary Housing
Units to HCV
Conversion - HAP

HAP costs for vouchers leased this month from funding provided
to convert assistance awarded under the Temporary Housing Unit
program to the Housing Choice Voucher program. Effective
January 2011, these 2009 & 2010 “THU to HCV” vouchers lose
their identity and are to be reported as “All Other”.

HA Owned Units
Leased - included in the
units leased

Total number of HA-owned units that are under lease in the
Voucher program for the month; these units should also be
included in the appropriate Voucher Units category(ies) above.

Number of vouchers
issued but not under
housing assistance
payments (HAP)
contract as of the last
day of the month

This figure represents the total number of new vouchers issued
and not yet under a HAP contract as of the last day of the
reporting period. This figure excludes vouchers issued to
participants who are currently under a HAP contract in one unit but
have been issued a voucher to search for another unit to which
they intend to move with continued voucher assistance.

Page 6




flall,
Voucher Management Systems (VMS)

Form 52681-B Field

Name Definition
Portable Units Total number of vouchers which the HA is administering on behalf
Administered of an Initial HA under the portability provisions; the HA is billing the

initial HA and has not absorbed the voucher participants into the
HA’s own program. A household reported in this category is NOT
reported as a voucher participant for this HA in any other category.
These are commonly referred to as “Port-Ins.”

Total HAP for Portable HAP expenses attributable to the Portable Units Administered as

Units Administered reported above. These expenses are NOT included in the HA’s
total voucher HAP expenses elsewhere reported in VMS.

Number of Vouchers The total number of vouchers the PHA has withheld from leasing

Covered by Project- to be available for a project-based HAP when executed and the

Based AHAPs and total number of vouchers in use under a project-based contract.

HAPs This is the total universe of project-based vouchers, both under
AHAP and/or HAP, and both paid and/or unpaid.

5-Year Mainstream The number of 5 Year Mainstream vouchers under lease.

Vouchers should only be reported in this category if the PHA has
received an award under the 5 year mainstream program, and
should be reported in this category for the initial and all renewal
terms.

5 Year Mainstream HAP | Total amount of HAP expenses incurred for 5 Year Mainstream
vouchers reported in Unit section

TAB 2 — OTHER INCOME AND EXPENSE

Form 52681-B

Eield Name Definition
Memorandum Reporting
Fraud Recovery — | Total dollar amount recouped by the HA as fraud recoveries during the
Total Collected month that is applied to the NRA account. This consists of the lesser of
this Month one-half the amount recovered or the total recovery minus the costs

incurred by the PHA in the recovery. This amount should NOT be
deducted from HAP Expenses as reported for the month in the HAP
expenses section.

Note: Total dollar amount recouped “is cash collected — not revenue
recorded”.
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Form 52681-B
Field Name

Definition

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

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

FSS Escrow
Forfeitures this
month

Total value of FSS escrow accounts forfeited by tenants during the
month; forfeitures occur when the tenant violates or fails to complete the
FSS contract. This amount should not be deducted from HAP expenses
as reported for the month in the HAP Expenses section.

Number of Hard to
House Families
Leased

Total number of families (current participants and new admissions) with
three or more minors or with a disabled family member that moved to a
new unit during the month. If entered the reported value must be a
positive.

Number of LBP
Initial Clearance
Tests

The total number of initial lead-based paint clearance tests completed
during the month. If entered the reported value must be a positive whole
number only.

Portable Hap
Costs Billed and
Unpaid — 90 Days
or older

Amount due to the HA for portable HAP costs billed to another agency at
least 90 days prior to the end of the current reporting period and not yet
paid by that other agency.

Number of LBP
Risk Assessments

The total number of lead-based paint risk assessments completed
during the month. If entered the reported value must be a positive whole
number only.

Administrative Expenses

FSS Coordinator
Expense Covered
by the FSS Grant

Total amount of FSS Coordinator and Benefits expenses incurred during
the month which are paid from funds provided under an FSS
Coordinator Grant from HUD.

FSS Coordinator
Expenses Not
Covered by FSS
Grant

Total amount of FSS Coordinator and Benefits expenses incurred during
the month which are paid from funds other than those provided under an
FSS Coordinator grant from HUD

Administrative
Expense

Total administrative expenses incurred by the PHA for the Voucher
Program. This amount excludes expenses covered by FSS Coordinator
grants, Housing Conversion fees, Mobility Counseling and ROC fees,
Preliminary Expenses and Portability Payments due from another
Housing Authority

Central Office
Cost Center
Expenses
Allocated to the
Housing Choice
Voucher Program

that amount of current month administrative fee funds used to support
the PHAs central office cost center; this expense should not also be
reported under Administrative Expenses.
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Form 52681-B
Field Name

Definition

Audit

Total amount billed for the PHA'’s IPA audit, if incurred during this
reporting cycle, excluding the accounting service fee. Report this
amount only in the month that it occurred

Financial Status — as referenced in PIH Notice 2010-16

Net Restricted
Assets (NRA) as
of the last day of
the month

NRA is the amount of Housing Assistance Payments (HAP) Equity for
the HCV It is equal to total HAP revenue minus total HAP expense for
eligible unit months leased on a calendar year basis. Total HAP expense
should include expenses for regular vouchers as well as expenses for
certain HCV special purpose vouchers including Non-Elderly Disabled
(NED), Family Unification Program (FUP), HOPE VI, One Year
Mainstream (MS1), Litigation, Tenant Protection (TP), and
Homeownership. Total HAP revenue is defined as total funding eligibility
for calendar years 2005 and later (including pro-rated renewal eligibility
plus funding for incremental vouchers) minus any offsets for 2008 and
2009, and should equal the amount actually disbursed to the PHA. The
amount reported must include all interest earned, fraud recovery
portions returned to HAP, and Family Self-Sufficiency (FSS) forfeitures.
Veterans Affairs Supportive Housing (VASH) NRA is not reported in this
field. Those funds are tracked separately and the balance is reported in
Line 1118 — Housing Assistance Payment Equity. The balance of this
account will be carried forward on an annual basis beginning January 1,
2005, through the end of the most recent PHA fiscal year. Note:
Negative amounts must be reported; however, if the PHA has a negative
balance at the end of the calendar year the negative amount must not
be carried forward to January of the following year. The PHA must start
with a zero balance at the beginning of January for purposes of reporting
in this field. PHAs are advised that although the negative amount is not
carried forward to the following year the deficit incurred by the PHA is
not forgiven nor will additional funds be provided to cover the shortage.
The PHA is responsible for operating its program within the amount of
funding provided. Negative amounts reported may result in a HUD
review and corrective action may be warranted if it is determined the
PHA expended any portion of its HAP funding on non-HAP eligible
expenses.
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Form 52681-B
Field Name

Definition

Unrestricted Net
Assets (UNA) as
of the last day of
the month

UNA is equal to total Administrative Fee (AF) revenue minus total HCV
administrative expenses and any AF used for housing assistance
payments (HAP) or other activities for Section 8 Tenant Based related
purposes. UNA (referred to as “Administrative Fee Reserve” in the HCV
program regulations) is the amount by which administrative fees paid by
HUD for a PHA fiscal year exceeded the PHA administrative expenses
for the fiscal year, plus any interest earned on the AF reserve (see 24
CFR 982.155(a). This means that the total AF revenue used to calculate
the UNA reported in this field does not include AF received during the
current PHA FY, because excess AF received does not accumulate to
the UNA until the end of the PHA’s FY. The excess fees received during
the PHA'’s current FY will not be reported in the UNA field until after the
PHA’s FYE. The monthly amount reported is the UNA balance at the
beginning of the year plus any interest earned and fraud recovery
allocated to the UNA account for the months in the current year. PHAs
must include in this field their pre-2005 AF balance, formerly referred to
as their operating reserve (also known as their AF reserve). PHAs are
reminded of the differences regarding the allowable use of AF earned
during the PHA’s current fiscal year and the use of available UNA
(depending on the source year). For guidance on eligible uses of AF and
UNA please reference PIH Notice 2010-7 issued March 12, 2010.

Cash/Investments
as of the last day
of the month —
Voucher Program
only

Cash/Investments as of the last day of the month are the total amount of
HAP and AF cash and investments for the HCV program. Amounts
reported include all cash and investments as they relate to NRA and
UNA balances as of the last PHA FYE, as well as any additional funds
that may have been reported in the UNA and NRA fields through the
month being reported. This total amount must include only those HAP
and AF funds (including any interest or revenue derived) received for the
HCV program, including interest earned, fraud recovery and Family Self-
Sufficiency (FSS) forfeitures. Funds received for an FSS Coordinator
and not expensed must not be included. Cash and investments for FSS
escrows must not be included. MTW PHAs should report their financial
information as required in their MTW Agreement.
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TAB 3 — ADDITIONAL EXPENSE / COMMENTS

Form 52681-B

Field Name Definition
Expenses
Expense Other expenditures amount incurred by the HA for the Voucher Program,
Amount 1 which the HA has been instructed to report.
Expense Description of other expenditures incurred by the HA for the Voucher
Description 1 Program, which the HA has been instructed to report.
Expense Other expenditures amount incurred by the HA for the Voucher Program,
Amount 2 which the HA has been instructed to report.
Expense Description of other expenditures incurred by the HA for the Voucher
Description 2 Program, which the HA has been instructed to report.
Expense Other expenditures amount incurred by the HA for the Voucher Program,
Amount 3 which the HA has been instructed to report.
Expense Description of other expenditures incurred by the HA for the Voucher
Description 3 Program, which the HA has been instructed to report.
Expense Other expenditures amount incurred by the HA for the Voucher Program,
Amount 4 which the HA has been instructed to report.
Expense Description of other expenditures incurred by the HA for the Voucher
Description 4 Program, which the HA has been instructed to report.
Expense Other expenditures amount incurred by the HA for the Voucher Program,
Amount 5 which the HA has been instructed to report.
Expense Description of other expenditures incurred by the HA for the Voucher
Description 5 Program, which the HA has been instructed to report.
Comments
Comments Comment field to allow PHA to explain their data entries or to provide

specific information requested by HUD Use this field only to explain the
required data or to provide specific information required by HUD.
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TAB 4 — DISASTER UML AND HAP

Form 52681-B
Field Name

Definition

Disaster Voucher Program (DVP)

Assisted HAP

DVP Families Total number of families assisted under the DVP, excluding Homeless
Assisted DVP families. These units are not reported on any other line.
DVP Families Total rental subsidy expense attributable to DVP families, excluding the

amount reported below for Total Actual DVP HAP provided for
Homeless Families. The total should include total DVP rental assistance
(Rent to Owner and Utility Allowance) provided for the entire month, not
just provided to families on the first of the month. Costs should be
charged to the month for which rental assistance was provided, not the
month in which it was paid.

New This Month

Number of first time families assisted under DVP this month, excluding
Homeless families reported below. This number is included in the
number of DVP Families Assisted, above.

DVP Homeless
Families Assisted

Total number of Homeless families being assisted under DVP. These
families are defined as families who were homeless immediately prior to
the hurricane, not the result of the disaster (See DVP Guidance issued
02-17-05).

DVP Homeless
Families Assisted
HAP

Rental subsidy expense attributable to DVP homeless families only. The
total should include total DVP rental assistance (Rent to Owner and
Utility Allowance) provided for the entire month, not just provided to
families on the first of the month. Costs should be charged to the month
for which rental assistance was provided, not the month in which it was
paid.

New This Month

Number of homeless families assisted under DVP for the first time this
month. This number is included in the number of DVP Homeless
Families Assisted, above.

Disaster Housing Assistance Program (DHAP-KATRINA)

Assisted HAP

DHAP Families Total number of families assisted under the DHAP. These families are
Assisted not reported on any other line.
DHAP Families This is the total of the rent subsidy payments paid on behalf of DHAP -

Katrina families for the entire month, not just paid for families under
DRSC on the first of the month. Costs are charged to the month for
which the monthly rental assistance was provided, not the month in
which it was paid. Do not include security deposit assistance or utility
allowance assistance.

New This Month

Number of families assisted under DHAP for the first time this month.
This number is included in the number of DHAP families Assisted as
reported above.

Disaster Housing Assistance Program (DHAP-IKE)

DHAP-IKE
Families Assisted

Total number of families assisted under the DHAP - IKE program for this
month. These families are not reported on any other line.
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Form 52681-B
Field Name

Definition

DHAP-IKE
Families Assisted
HAP

This is the total of the rent subsidy payments paid on behalf of DHAP -
IKE families for the entire month, not just paid for families under DRSC
on the first of the month. Costs are charged to the month for which the
monthly rental assistance was provided, not the month in which it was
paid. Do not include security deposit assistance or utility allowance
assistance.

New This Month

Number of first time families assisted under the DHAP - IKE program
this month. This number is included in the number of DHAP - IKE
Families Assisted, above.

Security Deposits
Paid

Total funds expended for DHAP - IKE Security Deposits during the
month.

Utility Deposits
Paid

Total funds expended for DHAP - IKE Utility Deposits during the month.

Security Deposits

Total amount of funds returned to the PHA during the month as refunds

Returned of DHAP - IKE Security Deposits.
Utility Deposits Total amount of funds returned to the PHA during the month as refunds
Returned of DHAP - IKE Utility Deposits.

Disaster Relief —= Non-KDHAP

Disaster Portable
Units Administered

Total number of vouchers assisting disaster victims which the HA is
administering on behalf of an Initial HA under the portability provisions;
the HA is billing the initial HA and has not absorbed the voucher
participants into the HA’s own program. This category should include
those cases where voucher tenants are being assisted as voucher
tenants, using non-KDHAP funds, but the excess voucher HAP costs
are being billed to the initial HA.

Total HAP for
Disaster Portable
Units Administered

HAP expenses attributable to the “Disaster Portable Units
Administered.”
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TAB 5 - PHA CONTACT INFORMATION

Form 52681-B
Field Name

Definition

PHA Contact Information

HA Number Housing Authority identification number (Read only, from PIC
Databases)

HA Name Name of Housing Authority (Read only, from PIC Databases)

HA FYE Housing Authority Fiscal Year End (Read only, from PIC Databases)

Name of HA Point
of Contact (POC)

Name of the person who can answer questions about the Form HUD
52681-B data submission. This field is pre-filled with prior VMS
information and is editable. Incorrect information should be corrected.

Point of Contact
Phone

Phone number of the PHA Point of Contact. This field is prefilled with
prior VMS data and is editable. Incorrect information should be
corrected.

Ext.:

The phone number extension for the HA Point of Contact. This field is
prefilled with prior VMS data and is editable. Incorrect information
should be corrected.

Point of Contact
E-mail Address

E-mail address for the HA Point of Contact. This field is prefilled with
VMS information from the prior month and can be edited to reflect any
changes.

Name of
Authorized HA
Official

Name of Authorized HA Official (Usually the Executive Director).
Prefilled from the PIC system, and not editable. Read only, from PIC
Databases)

Official Housing
Authority E-mail
Address

Official e-mail address for the PHA. This address serves as the primary
e-Mail address for official correspondence between HUD and the PHA,
and must be the central e-Mail address for the PHA. This field is
prefilled from the PIC system, and not editable. Read only, from PIC
Databases)

Program Area Point of Contact - FMC

FMC Financial
Analyst

Name of the FMC Financial Analyst assigned to work with the PHA. This
data is pre- filled by HUD

FA E-mail Address

Email address of the FMC Financial Analyst assigned to work with the
PHA. This field is a “Mail-To” hotlink for emailing the FA. This data is
pre- filled by HUD

FA Phone Number

Identifies the phone number of the FA. This data is pre- filled by HUD.

Ext.:

Phone extension of the FA. This data is pre- filled by HUD

Program Area Point of Contact — Field Office

Field Office Code

HUD field office identifier, assigned by Region, data is pre- filled by HUD

Field Office Name

Official name of the Field Office, data is pre- filled by HUD

Field Office Point
of Contact

PIH Field Office employee assigned to work with and assist the PHA,
data is pre- filled by HUD

Field Office POC
Email Address

E-mail address for the Field Office Point of Contact. This field is prefilled
with VMS information from the prior month and can be edited to reflect
any changes.
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Form 52681-B

Field Name Definition
FO POC Phone Phone number assigned to PIH FO POC phone number, data is pre-
Number filled by HUD
Ext.: Phone extension if any assigned to the PIH FO POC, data is pre- filled

by HUD

REAC Technical Assistance Center

Technical
Assistance Center

Phone number for the REAC Technical Assistance Center, data is pre-

filled by HUD

TAB 6 — SUBMISSION

Form 52681-B
Field Name

Definition

Validation History

PHA Number Official number assigned to the PHA, 2 character state code, and 3 digit
number, data is pre- filled by HUD

PHA Name Official name of the Public Housing Authority, data is pre- filled by HUD

Reporting Month Reporting month for the submitted data, data is pre- filled by HUD

Error Tab Specifies the input tab the error is located on, data is pre- filled by HUD

Field Name Identifies the specific field that failed the Hard Edit, data is pre- filled by

HUD

Error Message
with Number

Error message indicating what the error is, data is pre- filled by HUD

Submitted By User
ID

User information, identifying last user who submitted the monthly
submission with the Hard Edit error, data is pre- filled by HUD

Submission date &
time

System date and time stamp indicating when the user submitted the
monthly submission, data is pre- filled by HUD

Reviewer ID

Identification of the FA who reviewed the Hard Edit, data is pre- filled by
HUD

Review Date &
time

System date and time stamp indicating when the FA reviewed the Hard
Edit error, data is pre- filled by HUD

Submission History

Current Status

Status indicator for the specific version of the monthly submission, data
is pre- filled by HUD

Last Updated By
User ID

User information, identifying last user who submitted the monthly
submission, data is pre- filled by HUD

Last Updated By
Name

User name identifying who the last user was for the submission, data is
pre- filled by HUD

Last Updated Date
& Time

System date and time stamp indicating when the specific version was
submitted,data is pre- filled by HUD
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TAB 7 — EXECUTIVE SUMMARY

Form 52681-B
Field Name

Definition

PHA Information

Selected Month

Reporting Month for the submission period, data is pre- filled by HUD

Selected Year

Reporting Year for the submission period, data is pre- filled by HUD

Selected State

State name, data is pre-filled by HUD

Selected Field
Office

HUD field office identifier, assigned by Region, data is pre- filled by HUD

Selected PHA
Code

Official number assigned to the PHA, 2 character state code, and 3 digit
number, data is pre- filled by HUD

HUD Calculations

NRA Beginning
Balance from prior
year end balance

Net Restricted Assets as of the last day of the previous year, data is pre-
filled by HUD

Budget Authority
from HUDCAPS -
CYTD

Amount of BA provided to the PHA through the current month, This data
is pre- filled by HUD from HUDCAPS

HAP Expense
Reported in VMS
CYTD

Amount of housing assistance payments the PHA has input into the
VMS system, since the beginning of the calendar year, data is pre- filled
by HUD from VMS data fields

Other Revenue
Reported in VMS -
CYTD

Other income amounts reported by the PHA during the regular monthly
submission since the beginning of the calendar year, data is pre- filled
by HUD

End of Currant
Month Net
Restricted Assets
(NRA)

Calculated field using the NRA Beginning Balance, adding in the BA
amount (YTD), subtracting the VMS reported HAP Expenses, and
adding in any VMS Reported other income, data is pre-filled by HUD

PHA Reported

PHA Estimate of
Net Restricted
Assets

This information is provided from Income/Expenses Tab — Financial
Status Section — Net Restricted Assets (NRA) as of the Last Day of the
Month field, data is pre-filled by HUD.

PHA Estimates of
Cash on Hand
(COH)

This information is provided from the Income/Expenses Tab — Financial
Status Section — Cash/Investment as of the Last Day of the Month —
Voucher Program Only field, data is pre-filled by HUD.

Utilization

Utilization Units —
(UML) Amount

Utilization unit months leased as reported in VMS, data pre-filed by HUD
using VMS data

Utilization Units —
(UML) Amount

Utilization units months available as identified HUDCAPS, data pre-filed
by HUD using VMS data

Utilization Units —
(UML/UMA)
Percentage

HUD Calculated percentage by taking the number of UML and dividing it
by the number of UMA for the month, indicates the monthly performance
of the PHA, field pre-filled by HUD
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Form 52681-B
Field Name

Definition

Utilization — HAP
Amount

Utilization housing assistance payments as reported in VMS, data pre-
filed by HUD using VMS data

Utilization — ABA
Amount

Utilization Budget authority as reported in HUDCAPS and divided by 12,
data pre-filed by HUD using VMS data

Utilization — HAP

HUD Calculated percentage, taking the HAP and dividing it by the ABA

(HAP / ABA) for the month, indicates the monthly performance of the PHA, field pre-
Percentage filled by HUD

Utilization All Calculated: HAP expended CYTD / ABA + (Budgeted NRA — 1 month
funds = HAP prorated NRA cushion). Expressed as an Amount

expended CYTD /
ABA + (Budgeted
NRA — 1 month
prorated NRA
cushion) Amount

Utilization All
funds = HAP
expended CYTD /
ABA + (Budgeted
NRA — 1 month
prorated NRA
cushion)
Percentage

Calculated: HAP expended CYTD / ABA + (Budgeted NRA — 1 month
prorated NRA cushion). Expressed as a Percentage

Utilization Units
Graph: UMAs vs
UMLs

Utilization HAP
Graph: HAP vs BA
& NRA

Recap Worksheet

Form 52681-B
Field Name

Definition

Recap

NRA Balance as
of 1/31/2009

NRA Ending balance provided by HUD for the PHA, data pre-filled by
HUD.

ABA Disbursed
YTD

CYTD Budget authority that has been provided by HUD to the PHA as
identified in HUDCAPS, calculated data pre-filled by HUD.

HAP Expenditures
YTD

CYTD Housing Assistance Payments identified by the PHA in VMS,
calculated data pre-filled by HUD

Remaining NRA
YTD

Calculated field using the NRA balance as of field, adding in the ABA
disbursed YTD, and subtracting the HAP Expenditures YTD as reported
in VMS, data pre-filled by HUD
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Form 52681-B

Field Name Definition

CY Eligibility Calculated field using the Budget Authority provided by HUD for the
Calendar Year, data pre-filled by HUD

CY Eligibility Calculated field using the Budget Authority provided by HUD plus the
Including NRA NRA Ending balance, data pre-filled by HUD
Offset
Remaining CY Calculated field uses the Budget Authority provided by HUD and
Eligibility subtracts the HAP payments identified in VMS, data pre-filled by HUD
Remaining CY Calculated field uses the NRA Ending Balance adds in the Budget
Eligibility Including | Authority provided by HUD and subtracts the HAP payments identified in
NRA Offset VMS, , data pre-filled by HUD
CY Months Number of months remaining in the calendar year based on the
Remaining reporting month, data pre-filled by HUD
CY Months Calculated field uses the Budget Authority provided by HUD and
Remaining subtracts the HAP payments identified in VMS, data pre-filled by HUD
Including NRA
Offset
Monthly CY Calculated field using the Remaining CY Eligibility amount and divides it
Eligibility by the CY Month remaining, data pre-filled by HUD
Remaining
Monthly CY Calculated field using the Remaining CY Eligibility including NRA offset
Eligibility amount and divides it by the CY Month remaining, data pre-filled by
Remaining HUD
Including NRA
Offset
Unit Months Calculated field using HUDCAPS data to determine Unit Months
Available CY Available for CY, data pre-filled by HUD
Unit Months CYTD summation of the vouchers leased during the months by the PHA,
Leased CY data pre-filled by HUD using current VMS data
Unit Months Calculation that determines the number of UMLSs left for the remainder of
Remaining CY the year, subtract the UML running total from the CY UMA, data is pre-

filled by HUD

Monthly Units
Months Available

Calculated field to indicate the number of unit months available per
month for the remainder of the year, calculated data pre-filled by HUD.

Remaining CY

Unit Months Calculated value to determine how many unit months the funding would
Funding Would support, Remaining CY Eligibility divided by the (sum(hap)/sum(uml)),
Support data pre-filled by HUD

Unit Months Calculated value to determine how many unit months the funding would

Funding Would
Support, including
NRA Offset

support, (Remaining CY Eligibility plus NRA offset) divided by the
(sum(hap)/sum(uml)), data pre-filled by HUD

Monthly Units
Funding Would
Support

Calculated value to determine how many months the remaining funding
would support, Unit Months Funding/CY Months Remaining, data pre-
filled by HUD
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Form 52681-B L
Field Name Definition

Monthly Units Calculated value to determine how many months the remaining funding
Funding Would would support, Unit Months Funding w/NRA offset/CY Months
Support, including | Remaining, data pre-filled by HUD
NRA Offset
Minimum of Lesser of the Unit Months Remaining CY or Unit Months Funding would
Available or support, data pre-filled by HUD
Supportable
Minimum of Minimum of the (Unit Months Remaining CY with NRA offset) or (Unit
Available or Months Funding with NRA offset) would support, data pre-filled by HUD
Supportable,
including NRA
Offset
Minimum of Minimum of the Monthly Unit Months Available or Monthly Units Funding
Available or would support, data pre-filled by HUD
Supportable
Monthly
Minimum of Minimum of the (Monthly Unit Months Available w NRA offset) or
Available or (Monthly Units Funding would support w NRA offset), data pre-filled by
Supportable HUD
Monthly, including
NRA Offset

Projection Worksheet

Form 52681-B
Field Name

Definition

Utilization Chart

Payment (HAP)

Month Reporting Month, prefilled by HUD

UMA Unit Months Available per HUDCAPS for the reporting month, prefilled
by HUD

UML Unit Months Leased as reported by the PHA for the specified reporting
month.

Leasing Calculation of Unit Months Leased divided by Unit Months Available,

Percentage prefilled by HUD

Annual Budget The amount of budget authority provided by HUD for the reporting

Authority (ABA) month, prefilled by HUD

Housing The monthly leasing amount as reported by the PHA for the specified

Assistance month.
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Form 52681-B

Field Name Definition
Budget Authority Housing Assistance Payment amount divided by the Annual Budget
Utilization Authority plus budgeted NRA monthly amount, prefilled by HUD

Per Unit Cost

The Per Unit Cost amount is calculated by using the Housing Assistance
Payment monthly amount and dividing it by the Unit Month Leased,
prefilled by HUD

YTD UMA Summation of the monthly UMA amount, prefilled by HUD

YTD UML Summation of the monthly UML amount, prefilled by HUD

YTD Leasing Calculated value of the YTD UML divided by the YTD UMA, prefilled by
Percentage HUD

YTD ABA Summation of the Monthly ABA amount, prefilled by HUD

YTD HAP Summation of the Monthly HAP amount, prefilled by HUD

YTD BA Utilization | Calculated value of the YTD HAP divided by the YTD ABA, prefilled by
Percentage HUD

YTD PUC Calculated value based on the YTD HAP divided by the YTD UML

amounts, prefilled by HUD

PHA Projection Variables

NRA budgeted for
expenditure

NRA budget for expenditure entered by the PHA for “what if”
calculations (0.00 — 100,000,000 — no commas)

Annual Attrition
Rate

Rate of attrition entered by the PHA for “what if* calculations (0.00 —
1.00)

Success Rate

Percentage amount of the PHA success rate for leasing units
(0.00 — 1.00)

Average Month
from issued to
HAP effective

Number of months between voucher issued and the HAP lease date
(0-12)

Date

PUC Monthly Percentage rate used to adjust the Monthly PUC for inflation
Percentage (0.00 — 1.00)

Adjustment

Un-contracted
Vouchers on the
Street

Number of vouchers issued and not under HAP contract
(0 — 10,000 — no commas)

Projection Amounts

Annual Projection
with attrition only —
UMA

Summation of the YTD UMA monthly amounts

Annual Projection
with attrition only —
UML with attrition
no issuance

Summation of the YTD UML with attrition not issuance monthly amount

Annual Projection
with attrition only —
Leasing % (w/o
leasing from yet to
be leased
issuances)

Percentage calculation of the YTD UML with attrition not issuance
divided by the YTD UMA amount
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Form 52681-B
Field Name

Definition

Annual Projection
with attrition only —
ABA plus Budget
NRA

Summation of the YTD monthly ABA plus Budgeted NRA

Annual Projection
with attrition only —
HAP

Summation of the YTD monthly HAP costs

Annual Projection
with attrition only —
Spending as % of
BA plus NRA

Percentage calculation of the YTD HAP costs divided by the YTD ABA +
Budget NRA amount

Annual Projection
with attrition only —
PUC

Summation of the YTD PUC costs

Annual Projection
with attrition only —
Attrition Projected

Calculated amount based on the ((YTD PUC * annual attrition rate *
0.08333)*-1)

Plus UMLs and
HAP from not yet
leased issuances
— UML w/attrition
not issuance

Calculated value calculating the (un-contracted vouchers on the street *
Success Rate) * number of months greater than 0 minus the average
months from issuance to hap effective date

Plus UMLs and
HAP from not yet
leased issuances
— HAP

Calculation of the Plus UML & HAP from not yet leased issuance (UML
w/attrition not issuance) time the YTD PUC value.

Year End Summation of the UMA monthly values
Projection — UMA
Year End Summation of the UML w/attrition not issuance plus the Plus UMLs and

Projection — UML
with attrition no

HAP from not yet leased issuances

issuance
Year End Calculation of the (UML + plus UML and HAP from not yet leased
Projection — issuances-UML w/attrition not issuance) divided by the UMA

Leasing % (w/o
leasing from yet to
be leased
issuances)

Year End
Projection — ABA
plus Budget NRA

YTD calculation of the ABA and the Budget NRA

Year End YTD HAP amount plus the plus UMLs and HAP from not yet leased
Projection — HAP issuances

Year End Calculation of HAP divided by ABA plus budgeted NRA

Projection —

Spending as % of

BA plus NRA
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Utilization Graph

Form 52681-B
Field Name

Definition

Utilization chart

Month Reporting Month, prefilled by HUD

UMA Unit Months Available per HUDCAPS for the reporting month, prefilled
by HUD

UML Unit Months Leased as reported by the PHA for the specified reporting
month.

Leasing Calculation of Unit Months Leased divided by Unit Months Available,

Percentage prefilled by HUD

Annual Budget The amount of budget authority provided by HUD for the reporting

Authority (ABA) month, prefilled by HUD

Housing The monthly leasing amount as reported by the PHA for the specified

Assistance month.

Payment (HAP)

Budget Authority Housing Assistance Payment amount divided by the Annual Budget

Utilization Authority plus budgeted NRA monthly amount, prefilled by HUD

Per Unit Cost

The Per Unit Cost amount is calculated by using the Housing Assistance
Payment monthly amount and dividing it by the Unit Month Leased,
prefilled by HUD

YTD UMA Summation of the monthly UMA amount, prefilled by HUD

YTD UML Summation of the monthly UML amount, prefilled by HUD

YTD Leasing Calculated value of the YTD UML divided by the YTD UMA, prefilled by
Percentage HUD

YTD ABA Summation of the Monthly ABA amount, prefilled by HUD

YTD HAP Summation of the Monthly HAP amount, prefilled by HUD

YTD BA Utilization | Calculated value of the YTD HAP divided by the YTD ABA, prefilled by
Percentage HUD

YTD PUC Calculated value based on the YTD HAP divided by the YTD UML

amounts, prefilled by HUD

Page 22




il

Voucher Management Systems (VMS)

7.2 APPENDIX B: HARD EDIT ERROR MESSAGES

Error HEOO1

PHA has not reported Moving to Work leasing, while the PHA does have a
Moving to Work program.

Error HE0O02

PHA has reported Moving to Work leasing, but PHA does not have a Moving to
Work program.

Error HEOO3

PHA has not reported tenant protection leasing, while the PHA has received
one or more awards of tenant protection units.

Error HE004

PHA has reported tenant protection leasing, but PHA has not received an award
of tenant protection units.

Error HEOO5

PHA may not report more Enhanced Vouchers than the number of Tenant
Protection Vouchers reported.

Error HEOO6

PHA has not reported VASH leasing, while the PHA does have a VASH award
for 2008 or later.

Error HEOO7

PHA has reported VASH leasing, but the PHA has not received an award of
VASH units in FFY 2008 or later.

Error HEOO8

Voucher utilization is not within the standard range. PHA should review the
UMLs entered for each category to ensure accuracy.

Error HEOO9

The change in Voucher utilization from the prior periods in the last 12 months is
not within the standard range. PHA should review the UMLSs entered for each
category to ensure they are accurate.

Error HE010

PHA has not reported 5 Year Mainstream leasing, while the PHA does have a
5 Year Mainstream program.

Error HEO11

PHA has reported 5 Year Mainstream leasing, but PHA does not have a 5 Year
Mainstream program.

Error HEO012

PHA has not reported Moving to Work HAP costs, while the PHA does have a
Moving to Work program.

Error HEO013

PHA has reported Moving to Work HAP costs, but PHA does not have a Moving
to Work program.

Error HE014

PHA has not reported Family Unification HAP costs, while the PHA does have a
Family Unification program.

Error HEO15

PHA has reported Family Unification HAP costs, but PHA does not have a
Family Unification program.

Error HE016

PHA has not reported Tenant Protection HAP costs, while the PHA has received
one or more awards of Tenant Protection units.

Error HEO17

PHA has reported Tenant Protection HAP costs, but the PHA has not received
an award of Tenant Protection units.

Error HE018

PHA has not reported VASH HAP costs, while the PHA does have a VASH
award for 2008 or later.

Error HE019

PHA has reported VASH HAP costs, but the PHA has not received an award of
VASH units in FFY 2008 or later.

Error HE020

Budget Authority utilization is not within the standard range. PHA should review
the HAP costs entered for each category to ensure they are accurate.

Error HEO021

The change in Budget Authority utilization from the prior periods in the last 12
months is not within the standard range. PHA should review the HAP costs
entered for each category to ensure accuracy.

Error HE022

PHA has not reported 5 Year Mainstream HAP costs, while the PHA does
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have a 5 Year Mainstream program.

Error HE023

PHA has reported 5 Year Mainstream HAP costs, but PHA does not have a 5
Year Mainstream program.

Error HE024

Budget Authority utilization is not within the standard range. PHA should review
the 5 Year Mainstream HAP costs entered to ensure they are accurate

Error HE025

Mid-month HAP costs are not within the standard range. PHA should review the
mid-month HAP costs to ensure accuracy.

Error HE026

PHA has an active FSS program but has not reported FSS costs

Error HE027

PHA has no active FSS program, but has reported FSS costs.

Error HE028

PHA has not reported Family Unification leasing, while the PHA does have a
Family Unification program.

Error HE029

PHA has reported Family Unification leasing, but PHA does not have a Family
Unification program.

Error HEO30

PHA has not reported DHAP to HCV Vouchers Leased, while the PHA does
have a DHAP to HCV program.

Error HEO31

PHA has reported DHAP to HCV Vouchers Leased, but PHA does not have a
DHAP to HCV program.

Error HE032

PHA has not reported DHAP to HCV Voucher HAP costs, while the PHA does
have a DHAP to HCV program.

Error HE033

PHA has reported DHAP to HCV Voucher HAP costs, but PHA does not have a
DHAP to HCV program.
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7.3 APPENDIX F: USER ACCESS LEVELS

Role Code Role Description Action Description User Access
FMG Manager — Financial 6  Ability to read existing voucher |1. Manage PHA Data
(Internal User) | Management Center data for PHAs they manage. -Enter PHA Data
7  Ability to update or add new data
to pending submissions for 2. Administer VMS
PHAs they manage.
8  Ability to submit HUD Form 3. Generate reports
52681-B data.
9  Ability to administer tasks.
10 Ability to create/edit versions of
HUD Form 52681-B.
11 Ability to create, save, and
submit data.
12 Ability to approve or disapprove
a Pending Submissions that has
been submitted by a PHA.
HUE Read Only Access 1. Ability to read submitted data. 1. Manage PHA Data
(Internal User) 2. Ability to generate reports -View PHA Data
2. Generate reports
UDE Utilization and Expense [1. Ability to read existing data for 1. Manage PHA Data
(External Data Submitter assigned PHAs. -Enter PHA Data
User) 2. Ability to update or add new data [2. Generate DCR
to a pending submission for a Report
specific PHA.
3. Ability to submit HUD Form
52681-B data.
4. Ability to create, save and submit
data.
HUR (Internal |Financial Analyst User 1. Ability to approve or disapprove a|l. Manage PHA Data
User) Pending Submissions submitted -View PHA Data
by a PHA. 2. Pending
2. Ability to read submitted data for Submission
PHAs. -Review Pending
Submissions
3. Generate Reports

User Role and Action Codes

NOTE: Although the User Roles delineated above maintain fairly exclusive abilities and
responsibilities, it is possible for an individual to be given roles that seem to combine those
of the UDE and HUE together. This type of assignment is solely under the jurisdiction of the
Administrator, or FMG. Refer to the Table of Contents for link definitions.
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