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MISCELLANEOUS 
1. Which browser should I use to view the Portal? 
The portal is optimized for Internet Explorer 10 or higher. Users using older versions of Internet Explorer may experience issues. 
· To check your version, click Help > About Internet Explorer. 
· To download latest version, you may click below URL  http://windows.microsoft.com/en-us/internet-explorer/download-ie 
2. My coworker is using Google Chrome and was successful with accessing the portal, however when I attempted to use Google Chrome, I was unable to access the portal not.
We only support Internet Explorer 10 or greater.
3. Why am I not receiving my registration email? 
Please check your SPAM/Junk Mail folder. If you still do not receive it after a few minutes, contact hhcp@hud.gov 
4. How do I change my password? 
Once signed in, click on “Administration” on the main menu and pull down “Change Password” and then click on “Change Password”
5. What do I do if I forget my password? 
On the sign in page, click Forgot Password. You will be prompted to “Enter your user name” which is your email address. Once you enter your email address, hit “Retrieve Password” and answer security questions as the page pops up. Please note, answers are case sensitive. Once you hit “Retrieve Password” – you will then receive an email with a link to reset the password.
6. Will my password ever expire?
Yes, every 90 days the password gets changed.
7. What does “New password must not have been used for 8 previous password changes” mean? 
When a user changes their password, they cannot use their last 8 previously used password, for security reasons. 
8. How do I turn off popup blocker? 
Click here for directions to turn off popup blocker or you may click below URL
http://windows.microsoft.com/en-us/internet-explorer/ie-security-privacy-settings#ie=ie-11-win-7

9. What should I see when I am assigned to more than one user role?
If a user is assigned to multiple user roles, then the portal will default to the higher role. For example, if a user is both an Admin and an Account Executive, he will see the Admin view, because that is the higher role.
10. How do I change my user info (address, phone number, etc.)? 
You will need to contact the Admin to make these changes. An Admin can make these changes by clicking “Manage Users” under the Administration tab.
11. Can I leave comments for other users in the Project Report?
Yes, open up the specific Project in the Project Report, then click New Comment or Reply. Users are able to add recipients in the box on the right. Email notifications will be sent to the recipients.
12. Why is there no census information being requested?
Currently, we are just collecting basic financial data. Census data may be included in the future.
13. We assume that quarterly financial reporting is required for only borrowers that have that requirement in their regulatory agreement (based on when that requirement was implemented).  Please confirm that is correct.
HUD went through rule making and obtained the authority to impose this requirement on all operators of section 232 mortgages.
14. How will corrections and submission errors be handled?
You can resubmit information for a given quarter.  When information is resubmitted, the portal will show the most current information uploaded to the portal e.g. you uploaded financial information for the first quarter of 2015 (January – March), however you uploaded a financial statement for the first quarter of 2014. Once notified of the issue, you can submit and/or upload the correct financial statement.
15. With so much information being provided for such a large number of projects, there will inevitably be an element of human error.  What effect will this have on the reporting process and what measures will be put in place to correct or account for this? 
As with any other data reporting system, ORCF will be performing data accuracy checks.
MY TASKS
1. What does the number next to My Tasks mean? 
The number next to My Tasks is the number of unopened projects in My Tasks. The “Has Opened” column denotes whether or not the user has opened the project yet. Once a project is opened, the number goes down.
2. How do I open a task? 
Click the name of the Project under the “Name” column.
3. What do the Status icons under My Tasks mean? 
The Status icon shows where the project is in the current workflow. A PLAY icon will indicate that there is action needed on the form, and is ready to edit for submission/upload by the user. A PAUSE icon indicates that there is action needed on the part of the user whom the form was submitted to. The STOP icon denotes a project that has been uploaded, and no action is needed. Users can click and view the Read-Only form.   
4. I don’t see my submission under My Tasks and I am sure I filled it out properly, what happened? 
The portal is optimized for Internet Explorer 10 or higher. Users using older versions of Internet Explorer may experience issues relating to this. To check your version, click Help > About Internet Explorer. To download the latest version, click here.
5. How can I view notes that another user left for me? 
Under My Tasks, click on the note under Current Notes or the Historical Notes icon, and a window will appear with the notes history. The most recent note will be on top.
6. Can I add more notes from the My Tasks screen? 
No, you must open the form and submit it to the intended user with the updated notes.
7. What does “In Process” and “Complete” mean? 
In Process means that the form has not yet been uploaded and Complete means that the form has been uploaded.



OAR
1. Does the OAR receive an email notification upon submission?  
When the OAR submits the Data Input form, the LAR receives an email notification but the OAR does not.  If the LAR submits back to the OAR, the OAR will be receive the notification. 
2. What fields are required on the submission form? 
Upon an initial submission, the user is required to select the appropriate FHA number and Lender from the dropdown list 
3. What file types are accepted as attachments?
The following file types are acceptable: .pdf, .doc, .docx, .xls, or .xlsx. 
4. Why am I unable to submit?
Make sure your Internet Explorer version is 10 or higher and make sure your popup blocker is turned off. To check your version, click Help > About Internet Explorer. 
· To download the latest version, click here. 
· Click here for directions to turn off popup blocker.
5. Is there a maximum attachment size? 
10MB is the maximum file size.
6. How do I change my attachment? 
After uploading the attachment, click the Remove File button on the servicer form.
7. Can the OAR leave notes for the Lender?
Yes, at the bottom of the form, there is a box for Notes. Users can also view notes history by clicking on “Historical Notes” under My Tasks.
8. Is there a glossary of terms? 
Yes, on the form, if you click on the A-Z icon next to the field, it will open up the term in the glossary. 
9. What should I see under Project Report?
The Project Report should only show Projects that are tied to the respective OAR. This selection is completed at registration.
10. How can I export the Project Report to Excel? 
On any of the Project Report pages, click the Excel or Print icon in the top right corner.

11. Am I able to upload financial reports? 
No, OARs are only able to submit financial reports.
12. Why am I seeing the error message “Invalid FHA Number”? 
It must be in the correct format ###-##### and the FHA must be associated with the user.
13. Why can’t I fill in the fields Project Name, Servicer Name, and Servicer ID?
The user must first type in a valid FHA number and those fields will then be automatically populated.
14. Am I able to make changes to a form after it has been submitted or uploaded?
If the form has already been uploaded, you will see the Read-Only version of the form and are unable to make changes. Users are able to make edits to the form as long as the status is PLAY.
15. Can I save a form and come back to it later? 
No, you cannot at this time.
16. I am an Operator and I submitted my request for access to my Lender Account Manager, however I have not received my Registration E-mail.
Please check your Junk or Spam e-mail box.  If you do not see it in either of those boxes, please contact your Lender Account Manager or Backup Account Manager.



LAR
1. Is a LAR able to upload a form without an attachment? 
Yes
2. What file types are accepted as attachments? 
3. The following file types are acceptable: .pdf, .doc, .docx, .xls, or .xlsx. 
4. Is there a maximum attachment size? 
Yes, 10MB is the maximum file size.
5. Does the LAR receive an email notification upon submission? 
Yes, LAR receives an email notification upon submission.
6. Which Financial Projects will I see? 
The LAR will only see the financial projects/FHA numbers for the lender that he/she is associated with.
7. Are all fields on the form required to upload? 
Yes, the only optional field is the attachment for a LAR
8. Why am I unable to submit/upload? 
Make sure your Internet Explorer version is 10 or higher and make sure your popup blocker is turned off. 
· To check your version, click Help > About Internet Explorer. 
· To download the latest version, click here. Click here for directions to turn off popup blocker.
9. Are all fields on the form required to submit? 
No, only the FHA number and Operator dropdown list is required.
10. Can the LAR leave notes for the Operator? 
Yes, at the bottom of the form, there is a box for Notes. Users can also view notes history by clicking on “Historical Notes” under My Tasks.
11. Is there a glossary of terms? 
Yes, on the form, if you click on the A-Z icon next to the field, it will open up the term in the glossary.




12. Can the LAR send the submission to any Operator they choose? 
No, the LAR can only send the submission back to the OAR that has that specific project linked to them. The Operator who initially submitted the form will automatically be selected in the Operator dropdown list.
13. Why does the Operator dropdown list and Notes box disappear when I select the Upload radio button? 
Because the form is being uploaded, and does not require another submission to an Operator.
14. What should I see under Project Report? 
The Project Report should only show all projects tied to the lender the LAR is assigned to. This selection is completed at registration.
15. Am I able to upload a form without first submitting it to an OAR? 
Yes.
16. Why am I seeing the error message “Invalid FHA Number”? 
It must be in the correct format ###-##### and the FHA must be associated with the user.
17. Why can’t I fill in the fields Project Name, Servicer Name, and Servicer ID? 
The user must first type in a valid FHA number and those fields will then be automatically populated.
18. Am I able to make changes to a form after it has been submitted or uploaded? 
If the form has already been uploaded, you will see the Read Only version of the form and are unable to make changes. Users are able to make edits to the form as long as the status is PLAY.
19. Can I save a form and come back to it later? 
No, you cannot at this time.
20. What should I see under Upload Status? 
The LAR should see only projects related to their lender. Users are also able to cycle back the previous four quarters.
21. What should I see under Upload Report? 
The Upload Report is a log of the projects that the user has uploaded. Click on “Date Inserted” tab to see the Project detail.
22. How can I export the Financial Reports to Excel? 
On any of the Financial Analysis pages, click the Excel or Print icon in the top right corner.
23. Why don’t I see my upload in the various Financial Analysis reports? 
The upload will only show in the various quarterly reports if the Months in Period field matches with Q1, 2, 3, 4. For example, if 3 is entered in Months in Period with a 2014 date, it will show for Q1 2014. If 9 is entered in the same year, it will show in Q3 2014.



AE
1. Is the AE allowed to upload a form without an attachment? 
Yes.
2. Which Financial Projects will I see? 
The AE will only see the financial projects for FHA numbers they are associated with.
3. Are all fields on the form required to upload? 
Yes, the only optional field is the attachment for an AE.
4. Are all fields on the form required to submit? 
No, only the FHA number and Lender dropdown list are required.
5. Can I submit to an Operator? 
No, the AE can only submit to a Lender.
6. Why am I unable to submit/upload? 
Make sure your Internet Explorer version is 10 or higher and make sure your popup blocker is turned off. To check your version, click Help > About Internet Explorer. To download the latest version, click here. Click here for directions to turn off popup blocker.
7. Can the AE leave notes for the Lender? 
Yes, at the bottom of the form, there is a box for Notes. Users can also view notes history by clicking on “Historical Notes” under My Tasks.
8. Is there a glossary of terms? 
Yes, on the form, if you click on the A-Z icon next to the field, it will open up the term in the glossary.
9. Can the AE send the submission to any Operator they choose? 
No, the AE can only send the submission to a LAR that is associated with the servicer id.
10. Why does the Lender dropdown list and Notes box disappear when I select the Upload radio button? 
Because the form is being uploaded, and does not require another submission to an Operator.
11. What should I see under Project Report? 
The Project Report should only show all projects tied to the AE.


12. Am I able to upload a form without first submitting it to an LAR? 
Yes.
13. Why am I seeing the error message “Invalid FHA Number”? 
It must be in the correct format ###-##### and the FHA must be associated with the user.
14. Why can’t I fill in the fields Project Name, Servicer Name, and Servicer ID? 
The user must first type in a valid FHA number and those fields will then be automatically populated.
15. Am I able to make changes to a form after it has been submitted or uploaded? 
If the form has already been uploaded, you will see the Read Only version of the form and are unable to make changes. Users are able to make edits to the form as long as the status is PLAY.
16. Can I save a form and come back to it later? 
No, you cannot at this time.
17. What should I see under Upload Status? 
The AE should see only projects related to their lender. Users are also able to cycle back the previous four quarters.
18. What should I see under Upload Report? 
The Upload Report is a log of the projects that the user has uploaded. Click on “Date Inserted” tab to see the Project detail.
19. How can I export the Financial Reports to Excel? 
On any of the Financial Analysis pages, click the Excel or Print icon in the top right corner.
20. Why don’t I see my upload in the various Financial Analysis reports? 
The upload will only show in the various quarterly reports if the Months in Period field matches with Q1, 2, 3, 4. For example, if 3 is entered in Months in Period with a 2014 date, it will show for Q1 2014. If 9 is entered in the same year, it will show in Q3 2014.




WLM
1. Does the WLM receive an email upon upload? 
No.
2. Is the WLM allowed to upload a form without an attachment? 
Yes.
3. Which Financial Projects will I see? 
The WLM will see all of the projects of their Account Executives (AE).
4. Are all fields on the form required to upload? 
Yes, the only optional field is the attachment for a WLM.
5. Are all fields on the form required to submit? 
No, only the FHA number and Lender dropdown list are required.
6. Why am I unable to submit/upload? 
Make sure your Internet Explorer version is 10 or higher and make sure your popup blocker is turned off. To check your version, click Help > About Internet Explorer. To download the latest version, click here. Click here for directions to turn off popup blocker.
7. Can the WLM leave notes? 
Yes, at the bottom of the form, there is a box for Notes. WLM can leave notes for OAR. Users can also view notes history by clicking on “Historical Notes” under My Tasks.
8. Is there a glossary of terms? 
Yes, on the form, if you click on the A-Z icon next to the field, it will open up the term in the glossary.
9. Can the AE send the submission to any Operator they choose? 
No, the AE can only send the submission to an OAR that is associated with the servicer id.
10. Why does the Lender dropdown list and Notes box disappear when I select the Upload radio button? 
Because the form is being uploaded, and does not require another submission to an Operator.



11. What should I see under Project Report? 
The Project Report should only show all projects tied to the WLM with a detailed view of the projects. 
12. Am I able to upload a form without first submitting? 
Yes.
13. Why am I seeing the error message “Invalid FHA Number”? 
It must be in the correct format ###-##### and the FHA must be associated with the user.
14. Why can’t I fill in the fields Project Name, Servicer Name, and Servicer ID? 
The user must first type in a valid FHA number and those fields will then be automatically populated.
15. Am I able to make changes to a form after it has been submitted or uploaded? 
If the form has already been uploaded, you will see the Read Only version of the form and are unable to make changes. Users are able to make edits to the form as long as the status is PLAY.
16. Can I save a form and come back to it later? 
No, you cannot at this time.
17. What should I see under Upload Status? 
The WLM should see only projects related to their lenders. Users are also able to cycle back the previous four quarters.
18. What should I see under Upload Report? 
The Upload Report is a log of the projects that the user has uploaded. Click on “Date Inserted” tab to see the Project detail.
19. How can I export the Financial Reports to Excel? 
On any of the Financial Analysis pages, click the Excel or Print icon in the top right corner.
20. Why don’t I see my upload in the various Financial Analysis reports? 
The upload will only show in the various quarterly reports if the Months in Period field matches with Q1, 2, 3, 4. For example, if 3 is entered in Months in Period with a 2014 date, it will show for Q1 2014. If 9 is entered in the same year, it will show in Q3 2014.


ADMIN
1. Can an administrator submit a form? 
Yes, an administrator can initiate a form submission. Admin must choose the appropriate operator. However, once the operator receives the form, they can only send it to a lender.
2. Why don’t I see any data in the Financial Reports? 
Nothing has been uploaded yet.
3. Can an administrator upload a form? 
Yes.
4. Why am I unable to submit/upload? 
Make sure your Internet Explorer version is 10 or higher and make sure your popup blocker is turned off. To check your version, click Help > About Internet Explorer. To download the latest version, click here. Click here for directions to turn off popup blocker.
5. Are all fields on the form required to upload? 
Yes (except the attachment).
6. As an administrator, will I see the Task under My Tasks? 
Only if you initiated the form.
7. Is an Admin able to upload a form without an attachment? 
Yes.
8. Does the Admin receive an email notification upon submission? 
No.
9. Does the Admin receive an email notification upon upload? 
No.
10. Which Financial Projects will I see? 
The Admin is able to view all projects, regardless of lender.
11. Are all fields on the form required to submit? 
No, only the FHA number and Operator dropdown list are required.



12. Can the Admin send the submission to any Operator they choose? 
No, the Admin can only send the submission back to the OAR that has that specific project linked to him/her. 
13. What should I see under Project Report? 
The Project Report should display all uploaded projects.
14. What should I see under the Missing Project Report? 
The Admin view of the Missing Project Report shows all Workload Managers as well as their associated Account Executives and the related missing projects.
15. Can I view projects from a previous quarter? 
Yes, in the Risk Summary and Upload Status, the user is able to select the previous four quarters from the dropdown menu in the top right.
16. Am I able to upload a form without first submitting it to an OAR? 
Yes.
17. Why am I seeing the error message “Invalid FHA Number”? 
It must be in the correct format ###-##### and the FHA must be associated with the user.
18. Why can’t I fill in the fields Project Name, Servicer Name, and Servicer ID? 
The user must first type in a valid FHA number and those fields will then be automatically populated.
19. Am I able to make changes to a form after it has been submitted or uploaded? 
If the form has already been uploaded, you will see the Read Only version of the form and are unable to make changes. Users are able to make edits to the form as long as the status is PLAY.
20. Can I save a form and come back to it later? 
No, you cannot at this time.
21. What should I see under Upload Status? 
Under Upload Status the Admin will see all the Lenders Name with the information of Total Expected, Received and Missing projects. Once Admin clicks on any Lender Name it goes to the Upload Status Detail Page with more information.


22. Can I sort the Upload Status by Lender? 
Yes, there is a dropdown list and user can filter the lender he chooses. The user can also sort alphabetically by clicking on “Lender Name” to sort.
23. What should I see under Upload Report? 
The Upload Report is a log of the projects that the user has uploaded. Click on the Date Inserted tab to see the Project detail including the Score.
24. How can I export the Financial Reports to Excel?
On any of the Financial Analysis pages, click the Excel or Print icon in the top right corner.
25. Why don’t I see my upload in the various Financial Analysis reports? 
The upload will only show in the various quarterly reports if the Months in Period field matches with Q1, 2, 3, 4. For example, if 3 is entered in Months in Period with a 2014 date, it will show Q1 2014. If 9 is entered in the same year, it will show in Q3 2014.



LAM/BAM
1. Can I Register users?
Yes, LAM/BAM are able to register External Users and they will be associated with the LAM/BAM’s servicer.
2. Is a LAM/BAM able to upload a form without an attachment? 
Yes.
3. Which Financial Projects will I see? 
The LAM/BAM will only see the financial projects/FHA numbers for the lender that they are associated with.
4. Are all fields on the form required to upload? 
Yes, the only optional field is the attachment for a LAR
5. Are all fields on the form required to submit? 
No, only the FHA number and Operator dropdown list are required.
6. Can the LAM/BAM leave notes for the Operator? 
Yes, at the bottom of the form, there is a box for Notes to Operator. Users can also view notes history by clicking on “Historical Notes” under My Tasks.
7. Is there a glossary of terms? 
Yes, on the form, if you click on the A-Z icon next to the field, it will open up the term in the glossary.
8. Why am I unable to submit/upload? 
Make sure your Internet Explorer version is 10 or higher and make sure your popup blocker is turned off. To check your version, click Help > About Internet Explorer. To download the latest version, click here. Click here for directions to turn off popup blocker.
9. Can the LAM send the submission to any Operator they choose? 
No, the LAM can only send the submission back to the OAR that has that specific project linked to the LAM. The Operator who submitted the form will automatically be selected in the Operator dropdown list.
10. Why does the Operator dropdown list and Notes box disappear when I select the Upload radio button?
Because the form is being uploaded, and does not require another submission to an Operator.
11. What should I see under Project Report?
The Project Report should only show all projects tied to the LAM that he is assigned to. This selection is completed at registration.
12. Am I able to upload a form without first submitting it to an OAR? 
Yes.
13. Why am I seeing the error message “Invalid FHA Number”? 
It must be in the correct format ###-##### and the FHA must be associated with the user.
14. Why can’t I fill in the fields Project Name, Servicer Name, and Servicer ID? 
The user must first type in a valid FHA number and those fields will then be automatically populated.
15. Am I able to make changes to a form after it has been submitted or uploaded? 
If the form has already been uploaded, you will see the Read Only version of the form and are unable to make changes. Users are able to make edits to the form as long as the status is PLAY.
16. Can I save a form and come back to it later? 
No, you cannot at this time.
17. What should I see under Upload Status? 
The LAM should see only projects related to their lender. Users are also able to cycle back the previous four quarters.
18. What should I see under Upload Report? 
The Upload Report is a log of the projects that the user has uploaded. Click on the Date Inserted tab to see the Project detail including the Score.
19. How can I export the Financial Reports to Excel?
On any of the Financial Analysis pages, click the Excel or Print icon in the top right corner.



20. Why don’t I see my upload in the various Financial Analysis reports? 
The upload will only show in the various quarterly reports if the Months in Period field matches with Q1, 2, 3, 4. For example, if 3 is entered in Months in Period with a 2014 date, it will show for Q1 2014. If 9 is entered in the same year, it will show in Q3 2014
21. I am a Lender Account Manager and I submitted my request for access to HUD, however I have not received my Registration E-mail.
Please check your Junk or Spam e-mail box.  If you do not see it in either of those boxes, please contact HHcP@hud.gov.
22. Can we also register an authorized representative?  
If you are the Lender Account Manager, you can register a user as an authorized representative.


FINANCIAL QUESTIONS
1. As it pertains to the ‘Revenue’, ‘Expenses’ & ‘NOI’--Are we to provide the numbers as they appear on the Borrower statement or the numbers that we as lender spread and enter into our financial templates?
 Each data element relates directly to items on the financial statements of the operator or owner-operator.  No modifications are necessary.
2. Are the quarterly financials supposed to be reported with YTD or QTD numbers?
The quarterly financial statements are YTD accruing quarters.  For example, a facility with a FYE 12/31 submitting 2nd quarter financials would provide YTD 6 month financials.
3. Can we also include number of beds as many operators look at their facilities based on number of beds?
No. Beds are not a data element.
4. Replacement Reserve Balance - do you want the balance that matches the end of the reporting period or the current balance?
Replacement Reserve Balance should equal the amount in the fund at the end of the reporting period.
5. Depreciation and Amortization - how do you want it entered if it is one amount and not split?  Right now I have put the entire amount in depreciation.
Depreciation and Amortization can be entered separately or together as Depreciation.
6. MIP - I enter the amount paid during the reporting period to the servicer.   Is that correct or are you looking for the MIP amount the servicer remit to HUD on an annual basis?
The MIP is a monthly amount submitted with the mortgagee payment.  It should be in the amount corresponding to the reporting period.  For example, 3rd quarter reporting period should equal nine months of MIP.
7. Reserve for replacement deposit - I entered what is being paid so if the payment has been suspended the number is $0
The Reserve deposit should represent the amount paid for the reporting period.  For example, the 2nd quarter should equal six months of deposits.  If Reserve deposits have been suspended, $0 should be entered.
8. How often are lender’s required to submit this file?  One each quarter?
At the end of each quarter, lenders will submit quarterly financials on their projects.
9. What are the lenders deadlines for submissions after each period ending? i.e. x number of days after quarter end, x number of days after year to upload to the Portal?
Lenders wills have up to 60 days following the end of the quarterly reporting period and up to 90 days for the annual (4th quarter) period to submit.
10. Is the expectation that every loan in the portfolio would be listed and the most recent financial statement would be entered?  Or do we only list the loans that have new financials to report?  
Every loan insured by HUD needs to have their financial statement entered into the Portal Quarterly.
11. Why are we breaking out P&I?
We use this amounts to calculate various ratios.
12. I don’t see the DCSR calculations? 
DCSR can be seen after upload.  You should go to the Financial Analysis tab, Report, My Report, Project Report.  Scroll to the far right of the screen to see all of the ratio calculations to include the DCSR.
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