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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, or unlocking user ID, please
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 familiarize the reader with the Voucher Management
System. It introduces each step in the use of VMS for the user. It is organized logically from
Registration, Login/Logoff procedures, Navigating to the desired screens, PHA entry, validation
and submission of HCV Voucher related data, Correction of prior month submissions, (HUD
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User) review and approval of pending Hard Edits, Generating reports and prints. For a
summary outline of this organization, review the Table of Contents.

Note: Some of the screen prints in this manual are quite detailed. In order to better see
the “fine print” you can expand the size of the page using the Zoom controls located on
the top bar of the display.

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

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 a 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.

Management System

Home Page

Secure Systems Hello, FIRST - MO0300 LAST - vms .
(If you are not FIRST - MO0OZ00 LAST - vms , please log out by going to immediately and call the TAC at 888-245-4860.)

Voucher for Payment of Annual Contributions and Operating Statement

LRI L P Housing Assistance Payments Program

* Enter PHA Data Tabs
BT Lo Supplemental Reporting Form

PHA OMB Approval No.2577-0169

* DataInput

* Status Checking Public rep®sgjpg burden for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing
instructions, S®grching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
Generate Reports information. This Mgncy may not conduct or sponsor, and you are not required to respond to, a collection of information unless that collection
displays a valid OMB ggrol number. Authority for this collection of information is the Housing and Community Development Act of 1987. Housing
aintain financial reports in accordance with accepted accounting standards to permit timely and effective audits. The
wgunt of annual contributions that are received and disbursed by HAs, Responses to the collection of information are
ain a benefit. The information requested does not lend itself to confidentiality.

Agencies (HAs) required [Owg
financial records identify the 2
required to obtain a benefit or to

Exit VMS

Resources
FA

Printable For
Instructions
Quick Ref

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

Tools
Let's talk
Webcasts
Mailing lists
Contact us

s |||||||~p‘-i U.S. Departmeni =ing =nd Urban Develaameant (HUD) @
%“l""l’* 451 Tth Street 5 =hington, DC 20410 Brivacy Policy
ng, mf” Telephone: (20! 112 TTY: (202) 708-1455

The White House

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 you see is the Home Page. From here you can select the following
options:

Manage PHA Data
* Enter PHA Data Tabs
P onth Correction
PHA

* Data Input

* Status Checking

Generate Reports

Exit VMS

Page 9
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2.3 Changing User ID and Password

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

= Connect with HUD }
n.l't“ e, " N “ n B
HUD . GOV _ |'III :‘ Busque Informacion en Espaf
U.S. Department of Housing and Urban Development |||||||| v Text A A
Secretary Shaun Donovan v |
HOME
System Upgrade Release Schedule Swystem Login
Existing users
System Upgrade Release Schedule > Loginhere

Need 10 access HUD systems?
» Register online

Forgot Password? ‘———__—

b Password Reset

Attention All Users, All applications will be down between Gam and noon
EDT Sunday 24 October 2010 for system maintenance. We apclogize for any
inconvenience

e Friday November 19, 2010 - 8pm EDT

No1te: Password reset will require you to
s Friday April 15, 2011 - 8pm EDT

provide exact information from your
original registration

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 Helpful Tools
alluwed multiple legins into Secure Systems. This means that if you are IUggEd g O"I'“E Registration

REAC Internet Homepage

23.2 CLICK PASSWORD RESET.

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

) HIHIII ) HlID
U.S. Dept. of Hoasing

and Urban Development RESET PASSWORD

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

User ID l:l
First Samel
Last _\_amel
Social Security Number I:l, |:|* l:l
Alother's Maiden Name |
Your New Password will be sent to vour current email address in Secure Systems.
&

Reset Password

& A
= 1 I
Back to Top)
Home

Last Modifiad: Apsil 17, 2009

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? - .
SubmitPHA

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

Page 11
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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

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
.5, Departrnent of Housing and Urban Development Home | Privacy Statement

451 7th Strest .W., Washington, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455

N SRRl N N
Log Out Popup Window

2.4.2.5 Close the browser window to exit REAC Online Systems.
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3.0 USING THE VMS SYSTEM
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Log onto VMS

A 4

Generate Reports

3.0 USING THE VMS SYSTEM (PHA USER)

Manage PHA Data

Enter PHA Data

\ 4

Navigate to Desired PHA Monthly Submission
Data Entry Form (Form 52681-B)

\ 4

Exit VMS

\ 4

Generate Executive

Enter, Modify, Validate, View

\ 4

Submit Monthly PHA

System Workflow Diagram

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

Homes &
Communities Voucher Management System -
us. F L

Home Page

Secure Systems Hello, FIRST - MO0300 LAST - vms .
(If yau are not FIRST - MOD300 LAST - vms , please log aut by geing ta irmedistely and call the TAC st 888-245-4860,)

voucher for Payment of Annual Contributions and Operating Statement

Manage PHA Data Housing Assistance Payments Program

& Enter PHA Data Tabs
PMC Supplernentsl Reporting Form

PHA OMB Approval Ho,2577-016%

& Data Input

« Status Checking Public repo burden for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing
instructions, s hing existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. This afmgcy may not conduct or sponsor, and you are not required to respond to, a collection of information unless that collection
displays a valid OMBE cBwirol number. Authority for this collection of information is the Housing and Community Development Act of 1987, Housing
Agencies (HAs) required tdwgaintain financial reports in accordance with accepted accounting standards to permit timely and effective audits. The
financial records identify the unt of annual contributions that are received and disbursed by Has. Responses to the collection of information are
required to obtain a benefit or to in a benefit. The information requested does not lend itself to confidentiality.

Generate Reports

Exit YMS

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

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”.
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8
Communities
U5, Department of Housing
and Urban Development

Secure Systems

Manage PHA Data
» Enter PHA Data Tabs

Generate Reports

Exit YMS

Resources

Voucher Management System

Manage PHA Data

Please Lype the PHA Code:

Please select the state Lo which the PHA balongs:

T
¥ [I ! WS, Dapatment of Howging snd Ueban Davalogrment (HUE)
;i. " "l'j 451 Tith Street §.W.. Washington, DC 20480

L r Talaphone: [302) FOS-1112 TT¥: [202) TO8-1433

. I [202) [202)

A o e

Users with Multiple PHA assignment, selection screen

Voucher Management System

Manage PHA Data

December 2, 29

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

PHA Selection from State Code Screen

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.
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Voucher Management System

December 2

Manage PHA Data

Secure Systems

rManage PHA Data PHA Code CA039
T PHA name Housing Authority of the City of Calexico
FYE 06730
Generate Reports
Month Status Last Updated By
Exit ¥MS Mowember 2010 Mot Entered
Sctober 2010 Mot Entered
Septernber 2010 Mot Entered
Resources August 2010 Mot Entered
July  Z010 Mot Entered
June 2010 Mot Entered
May 2010 Mot Entered
<= Mot Entered
March 2010 Submitted ;i;s;é\lr‘ialn;;,llaast Marne Unavailable
Februar 2010 Submitted First Marne, Last Mame Unavailable

18 March 2010

Subrnitted First Mame, Last Marme Unavailable

Janusry 2010
Janusr 2010 04 February 2010

First Mame, Last Mame Unavailable

December 2009 Subrnitted 19 January 2010
First Mame, Last Mame Unavailable
Mowernber Z00% Submitted 18 December 2009
- = . _ . First Mame, Last Mame Unavailable
The White Housc October 2003 Submitted - Hard Ealt Approved 24 Movember 2009
- [ - ekl arne, Lagiklasne Linavailable

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
PMC Submitted

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.

Page 17



).
o Voucher Management Systems (VMS) User Manual

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.

Homes &
Communities
=

Secure Systems

Manage PHA Data

Generate Reports

Exit VMS

Resources

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.
CAOO1 Housing Authority of the City & County of SF MONTH: January YEAR: 2011 VERSION: 9
l‘jﬂf:i; Income/Expenses | Expense/Comments FEES 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 @ | | | $ @ 4 o o
1 Year Mainstream L | 10 | 10 | § )| 11992 ¢ 11654 ¢
Homeownership @] 1 1 5 @ 1131 ¢ 1112

New This Month @ | |
Moving Te Work @ | [ [ $ @ 4 o o
Family Unification L4 | | | E @4 o o
2008 and 2009 Family @) @ é
Firro @ | =l 2 | 4 @ 70962 ¢ B3 o
2008 and 2009 Non-Elderly @ @
Disabled 2| [ [ § 24 d §f
Portable Vouchers Paid @ 7 [ | 5 @ 4 83177 ¢ 125178 ¢
HOPE VI @ 67 | 67 | B @ 4 87532 ¢ 89082 ¢
Tenant Protection e 240 | 243 | § @ 236662 ¢ 249610 4

Enhanced Vouthers @ 85 | 80 |
Veteran's Affair Supported 3 @
Housing (VASH) Voueher @ | 148 | 14 E @ 188535 4| 132596 4|
DHAP to HCV Vouchers & =y
Lensed 2| [ [ s 24 d d
All Other Vouchers e 6904 | 63896 | § @ 8702491 ¢ 8809262 ¢f
FSS Escrow Depesits H @ sl 10816 o
All Voucher HAP Expenses o)
After the First of Month H @ 4 2413 22045 ¢
Total vouchers b4 | 7489 | 7463 | § o) | 9389955 ¢f 9460544 ¢
Number of Vouchers Under P~
Lesse (HAP Contract) on the @ 7488 | 7462 |
last day of the Month
T y Housi Units te i)
HOV Comvarsion - Laating @ | [ [ 4 @ Bl Bl
HA Owned Units Lessed @
included in the units leased @1 236 | 216 |
above
New vouchers issued but not m
Under HAP contracts 2= of the @ | | |
last day of the month
Portable Vouchers @ &
Adminiscered (Fort 1) @ | | 69 | E @ o 93965 4|
Number of Vouchers Covered i
by Project-Bssad AHAPE and @ 815 | 814 |
HAPs
S5 Year Mainstream @ | | | 8 @ $‘ %‘ %‘

VMS Initial Data Entry Screen
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3.3 Enter, Modify, View Data

NOTE: HAP expenses should be entered under the month in which they are incurred or applicable
to, rather than under the month in which they are paid.

NOTE: You may view and print completed submissions (Status of Submitted, Pending Hard Edit,
Hard Edit Approved), but you are not allowed to alter them. You must use the Prior Month
Correction (PMC) process to alter them.

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:

o Voucher UML and HAP

o Other Income and Expense

J Additional Expense / Comments

J 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 3.6)

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 @ | | | 5 @ ‘ |
1 Year Mainstream Q | | | 3 Q ‘ |
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 Q | | | 3 Q

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, the
validation logic is automatically triggered. 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.
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Homes &
Communities Voucher Management System N 16, 27
US. Departmert of Housing
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

Windows Internet Explu Ter.

woucher UML/HAP Income === I > -aster UMLHAP PHA Info brnission Exrecutive?
Exit YMS

! Please, correct all errors specified in red
'Y

FESEEEs 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 fields with error messages 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 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
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.
[ ] PADI1 Bethlehem Housing Authority MONTH: April YEAR: 2010

T (T IV T e

L 3

This tab for Apnil 2010 was saved successfully
Voucher UML and HAP

Vouchers under lease on umL Avg UML Avg UML BAR 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

Litigaticn @ | | I £ @ | | [
m M
Sample VMS System Message — Save Successful

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
¢ 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

Disaster

Generate Reports Voucher
UML/HAP

UML/HAP Income/Expenses Expense/Comments 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 checking.

Other Youcher Reporting Requirements

Humber of Vouchers Under Lease —
(HAF Contract) on the last day of ';_?' |
the Month

#Sorry, thizs field iz required. Flezze ‘\
n

ter = vzlid value

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”

— Select Below —

il Sciect 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

The order in which the fields are validated is as follows:
e First, a simple check to make sure the field is present if mandatory, and is numeric (for a
numeric field), with no special characters embedded.
e Second, a check for Hard Edits, against the Hard Edit criteria listed below in this section,
e Third, a cross validation check, if two fields must accompany each other, such as
Litigation and Litigation HAP, which must both be present if one of the fields is present.

If a field fails all three types of validation checks, only the first type of error will appear. When
this error is corrected, if the field still fails the other two types, only the second type of error will
appear. If the field fails the third type of validation once the second type is corrected, only then
will the third, cross-validation error appear.
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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:

3.4.2

Litigation

1 Year Mainstream

Homeownership

Moving to Work

Family Unification

Portable Vouchers Paid

HOPE VI

Tenant Protection

Veteran's Affair Supported
Housing (VASH) Voucher

DHAP to HCV Vouchers
Leased

All Other Vouchers

Portable Units Administered

5 Year Mainstream

DVP Families Assisted

DVP Homeless Families Assisted

DHAP Families Assisted

DHAP-IKE Families Assisted

Disaster Portable Units
Administered

Hard Edit Error Messages

Litigation HAP
1 Year Mainstream HAP
Homeownership HAP
Moving to Work HAP
Family Unification HAP
Portable Vouchers Paid HAP
HOPE VI HAP
Tenant Protection HAP
Veterans Affair Supported
Housing (VASH) HAP
DHAP to HCV Vouchers
Leased HAP
All Other Vouchers HAP
Portable Units Administered HAP
5 Year Mainstream HAP
DVP Families Assisted HAP
DVP Homeless Families Assisted HAP
DHAP Families Assisted HAP
DHAP-IKE Families Assisted HAP
Total HAP for Disaster Portable
Units Administered

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.

Page 29



flall,
"~ Voucher Management Systems (VMS) User Manual

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 HEOO5 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
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Veterans Affairs Supportive Housing (VASH) HAP- Error HEO18 will display if the PHA has
received a VASH increment in FFY 2008 or later, and has not reported VASH HAP costs

Veteran's Affair Supported i 2
bl — | | — I

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.

e e T S

veteran's Affair Supported
Housing (WVASH) Voucher

Mote: Please, provide Comment if "Other" selected

Ve

Write comment here if
you selected "Other"

Selsct Belowr —

|HE019 - VASH HAP unitz received but not yet leased
|HE01S - Other

B Y WL NFNPRVIE WO (Ao I s,

s A S e ow, Bpte: Plgase, providgCommpatdf.\Qthag selected | pemopak o P e T ey

Veterans Affairs Supportive Housing (VASH) HAP- Error HEO019

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 HE021 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 &
(e Voucher Management System
o :

A 5 Manage PHA Data
Secure Systems

Monthly Youcher Data Validation and Save Page

Manage PHA Data Flease enter data for the following month. Youcher Expense Data is validated when it is saved to the database.
|+ Enter PHA Data Tabs . . " n A
015 Housing Authority of the City of Ansonia MONTH: april YEAR: 2010
Generate Reports PH& Info
Exit ¥MS
PHA Contact Information
Resources
PHA Contact Information
HA Mumber CTO18 -
<
HA Name Housing Authority of the City of Ansonis @ proyided by the system
HA FYE 12731 <

Name of HA Point of Contact @ \

Point of Contact Phone (203) 7:46-Ba65 @ -«

Entered by the PHA user

m
=3
I

Point of Contact E-mail Address garcher@ansoniahousi| 2, /
Hyperink

Marne of Authorized HA Official BOBBI STRACKER

Official Housing Authority E-mail Address User01_PIH-YMS@huddey gov Mfm— 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 (816) 426-6165

et L ® g EnterabythePHAuUser

Program Area Point of Contact - Field Dffice

Field Office Code 1EPH G——-—-_.________

Fisld Offics Marns HARTFORD PROGRAM CFNTER s o by the system
Field Office Point of Contact Damaris ReyesGoodman
Mew @)
FO POC E-mail Address Userdl PIH-vMS@huddev.aoy * i
{— Hyperink
FO POC Phone Humber (860} 240-9771

Ext. l:l_;) h— Entered by PHA user

REAC Technical Assistance Center
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 Point of Contact Field Office hyperlink)

VERSION: 9

var
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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 esul 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”.

| =
Voucher Management System
Manage PHA Data
PHA Code PADO4 f
PHA name 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 2.4) 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=

p et a v

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

List of Submission Page

1
¥
|
|

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

APPROVED SUBMISSION: 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: 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 are an example of a Tab print button and the PDF format print of that entire Tab
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Portable Units Administered l:lf_?\ | | | $|:| @
Number of Vouchers Covered by g?\ | | |

Project-Based AHAPs and HAPs l:l .

5 Year Mainstream @ | | | 5 19,391 @

Form 52681-B Action: [ Validate ] [ Save ] [ Cancel ] [ Print Format ]

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

PDF Format Report of Voucher UML & Hap Tab

3.7.2 Individual Submission Print

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 PRIOR MONTH CORRECTIONS
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4.0 PRIOR MONTH CORRECTIONS

If you have one or more corrections to make to prior month submissions, you can link to this
function from the VMS Home Page, in order to make one or more field corrections for one
reporting period or for multiple reporting periods, at one setting, and to obtain FA approval in an
efficient process.

You are not allowed to alter submissions with status “Submitted”, “Pending Hard Edit”, “Hard
Edit Approved” (completed submission) in any other way than the PMC process. You can only
view and print completed submissions via the “Enter PHA Data Tabs” link.

PHAs should enter adjustments/revisions as they are discovered to ensure accurate data is
available at all times for utilization and budget projection purposes. PHAs should not wait until
the end of the year to make corrections.

4.1 Entering the Correction

At the VMS Home Page, Select “Prior Month Correction PHA — Data Input” on the left navigation
menu:

Voucher Management System

Home Page

Secure Systems Hello, FIRST - MO0300 LAST - vms |
(If you are not FIRST - MO0O300 LAST - wms , please log out by geing to immediately and call the TAC at 388-245-4860.)

Youcher for Payment of Annual Contributions and Operating Statement

Manage PHA Data Housing Assistance Payments Program

& Enter PHA Data Tabs

PMC Supplernental Reparting Form
PHA OMB Approval No,2577-016%
e Data Input

& Status Checking Public reporting burden for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing
ructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of

Generate Reports

agencies (Has) remgjred to maintain financial reports in accordance with accepted accounting standards to permit timely and effective audits. The
financial records ident™mgle amount of annual contributions that are received and disbursed by HAs, Responses to the collection of information are
required to obtain a benefit OMg retain a benefit, The information requested does not lend itself to confidentiality.

Exit ¥MS

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

VMS Home Page

If you have a single PHA associated with your User ID, you will go directly to first PMC Data
Entry screen (4.1.1 below)

A user with multiple PHA Codes either enters the desired PHA code directly in the first box, or
selects the state code from the drop-down menu, selects the PHA name from the next drop
down menu, and then clicks “Go”.
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Voucher Management System

PR Prior Month Correction (PMC) - Data Input

Secure Systems

Manage PHA Data
* Enter PHA Data Tabs

PMC Please type the PHA Gode:
PHA
* Data Input
& Status Checking P ——
Generate Reports
_OR-

Exit VMS
Resources

Please select the state to which the PHA belongs: PA

*—f

Users with Multiple PHA assignment, selection screen

Management System
Prior Month Correction (PMC) - Data Entry

Secure Systems Back to pravious pags

Please Select a PHA: PAQ04 Allentown Housing Authority )

el —

Manage PH.

& Status Checking

Generate Reports

Exit VMS

Resources Sl

W

PHA Selection from State Code Screen

4.1.1 PMC Data Entry Form

Initially, the Data Entry screen for Prior Month Corrections allows you to select the Submission
to be corrected, by selecting the Year and Month from drop-down lists. If the date you select
does not have a completed Submission, you will receive an error message, as displayed in red
below.
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Homes &
ommunities

Securae Systams

Manage PHA Data
® Enter PHA Data Tabs
PMC

PHA

¢ Data Input

& Status Chacking

enerate Repork

Voucher Management System

Prior Month Correction (PMC) - Data Input

PADD4 Allentown Housing Authority

Month Year
03 w|2011 v

Tab Selection Field Selection

Sorry, no voucher data has been submitted for this reporting period. PHA must enter monthly submission in the Manage PHA module or select another month.

o Y b

When you select the Year/Month for a valid Submission, then the Tab Selection and Field
Selection Drop-down menus will be highlighted so that you can select the Field to be corrected
and Tab where it is located. When you select a Tab, the Drop-down menu for Field Selection
will contain just the fields for that Tab.

Homes &

Communities

US. Departr
and Urba

Secure Systems

Family Lnimcaton

Farmily Unification HAR

2008 and 2008 Family Unifics

2008 and 2009 Family Unifics

Prior Month Correction (PMC) - Dats2008 and 2003 Non-Eldedy D
2008 and 2009 Mon-Elderly D
Portable Youchers Paid

PADD4 Paortable Youcher Paid HAR

HOPE /I

Voucher Management System

Allentown Housing Authority

Manage PHA Data
* Enter PHA Data Tabs

Prior Month Comrection

PHA
& Data Input

» Status Checking

Generate Reports

Exit ¥MS

Resources

HORE 1 HAP
Month  Year Tah Selection Pnant Erotect\on HAP
enant Protection
09 | 2010 '+ |%oucher UML and HAP b \eteran's Afait Supported Ho
“eteran's Affair Supported Ho
[ Reset] [ “Walidate ] [ Exit PMC ] DHAP to HCY “ouchers Leas

DHAF to HCY Youcher HAP
All Other Wouchers

All Other Wouchers HAP

FSS Escrow Deposits

All Youcher HAP Expenses /
All Youcher HAP Expenses £
Total Youchers b

Once you have selected the field to be corrected, the Data Entry Form will display the
Correction fields and a Comment field on the form. If the field to be corrected is anything
except a UML/HAP combination, the Form will look like the one below, with New Adjusted
Value equal to Old Value, and Difference in New to Old Value field equal to zero. The Old
Value and Difference fields cannot be modified. They are generated by the system.

The comment field at the bottom, maximum size 256 characters, allows you to describe the
purpose of the correction, or leave any significant information, for future reference.

Homes 8
Communities

Secure Systems

Manage PHA Data
» Enter PHA Data Tabs
PMC

PHA

* Data Input

* Status Checking

Generate Reports

Exit ¥M3S

Resources

Voucher Management System

Prior Month Correction (PMC) - Data Input

PADD4 Allentown Housing Authority
Month Year Tab Selection Field Selection

10 v | 2010 + | Other Income and Expense | Administrative Expenses 5

New Adjusted Value Old Value Difference in New to Old Value
1231234 IEEE:

Comment

This optional comment field can be used to explain why the change is being made to this field
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Modify the value in the New Adjusted Value field. The system will calculate the difference from
the Old Value, and place the positive or negative difference in the Difference field.

If you select a field that has UML and HAP associated values, the PMC Correction screen will
look like this, with both fields displayed and available for correction.

Voucher Management System

Prior Month Correction (PMC) - Data Input

S Syst P s
seure Systems PADO4 Allentowin Housing Authority
Manage PHA Data Month Year Tah Selection Field Selection

¢ Enter PHA Data Tabs o] 2010 ~ | Voucher UML and HAP ~ | Portable Vouchers Paid v
PMC

PHA UML

® Data Input

® Status Checking New Adjusted Value 0ld Value Difference in New to Old Value
20 20 0

Generate Reports

Exit ¥MS

=

AP

New Adjusted Value 0ld Value Difference in New to Old Value

Resources
R % 16744/ 16744 % 0

Once you have modified the New Adjusted Value in one or both of the displayed fields, the next
step is to press the “Validate” button at the bottom of the page. The system will validate just the
affected fields. If Hard Edit Error messages were present on the Submission for other fields,
they will not be re-validated in this process.

If the Validation process produces errors or Hard Edit errors, the error messages will appear
under the appropriate field, as shown in the screen below:
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Voucher Management System

Prior Month Correction (PMC) - Data Input

5 Syst A =
ecure Systems PADO4 Allentown Housing Authority

Manage PHA Data Month Year Tah Selection Field Selection ‘
* Enter PHA Data Tabs 10 | 2010 v | Youcher UML and HAP | Veteran's Affair Suppaorted Housing (VASH) Woucher hd
PMC
EHA Please validate Each Field and correct Errors
+ Data Input
# Status Checking UML
Generate Reports New Adjusted Value 0Old Value Difference in New to Old Value
123 0 123
Exit VMS
Rawizwthe Hard Edit Ertor Message and then sslsct
- ane of the pradefined reasans for acoeptance or select
Validation Error *Other" and enter additional comments in the Comment
Resources section balow.
F) HE Number Error Message Reason for Adjustment Comment
Error HEOOT: PHA has reported WASH leasing, | HEDOT - WASH HAP units received but notyet leased v
Q |hutthe PHA has not received an award of v |
HAP
New Adjusted Value 0Old Value Difference in New to Old Value
R 2 456 0] 456
Reviewthe Hard Edit Error Message and then select
Gne af the predefined ressans for acoeptance or select
Validation Error “Other" and enter additional comments in the Comment
s=ction below,
_ HE Number Error Message Reason for Adjustment Comment
Error HEO19: PHA has reported WASH HAP | HED18 - VASH HAP units received but not yet leased v
Z |costs, butthe PHA has notreceived an award v | | ‘
The White Housc

Comment

For a Hard Edit Error, just as for a regular Submission, click the appropriate drop-down menu
explanation. If "Other" is selected a mandatory explanation is required in the Comment box to
further explain the change. For non Hard-Edit errors, such as invalid format or cross-reference
errors, the field must be corrected. When corrections / explanations are complete, press the
“Validate” button again.

If there are no Validation errors, or if all Hard Edit errors have been properly explained, a
“Submit” button will appear at the bottom of the page. Click this button to submit the correction.

Homes &
LTl Voucher Management System
u

parn g

Prior Month Correction {(PMC) - Data Entry

Secure Systems 7 n
v Allentown Housing Authority

Manage PHA Data Month  Year Tab Selection Field Selection

¢ Enter PHA Data Tabs 09w |2010 '+ |“oucher UML and HAP ~ | Portable “ouchers Paid v
Prior Month Corvection

PHA U ML
¢ Data Input

& Status thecking New Adjusted Value 0ld Value Difference in New to Old Value

2

Generate Reports

) HAP
Exit ¥MS

$167 § $

This correction is trying to generate some Hard Edits

Resources

Hew Adjusted Value 0ld Value Difference in New to Old Value !

[Peset] [ validate | [ Submit] [ ExitPMC |
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If you do not wish to submit, you can do one of the following:

e Alter one or both of the corrected fields and press the “Validate” field again

e Press the “Reset” button to return to an initial Data Entry screen

e Press the “Exit PMC” button to leave PMC entirely and return to the VMS Home Page
For “Reset” or “Exit PMC” you will lose all corrections you have made on this screen.

When you press “Submit”, the correction is submitted and you will see the following screen:

Secure Systems

Manage PHA Data
* Enter PHA Data Tabs
Prior Month Correction
PHA

* Data Input
* Status Checking

Generate Reports

Exit ¥MS

Voucher Management System

Prior Month Correction (PMC) - Data Entry

PADD4 Allentown Housing Authority

Your Prior Month Correction has been successfully submitted for review!

Cantinue
¢¢¢¢¢¢
o
H III'III U.2, Department of Housing and Urban Development (HUD)
1 "l““ 451 7th Street .W., Washington, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455

%.nm

If you press the “Continue” button on the screen, you will return to an initial PMC Data Entry
Screen in order to enter a new correction. You may also navigate to any of the selections on
the navigation menu to the left of the screen.

Note: Most fields are fully replaced by the PMC process. One exception is the Comment field
on the Additional Expense / Comments Tab. If you modify this field via PMC, previous
comments will be retained, and your comment will be added below them in the (text) field, as
show below.

Homes &

Secure Systems

Manage PHA Data
PHA Data Tabs

nd Approve
Hard Edits Tabs

* Data Input
* Status Checking
HUD-FMC

& HE Approval By PHA
* HE Approval By FA

Administer YMS

Generate Reports

Voucher Management System

Prior Month Correction {(PMC) - Data Input

PADD4 Allentown Housing Authority

Maonth Year Tab Selection Field Selection

v | 2011 | Additional Expense/Camments v | Comments

New Alljusted Value 0Old Value

*HVM300 06/04/2012 15:47:38:This is the first of a series of
comments to demonstrate the multiplicity of comments.

*HVMS00 06/04/2012 15:50:32:Here is the second comment is o series,
and by the way, I am not typing any asterisks.

Exit YMS

Rasources

Rasal Val\dala Exit PMC
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4.1.2 Status Checking

To see a listing of all pending corrections for your PHA, click on the “Status Checking” link on
the left-hand navigation menu of the VMS Home Page.

Secure Systems

Manage PHA Data

® Enter PHA Data Tabs

action

* Data Input
& Status Checking

Generate Reports

Exit VMS

Resources

FAQs

Printable Form526818
Instructions

Quick

Management System

Home Page

Hello, FIRST - MO0200 LAST - vms .
(If you are not FIRST - M00300 LAST - vms , plesse log out by going to immadistely and call the TAC =t 898-245-4860.)

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

Sugplemental Regorting Form
OME Approval No.2577-0163

Public reporting burden for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of

grmation. This agency may not conduct or sponsor, and you are not required to respond to, a collection of information unless that collection
displa¥emg valid OMB control number. Authority for this collection of information is the Housing and Community Development Act of 1987. Housing
Agencies ( meLoguired to maintain financial reports in accordance with accepted accounting standards to permit timely and effective audits, The
financial records id®m&ify the amount of annual contributions that are received and disbursed by HAs. Responses to the collection of information are
required to obtain a beneTmgg to retain a benefit. The information requested does not lend itself to confidentiality.

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

VMS Home Page

The following listing will appear, displaying all currently pending corrections, awaiting FA

approval.

Homes 8
Communities
US. Department of H

Urban D

Secure Systems

Manage PHA Data
& View PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

Prior Month
Correction

HUD-FMC

Generate Reports

Exit VMS

Resources

FAQs

Printable Form526818
Instructions

Quir' i@ ~fer-aras

Each pending correction will include the following fields:
e The Rec.#, a sequential number of line items within the listing

Voucher Management System

Prior Month Correction - PMC Status

Financial Analyst: 99914

M Date/Time Tab Selection Field Selection Adjustment Amount Current Status

1 Voucher UML and HAP Moving To Work HAP 0| PMC-Pending
2 MD002:201012:07/29/2011 16:50:05 Voucher UML and HAP Maoving To Work 0 PMC-Pending
3 Voucher UML and HAP 5 Year Mainstream 0 PMC-Pending
4 Voucher UML and HAP 5 Year Mainstream HAP 0| PMC-Pending
5 Voucher UML and HAP Moving To Work HAP 0 PMC-Pending
5] Voucher UML and HAP Maoving To Wark 0 PMC-Pending
7 Voucher UML and HAP Tenant Protection HAP 0| PMC-Pending
1 Voucher UML and HAP Tenant Protection 0 PMC-Pending
Q Voucher UML and HAP 5 Year Mainstream 0 PMC-Pending
10 Voucher UML and HAP 5 Year Mainstream HAP 0| PMC-Pending
11 Voucher UML and HAP Moving To Work HAP 0 PMC-Pending
12 Voucher UML and HAP Moving To Waork 0 PMC-Pending

PMC Status — Pending Corrections

e The Record ID, which is composed of several other fields:

o

PHA number

o Year and Month Reporting Period of the Submission that was corrected
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o Date and time that the correction was created / submitted
The tab where the corrected field is located
The name of the field that was corrected
The new adjusted amount
The current status of the PMC

The listing will be displayed in date/time descending order with the newest entry on top.
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5.0 VIEW AND REVIEW PHA SUBMISSION (HUD USER)
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5.0

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”.

Homes &
Communities
= :

Secure Systems

Manage PHA Data
& View PHA Data Tabs

® Review and Approve
Pending Hard Edits Tabs

PMC

HUD-FMC

© HE Approval By PHA
® HE Approval By FA

Generate Reports

Exit YMS

Voucher Management System
Home Page

Hello, FIRST - HYM513 LAST -wms |
(If you are not FIRST - HUMS13 LAST - vms , please log out by going ta immediately and call the TAC at 838-245-4850.)

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

Supplemental Reparting Form
OME Approval No.2577-0169

Public reportin®sgurden for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing
instructions, searchipg existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. This agefMg may not conduct or sponsor, and you are not required to respond to, a collection of information unless that collection
displays a valid OMB cont™sl number. suthority for this collection of information is the Housing and Community Development act of 1987, Housing
agencies (Has) required to rsigtain financial reports in accordance with accepted accounting standards to permit timely and effective audits. The
financial records identify the amBwgt of annual contributions that are received and disbursed by HAs., Responses to the collection of information are
required to obtain a benefit or to re™ig a benefit. The information requested does not lend itself to confidentiality.

Reairen o continue, please click a link on the side menu.

VMS Home Page

5.1 View PHA Data Tabs

5.1.1 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 &
Vvoucher Management System

Manage PHA Data
Secure Systems

Manage PHA Data

Please type the PHA Code: MW DOo0z
s Wiew PHA Data Tabs
* Review and Approve
Pending Hard Edits Tabs

— 5

Generate Reports
Exit ¥MS - OR-

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

A

(o) (6 =

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

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

5.1.2 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.

5.1.3 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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Monthly Youcher Data Validat

Vouchsr Managemant System
Manage PHA Data

L3

uuuuu
Housing Authority ©F Balkimors ity
ppppp aessn

Narna of Ha Palne af
Contact

[Poul Graziens | ==
Foint of Contact Fhone [ca1oy 3as-a363 | =
Bt [o |

[paulgrazianc @hebc.or] @

AEAM BALSHMAN

iman.baughmanmhud.gow

Fimld Gffice Code
Fimld Sffice Mame

[
[
Fisld Office Foint of Contact | | =
[
[

AMMALML MMM AN AN

D eack to ks

L gl Qi g g € G L o gl
Tab 5: PHA Contact Information Tab

For the HUD user who links to the Submission Tab via the “View PHA Data Tabs” link, the
Submission Tab does not allow an actual submission. It will allow you to review the validation
history and the submission history, and to display and print the entire 5-tab submission data in
one report. It will also allow you to print multiple iterations in a report by clicking the boxes next
to the iterations you want, or just print the Submission screen.
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Homes &
Communities
Housing

Voucher Management System
Manage PHA Data
Secure Systems

Submission

:: Validation History
® Review and Approve
Pending Hard Edits Tabs Field Name Drop n Selection |Entered By User Entered Date/Time rrected By User Corrected Date/Time

PMG woucher UML and HAP | Tenant Protection HEOO3 - Other :correct | MW7620: BARBARA NEWMAN | 03/13/2012 15:18:34 | MW7620: BARBARA NEWMAN | 03/13/2012 15:33:27
PHA Woucher UML and HAP | Maving To Work HAP HED13 - Other imtw MWTGE20: BARBARA NEWMAN | 03/13/2012 15:13:34  MWT620: BARBARA NEWMAN  03/13/2012 15:33:27
“aucher UML and HAP | Family Unification HAP | HEO14 - Other :correct | MW7620: BARBARA NEWMAN 1 03/13/2012 15:18:34  MW7620: BARBARA NEWMAN | 03/13/2012 15:33:27
Orrect | MW7620: BARBARA NEWMAN | 03/13/2012 15:18:34 | MW7620: BARBARA NEWMAN | 03/13/2012 15:33:27

Manage PHA Data
® Enter PHA Data Tabs

® Data Input

& Status Checking
HUD-FMC wvoucher UML and HAP | Tenant Protection HAP | HED16 - Other

* HE Approval By PHA “aucher UML and HAP | HAP Total HEO20 - Other :correct | MW7620: BARBARA MEWMAN | 03/13/2012 15:18:34 | MWT7620: BARBARA NEWMAN | 03/13/2012 15:33:27
*® HE Approval By FA woucher UML and HAP | Family Unification HED28 - Other :correct | MW7620: BARBARA NEWMAN | 03/13/2012 15:18:34 | MWT7620: BARBARA NEWMAN | 03/13/2012 15:33:27

Administer YMS

Generate Reports E

Exit YMS

Resources
:: Submission History

Updated Date /' e

m Status Code Status Description Last Updated By Updated User Name

116867 2HE Hard Edit Approved HO1758 SYSTEM 03/15/2012 074429
116867 PHE Pending Hard Edit Mw7620 SYSTEM [0 03/13/2012 15:33:27

116867 DRA Saved MW7620 SYSTEM O o3/i3/2012 15118134\

Teo print mulitple iterations,
click the bozes you want To create a PDF report of
a single Submission, click
the date/time

Clicking this button will send
you to the Submission Page

When you click the Submit button, The FA or other HUD employees (Role code HUR, HUE)
will see the following screen, with the "Print Format”, “Cancel”, and “Continue” buttons, but
without the “Submit” button.

Homes &
Communitie: Voucher Management System

Separment of Housing

bR Manage PHA Data

Secure Systems
Monthly Voucher Data Validation and Save Page

Manage PHA Data
¢ view PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs WAO17 HA Of Asotin County

PMC
HUD-FMC

£ Back to previous page

e HE Approval By PHA

* HE Approval By FA Form S2681-B Action: [ Cancel ][ Print Format ][ Continue

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

Generate Reports

VMS Submissions Screen (HUR, HUE User)
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5.2 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 as
is. Itis the responsibility of the Financial Analyst to review the data and explanations, and to
either approve or disapprove the submission.

5.2.1 To begin a review of the submitted data, log into the VMS system as an HUR role, 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 - HYMS13 LAST - vms
(If you are not FIRST - HUMS13 LAST - vmns , please log out by going to immediately and call the TAC st G88-245-4860.)

Manage PHA Data

S Youcher for Payment of Annual Gontributions and Operating Statement
e ata fahs Housing Assistance Payments Program
& Review and Approve
Pending Hard Edits Tabs

a supplemental Reparting Form

PMC SMB Approval Ho.2577-0169

HUD-FMC

® HE Approval By PHA Public réMggting burden for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing

® HE Approval By FA instructions,“garching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. Thissggncy may not conduct or sponsar, and you are not required to respond to, a collection of information unless that collection

Generate Reports displays a walid OMBE Bwgtrol nurber. Authority for this collection of information is the Housing and Community Development Act of 1987, Housing

Agencies (HAs) required Tegaintain financial reports in accardance with accepted accounting standards to permit timely and effective audits. The
financial recards identify the 3mgunt of annual contributions that are received and disbursed by HAs. Responses to the caollection of infarmation are

Exit YMS
- required to obtain a benefit or to ™&gin a benefit. The information requested does not lend itself to confidentiality.

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

VMS Home Page

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

Voucher Management System

Pending Hard Edit Review and Approval
Secure Systems

Manage PHA Data

Please type the PHA Code: FAD01
* View PHA Data Tabs

d Approve
[Pending Hard Edits Tabs

<—-\

Generate Reports .
Exit ¥MS - OR- (
Please select the state to which the PHA belongs: FL = 3

4—\

User with Multiple PHA Assignment - Selection Page

5.2.2 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

5.2.3 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

5.2.4 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

VMS Pending Hard Edit Review Screen
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5.2.5 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

ing Authority OFf Baltinmora City MONTH: Apeil

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. HE001, HE023, for FAs to understand details of error messages see
Appendix B

5.2.6 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
YEAR: 2010

Edit Review and Approval MONTH: April

HUD Review and Approwval

Received Date:

Approved: ver S o ®

Comments:

VMS HUD Hard Edit Review and Approve/Disapprove Screen
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5.2.7 Atfter 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

5.2.7.1 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.

5.2.7.2 DISAPPROVED SUBMISSION: A disapproval of the hard edits will trigger a
‘disapproved 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)

5.2.8 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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5.3 Review and Approve Prior Month Corrections

When you log on to the VMS system in an HUR role, the VMS Home page will look like this. In
order to review and approve Prior Month Corrections (PMC) containing Pending Hard Edits,
select one of the two options circled below: “HE Approval by PHA”, or “HE Approval by FA”.

Homes &
Commuriities
U m

* Voucher Management System

Home Page
Secure Systems

Hello, FIRST - HVMS33 LAST - vms .
(If you are not FIRST - HVMS33 LAST - vms , please log out by going to immedistely and call the TAC =t 888-245-4360.)

Manage PHA Data

® View PHA Data Tabs

® Review and Approve
[T bs
Prior Month Correction
HUD-FMC

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

Supplementz| Reporting Form
OMB Approval No.2577-0163

Public reporting burden for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing
nstructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
tion. This agency may not conduct or sponsor, and you are not required to respond to, a collection of information unless that collection
Generate Reports i
y uired to maintain financial reports in accordance with accepted accounting standards to permit timely and effective audits. The
financial records ide the amount of annual contributions that are received and disbursed by HAs. Responses to the collection of information are
required to obtain a benefl o retain a benefit. The information requested does not lend itself to confidentiality.

Exit VMS

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

FAQs

Printable Form526818
Instructions

Quick References

VMS Home Page

5.3.1 PMC Approval by PHA

When you select “HE Approval by PHA” from the VMS Home Page, this screen will display,
allowing you to select the PHA, either by keying in the PHA number directly in the upper section,
or by selecting a State code from the drop-down menu and selecting the “Go” button

Homes &
Communities
u g

Voucher Management System

Prior Month Correction (PMC) - Approve By PHA ;

<< Back to Generste Reports Menu

Secure Systems

Manage PHA Data
+ View PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

Prior Month Correction

Please type the PHA Code: PADD4

* HE Approval By PHA f
+ HE Approval By FA
Resst <+

- OR-

Generate Reports

Exit VMS

Resources
FA i
Printable Form526818 Please select the state to which the PHA belongs: AK

Instructions.

Quick References

Tools =

Let's talk Reset | [Go|de—
Webcasts

Mailing lists.

Cantact us

||| U.5. Department o sing and Urban Development (HUD) @
3 ||| ||*; 451 Tth Street 5. shington, DC 20410 Privacy Poli
.l | Telephone: (202) : (202) 708-1455

PMC -PHA or State Selection Menu (one)
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If you selected the State code, a second selection screen will display, allowing you to choose
the PHA from a drop-down list.

Homes &
[STgUEEas  Voucher Management System

= Prior Month Correction (PMC) - Approve By PHA

Secure Systems

Manage PHA Data
View PHA Data Tabs

Please Select a PHA: PADD4 Allentown Housing Authority n

HUD-FMC
* HE Approval By PHA

# HE Approval By FA Resat ‘—_

Generate Reports

Exit VMS

U.S. Departmant of Housing =nd Urban Development (SUD)
I"""l H 451 7th Strest 5. washingten, DC 20410

", Telephons: (202) 708-1112 TT¥: (202) 708-1435
iy pert

Resources

FAQs
Printable Form526818

PMC -PHA Selection Menu (two)

When you select the PHA, a screen like this appears, displaying all pending Prior Month
Corrections for the PHA. Each pending PMC displays enough information for the Financial
Analyst to review and approve or disapprove the Hard Edit. Click the appropriate FA Approval
button in the upper right corner, and add your comments in the FA Comments field at the
bottom right of the box.

Homes &
(Ll iiaee  Voucher Management System
: :

Prior Month Correction (PMC) - HE Approval By PHA

Secure Systems

PADD4 Allentown Housing Authority {

Manage PHA Data Record Id: PAOD4:200909:10/04/2011 14:17:08

¢ Enter PHA Data Tabs Tab Selection Field Selection Adjustment Amount | Current Ameount | FA Approval

® Review and Approve
pending Hard Edits Tabs Voucher UML and Hap Tenant Protaction -10 0 O approve

PMC HE Number Error Message Reason for Adjustment O pisapprove

R Error HEOO3: PHA has failed to report tanant
® Data Input HEOOz protection leasing, while the PHA has HEQDS - Other Just sther
X received one or more awards of tenant
® Status thecking protection units.
HUD-FMC
o HE Approval By PHA Tab Selection Field Selection Adjustment Amount | Current Amount
3] Youcher UML and HAP Tenant Protection HAP 3533 -3533 0

& HE Approval By FA

HE Number Error Message Reason for Adjustment

Error HEOLE: PHA has failed to report Tenant
Protection HAP costs, while the PHA has
raceived one or more awards of Tenant
Protection units,

Exit ¥MS PHA Justification FA Comments

This comment explains why I am making 3 PMC, not why the HE should
stand ‘

Administer YMS

HED1E HEOLE - Other just other

Generate Reports

Resources

If more than one pending PMC exists for the PHA, the screen will display each one in order, as
the following example shows, with three PCs for the same PHA.
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Homes &
Commumtles

Secure Systems

Manage PHA Data
¢ Enter PHA Data Tabs

¢ Review and Approve
Pending Hard Edits Tabs

PMC

PHA

e Data Input

o Status Checking
HUD-FMC

* HE Approval By PHA
* HE Approval By FA

Administer YMS
Generate Reports

Exit ¥MS

The White Housc

Voucher Management System

Prior Month Correction (PMC) - HE Approval By PHA

LYYTES Allentown Housing Authority

Record Id: PADD4:200909:10/04/2011 14:17:08

Tab Selection Field Selection Ad]ustment Amount | Current Amount ] FA Approval

umL Voucher UML and HAP Tenant Protection 100 O apprave

Error HEQO3: PHA has failed to report tenant
protection leasing, while the PHA has
received one or more awards of tenant
protection units,

Tab Gelection Field Selection Adjustment Amount | Current Amount

1] Woucher UML and HAP Tenant Protection HAP 3533 -3533 0

Error HEO16: PHA has failed to report Tenant
Protection HAP costs, while the PHA has
received one of more awards of Tenant
Protection units,

PHA Justification FA Comments

This comment explains why I am making a PMC, not why the HE should
stand

HEDDZ HEDD3 - Other just other

HEO16 HEDLE - Other just other

Racord Id: PAOD4:201007:10/03/2011 12,5148

Tab Selection Field Selection adjustment Amount | current Amount [l FA Approval

Veteran s Administration Supported
Housing (VASH) Vouchers

Errar HEQOT: PHA has reported YASH leasing,
HEOOT but the PHA has not recaived an award of
MASH units in FFY 2002 or later

Tab Selection Field selection Adjustment Amount| Current Amount

2 Weteran s Administration Supported
HAP Woucher UML and HAR Clmiting (VASH) HEP

Error HEO1S: PHA has reported VASH HAP
HEO19 costs, but the PHA has not received an award
of VAZH units in FFY 2008 or later,

PHA Justification FA Comments

umL Woucher UML and HAP 456 456 O spprove

O Dpiszpprove

HEOOT - WASH HAP units received but
not yet lessad

4560 | 4580

HEO13 - WASH HAP units receivad but
not yet leased

Record Id: PADD4:201009:10/03/2011 12,4149

Tab Selection Field Selection Ad]ustment Amount | Current Amount ] FA Approval

umL Voucher UML and HAP Tenant Protection O approve

Errar HEOO3: PHA hss failed to report tenant
protection leasing, while the PHA has HEND3 - TP units received but not yet
received one or more awards of tenant leased

protection units,

Tab Selection Field Selection Adjustment Amount | Current Amount

3 Woucher UML and HAP Tenant Protection HAP 2997 -2997 0

Error HEO16: PHA has failed to report Tenant

Protection HAP costs, while the PHA has HED1E - TP units received but not yet
received one or more awards of Tenant leased

Protection units,

PHA Justification FA Comments

HEDDZ

HEO16

PMC Pending Corrections List by PHA

The Financial Analyst can approve / disapprove each PMC, and then click on the Submit button

at bottom.

on the Return button at bottom.

5.3.2 PMC Approval by FA

When you select “HE Approval by FA” from the VMS Home Page, this screen will display,
allowing you to select the Financial Analyst (FA) name from a drop-down list. Select the FA

name and click on the “Go” button.

If you prefer to leave the screen without approving / disapproving the Hard Edit, click
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Prior Month Correction (PMC) - Approve By FA
Secure Systems

=< Back to previ

Manage PHA Data
+ View PHA Data Tabs

* Review and Approve
i ab:

Please Select the appropiate Financial Analyst from the dropdown list: PATRICIA L BENNETT v

+ HE Approval By PHA
& HE Approval By FA Resst h

Generate Reports

Exit VMS
||||||| u.s. Department of Heusing and Urban Devalozment (HUD)
Resources E. ||| ||| 451 7th Street S.W., Washington, DC 20410
[l &3" Telephone: (202) 708-1115 TTV: (202) 708-1455

F. lntabl:z :grmﬁisslB '
PMC FA Selection Menu

When you select the FA name, a screen like this appears, displaying all pending Prior Month
Corrections for the Financial Analyst.

Voucher Management System
Prior Month Correction {(PMC) - HE Approval By FA

Secure Systems
Financial Analyst: MOISES MONTALVO

Manage PHA Data m Record ID Tab Selection Field Selection Current Amount | Current Status

* Enter PHA Data Tabs
woucher UML and HAP | Tenant Protection HAP PMC-Pending

* Review and Approve

Pending Hard Edits Tabs Woucher UML and HAP | Tenant Protection 0| PMC-Pending
PMC Veteran s Administration Supported Housing (VASH)

woucher UML and HAP PMC-Pending

PHA

* Data Input Weteran' s Administration Supparted Housing (WMASH)
* Status Checking Voucher UML and HAP Wouchers

UL L woueher UML and HAP | Tenant Protection PMC-Pending

* HE Approval By PHA woucher UML and HAP | Tenant Protection HAP PMC-Pending
* HE Approval By FA

Administer ¥MS m

to Pode.

PMC-Pending

PMC Pending Corrections List by FA

The name and Division of the Financial Analyst appear at the top of the page. Each line item
displays the following fields:

The Rec.#, a sequential number of line items within the listing

The Record ID, which is composed of several other fields:
o PHA number
o Year and Month Reporting Period of the Submission that was corrected
o Date and time that the correction was created / submitted

The tab where the corrected field is located

The name of the field that was corrected

The new adjusted amount (Current Amount)

The current status of the PMC

Click on the Record ID of the correction you want to review. The Hard Edit Approval page will
appear, as below.
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5.3.3 PMC Approval / Disapproval Screen

This screen, when selected by the FA, shows the PMC corrected field and the hard edit
information. It also has an Approve / Disapprove section and a comment field for you to explain
the reason for approving or disapproving the pending PMC Hard Edit.

Voucher Management System

Prior Month Correction {(PMC) - HE Approval Page

Secure Systems PADD4 Allentown Housing Authority September 2009

Tah Selection Field Selection Prior Amt Adjustment Amt Current Amt

THL Woucher UHL and Tenant 10 -10 a
® Enter PHA Data Tabs X
HLP Protection

Manage PHA Data

® Review and Approve
pending Hard Edits Tabs HE Humber Error Message Reason for Adjustment Comment

PMC HEDO3 Error HEOO3: FHA has failed 4 HEOO3 - Other just other
(LD tO report tenant protection

® Data Input

® Status Checking

HUD-FMC Tah Selection Field Selection Prior Amt Adjustment Amt Current Amt
® HE Approval By PHA HAP  |(Voucher UNL and Tenant 3533 ,3533‘”—0‘
® HE Approval By FA HAP Protection HAP

HE Number Error Message Reason for Adjustment Comment

Administer YMS HEO16 || Error HEO18: PHA has failed A HEDL16 - Other just other
to report Tenant Protection s

Generate Reports

Exit ¥MS5 PHA Justification
-_— This comment explains why I =m mwaking a PMC, not why the HE should stand

O Approve O Disapprove

Resources

[ Reset ] l Process and Feturn

PMC FA Approval / Disapproval Page

Select the Approve or Disapprove radio button at the bottom of the page, and if appropriate, fill
in a comment in the FA Comments field. Then select one of the two buttons at the bottom of the
page: “Process and Return” or “Reset”.

If you select “Reset”, the approval / disapproval buttons will be blanked out, as will any comment
you wrote. If you return to the list of PMC pending HE Corrections, without further action, you
will see that this correcting still has a status of “Pending”.

If you select “Process and Return”, you will return to the list of PMC pending HE Corrections,
and you will see that the status of this PMC Pending HE has changed to either “Disapproved
PMC Hard Edit” or “Approved PMC Hard Edit”. If there are no additional pending PMCs with
Hard Edits, you will see this screen:
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Voucher Management System
Prior Month Correction (PMC) - HE Approval By PHA

Secure Systems

PAOOL Housing Authority of the City of Pittsburgh

Manage PHA Data

* Enter PHA Data Tabs
There are no additional hard edits pending approval for this PHA

* Review and Approve
Pending Hard Edits Tabs

PMC
PHA

+ Data Input
* Status Checking

5.3.4 PMC Approval / Disapproval Email to PHA

When you approve or disapprove a PMC Pending Hard Edit, the system will automatically send
an email to the PHA Point of Contact, notifying them of the Approval / Disapproval. The “From”
address of the email will be the FA approving / disapproving the PMC Hard Edit. The PHA can
respond through normal email channels, not via the VMS system.

5.3.5 PMC Daily Pending Report via Email

Each Financial Analyst receives a daily PDF report of all PMC Pending Hard Edit records, by
FA. The report comes by email, generated by the system. Since it is a PDF format, you cannot
view the individual correction screens by clicking on the line items.

The report is e-mailed daily at 6:00 Central Time.

Prior Month Corrections Report — by FA

Financial Analyst: Kimberly M. Marchettie Division: Operations
Rec # Record ID Division Financial Analyst Tab Selaction Field Selection s tent Status
T Number of Vouchers Under Lease
1 AS001:08:2010:04:07:2010:12:45:32PM East John @ Public Ut e | (HAP Contractjon the lastdayof the | $1,234,567,89012 | Disapproved
month
e e Interest or other Income earned this
2 AS0071:08:2010:04:07:2010:12:45:32PM East John @, Public e o month from the investment of HAP $1,234567,80012 | Approved
& funds and Net Restricted Assets
3 BC001:08:2010:04:07:2010:12:45:32PM East John C. Public Expgﬁgg;g“ﬂ”;‘mem Expense 1 Amount $1,224,567,890.12 Pending
i 15 3 memo
-12:45: I Additional figld andwill allow
4 CD001:08:2010:04:07:2010:12:45:32PM East Jshn Q. Public Exponaormaments | EXpenss 1 Comment sigandwilallow | pending
and enter
s DE901:08:2010:04.06:2010:10:15:12AM = John @ Public U easter & | DHAP Families Assisted-Units $1,234,567,89012 | Approved
& DGO01:08:2010:04:06:2010:10:15:12AM South John . Public unpisaster | bHAP Families Assisted — HAP $1,234,567,80012 | Approved
T Number of Vouchers Under Lease
7 HI 425:05:2010:04:04:2010:09:35:32AM South Jonn @. Public ML ap | (HAP Gontracton the lastday of the | $1,234,567,890.12 [ Disapproves
R TRterest o Gifer NEome earmed TS
e H $425:05:2010:04:04:2010:09:35:32AM South John Q. Public e o month from the investment of HAP $1,234,567,80012 | Approved
P funds and Net Restricted Assets
a HE425:05:2010:04:04:2010:00:35:32AM South John & Public Expeﬂn‘;:;g‘]ﬂ”;‘mem Expense 1 Amount $1,234,567,890.12 Pending
is 15 3 memo
West ol a blic Additional field and will allow
10 HH425:05:2010:04:04:2010:09:35:324M John @. Publi Expen N erts | ExPense 1 Comment gidandwilaliow | pending
and enter
1 PA425:05:2010:04:04:2010:09:35:32AM W est Jshn Q. Public Unpeaster & | DHAP Families Assisted - Units $1,234,567,89012 | Approved
12 WAQ15:08:2010:04:04:2010:09:38:32AM west John @. Public UL ot = | DHAP Families Assisted—HAP $1,234,567,89012| Approved
TR Number of Vouchers Under Lease
13 WV0B4:01:2010:04:02:2010:01:12:31PM West John @. Public ML ap | (HAP Gontracton the lastday of the | $1,234,567,890.12 [ Disapproves
m
Page 1

VMS - Reports Section — PHA HE Status by FA — Report

The recipient Financial Analyst name and his/her Division name appear at the top of the page.
Each line item displays the following fields:
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The Rec.#, a sequential number of line items within the listing
The Record ID, which is composed of several other fields:
o PHA number
o Year and Month Reporting Period of the Submission that was corrected
o Date and time that the correction was created / submitted
The Division of the PMC correction
The Financial Analyst associated with the PHA
The tab where the corrected field is located
The name of the field that was corrected
The new adjusted amount
The current status of the PMC
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6.0 Executive Summary
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6.0 EXECUTIVE SUMMARY

6.1 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,

o Recap Worksheet

o Utilization Graphs

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

Homes &
(& Ui Voucher Management System

Manage PHA Data

MONTH: February

Secure Systems Allentown Housing Authority

FHA Info Submission ExecutiveSummary

Income/Erpenses

Manage PHA Data
& Enter PHA Data Tabs
PMC

PHA

Executive Summary

& Data Input Select Report Type

® Status Checking
) allocations and Balances O Recap Workshaet O Utilization Graphs

Generate Reports

Exit YMS

Resources

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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6.1.1 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 p————— 100 e ——— e e e e
£ 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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6.1.2 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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6.1.3 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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6.2 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 &
Communities Voucher Management System ;
us.

Manage PHA Data

Secure Systems

MONTH: October YEAR: 2010

ExecutiveSummary

Manage PHA Data
. PHA Data Tabs

Executive Summary

Administer YMS Select Report Group

Generate Reports

O Natianal

Exit YMS O Region

O state

O Field office

O Public Housing &utharity

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:

Homes &
STl Voucher Management System
us.

Manage PHA Data

Secure Systems MONTH: January YEAR: 2011

ousing Authority of the City & County of SF

EzecutiveSurmmary

Manage PHA Data
& Enter PHA Data Tabs

Executive Summary
& Review and Apps
Pending Hard Edits Tabs

PMC
PHA

Select Report Group

& Data Input

® Status Checking © ational
HUD-FMC © Region

® HE Approval By PHA O State

® HE Approval By FA O Field Office

@ Public Housing Autharity

Administer YMS

Generate Reports Select Report Type

Exit YMS

HA Number: ‘ HA Name: | CADOT Housing Autharity of the City & County of 5F v

© allocations and Balances O Recap worksheet O Utilization Graphs

sources

[T o= -
- S A S

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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7.0 GENERATE REPORTS
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7.0 GENERATE REPORTS

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

Homes &

Commuriities Voucher Management System
u partment of Hi
Urban D Home Page

Secure Systems

Hello, FIRST - HYMS33 LAST - vms .
(If you are not FIRST - HYMS33 LAST - vms . please log out by geing to immediately and call the TAC st 888-245-4860.)

Manage PHA Data

Voucher for Payment of Annual Contributions and Operating Statement
# View PHA Data Tabs

Housing Assistance Payments Program
& Review and Approve
Pending Hard Edits Tabs
[ s

Supplementzl Reporting Form
n
HUD-FMC

th Correction OME Approval No.2577-0169

& HE Approval By PHA Public reporting burden for this collection of information is estimated to average 1.50 hours per response, including the time for reviewing

® HE Approval By FA instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. This agency may not conduct or sponsar, and you are not required to respond to, a collection of information unless that collection
Generate Reports displays a valid OMB control number. Authority for this collection of information is the Housing and Community Development Act of 1987. Housing
agencies (HAs) required to maintain financial reports in accordance with accepted accounting standards to permit timely and effective audits. The
Exit VMS financrs grds identify the amount of annual contributions that are received and disbursed by HAs. Responses to the collection of information are
required to obtal agpefit or to retain a benefit. The information requested does not lend itself to confidentiality.

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

Printable Form52681B.

Instructions:

Quick References

VMS Home Page

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

Homes &
Communitie Voucher Management System
8]

=

Generate Reports

Secure Systems

Click the report you want to generate:
+« VMS Non-Submitter Report

Manage PHA Data

& Wiew PHA Data Tabs +« VMS Data Collection Report

+ Review and Approve
Pending Hard Edits Tabs

PMC
HUD-FMC

+ VMS FASS-PHA Data Comparison Report

+« VMS Hard Edit Report
+* HE Approval By PHA

* HE Approval By FA + VMS PMC Status Report by FA

Generate Reports +« VMS PMC Status Report by FMC Division

Exit VMS

« VMS PMC FMC Status Report

Resources

FAQs

Printable Form326818
Instructions

Quick References

e
P e

o o,
F |II'II| {“g U.5. Department of Housing and Urban Development (HUD)

Tools g “I"I"g 451 Fth Street 5.W., Washington, DC 20410

Lat's talk g L Telephone: (202) 708-1112 TTY: (202) 708-1455

Webcasts
Mailing lists
Contact us
Help

VMS Report Selection Menu

Select the report you wish to produce from this menu.
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7.1 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 Data Table

Secure Systems

Manage PHA Data
* View PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

PMC

HUD-FMC

* HE Approval By PHA
* HE Approval By FA

Generate Reports

Exit VMS

Resources
FA
rintable Form526818

Number of Non-Submitters per Month
Number of Non-Submitters per PHA
Percentage of Non-Submitters

Voucher Management System

VMS Non-Submitter Report

= Back to Generste Reports Menu

NOTE: With the "Start” 2nd "End” dates inclusive, the date range should NOT exceed 12 months.

Please select a date range: MM YYYY to MM

Report
& Data Table

© Number of Nen-Submitters per month

O Number of Non-Submitters per PHA

O Percentage of Nen-Submitters

Non Submitter Parameter Selection Page

{

State |AK + g
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The Following report is produced from the above selection.

Homes &
C

Secure Systems

Manage PHA Data
* Enter PHA Data Tabs

+ Review and Approve
Pending Hard Edits Tabs

Administer VMS

Generate Reports

Exit VMS

Resources

FAQs
Printable Form52681B
Instruction:

Quick References

Tools

Mailing lists
Contact us

The White House

Voucher Management System

VMS Non-Submitter Report

=« Back to Generste Reports Menu

NOTE: With the "Start” and "End" dates inclusive, the date range should NOT exceed 12 menths.

Please select a date range: 1~ 2010 & to 09 |»

Report
& Data Table
O Number of Non-Submitters per month

() Number of Non-Submitters per PHA

O Percentage of Nen-Submitters

From 11/2010
To 09/2011
As of 10/26/2011

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

PHA 11/2010 12/2010 01/2011 02/2011 03/2011 04/2011 05/2011 06/2011
M M
M M M M M M M M
M M M
M M
M M M M M
N N N M M M M M
N N N M M M M M
N N N M M
M
M M M
M M M M M M M M
M M M
!

Non Submitter Data Table Report

2011 | »
07/2011
N N
N N
N N
N N

State

08/2011

$
{
N%

The data table report allows the user to view non-submitter data specific to a certain
state and time period. The data appears as shown in the above table, with a “N”
displayed for those months the HA was in non-submitter status.
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7.2 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.

Voucher Management System

VMS Data Collection Report

Secure Systems

<< Back to Generate Reports Menu

Manage PHA Data
+ View PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

PMC

HUD-FMC Please type the PHA Code: CADOS
* HE Approval By PHA

+ HE Approval By FA

Exit VMS - OR -

Resources

FAQs

Printable Form526818

Instructions: Please select the state to which the PHA belongs: CA ¥
Quick References

Tools
Lo ale
Webcasts
Mailing lists
ract

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
E———— Please Select a PHA: MDO01 HOUSING AUTHORITY OF THE CITY OF ANNAPOLIS v

* 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
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e Pie Graph
e Horizontal Bar Graph

Voucher Management System

February 18, 21

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

J\-—‘r-"‘\r’w’/

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.

Page 96



M,

Voucher Management Systems (VMS)

User Manual

Homes &
Communities

Secure Systems

Manage PHA Data
® Enter PHA Data Tabs

& Review and Approve
Pending Hard Edits Tabs

PMC

PHA

& Data Input

& Status Checking
HUD-FMC

& HE Approval By PHA
& HE Approval By FA

Administer YMS

Generate Reports

Exit ¥MS

The White House

Voucher Management System

VYMS Data Collection Report

<= Back to previous page

Excel Format
From 06/01/2010
To 04/01/2011
As of 10/26/2011
PHA Gode PADD4

PHA Name Allentown Housing Authority

Paint of Contact Daniel Farrell
Point of Contact Phone {610) 439-8678

E-mail dfarrell@allentownhousing.org

Jun-2010 Jul-zo10 Aug-z010 Sep-2010 Oct-2010

Litigation 123 11

Litigation HAP $2,333 f222

1 Year
Mainstream

1 Year
Mainstream HAP

VMS Data Collection Report — PDF format

Feb-2011 Mar-Z011 Apr-2011

~

$234

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 =ave this file?

xl j Mame: DataCollectionReport.xls
[HL Type: Microsoft Excel Worksheet, 145 KB

From: localhost

<]

[ Open ] [ Save ] [

Cancel

l

9

sawve this file. What 's the risk?

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

VMS System Message

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
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the “File” option on the ribbon bar, and select the print option. User can preview, or send on to
print.

1Y B G D E 1= G H |
1 vMS Data Collection Report |
2 From 6/1/2010
3 To 4/1/2011
4 |As of 10/26/2011
5 |PHA Code PADD4
& PHA Name Allentown Housing Authority
7 Point of Contact Daniel Farrell
g Point of Contact Phone (610) 439-3678

3 | E-mail dfarrell@allentownhousing.org

Jun-10 Jul-10 Aug-10 Sep-10 Oce-10 Feb-1 Mar-1l | Apr-11
= bl 234
32333 222 $234

15  New Home Owners - This Month
19  Moving To Work Youchers
30  HAP Movi

37  Family U
33 | 2008 and 2009 Family Unification
4 | 2008 ay

2009 Family Unification HAP

VMS Data Collection Report in Microsoft Excel

7.3 VMS Leasing and Unit Expense Report (Inactive)

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
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Homes &
(STNGEEE  Voucher Management System

Leasing and Unit Expense Report
Secure Systems

:< Bacl to Generste Regorts Menu

Manage PHA Data
+ Enter PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

Administer VMS Please type the PHA Code:

Generate Reports

Exit VMS

Resources

FAQs

Printable Form526818
Instructions

Quick References

Please select the state to which the PHA belongs: AK »

2]

g,

;"" |||||||~ﬂ‘a U.S. Department of sing and Urban Development (HUD] @

1' ||| "I’; 451 Tth Street 5.\ azhington, DC 20410 Brivacy policy
elephone: (202) 1112 TTY: [202) 708-1433

‘&%"( Teleph (202) 2 [202) 708-1455

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:

Homes &
[SGIGITIEES  Voucher Management System

Leasing and Unit Expense Report
Secure Systems

=< Back to previcus

Manage PHA Data
® Enter PHA Data Tabs

& Review and Approve
Pending Hard Edits Tabs

Please Select a PHA: CAQ0T Housing Authority ofthe City & County of SF

Administer VMS

Generate Reports

Exit VMS

Resources

FAQs

Printable Forms526818
Instructions

Quick References

U.5. Departmant of
451 Tth Straet S.W
Telephone: (202) 7

sing and Urban Development (HUD) @
hington, DC 20410
-1112 TTY: (202) 708-1453

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 date range on which you wish to report.
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Homes &
Communitie Voucher Management System
U,

and Urb;

Leasing and Unit Expense Report

Secure Systems

< Bzck to previcus page

Manage PHA Data

* Enter PHA Data Tabs MNOTE: With the "Start” and "End" dates inclusive, the date range should NOT exceed 12 months.
* Review and Approve
Pending Hard Edits Tabs

Administer 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.

Homes &
(Shigllgia-ce  Voucher Management System
] f He

Leasing and Unit Expense Report
Secure Systems

== Bacleto

Manage PHA Data
* Enter PHA Data Tabs

* Review and Approve PHA Code CADD1
Pending Hard Edits Tabs

PHA Name Housing Authority of the City & County of SF
Administer VMS
fmster 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 S-Year 3-Year ownershi Lease Total HAP HAP PUC
Resources UMA UML Rate
FAQs 12/2010 229,758 7,489 0 [v] 1 3.26% $9,388,955( $1,253.83
Printable Form52681B
Instructions
Quick References . .
HA Fiscal Year-To-Date Information
Tools
\LA?.:;::I; Regular Mainstream | Combined HAP Total 39,389,955
Mailing lists UML Total 7,489 0 7,489 lar Utilization Percentage 3.26%
Contact
i 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| 2,757,006 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

7.4 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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7.5 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

U5, Departm z
and Urban

Secure Systems

Manage PHA Data
® View PHA Data Tabs

#* Review and Approve
Pending Hard Edits Tabs

Prior Month Correction
HUD-FMC

* HE Approval By PHA
* HE Approval By FA

Generate Reports

Exit ¥MS

Select VMS Hard Edit Report link

Voucher Management System

Generate Reports

Click the report you want to generate:
+ ¥MS Non-Submitter Report

s+ ¥MS Data Collection Report

« ¥MS FASS-PHA Data Comparison Report

+ ¥MS Hard Edit Report

-—

« ¥MS PMC Status Report by FA
+ ¥NS PMC Status Report by FMC Division

« YNMS PMC FMC Status Report

Report Selection Menu

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

Tho Whaso Fouso

Voucher Management System

Hard Edit Report

Rick 1o Saveiple Spioony Mgdey

Mease bype the PHA Code:

Please sebect the Fleld 0dfce to which the PHA belangh:

[Fasst] [Ge

ALASIA COMMUMITY SERVICE CENTER (OCFH) "

[Reset] [Go

SR W PR eV

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

Homes &
Communi

Voucher Management System

Hard Edit Report

PHA Selection Menu - 2

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

Secure Systems

Manage PHA Data
+ Enter PHA Data Tabs

* Review and Approve
Pending Hard Edits Tabs

Administer VMS

Generate Reports

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

Step -1:

Voucher Management System

Hard Edit Report

== Back to previcus psge

PHA Code
PHA Name

FYE

Month

Approval page displays

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

Appraved
27 Gctober 2010

First Name, Last Name Unav

Approved
25 October 2010

First Name, Last Name Unav

Approved
26 October 2009

First Name, Last Name Unav

Approved
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

Select the link under the Month column. The Pending Hard Edit Review and
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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

Page 107



il
Voucher Management Systems (VMS)  User Manual

7.6 VMS PMC Status Report by FA

To view the VMS PMC Status Report by FA, you 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 &
el Voucher Management System
U5, Departm f Housi

ELE i Generate Reports

Secure Systems

Click the report you want to generate:
+ ¥MS Non-Submitter Report

Manage PHA Data

* View PHA Data Tabs + ¥MS Data Collection Report
* Rewview and Approve
Pending Hard Edits Tabs
Prior Month Correction
HUD-FMC

+ ¥MS FASS-PHA Data Comparison Report

s+ ¥MS Hard Edit Report

* HE Approval By PHA

* HE Approval By FA * VMS PMC Status Report by FA +—

EENEEE [HETEHS + ¥MS PMC Status Report by FMC Division

Exit YMS « ¥MS PMC FMC Status Report

Generate Reports Selection Menu

When you select VMS PMC Status Report by FA from the Generate Reports: Report Selection
Menu, the system will display the following menu, allowing you to select the Financial Analyst on
which the report will be based.

Homes &
Voucher Management System

VMS PMC Status Report by FA

Secure Systems

== Back to Generate Reports Menu

Manage PHA Data
* View PHA Data Tabs

& Review and Approve

- B Please select the appropriate Financial Analyst
Pending Hard Edits Tab w
ending Hal its Tabs from the dropdasm list: PATRICIAL BENNETT

Prior Month Correction

* HE Approval By PHA

* HE Approval By FA

Generate Reports o

Exit YMS LT
& || b‘:’: .. Departrient of Housing and Urban Developrent (HUD) @
1‘ I"""l.‘ 451 7th Street 5.W., Washington, DC 20410 Privacy Policy
e L& Telephone: (202) 708-1112 TTv: (202) 708-1455

VMS - Reports Section — FA Selection Screen Dropdown Box

Highlight the desired Financial Analyst and press “Go”.

The following menu will display, allowing you to specify the date range and sort order of the
report:

Page 108



M,

Voucher Management Systems (VMS)  User Manual

Voucher Management System July 28, 2011
VYMS PMC Status Report by FA

Financial Anslyst; 99922

NOTE: With the “Statt” and "End” dates indusive. the date range should NOT excesd 12 months,

Please select a date range: MM WY to MM ¥ Y

The system can be sorted in any of the following order:
Sate, PHA, Reporting Manth, Status Code, Financial Analyst

Primary Sort Lavel Second Sort Level Third Sort Level
State b State b State b
Fesat

W.5. Department of Housing and Urban Cevelopmant (HUD)
Dognal

PMC - Generate Report — Date Range and Sort Order

The screen allows you to specify 3 levels of sort criteria for the report

e A drop-down menu will display for each sort level. Possible sort fields are:

@)

O O O O

State

PHA

Reporting Month

Status Code

Financial Analyst (FMC/FA)

o Default sort will be on date /time in descending order with newest on top

The screen allows you to specify the “To” and “From” dates for report generation, with Dropdown Boxes
for Month and Year. Be sure that the “To” and “From” range you select does not exceed a 12 month
timeframe. Only corrections that were created within that date range will be selected.

Select the date range and sort criteria you want, and then select the “Go” button at the bottom of the
screen to generate the report.

If you want to clear your selection select the “Reset” button to clear all entered criteria.

When you select “Go”, the report will display:
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Homes &
Communities

Lot Voucher Management System Stan s

and Urban

Prior Month Correction - Open PMC - by FMC Financial Analyst

Division: Kimberly M. Marchettie

Current
Suatus

Secure Systems

Record id FirancalAnalyat Tab Sekcton Fledad Selection

Adpatment Amt

1 | camigsaniooeor e zeaszey | East John Q Puble Voucher UM and HAP | Number of New Vouchers issued | 123458782012 | Pending
2 | GASOL 06 204004:07.3010:1 225 10PN East John Q. Puble Voucher UML and MAP | Numbaer of New Vouchers issued | 12J454789012 | Pending
3 1 " 101 1# East John Q Publec Voucher UML and HAP | Number of New Vouthers issued | 12)454789012 | Pending

Resources 4 A 3 L M East John Q. Pubhe Vouoher UML and HAP | Number of New Vouchers issued | 123458789012 | Pending
§ | KYBO1 06 3010 0406:2010 10 15 13AM ot John Q Puble Voucher UNL and MAP | Number of New Vouchers issued | 123458789012 | Pending
< 101208 I ‘| oun John Q Puble Voucher UNML and MAP | Number of New Vouchers issued | 12)464789012 | Pending
7 | KXI0LOI2NIC0A 04 200N LTIAN o John Q. Puble Voucher UML and HAP | Number of New Vouthers issued | 123454789012 | Pending
s | I Ml L AM West John Q Publc Voucher UML and HAP | Numbar of New Vouchers issued | 123454789012 | Pending
9 | DA 3019 0404:3010.00.15.05AM West John Q Publc Voucher UML and MAP | Numbaer of New Vouchers issusd | 123468789012 | Pending
10 | TAAAR12010.0402 20100112 21P0 West John Q. Puble Voucher UML and HAP | Number of New Vouchers issued | 12)4647689012 | Pending m

=D
The White House °

PMC Open PMC Report by Financial Analyst (FA)
The FA name appears at the top of the page. Each line item displays the following fields:

The name of the field that was corrected

The tab where the corrected field is located

The new adjusted amount

The Status

FMC Division Name

Financial Analyst Name

The Record ID, which is composed of several other fields:
o PHA number
o Year and Month Reporting Period of the Submission that was corrected
o Date and time that the correction was created / submitted

Click on the Record ID of the correction you want to review. The correction page, with any Hard
Edit information displayed, will appear, in a view-only page.

Page 110



M,

Voucher Management Systems (VMS)  User Manual

Voucher Wanagementsysten R

Prior Month Correction (PMC) - Data Entry

PADO Allentown Housing Authority

Month  Year Tah Selection
09 + | 2010 | Other Income and Expense

Homes &

Communities
H

Secure Systems

Manage PHA Data
# Enter PHA Data Tabs
Prior Month Correction
PHA

Field Selection
+ | Administrative Expenses hd
0Old Value

New Adjusted Value Difference in New to Old Yalue

* Data Input
* Status Checking

Generate Reports

Exit VMS

$|a0a00

90927

$0

omment

View-Only Screen of Selected PMC

On the bottom of the report is a “Print” button. Press this button to produce a PDF format
printable version of the report:

Prior Month Corrections Report — by FA

Financial Analyst: Kimberly M. Marchettie

Division: Operations

Rec #

Record ID

Tab Selection

Field Selection

Adjustment
Amount

Status

1

GADD1:08:2010:04:07:2010:12:45:32PM

Voucher
UML and HAP

Mumber of Vouchers UnderLease (HAF
Contract) on the last day of the month

$1.234,567,890.12

Disapproved

GAD01:08:2010:04:07:2010:12:45:32PM

Other Income
and Expenses

Interest or other Income earned this month
fromthe investment of HAP funds and MNet
Restricted Assets

$1,224,567,890.12

Approved

GAD01:08:2010:04:07:2010:12:45:32PM

Additional
Expense/Comments

Expense 1 Amount

$1,224,567,890.12

Pending

GAD01:08:2010:04:07:2010:12:45:32PM

Additional
Expense/Comments

Expense 1 Comment

This is a memo
field and will allow
the user to enter
and enter

Pending

KY901:08:2010:04:06:2010:10:15:124M

Disaster
UML and HAP

DHAP Families Assisted - Units

$1.234,567,890.12

Approved

KY901:08:2010:04:06:2010:10:15:124M

Disaster
UML and HAP

DHAP Families Assisted — HAP

$1.234,567,890.12

Approved

TX425:05:2010:04:04:2010:09:35:32AM

Voucher
UML and HAP

Mumber of Vouchers UnderLease (HAF
Contract) on the last day of the month

$1,234,567,890.12

Disapproved

TX425:05:2010:04:04:2010:09:35:32AM

Other Income
and Expenses

Interest or other Income earnedthis month
fromthe investment of HAP funds and Met
Restricted Assets

$1.234,567,890.12

Approved

TX425:05:2010:04:04:2010:09:35:32AM

Additional
Expense/Comments

Expense 1 Amount

$1,224,567,890.12

Pending

TX425:05:2010:04:04:2010:09:35:32AM

Additional
Expense/Comments

Expense 1 Comment

This is a memo
field and will allow
the user to enter
and enter

Pending

WAD15:08:2010:04:04:2010:09:38:324M

Disaster
UML and HAP

DHAP Families Assisted - Units

$1,234,567,890.12

Approved

WVAD15:08:2010:04:04:2010:09:38:324M

Disaster
UML and HAP

DHAF Families Assisted — HAP

$1,224,567,890.12

Approved

WW0E4:01:2010:04:02:2010:01:12:31PM

“oucher
UML and HAP

Mumber of Vouchers Under Lease (HAP
Contract) on the last day of the month

$1,224,567,890.12

Disapproved

WW0E4:01:2010:04:02:2010:01:12:31PM

Other Income
and Expenses

Interest or other Income earnedthis month
fromthe investment of HAF funds and Met
Restricted Assets

$1,234,567,890.12

Approved
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7.7 VMS PMC Status Report by FMC Division

To view the VMS PMC Status Report by FMC Division, you 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 &
[hTilili= Voucher Management System
US. Depar of H 3

ELE Generate Reports

Secure Systems

Click the report you want to generate:
+ ¥MS Non-Submitter Report

Manage PHA Data
* VWiew PHA Data Tabs + ¥IMS Data Collection Report

* Review and Approve
Pending Hard Edits Tabs

Prior Month Cormrection
HUD-FMC

+ ¥IS FASS-PHA Data Comparison Report

s+ ¥MS Hard Edit Report

* HE Approval By PHA

© OO Ayl By 6 « ¥MS PMC Status Report by FA

Generate Reports N

Exit ¥MS

¥MS PMC Status Report by FMC Division <

+ ¥MS PMC FMC Status Report

Generate Reports Selection Menu

When you select VMS PMC Status Report by FMC Division from the Generate Reports: Report
Selection Menu, the system will display the following menu, allowing you to select the FMC
Division on which the report will be based.

Tr———

¥YMS PMC Status Report by FMC Division

Secure Systems

<% Back to Generste Reports Menu

Manage PHA Data
* View PHA Data Tabs

® Review and A

Pen;:l::::i EdR;T;:s Please sglgqt the appropriate Financial Management MO v
Center division to generate the report on:

Prior Month Correction

EA
HUD-FMC Fesel .ﬁ MO |
® HE Approval By PHA oF
s HE Approval By FA S0
WE
Generate Reports o
Exit VM8 o
& o,
g ||||||| % 1,5, Department of Housing and Urban Developrent (HUD) @
3" "I "I’; 451 7th Street 5,W., Washington, DC 20410 Frivacy Palic
" I L Telephone: (202) 708-1112 TTv: (202) 708-1455
o e

Resources

FAGS

PMC Status Report — FMC Division Selection Menu

Highlight the desired FMC Division and press “Go”.
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The following menu will display, allowing you to specify the date range and sort order of the
report:

Homes &
Communities Voucher Management System
u

VMS PMC Status Report by FMC Division

%< Back to Sglect FMC Divigion
Financisl Analyst: Horth Division

NOTE: With the "Start” and "End" datas inclusive, the date range should NOT exceed 12 months.

Please select a date range: Mhd v Y v to

The syste be d in any of the ing order:
Sate, PHA, Reporting Month, Status Code, Financial Analyst

Prifmary Sort Level Seeond Sort Level Third Sart Level
State b State ~ State v

PMC - Status Report — Date Range and Sort Order
The screen allows you to specify 3 levels of sort criteria for the report

e A drop-down menu will display for each sort level. Possible sort fields are:
State

PHA

Reporting Month

Status Code

Financial Analyst (FMC/FA)

o Default sort will be on date /time in descending order with newest on top

(@)

@)
O
O
O

The screen allows you to specify the “To” and “From” dates for report generation, with Dropdown Boxes
for Month and Year. Be sure that the “To” and “From” range you select does not exceed a 12 month
timeframe.

Select the date range and sort criteria you want, and then select the “Go” button at the bottom of the
screen to generate the report. Only corrections created in that date range will be selected.

If you want to clear your selection select the “Reset” button to clear all entered criteria.

When you select “Go”, the report will display:
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Homes &
c =

Voucher Management System

VMS PMC Status Report by FMC Division
Secure Systems
== Back to Select = Date Range

Manage PHA Data
& View PHA Data Tabs

0 Emoardlinens Record Id Financial Analyst | Tab Selection Field Selection Adjustment Amount | Current Status
Pending Hard Edits Tabs

Division: Operations Division

Prior Month Correction JEAN BAUGHMAN | Voucher UML and HAP | 5 Year Mainstream 00| PMC-Pending
HUD-FMC 10 JEAN BAUGHMAN Voucher UML and HAP | 5 Year Mainstream HAP 600 PMC-Pending
o LELT 7 JEAN BAUGHMAN Voucher UML and HAP | Moving To Work HAP §5,049,690 PMC-Pending
e 2 JEAN BAUGHMAN | Vaucher UML and HAP | Moving To Work 109,870 | PMC-Pending
3 JEAN BAUGHMAN | Voucher UML and HAP | Tenant Protection 5,390 | PMC-Pending
] JEAN BAUGHMAN | Voucher UML and HAP | Tenant Protection HAP 3,748,790 PMC-Pending
Exit VMS 4 JEAN BAUGHMAN | Voucher UML and HAP | 5 Year Mainstream 500 | PMC-Pending
=] JEAN BAUGHMAN | Voucher UML and HAP | 5 Year Mainstream HAP 50,000 PMC-Pending
[ JEAN BAUGHMAN Voucher UML and HAP | Moving To Work HAP 874,765,023 PMC-Pending

Resources
1 JEAN BAUGHMAN Voucher UML and HAP | Moving To Work 1,101,132 PMC-Pending

Form526818.

PMC Status Report by FMC Division
The Division name appears at the top of the page. Each line item displays the following fields:

The name of the field that was corrected

The tab where the corrected field is located

The new adjusted amount

The Status

Financial Analyst Name

The Record ID, which is composed of several other fields:
o PHA number
o Year and Month Reporting Period of the Submission that was corrected
o Date and time that the correction was created / submitted

Click on the Record ID of the correction you want to review. The correction page, with any Hard
Edit information displayed, will appear, in a view-only page.

oucher Wanagementsystem

Prior Month Correction {(PMC) - Data Entry

PADD4 Allentown Housing Authority

Secure Systems

Manage PHA Data Month  Year Tah Selection Field Selection
# Enter PHA Data Tabs 09 | 2010 +|Other Income and Expense | Administrative Expenses e
Prior Month Correction
PHA New Adjusted Value 0Old Value Difference in New to Old Yalue
s Data Input
e ey $|90900 +|90927 £0

s Status Checking

Comment

Generate Reports

Exit VMS

View-Only Screen of Selected PMC

On the bottom of the report is a “Print” button. Press this button to produce a PDF format
printable version of the report:
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Prior Month Corrections Report - by FMC Division
£TDO2:201104:12200011
151206
CTDO02:201105:12202011 Fraud Fecovery Total Colected This
Bcbil Strack Cther incame ana Expanze
| 152001 | il | |Mﬂﬂﬂ |
| 3 m—.ﬁnnmﬂmu | Bk Sracker | Cther income and Expenzs |F‘SEElmeHhrnTNsHmm | 50 | EMC-Submited
| L — | - | came and |Frunumcway Total Colected This | 52 | —
153040 Manth
CTDO2:201108:12202011 Inbenest or ofer Income eamed this
| P | Ecbbi Eiracker | Ofher Income and Expenzs e of | 51,423 | P C-Submied
I I I I Ifunis ana ret Resrcted Azt T T
| & mﬁﬂ"mﬁm" | Ecbil Eracker | Cfher Income and Expanss |FSE Escrow Forieitures This Month | F2.093 | FMC-Submited
CTOO3:2M 1012302011 Cashinvesimenis as of B last day of
| T | Bobbd Siracker | Ofher income and Expense e | §1,182463 | FMC-Submited
| g | STOO3:20109:9230201 | Eicbbl Saracker | Cther Income and Expenzs |l.mruuu:|:n NEt Aszets [LUNA) | 514,710 | FRC-Submited
i Cw ]
| o mg‘“‘m:"m“ | ikl Efracker | Ofher income and Expenzs |Nem.=nmmm IMFAY | 51015455 | PMC-Submited
| 10 ::Tnusgﬁnnmnmumu | Bt Sracker | Cther income and Expense |Mmhlm Expenses | F115,516 | EMC-Submiteg
CTOO3:2M 1012302011 Inbenest or offer income: eamed this | |
11 Bobb Sirack Ofher Income and Expenzs FC-Submited
| | 034353 | il | manth tom £ investment of HAP 312
[ I I I Ifunds and Net Restricisd [ |
| 2z ﬂz‘a’““m”m" | Bl Eracker | Woucher LML and HAF |wumm Leazed End of Montn | 1,883 | EMC-Submited
| 12 Ei?|1m:1m|1 | Bt Sracker | Woucher UML and HAF |M Offer Vouchers | 1,682 | EMC-Submiteg
| 14 wm;;:{;‘;mnmﬂmu | Bk Siracker | ‘oucher UML and HAR |M CEmmr Vousters HAP | 51,145,526 | FMC-Submited
CTDO3: 20 109:12302011 Veteran s Adminisration Suppored
| 15 | FTEES | Bkl Efracker | Voucher UML and HAR bl | 512,341 | FHIC-Submited
CTOO3:201100:12302011 \etrran's Adminisiration Supparisd -
| % | Bl Sracker | Voucher LML and HAF o VAGH] YmaTar | 25|  FMC-Submied
Fage 1 of 435

PMC - Status Report — by FMC Division
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7.8 VMS PMC FMC Status Report

To view the VMS PMC Status Report, you 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 &
Communitie Voucher Management System

e b Generate Reports

Secure Systems

Click the report you want to generate:
+« ¥MS Non-Submitter Report

Manage PHA Data

* View PHA Data Tabs + ¥MS Data Collection Report

* Review and Approve
Pending Hard Edits Tabs

Prior Month Correction
HUD-FMC

+« ¥MS FASS-PHA Data Comparison Report

+ ¥WMS Hard Edit Report

® HE Approval By PHA
* HE Approval By FA

Generate Reports

Exit ¥MS

* ¥IS PMC Status Report by FA
+ ¥WS PMC Status Report by FMC Division

« ¥MS PMC FMC Status Report -‘___________

Generate Reports Selection Menu

When you select VMS PMC FMC Status Report from the Generate Reports: Report Selection
Menu, the system will display the following menu, allowing you to specify the date range and
sort order of the report:

Homes &
C Voucher Management System

VMS PMC FMC Status Report

NOTE: With the “Start” and “End’ dates indusive, the date range should NOT excesd 12 menths

Please select a date range: MM v WYY v ta

Tha system can ba sorted in any of the following ordar:
Sate, PHA, Reporting Month, Status Code, Finsncial Analyst

Primary Sort Level Second Sort Level Third Sort Level
State i State > State b

PMC - Status Report — Date Range and Sort Order

The screen allows you to specify 3 levels of sort criteria for the report
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e A drop-down menu will display for each sort level. Possible sort fields are:

o

O O O O

State

PHA

Reporting Month

Status Code

Financial Analyst (FMC/FA)

e Default sort will be on date /time in descending order with newest on top

The screen allows you to specify the “To” and “From” dates for report generation, with Dropdown Boxes
for Month and Year. Be sure that the “To” and “From” range you select does not exceed a 12 month

timeframe.

Select the date range and sort criteria you want, and then select the “Go” button at the bottom of the
screen to generate the report. Only corrections that were created within that date range will be selected.

If you want to clear your selection select the “Reset” button to clear all entered criteria.

When you select “Go”, the report will display:

Homes &
Communities

Secure Systems

Manage PHA Data
® View PHA Data Tabs

® Review and Approve
Pending Hard Ed

th Correction

© HE Approval By PHA
© HE Approval By FA

Generate Reports

Exit VMS

Resources
FAQs

Voucher Management System
VMS PMC FMC Status Report

Bacl to Select = Date Ra. {

Financial Management Center

From: 05/01/2011

m Record 1d Financial Analyst| Tab Selection Field Selection Adjustment Amount | Current Status

To: 09/01/2011

1 Operations | JEAN BAUGHMAN | Voucher UML and HAP | 5 Year Mainstream HAP 0 PMC-Pending
2 Operations | JEAN BAUGHMAN | Voucher UML and HAP | 5 Year Mainstream 0 PMC-Pending
3 Operations | JEAN BAUGHMAN | Voucher UML and HAP | Moving To Work HAP 0 PMC-Pending
4 Operations | JEAN BAUGHMAN | Voucher UML and HAP | Moving To Waork 0 PMC-Pending
5 Operations | JEAN BAUGHMAN | Voucher UML and HAP | 5 Year Mainstream HAP 0 PMC-Pending
[} Operations | JEAN BAUGHMAN | Voucher UML and HAP | 5 Year Mainstream 0 PMC-Pending
7 Operations | JEAN BAUGHMAN | Voucher UML and HAP | Tenant Protection 0 PMC-Pending
8 Operations | JEAN BAUGHMAN | Voucher UML and HAP | Tenant Protection HAP 0 PMC-Pending
9 Operations | JEAN BAUGHMAN | Voucher UML and HAP | Moving To Waork 0 PMC-Pending
10 Operations | JEAN BAUGHMAN | Voucher UML and HAP | Moving To Work HAP 0 PMC-Pending
11 West PATRICIA YOUNG | Voucher UML and HAP | Portable Voucher HAP 0| PMC-Disapproved
Qadiiidiabia WA

VMS - FMC Status Report

The Date Range appears at the top of the page. Each line item displays the following fields:

@)
O
O

The name of the field that was corrected

The tab where the corrected field is located

The new adjusted amount

The Status

The Division Name

The Financial Analyst Name

The Record ID, which is composed of several other fields:

PHA number
Year and Month Reporting Period of the Submission that was corrected
Date and time that the correction was created / submitted
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Click on the Record ID of the correction you want to review. The correction page, with any Hard
Edit information displayed, will appear, in a view-only page.

Voucher Managementsysten

Prior Month Correction (PMC) - Approve By FA

Secure Systems

Tab Selection Field Selection Prior Amt Adjustment Amt Current Amt

HAP Voucher WML and 5 Year 50000 a a
Manage PHA Data HRP Mainstream HAP

® View PHA Data Tabs

HE Number Error Message Reason for Adjustment Comment

® Review and Approve
Pending Hard Edits Tabs changed uml and hap.
Prior Month Correction

HUD-FMC

& HE Approval By PHA

® HE Approval By FA Type Tab Selection Field Selection Prior Amt Adjustment Amt Current Amt
ML Kl 1 M bt r

b v 500 o o
Generate Reports HA

HE Number Emor Message Reason for Adjustment Comment

Exit VMS N - -
’—”—‘ changed uml and hap. ’—‘

Resources

FAGs P

Printable Form526818 PHA Justification

Instructions - -
Quick References changed uml and hap

Tools

Let's talk

Webcasts

Mailing lists FA Comments

Contact us

Help ’—‘

View-Only Screen of Selected PMC

TT*Q;\ oW

On the bottom of the report is a “Print” button. Press this button to produce a PDF format
printable version of the report:
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Prior Month Corrections Report - by FMC Center

1| MDOOZ-2MD0SO72S2011 | OperaSons | JEAN BAUGHMAN Woucher UML and HA® | S Year Mainsteam HAP o EMC-Sending
2 | WDOO2:2MOD0SO72S2011 | Cperasons | JEAN BAUGHMAN Woucher UML and HAF | E Year Mainsieam o FMC-Fending
3 | MOOOEIMDECT2SR011 | Cperafion: | JEAN BALGHMAN oucherUML and Ha= | Moving To Work HAR o EMC-Fendrg
4 | MDOOZ:201D0S07232011 | Cperafions | JEAN BAUGHMAN Wourher UML and HAS | Moving To Wark. o FMC-Fending
= | MOOIZ:IMDITOTISR011 | Cperafions | JEAN BAUGHMAN Voucher UML and HAR | S Year Mansream HAP o EHC-Sending
L3 WADOOD- 204 007 07292011 Operasons | JEAN BALGHMAN Woucher UML and HAF S Year Mansrzam o EMCSending
7 | MOOOZIIDIEOTESR0N1 | Cperasons | JEAN BALGHMAN oucher UML and HA® | Terant Probection o FMCFending
& | MDOOZ20MD0SO7ZSR011 | CperaSons | JEAN BAUGHMAN ‘Woucher UML and HAS | Tenant Protecton HAF o FPMC-Fendng
9 | MDOOEIMONDO7ZER011 | OperaSons | JEAN BAUGHMAN Woucher UML and HA= | Moving To Work. o FHC-Fending
10 | MDOOZ:ZHONIO72E2011 | Cperatons | JEAN BAUGHMAN Voucher UML and HAZ | Moving To Wark HAP o EMC-Sending
11 | MDODUZODDEOTAT2011 | West EATRICIA YOUNG Woucher UML and HA® | Forable Vourher HAP 0| FMC-Disperoved
12 | MDODU:ZODIFO72E2011 | West EATRICIA YOUNG Woucher UML and HAS | Moving To Work 0| FMC-Disporoved
13 | MOODU:ZMOIFO72ER2011 | West EATRICIA YOUNG Woucher UML and HA= | Moving To Waork HAFR 0| FMC-Disapproved
14 | MDODH:ZMO0FO72E2011 | West EATRICIA FOUNG Woucher UML and HAZ | S Year Manstream HAP o| PMc-Acomves
15 | MDODH:ZMO0FO72E2011 | west EATRICIA FOUNG Woucher UML and HA® | 5 Year Mainsteam o| PMc-Acomves
15 | MDODI:ZIDOFO72E2011 | west EATRICIA TOUNG Voucher UML and HAR | Moving To Work: 0| FMC-Disapproved
17 | MDODU:ZMDIFO7282011 | West EATRICIA YOUNG Voucher UML and HAR | Mowving To Wark HAR 0| FMC-Disperoved
13 | MDODH:2MOFO7282011 | West EATRICIA YOUNG Voucher UML and HAR | Mowing To Work o| PHc-Asoroves
13 | MDODH:2MO0FO72E2011 | west EATRICIA YOUNG Voucher UML and HAF | Mowing To Wark HAP 0| PMC-Aopoved
Fage 107 T

PMC — FMC - Status Report
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8 APPENDICES
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8.0 APPENDICES
8.1 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.

A few general rules about the data as entered into each Monthly Submission:
» Each Submission includes data for the specified month only.
» 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 numbers 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:

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 7
0.0 0.0

7
0.0

7 7
0.0 0.0

7
0.0

In addition, the following fields also accept negatives:
« Net Restricted Assets (NRA)
Unrestricted Net Assets (UNA)

7
0.0

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
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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
Protection”, respectively. If a leased voucher could appropriately be reported in more
than one category, it should be reported in the category that reflects how the participant
initially qualified for the voucher. However, if a participant initially qualified under “All
Other Vouchers” and later qualified under another category, that participant would be
reported under the new category. Example 1: A participant initially qualified for a
voucher under “All Other Vouchers” and later entered the Homeownership program.
That participant would be reported under Homeownership. Example 2: A participant
qualified for a voucher under the VASH program. That participant later ported. The PHA
that initially qualified the participant under VASH would report that voucher as VASH
rather than 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.

Contracts on hold are not reported as units leased as of the first day of the month.
Contracts on hold are defined as a contract that has been entered into the PHA's system
but for which the PHA is awaiting a landlord signature. Units are not reported as under
lease until the HAP contract is negotiated. Once the contract is signed, if the monthly
submission is completed, the PHA should enter such units as a Prior Month Correction.
If not signed within 60 days the HAP contract is void. No HAP may be paid unless the
HAP contract has been signed. Abated units are units that are currently under lease but
for which the HAP is being withheld for specific reasons such as the unit failing to pass
HQS inspection. The PHA should enter the UML during the abatement period. The unit
is under contract. If for some reason the abatement is reversed then the PHA can enter
a Prior Month Correction for HAP for those months attributable to the abatement period.
Failure by the PHA to report the abated UML will skew the leasing and per unit costs for
this agency.

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

> Fields that have been grayed 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.

» The PHA must report UMLs for “Zero HAP” Units. These are units for which the HAP
has been calculated to be $0. The units are to be reported in the same voucher
category as they would if the HAP was a positive dollar amount. HCV regulations state
that a HAP contract may remain in effect for 180 consecutive days while at zero HAP.
Thus in VMS, the PHA must report a UML for the “Zero HAP” unit because a contract is
still in effect. After 180 days at $0 HAP, the HAP contract terminates automatically.
Therefore, the PHA would no longer report a UML for that unit. Refer to 24 CFR
982.455 (Automatic Termination of HAP contracts).

TAB 1 -VOUCHER UML AND HAP

Form 52681-B Field
Name

Definition

Vouchers Under Lease on the First Day of the Month

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.

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 Total number of newly assisted homeowners for the specified

(Homeownership) 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 Total number of vouchers leased in the PHA’s Moving to Work
Vouchers Program
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TAB 1 - VOUCHER UML AND HAP

Form 52681-B Field
Name

Definition

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 this month from initial or renewal
Family Unification Program increments that were funded from
federal fiscal years prior to 2008. Vouchers are reported in this
category as long as they are in use by an eligible participant and
only if the PHA received a FUP award under a Notice of Funding
Availability prior to 2008.

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”.

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.
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TAB 1 - VOUCHER UML AND HAP

Form 52681-B Field

Definition
Name
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. All Enhanced
Vouchers are also Tenant Protection but not all Tenant Protection
vouchers are enhanced. The number of Enhanced vouchers
cannot exceed the number of Tenant Protection reported above.

Veterans Affairs Total number of vouchers under lease from initial or renewal funds
Supportive Housing awarded under the VASH program. Vouchers are reported in this
(VASH) Vouchers category as long they are in use by an eligible participant and only

if the PHA received a VASH award in 2008 or subsequent federal
fiscal years. 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 participant. .

Veterans Affairs Total HAP expenses incurred for VASH vouchers reported in the
Supportive Housing Units section
(VASH) HAP
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TAB 1 - VOUCHER UML AND HAP

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 patrticipant 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. If
the amount of HAP covers the entire month than it should not be
reported in this field. This amount is automatically included in the
HAP Total below when the system calculates the HAP Total.
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TAB 1 - VOUCHER UML AND HAP

Form 52681-B Field

Definition
Name
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

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 Reporting Requirements

Number of vouchers Total number of vouchers under lease on the “LAST” day of the

under Lease (HAP month for all categories listed in “HAP Total” above. This includes

Contract) on the last HAP contracts that expired that day. Zero HAP units continue to

day of the Month be reported for up to six months. The HAP contract terminates
automatically 180 calendar days after the last HAP payment to the
owner.
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TAB 1 - VOUCHER UML AND HAP

Form 52681-B Field
Name

Definition

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 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 for
all categories listed above 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.

Portable Units
Administered

Total number of vouchers for the entire month 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. 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
Units Administered

HAP expenses attributable to the Portable Units Administered as
reported above. These expenses are NOT included in the HA's
total voucher HAP expenses elsewhere reported in VMS.

Number of Vouchers
Covered by Project-
Based AHAPs and
HAPs

The total number of vouchers the PHA has withheld from leasing
to be available for a project-based HAP when executed and the
total number of vouchers in use under a project-based contract.
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
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TAB 2 — OTHER INCOME AND EXPENSE

Form 52681-B
Field Name

Definition

Memorandum Reporting

Fraud Recovery —
Total Collected
this Month

Total dollar amount recouped by the HA as fraud recoveries during the
month that is applied to the NRA account. This consists of the lesser of
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”.

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. Note: the amount of interest earned
from the UNA account should not be reported in this field.

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.
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TAB 2 — OTHER INCOME AND EXPENSE

Form 52681-B

Field Name Definition
FSS Coordinator Total amount of FSS Coordinator and Benefits expenses incurred during
Expenses Not the month which are paid from funds other than those provided under an
Covered by FSS FSS Coordinator grant from HUD
Grant
Administrative Total administrative expenses, direct and indirect, incurred by the PHA
Expense for the Voucher Program. This amount excludes expenses covered by

FSS/Homeownership Coordinator grants, Housing Conversion fees,
Mobility Counseling and ROC fees (and other special purpose one time
fees provided), Preliminary Expenses and Portability Payments due from
another Housing Authority.

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
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TAB 2 — OTHER INCOME AND EXPENSE

Form 52681-B

Field Name Definition

Net Restricted NRA is the amount of Housing Assistance Payments (HAP) Equity for
Assets (NRA) as the HCV It is equal to total HAP revenue minus total HAP expense for

of the last day of eligible unit months leased on a calendar year basis. Total HAP expense
the month 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 11180 — 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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TAB 2 — OTHER INCOME AND EXPENSE

Form 52681-B

Field Name Definition

Unrestricted Net UNA is equal to total Administrative Fee (AF) revenue minus total HCV
Assets (UNA) as administrative expenses and any AF used for housing assistance

of the last day of payments (HAP) or other activities for Section 8 Tenant Based related
the month 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 | Cash/Investments as of the last day of the month are the total amount of
as of the last day | HAP and AF cash and investments for the HCV program. Amounts

of the month — reported include all cash and investments as they relate to NRA and
Voucher Program | UNA balances as of the last PHA FYE, as well as any additional funds
only 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, nor should any cash or investments
representing other current liabilities to the PHA, such as outstanding
checks and “accrued compensated absences — current period” as these
funds are already restricted for specific purposes and are not available
for use to pay HAP or other administrative costs. MTW PHAs should
report their financial information as required in their MTW Agreement.
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Voucher Management Systems (VMS)

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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Voucher Management Systems (VMS)

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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Voucher Management Systems (VMS)

TAB 4 — DISASTER UML AND HAP

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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Voucher Management Systems (VMS)

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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Voucher Management Systems (VMS)

TAB 5 - PHA CONTACT INFORMATION

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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Voucher Management Systems (VMS)

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
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Voucher Management Systems (VMS)

TAB 7 — EXECUTIVE SUMMARY

Form 52681-B
Field Name

Definition

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

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

expended CYTD /
ABA + (Budgeted
NRA — 1 month
prorated NRA
cushion) Amount

(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

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.
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Recap Worksheet

A S Definition
Field Name

HAP Expenditures | CYTD Housing Assistance Payments identified by the PHA in VMS,

YTD calculated data pre-filled by HUD

Remaining NRA Calculated field using the NRA balance as of field, adding in the ABA

YTD disbursed YTD, and subtracting the HAP Expenditures YTD as reported
in VMS, data pre-filled by HUD

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 Calculated field to indicate the number of unit months available per

Months Available 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
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Recap Worksheet

Form 52681-B
Field Name

Definition

Unit Months
Funding Would
Support, including
NRA Offset

Calculated value to determine how many unit months the funding would
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

Monthly Units
Funding Would
Support, including

Calculated value to determine how many months the remaining funding
would support, Unit Months Funding w/NRA offset/CY Months
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
(Currently Inactive)

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
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Projection Worksheet
(Currently Inactive)

Form 52681-B

Field Name Definition

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

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
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Projection Worksheet
(Currently Inactive)

Form 52681-B

Field Name Definition

Annual Projection | Summation of the YTD UMA monthly amounts
with attrition only —
UMA

Annual Projection | Summation of the YTD UML with attrition not issuance monthly amount
with attrition only —
UML with attrition
no issuance
Annual Projection | Percentage calculation of the YTD UML with attrition not issuance
with attrition only — | divided by the YTD UMA amount

Leasing % (w/o
leasing from yet to
be leased
issuances)

Annual Projection | Summation of the YTD monthly ABA plus Budgeted NRA
with attrition only —
ABA plus Budget
NRA

Annual Projection | Summation of the YTD monthly HAP costs
with attrition only —
HAP

Annual Projection | Percentage calculation of the YTD HAP costs divided by the YTD ABA +
with attrition only — | Budget NRA amount

Spending as % of
BA plus NRA
Annual Projection | Summation of the YTD PUC costs
with attrition only —
PUC

Annual Projection | Calculated amount based on the ((YTD PUC * annual attrition rate *
with attrition only — | 0.08333)*-1)

Attrition Projected
Plus UMLs and Calculated value calculating the (un-contracted vouchers on the street *
HAP from not yet | Success Rate) * number of months greater than 0 minus the average
leased issuances | months from issuance to hap effective date

— UML w/attrition
not issuance
Plus UMLs and Calculation of the Plus UML & HAP from not yet leased issuance (UML
HAP from not yet | w/attrition not issuance) time the YTD PUC value.

leased issuances
— HAP

Year End Summation of the UMA monthly values
Projection — UMA
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Projection Worksheet
(Currently Inactive)

Form 52681-B
Field Name

Definition

Year End
Projection — UML
with attrition no

Summation of the UML w/attrition not issuance plus the Plus UMLs and
HAP from not yet leased issuances

Leasing % (w/o
leasing from yet to
be 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

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

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
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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

Prior Month Corrections

Form 52681-B
Field Name

Definition

PMC Data Entry Sc

reen

PHA Number Housing Authority identification number of the PHA being corrected
(Read only, from PIC Database)
PHA Name Name of Housing Authority of the PHA being corrected (Read only, from

PIC Databases)

Reporting Period

Month and Year of the Submission being corrected, selected from drop-
down lists

Tab Selection

Identifies the Tab where the corrected field is located. Selected from
drop-down list

Field Selection

Field being modified by the adjustment. Selected from drop-down list.

New Adjusted The value in the field after the adjustment /correction is made. The

Value-1st System places the Old Value-1st in this field initially. The field is then
modified by the adjuster, if appropriate. This field is used when only one
field is being adjusted by the PMC. If both UML and HAP are displayed
for adjustment in the PMC, this field will contain the UML field

Old Value - 1st Value of the field prior to modification. Generated by the system

Difference The calculated difference between the New Adjusted Value—1st and the

between New and
Old values - 1st

Old Value-1st. Can be a positive or negative amount. Generated by the
system

New Adjusted The value in the field after the adjustment /correction is made. The

Value-2nd System places the Old Value-2nd in this field initially. The field is then
modified by the adjuster, if appropriate. This field is only used for HAP
fields when both UML and HAP are displayed for adjustment.

Old Value-2nd Value of the field prior to modification. Generated by the system

Difference The calculated difference between the New Adjusted Value—2nd and the

between New and

Old values - 2nd

Old Value-2nd. Can be a positive or negative amount. Generated by
the system
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Prior Month Corrections

Form 52681-B
Field Name

Definition

Adjuster Comment

Comment entered into the system by the adjuster to further explain the
adjustment.

Hard Edit Errors and PMC Approval / Disapproval Screen

HE Error Number-
1st

Hard Edit Error number indicating what the error is. Data is pre- filled by
HUD. Refers to Adjusted value-1* field.

HE Error Message
-1st

Hard Edit Error message indicating what the error is. Data is pre- filled
by HUD. Refers to Adjusted value-1* field.

HE Error Reason
for Adjustment-1st

Reason why the Adjusted field should bypass the Hard Edit Error —
Selected from list of most likely reasons. Refers to Adjusted Value-1*
field.

HE Error
Comment-1st

If “Other” Reason for Adjustment was selected, This field should further
explain why this should bypass the Hard Edit error. Refers to Adjusted
Value-1* field.

HE Error Number-
2nd

Hard Edit Error number indicating what the error is. Data is pre- filled by
HUD. Refers to Adjusted value-2nd field.

HE Error Message
-2nd

Hard Edit Error message indicating what the error is. Data is pre- filled
by HUD. Refers to Adjusted value-2nd field.

HE Error Reason
for Adjustment-
2nd

Reason why the Adjusted field should bypass the Hard Edit Error —
Selected from list of standard reasons. Refers to Adjusted Value-2nd
field.

HE Error
Comment-2nd

If “Other” Reason for Adjustment was selected, This field should further
explain why this should bypass the Hard Edit error. Refers to Adjusted
Value-2nd field.

PMC Submission

System date and time stamp indicating when the user submitted the

date & time PMC. Data is pre- filled by HUD
FA Action Approve or Disapprove buttons to be selected by FA reviewer
FA Comment Text field where reviewer can explain reason for approval / disapproval

PMC List of Pending Corrections

Financial Analyst

Name of the Financial Analyst who Approved/Disapproved the Pending
PMC

Division Name of the Administrative Division where the FA reports. The
Divisions are: East, North, South, West, and Operations
Rec. # On a PMC listing, a sequential number, starting with 1, numbering the

line item within the context of the listing. Not retained past the display of
the listing. The purpose is to make it easier to reference an item within
the listing.

PMC Record ID

Unique ID of the PMC record, composed of PHA Number, Submission
Reporting Period (Month, Year), and Date and Time the PMC was
submitted.

Current Status

The current status of the PMC Correction. Values can be: Pending
(PMP), Approved (PMA), Disapproved (PMD), and Completed (PMS).
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8.1 APPENDIX B: HARD EDIT ERROR MESSAGES

Error
Number

Error Message

Error HEOO1

PHA has not reported Moving to Work leasing, while the PHA does have a
Moving to Work program.

Error HE0O2

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 HE00O4

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 UMLs entered for each
category to ensure they are accurate.

Error HEO010

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 HE013

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 HE015

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
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Error
Number

Error Message

entered for each category to ensure accuracy.

Error HE022

PHA has not reported 5 Year Mainstream HAP costs, while the PHA does
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 HEO027

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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8.2 APPENDIX C: 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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