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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.

= Connect with H¥u

HUD.GOV :.'ml. , .. SR,

U.S. Department of Housing and Urban Development T Tk A-A :

Secretary Shoun Donovan [Sesch |
HOME H

System Upgrade Release Schedule System Login j
EXISHING USErS g .
System Upgrade Release Schedule » Logis here (
Attention All Users. All applications will be down Need to access HUD systems? <
between 6am and noon EDT Sunday 24 October 2010 for *+ Register catine ‘
system maintenance. We apologize for any inconvenience ‘
Forgot Password? y
« Friday November 19, 2010 - 8pm FDT b SAETERES Nonek
« Friday April 15, 2011 - 8pm EDT Note: 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 flor
security, and have changed our URL for fogging in. Please
update all bookmarks to use this Secure System - Online
Systems web page.

-

Helpful Tools

you will be unable to open another browser and lag in

|
Note: With the December 7th, 2007 release users of *  Ouline Reghtration
WASS will no longer be allowed multiple logins into < ?‘::‘":":“J Registration

. N

Secure Systems. This means that if you are logged nto v Password Instrecrions
the system and start working on another computer, youtr BNcn Speieine Faceviet .;,Q-;.:'Q "
earlier login will be ended and a new login will be octails :
initiated. Additionally, even when on the same computer, b PHA Syviem Security Guide ‘

HUD On-line Internet Home Page

NOTE: It is recommended that you “bookmark” this page to easily access it in the future. To

from the pop-up menu.

“bookmark” the page, simply “right-click” the “Login here” link and select “Add to Favorites...”
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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.

hu_dS@work Er:(

Jobs J Administrative Emergencies Computers
and Benefits Services and Security and Technology and Events

Monday November 8, 2010

www.hud.gov

= A-Z Index
Work Onllne Discussions
Handbooks/Forms

i 3 HIHRTS
Log into Secure Connections HUD Locator

Training

» Login Travel
« Webcasts/Broadcasts
WebTA

If you reached this page by accessing Attps:, ww1l1.hud.gov/ssmaster or through a
bockmark, please note that the address (URL) to Secure Systems has changed. The
new address (URL) is http:/ /hudatwork.hud.gov/po/reac/home/accessreac.cfm.
Flease update your bookmark accordingly. These instructions on how to update your
bookmark (FOF) have been provided for your convenience.

REAC Home
About Us
DCG

Library
Products
Work On-line

HUD Search
Content current as of March 4, 2007

@' Search Employee Directory
o~ ey N OasearchHuREWork go,
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._ '— 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.

AR

Secure Systems

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

User Login

RULES OF BEHAVIOR FOR HUD
SYSTEMS

The U.%. Deapartmeant of Hausing and Urban Developmeant has granted sc
Dupartmant’'s automated information resources. Howeaver, as & candition af recsiving this mccan
are regquirad ta be aware of the Department's systarm security policies and ta abide by th  po
Security policy amphasizas awaranaus practicas for the purpose of safeguarding the Departmeant's
valuable infaormation »

mew to you ta utilize the

Idantification (USERILID) and password lssued to you are your means Lo ac
resoure used solely In connection with the performant al your
forth in vy n, contract or ment(s) Dapartment e by
sell is expressly prohibited. You agre responsible ror the nfidentiality of th
ation and a intable for user identification (USERID). Furth
you will not pr assword to another user nor will you sign on to HUD
50 that another pers W operate the workstation in your absence or on your
tions of this type nstitute & breach of system security and will result in immedinte
igred USERID/password from the systam, In addition, you agree to;

The systam use

behalt, J
tarmination of your as

(n) Log-off the system when leaving the systam/workstation area;

(b) Rafrain from leaving written passwords in the workstation area;

(o) Avold craating & personal password that can be easily associated with you;

(cl)

el posting printouts of sensitive output data on bulletin boar

(o) Avold leaving system output reports unattended or unsecured)

(r) Control Input documents by returning them to files or forwarding them to the appropriate contact
parson in your offioe;

(g) Avoid violation of the Privacy Ag
rmment and contractor data il

t which requires confidentiality of personal data contained in

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

(1) Cooperate in pre ing per 1ol background infarmation to be used In conducting seocurity

background checks to the extant required by Federal regulations;

(1) Reaspond to any Inquiries and requests for information you may recelve from either the HUD
stem security practices

Henadauarters or manageameant afficials regarcing sy

(k) Protect all
and properly
to dispose of ele

soptical media and hardcopy documentation contalining s e information
fit by shredding hardc cumentation, or by contacting the HITS Help Desk
tronic/optical media

rmation on the local driv
("flash drives remec

f & lapt personally owned computer,
able/external hard drives, eto.)

(1) Avoid saving sMsitive HUD in
or other moblle or portable techno

pe of HUD-approved mobile/portable technology
arc.), ensure that It 15 protected via encryption

(m) If sensitive data must be store any t
(lapto rer able hard drives, "flash drives”

cess HUD ould ¢ » only through appr

h-.l‘, B -
), and should safeguard all sensitive infarmation

e acce solutions (such as hudmaobile. hud
essed in this manner

CERTIFICATION: | have resad the above statement of policy regarding »

(n) Individuals who telework or rem
rery

stam security swsreness

and pra % when accessing HUD's information resources. 1 understand the Department's policies as
set forth above, and | agres to comply with these requirements as & condition of being granted limited
access to the Department's computar resources
| Accept l | Logout |
Cantent updated May 9, 2008 Q Rack to Top

@ .S, Dupertmant of Housing snd Urben Duvaelopmaent Homau | Privecy Stetament

451 7th Street 3.W,, Washington, DC 20410
one: (202) 708-1112 TTY: (202) 708-1455

Twluphe

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.

m [ 1] User I_ogl n Fan | hain | saarch | homs | logout
|

Secure Systems (

¥our Uaer ID will be automatically deactivated if you don't log in befores 1 Feb 2011 Pleases snaures that you
lag in batore this date to avoid desctivation.

Legal Warning

LWL L W

Flislse af Fedaral |||III|||||||||||||||IH|I||||||l'|||||>'llllll"iilllull'l||ll||w1'||'-|||' alls Lirds
the provisions of title o, Lmited o ||||-'.-:|||||-‘,'.|-||||||||IIiII_||||-.|.|w'|||||||-'.
|.....|||.--.|....><....||........||....| e access, alterations, damage, or destruction of
Intarimation residing on Fedaral Computaers,

Warning Notice

R L it |||.-.---lully-u----.-.-.--IIW-n---.l|||-|---||-.I||I et Explor |l-ll|| Vi
Tt II><||| 5.0 browsar |5 supported for all proc Ing systams axcapt AR AM
Othear browsers may not be compatible with this software

Message of the Day

Welcome to Seoure Systems

k\lﬂ\, M

[ A J [ LuuuulJ

artant updated September 17, 2000 [ = T

WASS Legal Warning Screen

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

ﬂ , Main Menu Taq | heln | search | home | logout
|

Secure Sislems

Systems
o Youcher Management System (WM

System Administration
system
administration + Password Change

® 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 Strest S.W., Washlngton DC 20410

WASS Main Menu Screen
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2.1.3.5 The VMS home page displays.

o Voucher Management System

Home Page

Hello, FIAST - MOOI00 LAST - wors
30 are net FIAST « 20200 LAST « wms . slases g 2ot By going te

g
i
i
.

mimeciakaly Ang call tve TAZ 4t i

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

2 banafit. The infarmation raguested d0es not land ILeslf &

1o continue, please click o Bok on the side mwon

|©

[
\
|

a2 0 Sans VLS g VWL L WLV S VR Y

D)

|
I

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
Prior Month Correction
PHA

* Data Input

* Status Checking

Generate Reports

Exit VMS
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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.
| mitastiny, -
HUD.GOV &

LS. Department of Housing and Urban Development

Seeretary Shaun Donovan
HOME

ST — =

— =

System Upgrade Release Schedule System Login
Existing users

» Loginhere
System Upgrade Release Schedule

Need to access HUD systems?
b Register online

forgot Password? *——

b Pasaword Resst

Attention All Users, A% applcatians wil be down betwaen Eam and necen
EOT Sunday 242 October 2010 for system mamtanancs Wa apclegaee for any

eanvamencs

o Frday November 19, 2010 - Spm EDTY
e Frcay Apeil 15, 2011 - Spm EDT

NO1@! Payyword reset will regure you 1o
provde axact infarmaben fram your

ariginal registrasion

NOT@: With the March 2nd 2007 releass of Sacure Systerms, HUD has
implemented an upgraded program for securty, and base changed cur URL far

loggng in. Pease update all bockmarks 1o use this Secure System - Online
Systems web page

Helpful Tools

? Ouline Registration

Note: With the December 71h, 2007 release users of WASS will no langer be

allowed mulbple logims into Secure Systems. This means thas if you are logged

Tips

rt grorkingecn 2 o G er logn

REAC Internet Homepage

23.2 CLICK PASSWORD RESET.

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

Seeure Systemsg o>

RESET PASSWORD
“Fleare note that all of the folloving fields are required,

User ID

\
-
First Name
Last Name
Social Secanits Number - -
Motheor's Maides Name i

Your Now Passviord will bo sent 10 your corront cumall address in Socure Systems

Raset Passworg

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.

Thank you for vigiting the Department of Houging and Urban Development's

Online Security System

Logged Out
Tou have succesefilly logged out. The window will close in 10 geconds.

Click te Close Windawl

Contant updatad Mow 13, 2003
U5, Departrent of Housing and Urban Developrent Home | Prvacy Statement

481 Fih Straat &0W., Washington, 0C 204410
Talaphona: (2027 P06-1112 77 (202) 7068-14588

N NPT S BT T Ty
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

Page 14



ik,
Voucher Management Systems (VMS) User Manual

3.1 Manage PHA Data

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

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

3.2 Navigate to Desired Monthly Submission

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

voucher amgementsysen

Home Page

Madbe, FEREY - MO0 00 LALT - voes
(1t you arw rot FIRST « MODIDD LAST « werd . pleate log ot By going to morwd ately and cald the TAC st G02-24%-4360.)

Youchor far Payment of Annual Cantributions and Operating Stetemant
Hausing Assistance Saymants Pragram

aspelar entel Rapsring Pose
OB Zopezae 2

Ta continue, ploase cick a link an the side manu,

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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Homes &
Communities Voucher Management System

December 2. %

Manage PHA Data

Please type the PHA Code:

snd Urban Davelopmant (MUD)
ton. DC 20430
TV (202) Y08-1455

g “, V5. Departmant of Housin
e "z 451 7th Street S.W., Wash
. Yaluphone: (202) 70811

NN N A

Users with Multiple PHA assignment, selection screen

Homes &
G TGITIGESE  Voucher Management System

US. Deparmmerc of Housrg

and Urban DE‘EJSW&'T ‘V1anage pHA Data

Secure Systems

Manaqe PHA Data

CAN3E Housing Authertty of fie City of Caleaca

Please Select a PHA:

Generate Reports

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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Homes &
Communities
us rg

Voucher Management System

December 2

Manage PHA Data

PHA Code CAD39
PHA name Housing Authority of the City of Calesico
FYE 06/30

Status Last Updated By
Not Entersd
Not Entered
Mot Entered
Not Entared
Not Entared
Not Entered
Not Entered
Not Entered

First Name, Last Name Unavallable

Suberuttad 27 Ape 010

First Name, Last same Unavailable
18 March 2010

First Name, Last Name Unavailable {

Subervtted

Subenvtted 04 February 2010

s First Name, Last Name Unavailabie
Subertted 19 January 2010

First Name, Last Name Unavailable

Subrtted 10 Decernbear 2009

=4 bevs 4 E B A First Name, Last Name Unavailable
Submetted - Hard Edit Approved 24 November 2009

H =) ’\MMW”"*

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.
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3.2.2 View List of All Submissions

A link at the bottom of the List of Submissions page allows the user to view historical data

submitted beyond the current and past two fiscal years. In order to view the historical data click

the “View All Submissions” link at the bottom of the List of Submissions page.

June 2008 Submitted - Hard Edic Approved

May 2008 Submitted - Hard Edit Approved

April 20238 Submited - Hatd Edr Spproved
arch 20CE Submitted - Hard Edit Approved

Esbrusry 2002 Submitted

znusry 2008 Submitted - Hard Edit Approved

Bottom of VMS List of Submission Screen

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

status.
Octoder 2082 SUDMEIEC
Sectember 2002 Submpted
Aucust 2002 Submried
July 2002 Submiited
une 2002 Submiited
---- 2002 Submrtec

Frst Name. Last Name Unavailable

Frst Name, Last Name Unavailable

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.

Homas &

Cor

Voucher Management System

WONTIH Larmary TENR 2010

Matage PHA Data

WManthly Vourher Dats Validation sad Save Page

Amy Wy Ay L
ol e Poae i Dt
| ' > » ¥ il
'y 0 . nEe o ol
o 2 ] ' o LRSI 19 o
?
] 7 ’ 3l . "
r 4 i 3 ’ ? » F . 5 L
‘.'_' 5 & > ' o S mes a1
- ¢ 2 o . o
el i 7 x " * ¥ ¢ -4 . 2815
. 7 L ’ ? AR 02
am frote - 2 S0 M ' - M2 e
? ] T
et Lintoicrar fooy A E 2 | ™ - * b R NI o
- 2% ’ ¥y & N =Er
9 e P ’ L Y e . l.‘: W
" » F e ¥
o i At T $ » g ) 206 ¢

[ —
- s rag
. 9 ’ b 2 . W
..... ? 2% | g =
o |
) = 4 v HEE o
. 7| L] e
a ' - " v

Zave | [Fase ) [ Coreer | [Pk

S N W ot A N o L JNEPNP N R P P S
VMS Initial Data Entry Screen

NAA e BAAAAL N AL AN T AANAA NNV a A A
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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:

Voucher UML and HAP

[ J

. Other Income and Expense

o Additional Expense / Comments

o Disaster UML and HAP

o PHA Contact Information

. (The remaining tabs are not for data entry and will be discussed in later sections)
) Submission (Section 3.6)

. Executive Summary (Section 6.0)

The other data entry tabs are displayed below:
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Voucher Management System

Manage PHA Data

Monihly Vouches Data Valdation asd Save Fage

Plass entar Sata for W folomng Mmool Vouther Expenis Data b vakdated ahen 1L 1 saved 1o e Satabase

VIRSION: &

Heusing Autherity of the Oty & Countly ol S¥ MOM TN Semuary YIAR: 2011

——— Ofhir e M Esphrises ——

|

Soburast = oibvar Pt I L e e e
Ande and St 3astvises Aets

S5 Cazrae Pzrfericws Thas Wzrts ] ®
tbe OF MAE 00 e Farhes Lessst ?
Murbe of L2F Il Oesrorce Tee *

re WA Coms Blez e e - ) Dwwe o e ' ¥

S
é
¢
¢
3

— 1
3
¢
¢

}
:
)
3
)
b
§
{=
|
}

Other Income and Expense Tab
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Voucher tanagement Sy

Manage PHA Data

Meattdy Youcher Data Yaldation and Save Page

vataam || Sae || Rees | | Cocel | [Pom

Additional Expense / Comments Tab

Homes &
Communities Voucher Management System
Manage PHA Data \

Monahdy Vouchar Data Valdation snd Save Page

enth. Vaszher Gxpere 8 uahsatwd when 1t taved £ the .
Honrsing AuherBy of the Oty A Csseity of 5 . " 20 v
eTnA iarTaer 194 Irde idrrana ac1tive’i e

DUV fersaes Aveend b 1 o )
prw Teq Hees v
D0 mcvwters faraes 4mied » ) v

(hmavter Houmnn Avantesie Fragrer [DIAS Kalrna /d5te )

Disaster UML and HAP Tab
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Homes &
Communlities Voucher Management System

Manoge PHA Data

Monthly Voucher Data Validation and Save Page

¢
¢

|

g

4

é

¢

)

l

=

g

..... ﬂ f
¢

J

;

?

$

VERSION. O

ety Sl MoRtasieg oy

SEAC Technicst Assistamce Conler

2
|
i
|
l
i

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 lease on UMt Avg UML Avg Ul WAP

e First Dy of the Moath Last Month Last 12 Month Year to Dele Last Month
Ltigation \? [ | | 5 ? [
1 Year Mamstream l i 3 ? x lr
Homeawnership \ 2 [ I [ ' ? [ [

Example VMS Data Entry Fields
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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.

Lzigabion > s 2 |
L Year Mainstream 2 - |
Homecwnership \
New This Mok 1 Totd number of vouchers leased $om initial or rencwd 1-Year Nanstream fnds. Vouchers should only be reported in this category if the PHA has
. recsrec 2 2lotaton of Youchers for e 1Y Marsteam progam. A vouoher S rE0oniEs.
Moving To Work o
Famdy Urificaton 2 = 2

Example VMS Popup Window

3.34 Required Fields

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

3.35 Save Data

You may save your data at any time by clicking on the “Save” button at the bottom of the tab.
You should always save it before continuing on to a different tab. When you save the data, 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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Voucher Management System Navember 18, 20

Manage PHA Data

Monthly Youcher Data Validation and Save Page

Please enter data for the followng month, Youcher Expensa Data s vatdated when it is saved to the database.

. PADDA Allentoven Hausing Authority

Vouther UNL/HAP Incomy = . - S . rs'?'.::lur UNLH2P | PHA Irda

Windows Internet Explorer

! P, 1l specifind in radd
Voucher UML and HAP .f.x e bl

Youchers under lease on d Aug UnAL
the First Day of the Month Year to Date

Limgation

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.

.
s Voucher Management System November 30, 201¢
Manage PHA Data
Data V. and Save Page
Pleate sntet date for the following menth, Vouchar Expenss DAt is vahdated whan it o seved to the detabase
‘ PAOYY Bothhehom Housing Authority MONTIHE April YEAR! 2010
_) This tnb for Apnl 2050 wae saved successtully

Voucher UML and HAP

Vot & Lot inaan on ol UL Avip UL Ave UML AP AP Avg HAW Av AR

e Fiewt Day of the Month Lt Month Laat 17 Montn Yaar 10 Date Last Month Lant 12 Montn Yoar (0 Dute
Lasgaton 2 | | [ ' @ | [ [

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.

Homes &
Communities Voucher Management System
S SIS Dy Manage PHA Data .

Monthly Voucher Data validation and Save Page

Plassw erter dats for the folowng manth. Youcher Expenve Dats is vabdated s it i saved (o U datadises t

YEAR: 2011

Omaster Hooung Assistonce Pregram (OHAP - Kelrisa /Rits )

IVF Pervies Amaed b 4 1 ? 4
Ven Thw Mass ?
b orareeut Far ey Signied . 4 ' 2

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 Wanagementsysten

Manage PHA Data

Monthly Voucher Data Validation and Save Fage

s WA

Plasss antar data for the flloning month, Voucher Expenis Dats w vabdatad when it i saved 10 the detabass

YEAR: 2011 VERSION: 9

CADD Y Mousing Authority of the Clity & County of SF MONTH: January

Espense Commarty

.__’

This tak » valzt, and cwe be saved

Additonal ExpenseC
f apenses Description

VMS System Message — Tab is valld 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.

[ .

Manage PHA Data

Monthily Voucher Data Validation and Save Page

Flaaze anter data for the followng month, Voucher Expense Data = valdated when it i syved to the database \
Heuslng Mithority of the City & Coanty of 5§ MONTH: January YEAR: 2011 VERSION: 9
. . - - o NG wot ar . . - -
aatm s ang com™ Lo |

)uchwe

In Has

Vourhers under loase on fhe s Avg U Avg L d Avg s Mg WAP

Frat Duy of e Mouth y Lant Month Lot 12 Morn Year to Date 1 Monih Last £2 Mot Your Ao Cale

*
I Yewr Maneeam ? 0| 10 | 165 o f
VMS System Message Cross-Validation Error Message

VUULNIET uUMmL anu nag

Voochers under lesse on UsIL ML Avg UML Avg UML
thae Firxt Day of the Month Lax! Month Last 12 Month Year to Date Last Monith

Lagaticn 2 [ r [ ] $ 123 ?

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.
s Second, a check for Hard Edits, against the Hard Edit criteria listed below in this section,
¢ 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.
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Moving to Work— Error HEOO1 will display if the PHA has units or dollars contracted under the
Moving to Work program option (is operating under a MTW agreement), and the PHA has failed
to report in this section

G B o T e g S o W e —— et
v v o it e ——

Y S G A

4,780 4731 s f @ s §

Moving To Work

Write comments here if
you selected "Other"

|HEOD1 - Other

Note: Please, provide Comment if "Other" selected

H
4
f
£
¢
HEQO1 - Mo Units Leased g
o«
!
{
i

e I IS s At et ey o AR st ot B y—-'*.‘-e-J*«—--‘——- B o TP e P e S N,

Moving To Work— Error HE001

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

ety g TR e LT TN e N Tenl e e T SO SO e i gt T N it B et TP T TSN pemetm e Tl T S,

Moving To Work I @ 4459 ] 4780 | 4731 S'ir | S,—é

Write comments here if
you selected "Other"

|HEG12 - No Units Leased
{HE012 - Other

i a0 T PN PPPRPRE PR NS S

o AN eeedRES Blsseancaids Commeat K Other gelected L edeme s 8nenan e qan 8t g e s b

Moving to Work HAP— Error HEOQ12
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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 - @

#*Eprar HEOOZ: PHA has reported
Moving to Work leasing, but PHA
does not have a Moving to Work
prograrm,

Write comment here if
"Other” is selected

e Eeama
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.

R - ~

Moving To Work ‘ 1|2 [ | r S{‘m

Pt G N TS TR A oS e I A S i sy (Cass R T T T ey s g e

N
e

ey

P Vo o T T VL WL NN SR ay

-- Select Below - v

Mote: Please, provide Comment if *

Write comment here if
you selected "Other"

-- Select Below —

HEC12 - No Units Leased
HEQ13 - Other

Mote: Please, provide Comment if "Other” selected
P A Ak O e S B

UYL e S G T WP TSP
Moving to Work HAP— Error HEO013

ks o
e N

\

2 B

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

Family 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

7

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 i T R A A B T e S S S T

o e ot Lons L TR R N AT e T AR R T S G PR

Family Unification 10| @ I S| 111; @ s f
} £

&

€
— Select Below — v/ f

Note: Please, provide Comment if "Other" selected ’

Write comment here if (

you selected "Other" €

[HED1S - Other | 'f

BN B e A pe s D gt NI o B e o DN AN At B AT 0B | gt 2P a0 RIS o f

Family Unification HAP— Error HEO015
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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

D P O g O TV COR A .
Tenant Protection | AT @2 I $!

**Error HEOQ3: PHA has

fziled to report tenznt

Ero-te:hcn lezsing, while the i — Select Below — v
PHA h=s received one or J
mor: = of tenant

protection units

Note: Please, provide Comment if 'Ot

Commaent

Write comment here if
you selected "Other"

**Error HEQO16: PHA has
fziled to report Tenant
while A

Sl i - Select Below — |
the PHA re doneo 8]
more swards of Tenant — Select Below —

Protection units HE016 - TP units received but not yet leased
HE01& - TP units received but not leased by eligible families
|HEQ1E - Other

provio CITTTTTETICT

s T v S WY W S

~ g g e A inmne -\'__w.,,‘\ BNt e AT S il SO SR P i e i SIS P e SOPRG PN

Tenant Protection HAP- Error HE016

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.

2

Tenant Protection 10,000 @ I I I 3 10,000 @ $I 3

0

**Error HEDO4: PHA has
reported tenant protection
lezzing, but PHA has not |—Sele|:1 Below — v|
received 2n 2ward of tenznt
protection units

Mote: Please, provide Comment if "Other” selected

Write comment here if
you selected "Other”

#*Error HED17: FHA has
reported Tenznt Protection
HAP costs, but the PHA has
not received an zward of
Tenzant Protection units

— Select Below —
— Select Below —
HEQ17 - TP units received but not vet leazed
HEO1T - TP units received but not leazed by sligible families
HEO17 - Other

oo == 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.

-

gz | | | | #|

Tenant Protection |

Enhanced Youchers | 55|‘.‘?' | |

R prar HEOOS: PHA may not repork
rmore Enhanced vouchers than the
rumbsr of Tenant Protsction Select Below w

Vouchary reported.
HEODS - Enhanced Youchers are gap Tunding

Mate: Flascs, proavide Carmrmeant if "Other’ colected

Enhanced Vouchers — Error HEO05

g(’h“

Page 36



k.
' Voucher Management Systems (VMS) User Manual

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 not vet leased
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.

vateran's Affailr Supported ; *
Housing (VaASH) Youcher | 23| @ | | | $|

THEError HEOOT ! PHA hae
raportad VASH asxing, bBut
ths FHA hax ot recsived sn -- Select Balowvy -- bl
mward of VASH unikts in FEY
2008 or latar,

HEQDY - % A5H HAF unit= recaived but not et lessed
HEDDY - Chbmr

Fote| Plesse, provide Somment iF "Othe"” seleced

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

Write comment here if
you selected "Other”

#%Error HEQOLE: PHA has
failed to report WASH HAP

cazts, while the PHA does -- Select Below -- w
I;rarl:t:rVASH award for 2008 [ Select Below —
' HED1§ - WASH HAP units received hut not yvet leased

HEDM & - Cther

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.

EERR TP PP S

e g T e R S s T T ST S NS S s
Veteran's Affair Supported T 1 [ | 1 (%) )
Housing (VASH) Voucher ‘ 190‘ = I s}, lGGG? L ;
;\.

&

-- Select Below - !

4

{

3

; I

MNote: Please, provide Comment if " j

P

Write comment here if E

you selected "Other" j

- Select Below — Al A

— = ——— - — o e f

i

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
section.

R s O P e T i e AT D S s s TS — e
DHAP to HCV Vouchers e 16
Leased

HEC’O DHAP te HCV vouchers receiv
HEQ230 - Other

d but none

4
{
N Pleas s
ans s o NP O, el ot RO T B i e G i GG )!

DHAP to HCV Vouchers Leased - Error HEO30

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

9

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’:;Zf HEVaichers” : 1@ 1 2 | 1s] 1@ §

i

- Select Below — v

hile tm: PHA

= DHAP to HCV

lote: Plezse, provide Comment if "Other’ selected

—— | Write comment here if
you selected "Other"

Qg oMbt BB tin AL ro0f. 8 s,

[HE032 - DHAP to HCV vouchers received but none leased
|HEO32 - Other

lNote: Please, provide Cornme'\t if " Otner .e[ﬁctﬂd

e tn i, B Ly mmne AR s i

B P Y PP * iy e v g AN o b n A

DHAP to HCV Vouchers Leased Error HE032
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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 Vouchers Lo | FEER| FEER EEERT|

-- Swlect Below -- a
oo e e

"4
°
3

HIELILI - 1 F e Ty
HIECIOE L mmsing D s ol

HIECIOE - Lmmsing sy s sl

HIEOOS - Fewimmcl Paymsnt Stancarcis
HIEOOS © i e sising kR oF bl
HEOOS - Aasoriosc Porsislse

HEQOS - i

[ - et i =

gl T P p—— _——— - - _— .
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.

Write comment here or
select from drop-down menu

- Tranzfer
HEQZ20 - Leasing Decreazed

HEOZ20 - Leasing Increased

HED20 - Revized Payment Standardz !
HEOZ20 - HA iz uzing NRA or MUA

HED20 - Ab=orbed Portables

- Qther

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.

e ——— -

Sedect Seow v

faze. provice Commant iF 'Other” selected

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

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 D) | | | “

FFError HEO10: PHA has failed to
=mle=sing. [ oot Below — -
Mzinstream program — Select Below —
HEQ10 - Mo Units Leased
HE010 - 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 @ | | | $%

#*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

T RSN | iy e - -——— Nt ST = e e ST W VEDT PR oo — NI g

5 Year Mainstream ‘ | @ I l I $ |@ | ¢

l-= the |- Select Below —- ¥

O S PRI U VS S e N

Note: Please, provide Comment if "Other” selecte

Write comment here if
you selected "Other"

|HE022 - New
|HEQ22 - Transfer
HE022 - Leasing Decreased

ected
Form 52631-8 Action: |HE022 - Leasing Increased ‘ancel m
|HEQ22 - Revizsed Payment Standards

HEQ22 - HA iz using NRA or NUA
|HEQ22 - Absorbed Portables ‘
_{HE022 - Other

R o mm . o b R =By N s O L R S e R S S R NSO RSO

5 Year Malnstream HAP - Error HE022

MNMMMA.AN%_.Q—NA"-NU.
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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 ol L PR S

o

R S N e

S Year Mainstream 3

lote: Plesse, provide Comment if "Othzr" zelected

Write comments here
— if you selected

"Other"

|HEQ22 - No Units Leased
|HEQ22 - New Units
|HEQZ3 - Transfer
|HE023 - Leasing Decreased

th‘ner" selected
Form 52681-B Action: |HEO22 - Leasing Increas=d jarcel
ed Payment Standards I

{HE022 -
|HEBZ2 - HA is using NRA or NUA
|HE022 - Absorbed Portables
[HE0Z3 - Other 4
Lt e P Y T s *ml_).,..\,gv\‘:&___,_ PP PN WPl iy At o CENY L NIIROY S PR L NP T o Iy

5 Year Mainstream HAP - Error HE023

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.

B Ymmr Mainatresr |JL||"?' | ] '|U.'JU'||‘?' |

M

Wiite explanation hara if
vl yiou soloct “Oithior”
-- Select Balowy -
E
Mo Unitx Lesxzed
Py Uit
Transtsr
e Crmma nk If “othert yalecked
Form B26ai-B Adtion Laaging Inoreasad Frint Format

Rmvizec Payment Standearcds
H& = uming REA or RLA,
AREOraEd Fortanles

[=CTY

e e W L ™ T W
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

wa

£ ‘Voucher HA2 Expenses After ———r é
the Firct of Nonth s 1734567890 2 ,l
the first of Nenth it

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.

R /“_"‘--‘M‘AA“"—‘_ m e A A et

FSS Coordinator Expenses Covered by FSS

Grant $ 10: "‘?v :*,
X
Write comment here if you f
“*Error HEQOZS: PHA has =n active FSS program selected "Other"

-- Select Below - vl

but has not reported FSS expenses

HE026 - FSS program not yet implemented

HEQ26 - Other f

RPN ot P oty S BT e Commeat il "‘"e_lﬁ:,se"‘ XTI e TSR A o &

(FSS) Coordlnator Expenses Covered by FSS Grant — Error HEO026

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.

e Initial HA information is supplied from the PIC database.

e 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 &

Voucher Management System Mar

Manage PHA Data

Manthiy Voucher Data Validation and Save Page

PHA Contoct Information

HA Murrhier cTels >,
€

Ha Marrw Neueng Asthanits of the City of Aneene g Provided by -

Ha e 2o L

Neme of DA Parn of Cantect Cmemnt Arches 2 \

P of Cortait Mcoe (223) 7368363 ? e

f

Ea - / Anterec by e PHA usel }
9 / pt

¢

Pare of Contact E-mad Address garcher@Danccnahoysi ‘

Thc Whise Hhouss Hypanink

Nome of Xumoraod WA OfMuel BOBBI STRACKER (\

OMod Heuning Scthonty E mad Adovess [T B e e . S — Provided by the system

™G Finarciel Anelert BOBBI N STRACKER

\2egiasons Usendd bortyhcbugdey Ao 7‘- Hypeorink

Ta #hare Mumber 1036) 42¢-414%

Ext ?4_ Rrte;c Sy the PHA user

e Offcs Code 1e7H (\

Fad Offes Narvw HARTICAD PROGIAN CENTER e

FOPOC E-mal &ldvess

: ?
Meardd FEn-UMSSbuddey aoy *_
Hyperiink
10 POC Phone Mumbar (BL0] 3453773

e v e—————— Entared by PHA user

Testrecal Asuvtancs Centar 1-285-24%5 4900

Porm S2601-8 Actian [ Vaidass |[Saw | [ Raset [ Cancsl | [Frmn)

?
Proviged by the system
Fald Offics Foent of Contact DAmaris RUPEAGIOITAT

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)
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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.

Vouther Masagestent Systom

Maage A Dars

fiidi
i
.
‘}n
111 E
f
Tz E 2 |
i

AN TN NN NN

0SSt s shccs

1)
t §

s\\-—wk L8 i W Ny

algaperes,
el o GOt o il W~ P

VMS Submissions Tab

|
|
|
L
|

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

peTE—— .3

Manage PHA Data

Mothly Vewchar Data validation and Save Fage

of*-r‘roJ‘»...__r'“--MM-Ae’S
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.

Voucner manegemen Syt
Manage PHA Data

Momthiy Vouchar Dota Valdation o el Sowe Poge (

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 Fage

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 &

C 2] Voucher Management System
- g

o0 g Manage PHA Data

Monthly Vouchur Data Validation and Save Page

Huwsing Authrity wi Biffings MON T Jnmuary

)

wiki-8 Astion: el | [ 5 [ PrntFommat |

pee can traew acy Lab by itk o Ihe 1al. Aller review, User can (ith on e’ Tubmsson Tab" 10 comaiete 30 bMISsnN

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 Doata

A Cade racas
A ae.

Sae __aias

List of Submlssmns 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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A Code DCont
PrA nmime DL Mousing Authonty
Fyw o/ a0

Brath et Lost Updatad By

NN, ey Y,

20BN GRh e P o ‘% ™ ale B —r —— g ST I YL T L g PRPR

List of Submission Page

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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Peetable Units Administerad @ | | | $ b
Sract Sased ARAPE and HAES ? | ; 1

S Year Mainstream 58| @ | | | s 19351 2
Form $2681-8 Actice | Validste || Save || Cancel || PrntFormat |

VMS Data Input Screen — Print Button

Voucher Management System
UML and HAP

L PHA oy | i I 1A OF Avn Coxsy | Bty 2 Nporeg ] May 2010

Current 8

Verson

/! J U U
under lase on e First Day of e Monin
Ltgaten 0 L234E6TEO012 S1723294511 S1728304511 100 12M5ETE0012 G1725094511 E1T2R30451 1
1 Yiar Marsticam 10 23TE012 | VTGN | sirzmonem 100 123850786012 S1726904511 a1TZRINE 1
t 1
|Homeownership 1 22 | SIS | e1TaNesny 10 120567012 o1Tanraes 017253511
New Thes Morth 0 ) ‘ 0
Moving To Work 0 SATEE02 | VRES0EATSY 0BT 254 100 120180012 MRBA0EETST W4T
! 4 | | ! | ! !
Famty Unficron 0 [ o 2 100 0 0 2
2008 s 2006 Farndy Unddcaton o 3 0 o
| | }
2008 203 200 Moo Eksety Daazied ° l 0 0 P
Portatie Voo Pao 0 . ) \ ' 10 nn o
HOPEWI 0 10 X 10 100 10 10
Toran Prosecson L] 0 ‘ $ 0 0 ns w
Enhances Voumen "0 1 \ 1
Page tof 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.

< >

2300066 « SAV Savad Submission  MO0300 SYSTEM [0 p2/18(2011 08:04:57
2209970 sav Saved Submission MO0300 SYSTEM w— ] 011202010 12,92:03
2205395  Sav Saved Submission MO0300 SYSTEM ——m 1123002010 13:05:32
2290346 sav Saved Submission  M00300 SYSTEM —i ] | 11/08/2010 13:47:18
2200318 DRA Onginal Submission  HUSO0 SYSTEM [) | p2/26/2610 23:23:11

MOTE: cdeap o Shdisl ke tus 1o ew—

eniTire

NN N AN AAN S

L v dmmm. RS-

Select Check Boxes and Click “Multiple Print” Button

Voucher Management System

A

Monthly Submission with Archived Data

Nn‘::r bl | HP::‘E | FELEET ST AT ::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 12 12

1 Year Mainstrzam

Homeownership

MNew This Month

Moving To Work o 10 11 10 1o

Family Unification

2008 and 2009 Famiy Unification o

2008 and 2009 Nen-Elderly Disabled

Portable Vouchers Paid

HOPE VI

Tenant Protection 22 o o o o

Enhanced Vouchers

Multi Submission PDF Report showing 5 Submissions

Page 55



Voucher Management Systems (VMS) User Manual

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:

| 3

2300088  SAV Saved Submeszion  MOD300 SYSTEM [ | GRIRR2011 09:48:29
2300056  SavV Saved Submisson MO0300 SYSTEM [ | 02/18/201] 08:04:57
2259670 sav Saved SubmEson MOQ300 SYSTEM ) (2520

2299899 SV Saved Submiszion Moo300 SYSTEM (¥ | 223002010 13:0%:32
2239846 sav Saved Submssion MOD300 SYSTEM ¥ | 10/08/2010 13:47:18
2299310 DRA Orignat Submissian  HVME0D SYSTEM O | 02/26/2010 23:15:41

nNoIe ‘ ' . ok i ¢ d i g '
T L ' t » oo o DaledT r ?
T 1" s " re L - £
- —eaxl>

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
1537 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
1515137 1511837
HUMZ00: FIRET - HVMEDD  LAST HUME00: FIRET - HVAE0D
Voucher UML and HAP Terant Presection HAP HEIDME - Oithar :t -vms o3m7z0 LAST -vms o001
1515137 1511537
HUMZ00: FIRET - HVMEDD  LAST HUME00: FIRET - HVREDD
Voucher UML and HAP HAF Tatal HED20 - Other 10 -ums oamTEn LAST -yms D3TTO
15:15:37 15:18:37
HUM30D: FIRET - HVMEDD  LAST HUM300: FIRET - HVMEDD
Voucher UML and HAP Family Unifcation HEDZ5 - Oither it -ums 03m7EI LAST -vms [zl e R
151537 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:

Homes &
Communities Voucher Management System

Voo [amwhgevs

Home Page

Mabo, FINST - MIBIOE LAST - vene
(IF yoo are nek FIRST - MO0I00 LAST - vk , plesie fop ok by geng 1 immedistely and cal the TAC st S39-345. 4060 )

Voucher for Paymant of Annual Contributions and Operating Statement
Housing Assistance Paymants Program

Sapplemantyl Regoang Fom
CME Appeaeal M2, 2377-01489 2
o of mformation s estmated to average 1.50 hours per c the time for reviewing 3

rces, gathenng and mantanng the data n owing the colection of
onsor, and you are not requined to

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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Homes &
Communities

Voucher Management System

Prior Month Correction (PMC) - Data Input

Please type the PHA Code: l
(o] [t j

(208 (
Ploase selact the stote 1o which the #HA betongs: FA !
[Fasat| [Gojegemm , .

| Homes & s
! - oo s oo F Management System

Prior Month Correcton (PMC) - Data Entry

Mease Salect & PHA € PADH Abertown Moutng Mmoety
<

s

}

(

(

AL O R - g

e P I Y s i fww'*—""\'}

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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Voucher Management System

Prior Month Comrection (PMC) - Data Input

Allentorn Housing Autharty

;
)_

Moy Your Toh Seloctian Faeld Selection
= wi T -

Gnrry, mo wuechnr dota has been aubunittsd bor s reporting pomad. PHA snust siter menthily s (0t Manage PHA maduls or selezt another maeth

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.

3 Ay UNIMCAnon
Homes & - Earily Undfication HAS
Communi Voucher Management System 2003 and 2009 Family Unifice
sraTm o % 200 and 2008 Famely Unifics

e Prior Month Correction (PMC) - Dat2003 and 2009 Non-Elderly D

2008 and 2008 Non.Eldeely D

Portable Vouchers Pad

HOPE W

HOPE V1 HAP
Month  Yeas Tab Selection Tenant Protection
09 12010 #|Voucher UML and HAP g Tanank Pretection HAP
Vateran's Affar Supported Ho

Velevan's Affar Supponted Ho
| Peset | Validate | Extrnc | DHAR to HCV Vouchers Lea:

UHAR to K /
Al Ciher
All Other
FSS Escrow Deposis
All Vouchar HAP Expensas £
All Voucher HAP Expenses £
Total Vouchers hd

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 &
Communities Voucher Management System
onlaad Prioe Manth Correction (PMC) - Data input

PADOA Aurtaves 19ausing Aathorily

Toh Setuction FloM Sohctien

0 . 00 W 10 o aod Eapencs w | Adrrinciatee Expasnes v
DaTeosn co i Mew 1o OM Vil e

$ 123l =T 0

{oemyrvn e

Imu cptivaml cosmmn: field cem be used ©o s3pleiz vay the chanps 13 being made to this fisld

| Rt | Vet | tatFes |
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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.

Homes &
Communities

Voucher Management System

Prior Month Correction {PMC) - Data Input

Allestaves Hausieg Autharty

Finid Selwctian

w | o # | Vioucker UML and HRP w | Portable Vaactery Pt
gLl

Therve Sudfumm @t Valom 010 Yalm DiTecsnco i New (o 018 Vales

Difference in Mew t» Ol Valaw

| Ry | | Vaiete | TatPC |

™ - — e il g o Nt~ G o

\

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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Homes &
Communities Voucher Management System

Pror Month Carrectaon (PVC) - Data Ingaat

PALDA Al iAsven Heusing Asthority

Tab Salecson Fiol Sedo ctien

10 ! X010 ® | Vooher LIVL and HAP # 1 Volorw's Afes Suppotod Houdeg (VAEH Vasche -

Plawse Yaldatp Each Flald and racrort Frrom

Nuw Adjustod Valan Difforeacs w1 Now tn OM Vaduw

Parevwr tun e Bt P Wrwagm o tver wel wct

RO T BOCAEENCR I SR
B N D

Walidatian Erar

Camment

NE S roh o0 Raason for Afjisnmeot

Diffsrnncn n Mew ts Obd Valus

Hew Autpastad Valus Ot Vadus
3 “is s ot

Validatan Erar

HE Marde e Camement
Eror HEOTD Fro ndl rvponied VASH H A ST VASH A wrls rechned Dt ool ot e I'|

s U e PHA DY rotree ot on Jwwit  w |

ANANMAYL AN AN A AN MagyNon

| Foset | | Vaddaw | | Emieac |

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 and 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.

Voucher Management System

Prior Month Correction (PMC) - Data Entry

Allestewn Housing Autharity

Month  Yea Tab Selection Field Seloction

3 & 2010 & Voucher UML and HAP ¥ Podabs Vouchers Pad v
ML
New Adjusted Valuy Odd Valua Difference In New to Old Value
|
HAP
New Adjusted Vabun O Vabue Difference in New to Old Value
$i $ §

Thi= 0Crcection i3 TCFing TO gemerate =ope Hard Edits

Fasst | Valdos | [ Suberst | | ExtFMC

b‘"\«'h/‘ Y, WL W VR Y
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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:

0

Homes &
Communities Voucher Management System
35 Departmere of Moy

cd Urban Deveiopreas

Prior Month Correction (PMC) - Data Entry (

Allentown Housing Authority

Your Prior Month Correction has been successfully submitted for review! ‘
Comrue

."" ﬂm .", U, %, Department of Housing and U evaloprment (HUD

s *; 451 Tth Strewt 5. W., Washington, D 10

Y Y, Tulephcre: (202) 7082212 TT7 ( -

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 z
Co 2 Voucher Management System
oo : Prior Month Carrecton (PMG) - Data Input

Mant Yam Tah Swlactien T iuhd Swlwctian ]
v

{ !
0 w2018 | Adttene ErpanseCannents ¥ Carsmesti

TIVNI00 0C/04/2012 12:4AT7:38:Thes Ly the firat of & sexies uf

frrsmars to descnstrats the suitiplizicy of rcmmntE

*HVREN0 06/00/2003 18120330 Nede |5 Ko Se20m) fimmtiA I8 0 Series,
pod By the way, [ =9 noe typlog any stterisks

[Frasmt | [Vatcam | Ext il

\w\.‘“v\

Page 63



.
' Voucher Management Systems (VMS) User Manual

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.

o Voucher Management System
Home Page

Mebo, FIRST - MU0 LAST - wrrs
" e Ak FIRET - MOZEO0 LAST « wme |, plaate Mg ot &y going 1 nrad tels and call e TAZ &

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

plamentss Resomng Farm

) of information & the Ho

mantsn financd (epor

the amount of M 2 that are received andd i ton of infarmation are

1o retan o banefit. Th Wormeation requestead doss not lend

tion of in )
Ordance with acceptad a tarddy v Mactive ausdts, The ’
L1 fi .

To coatinue, please chck a link on the side ivenu

S e AV N S B o e A
VMS Home Page

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

unities Voucher Management System

o o Hassyg

Prior Month Correction - PMC Status

Faancl Anslyet; weusa

he Db L ab Sebocthm tiekd Sebection Adlisament A

1 Vouchar UNL and HAP Moweg To Woek Hap ) EaC Pendng

p HOCOL:20L0] s2ULL s 003 Vouchar UML and MR Moving To Waek )| PMC Pending

) Voucher UML and Mae 3 Yanr Manstyeam 0| PMC Pening

2 Voucher UML snd H2P % Yesr Mamstresm HEo 0! PMCPendng
Voucher UML and HP Mowng To Work HAP 0| PMCPendng

Voucher UML and HAP Mowng To + FMC Pandng

Voocher UML and Hap Tenam Pro FC Pendng

2
8 ef UNL and Hap Tenx 1 0
0 vauchar UML and HAP | )
19 vouchar UNL and Hap 0
11 Vouchar UNL and HAP

12 Vouchar UNL and Hap )

PMC Status — Pending Corrections

Each pending correction will include the following fields:
e 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
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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 &
Comm Voucher Management System

Home Page

B, FIRST - HVMSIS LAST - vrve
(3 pou aew 0t FIRST - MELT LAGT « wmi | slaace lag aut By gaing % imerad el and caf the TAC Mt 4632024040 )

Voucher for Fayment of Annuasl Contributions snd Opersting Stetement
Housing Assistonce Payments Program

- %, gat d
¢ N0t CONCLCT Of Spor aquire ond ta, a co o) Unkess that cakecton
number. Authorty ¢ C 7. Housing
{ ve audts. The
nfamation ane

tain fnancial reports n 3

t of annual contabution

To continue, please click a link an the side mmou

VN o Y SN N W NS
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 &

Communitie Voucher Management System Decamber O
US. Dwper s v
Manage PHA Data :
Please type the PHA Code: M 0L &
[Raast ) [Go] mm— ?
- OR l
Please saelect the state to which the PHA belongs: AK w :
[FReser | [Go] {
NMJ"W’ ——_ “"‘J

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 &

Voucher Management System Ducombor 0. 213

Manage PHA Data

Ploase Select & PHA; MDD HOUSING AUTHORITY OF THE CITY OF ANNAPOLIS »
|: «— p

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.

Homes &
Communitias Voucher Management System

Manage PHA Data

PHA Code racoa
A name Allantowa Housmg Asthority
e o6/ 30

LACTHLY WAt Last Dpdmed Uy
T

Avaf el g My

= S 4
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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Tab 2 Income / Expenses
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Homes
[ Voucher Management System

Decnmbor G, 20

Manage PHA Daoata

Manthly Voucher Data Validation and Save Page

MDODZ Huousing Autherity Of Bafthmuere Clity
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Expense Amount 3 ' >

Y
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Tab 3: Additional Expense / Comments

Homaes &
Communities Voucher Management System
Manage PHA Data \
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Tab 4: Disaster UML and HAP
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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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e T

Manage PHA Datas

Wty ParBrartty of e Uiy o Pottede syt

A

PN, ¥

151894 M
18:34

18:34

Voshwr UML anc Wt T 4

VOLChat UML 4 HAD | b 1854

VOUChar UML 31 M 1510813

115457 PRs Hard Eat 2ogrovad H1758 SYSTEM

N AAASVAA AL

iLeas? e Pendng Hars Fae MwTE0 SYETEM

114867 (3 Saved MW Sr5TEM
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a single Submission, <lick S

the date | bime

Chshing this buton will send
you to the Submission Page

Tab 6: Submission (HUR, HUE User)

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.

Hl)"‘- es &
Commu 1 Voucher Management System

Monage PHA Data

hiy Data Vak A and Save Page

MK OF Asatin Cansty

Form $251-h Aias | Carew PreviForret || Ce

Mote: User con review ey teb by chdorg on the tes. Alar revien, wer can oxch cn tee” Sudmem Tab® to carazlets 3atmmxen

- ¢
/

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.

Homes &
(SLIG TN Voucher Management System
o |

Home Page

Mo, FLRET - MUME LT LAST - v
(1F pow are nat FIRST « IWMELY LAST « v, plaste log out by going to e dsbaly srd col the TAC ok 004 2434860 )

Vouchur fur Paymnt of Annual Contributions and Operoting Stotament l
Housing Assistances Payments Progrom ’

Sepelanmiainal B eparting faen
CMB Approrel M 28T R-06w

ity Dovelopmant Act
O parmit tamely and off
205 to the colacty

7. Housing
aaats. The

To continue, pleasa click a link an the side menu.

D ¥ U SR g Y
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.

Homes &

Communities Voucher Management System
$. Dupetissard ol Sasivie

.

Pending Hard Edit Review and Approval

Please typa the PHA Code: PADOY
| Resat ||§! ‘—\
O )

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 &
Cnunltle Voucher Management System
Nl e d Feraniy

Duocombor O, 213

Manage PHA Data

Ploase Select & PHA: MOGDT HOUSING AUTHORITY OF THE CITY OF ANNAPOLIS »

\

(Go] g

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.

Hnn'l
Il voucver vanagemers sy ——
< P AT R Pending Hard Edit Review and Approval

A Code racea

PIA name Alentrmn Homsing Asthority
ey na/au

Stetus Financiat Anakywt
Maanh Statue

A, AN N,

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”.

Homes &
Communities Voucher Management System
Ty Manage PHA Data 4

Manthly Voucher Oata Validation end Save Pagn

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.

Homes 5
Com < Voucher Management System

Marusge PEIA Dot

L0 FlRSY MOOD0I LAST
1 HANS20  FIRST - MOOJ0S LAST
a HAIS20 1 FIRST - bME20 LAST
taat HIMS20 . FIRST - MOOA0OZ LAST

P Moving To Wock
AR MOVING To Wook AR

AP Moving To Woe

Tunant Protuction 1009 /1 )
AR

tooe part of the orogram

w.. MS I el L g — 2 .
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

Poeonding Hard Edit Review and Approval

Cdan Raviow and Approval MOMNTH: Apri YUAR: 2010

Back Lo Smsious Dace

Rocelved Date:

Apprroved; vas o

Commoants:

VMS HUD Hard Edlt Review and Approve/Dlsapprove 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

Pending Hard Edit Review and Approval

MDOO2 Cdlt Raview and Approval MOMTH: Aprit YEAR: 2010
UV (R (T YO (T .

Pinanaial Analyst docsion has baan seved succowshully

Meceivad Date)

AppProved 1

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.

Homes &
Communities Voucher Management System

Pending Hard Edit Review and Approval !

PHA Code PADOS
FHA name ALLEGHENY COUNTY HOUSING AUTHORITY
FYE 04/30

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”.

Voucher Management System

Home Page

Halle, FIRST - MYMEID LAST - wire
wete g ouk by gong W e

weNER

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

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

Voucher Management System

Prior Month Correction (PMC) - Approve By PHA

22 RAs 10 Sanecals 80508 el

Please type the PHA Code! PAM

r‘"‘"l u “

Ox

Please select the state to which the PHA belongs: AK W
)

1 mjw.-w---- 203) 7083 am n #1498 “~ — , '..
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 &

Voucher Management System

Prior Month Correction (PMC) - Approve By PHA

SR SRSl ST R

Ploase Sclact a PHA: PACO4 Aiariown Housing Autiarty v ’S

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 & ‘
Commur s Voucher Management System |
N v Engtpren Prioe Month Correction (PMC) - HE Approval By PHA

PAGR Aensaeas Housmg Authonty

P ucoed [ SADOE I D00%0% 1AAGE 2011 214717108

Tab Sedpction Field Seluction Prior Amount | Adjustmant Amount | Cerrent Amount

ML Vouchar LML snd Hap Tunars Srotectan 10 -10' 0

fus sther

Prior Amount | Adjsstaent Amount | Ceerent Amount

Comment

ME mumber

PHA Sostefic atven FA Commments

Thiz camenerk axalsing why | am making « PRC, aot ohy the ME shouls
stard

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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Voucher Management System

Prior Month Comrection (PMC) - HE Approval By PHA

Finid Selnction Prar Amoust | Adjuctmsm Amouss | Current Amuust (
Pu——
Dladpecan
> OSToNe
0k prime
Priar Amowst | Adjustmeit Amoust | Current Amoust S
Racord [d) P04 1201007 L/OV 2051 12/8L 43 s
.t u Approval g
nasrove
Dirsaprove !
| Adjustame it Amvoust | Corvend Amauss 3
PHA Justsfac ation | rA Camments r

— —
PMC Pending Corrections List by PHA

The Financial Analyst can approve / disapprove each PMC, and then click on the Submit button
at bottom. If you prefer to leave the screen without approving / disapproving the Hard Edit, click
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.
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=222 Management System

Prior Month Correction (PMC) - Approve By FA

AL 0 00000 BAGS

Please Selact the appropiate Financial Analyst trom the dropdown list PATRICIA L BENNETY -

%
) o) e /‘

{

{

J

- 79 777777777 "
@ s e ..
"“"‘r “‘"N“.‘\ﬂ,'ﬁ o

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.

Homes &
Comm

Voucher UML and HGP | Tenant Protection HAP $0 | PMC-Parding
Voucher UML ancd HOP | Tenant Protechon 0 PR Percing

Veteran' s Administrabon Supported Housmg (VASH

3 vouchar UML and HAP Hap $4,560  PMC-Pendng
\ s wtra Suppo . VASH?
. Vouthar UML ard HAR I.:e',v_-v.:r\ odministrabon Supported Housmg (AASH! 456 | PIAC-Pending
Vouchers
] Voucher UML ard HOP | Tenant Protechon 0 FMCPending
) Vourher UML and HAP | Tenant Protection Hap $0 FMC-Perding
e . P

e TP | S N8 N o N o e e
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:

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

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
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

PADDA AMlestown Housing Autherity September 2000

Tab Seloction Field Selaction Prior Amit Ad|ustment At Currant Amit

Youcher UNL and
HAP

HE Numhar Errer Message Comment
HZOOS Error MEQOS: PHA has failed ~ K200 - Other just othes [

TO Yeport temant protection

Tab Selection Finld Selection

Adustiment Amt Cusront Amt (

WAF - [[voucher URL wnd Tenant 1533 =533 g
HAP Protection HAP |

HE Numhee Error Message Reasan for Adjustmaem

nrole Ecror NMEDIG: PHA hms failed & NEOLE - Cther || just other |
to report Tesant Protection =

Thin et sxplsine why an making s PRC, not why the HE should =
FA Comments
<

Approve O Disapprove

[ Reset | | Procass snd Retm

T e SRR P s, S

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
Heusmg Aoty of the Gy of Pytesbormh j

There sre nn addtions! hard adits pendrg Soorovas! for thes P,

p—
4_'-\«'4-«’-«4-—*-...."’./““'%.0——‘4’-—-/

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.

Iloc' S I Divtamon v-ua--m-l Tak Bt Sh et W l Etatue

s (w v vl

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

Page 83



Voucher Management Systems (VMS)

User Manual

6.0 Executive Summary

Page 84



il
Voucher Management Systems (VMS)  User Manual

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.

Manage PHA Data \

Albrtran Wousng Aushanty MONTH: Fabirumy

Execitive Bummary

Alocatans and Balancas Pacap Worksheet Utfization Graphs

- -
/

WOV SRy _SNaeY N ".-'"—*NWI’\'
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 &
Communitie Voucher Management System

Manage PHA DGata

Admsbeme Smsmany Aabbeeeby

E § ry - Pubic g ¥ Alacation and Relancns s

Qutget
TR Eopatiee Haported

as Deportad in v

WAZation A Funzs « &P arpendad OYTIVABA + (Budgotod NRA . 1 Month provatos NIA cuzhion) 0.92

Utilization Units Graph Utilization HAP Graph
’ - L v

£ 237 38 2P 2 GEEEY Y G Y S o e B 7

L ¥y & 8
JVAS v UL AN w3 BA HaF oy BAZNMA

Mdm’\'.'\‘l\ﬂw"",\”w
Executive Summary — Allocations and Balance

3
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6.1.2 Recap Worksheet

The White Fhaasc

Voucher Management System

Manage PHA Data

Wit hemn Wossimg fitheatty HOMTH) Saewssbor YEARL 1908

¥ E ry - Pubbic Hi g Authority Recap

** N2 Balarce as of 12/71/2009 0

ADA Dyvatxarwed YTD 7,378,079
AP Eagundiure Y10 8,170,652
Romarirg WA ¥TD 60

Inchuding NHA

CY Bighity 7,376,079

Peranng CY Diglikty &0
CY Monthe Parranng

Morthiy £ Ebginy Rerranng 05, 427

Jrit Monthe Avalatile CY 15,401

N Mo Liased CY 13,944

Uit Mooths Rons 2,070

Manthly Lnit Months Svalstis Rerraning 11,293
Unk Narths Pundng Woudd Sueport 2,07
Moy Urets Fundng 'Would Support 20N
Mrereum Avadaiie of Supportabie 2.0m0 a5
2,070 oTe

Ninrmum Avslatie or Supportatie Montsdy

WHIE SUpPOnatio By ABA anly = N0 uEe OF NEA and witrw UMA bets

MNTS WS suppirtabie by al funds e ng opend e oF 3 A ana 3 ABA, and 320 withe LA anits

* (NEAGLESILDP 15 alter 0lsat deducted)

S e d T g w‘—"\J h‘_’ el e e
Executive Summary — Recap Worksheet
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6.1.3 Utilization Graphs

Homes £

Communities Voucher Management System

Manage PHA Data
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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:

o g e
Manage PHA Dols .

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 &
Communities Voucher Management System

Manage PHA Data

HA Sumber HA Name;  CADD) Housag Adtnty ol e Coy & Counly of SF

Mocatons snd Ralercey Pecap Workshest

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

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

Homes &
Communities Voucher Management System
U3 Degp |

Home Page

Hallo, FIRST - HVMEET CANT - vaen
If you-are 0ot FIRET - WUMSID LAST ¢ ome - leass log sut By geing to

Temeinked, and cal the TAC e 053424060

Voucher for Payment of Annual Contribistions and Operating Statement
Housing Assistonce Payments Program

flecton of nfomation » sstimated to sveruge 1,50 how

completing ad revie

arung the data nesds

® POt rec wition of nforms

Dy Has Res a5 0 the col of informabon are

1 informaty tad dost not lend itsalf to confidenbabty
To continue, please click a Bnk on the side maenu

VMS Home Page

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

Voucher Management System

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 J—

A g,

F |II'II| % U.5. Department of Housing and Urban Development (HUD)
Tools T‘a “I"I": 451 Fth Strest 5.W., Washington, DC 20410

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

Let's talk
Webcasts
Mailing lists
Contact us
Help

et

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

e Number of Non-Submitters per Month

e Number of Non-Submitters per PHA

e Percentage of Non-Submitters

Homes &
Communities Voucher Management System

VMS Non-Submitter Report

NOTE: Wns the "Start and 2o’ debws duave. 1he fele range »2ouis NOT wrcees 12 months

Please select a date range: NM ¥ YYYY & to M - YYYY » State AKX *

) R, W WRPL W LY

Non Submitter Parameter Selection Page
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The Following report is produced from the above selection.

Homes &
Commu Voucher Management System
VMS Non-Submitter Report
!D;l o e :;.- e Tnd dates ndusve. e Zete teoge -<.~.vr;1l;|‘V-~~-a:.: mzath g
Please select a date range: - 2 ~ to v v State (A »
Report
2 Datw Tatle
"o of ) (
humber of é
arsaringe of X
| Resa ] [Ga
From 11/2010
To 09/3011
As of 10/26/2011%
N indicates dats ot subostted, A colored ool indic ates the PMA & axciudad for that menth
PHA 1173010 12/2080 01/208% 02/201% 03/201% D4/2011 0572011 0672011 0772011 08/2081 19/201%
N N
N N h N N r " M N N N )
2 N N N {
The White §oues
N N p
ol N N N N (
N N N N ’ N N N
g H H ] N h " N N ]
N » N N
N
N N N
n n N " ] " ~ " " N N '
N N N
M

Non Submitter Data Table Report

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.

Homes &
Con ities Voucher Management System

VMS Data Collection Report

"\|

= Back s Sanerele Neoorty Many

Plense type the PHA Code: A0S

e A % Y% Yo o VY

Please select the state to which the PHA belangs: CA o

[Rosat] §Go]

¥ ¥ e Y Iy B e
PHA / State - Selection page

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

Homes &
Communities Voucher Management System
= s

Ducembor O, 213

Manage PHA Data

Please Select o PHA: MOGOT HOUSING AUTHORITY OF THE CITY OF ANNAPOLIS »

P it attnttn ,’Awmuj
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.
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Voucher Management System
VMS Data Collection Report
Sach A somames. uaDe

Excsd Forma

From bogar/zonn
To Dsjor/2011
As of 1w/26/2011
PHA Code PADDS
PHA Namn Alluritown Housing Autharity
Point of Contact Daniel Farres
Poiat of Comtact Phono (610) 439-8678
E-mall 18 h org
Rt AL Sel-xnin Ang-2018 Sep-20ie Dev-2000 Pk 2011 Me20NL Ape Ry
Utrgutarn 1 1 "
Ulhgatinn HAR [T si22 tim
) o
> Mt treans
The Whits Hoass
1 Ywar
Makna e arn WAP

VMS Data Collection Report — PDF format

A AoV A ﬂ,&\\"“_*‘,\“‘\b’\/\‘,*;\y

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 ﬁl

Do you want to open or =ave this file?

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

From: localhost

[ Open ] [ Save ] [ Cancel ]

While files from the Intemet can be useful, some files can potentialby

@ ham your computer. F you do niot trust the source, do not open or
zave this file. What ‘s the rslk?

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.

print.

User can preview, or send on to

" )

1 B

From
2 Te
4 Asof
5 PMHA Code
& PHA Kame
Point of Contact
1 Point of Contart Phoas
1 E-mad

12 Litgwsos
13 Linigation HAS
L0 Ve Musstives
15 Y Mstnatrnam HAT
L Mameawssichy
U Meeawne s hip HAS
10 Wew Hame Owners - Ths Month
19 Mowing To Ve Yecches
11 WS Mrming T o Warh Vasmbars
1 T amidy Geilio ston
12 Family Sedbiestion MAP
| SOR and JOUN ¥ wniy Unbbstivns

o/1/2010

4/1/2011

10/26/2011

PADDA

Alleatown Housing Authority
Danied Farrall

{610) 4390670

of 1 alt

q.0rq

S e Moy 1 Nep

e e Fentt Mar W Age

No~a-a

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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Voucher Management System

Leasing and Unit Expense Report

fecs iz Denergte fagpdy Ve

Please type the PHA Code:

[Resst] (G0}

Please select the state to which the PHA belongs: AN ™

Huvwt

(#]

0]

;M. B Dasertman of smdieg »
* .3 sy W Saet B Y Vaste gt
\ ;

s Tew ~ rUN-3

~

Enter PHA Code or Select PHA State Menu Page

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

Leasing and Unit Expense Report

[ FTEN P W

Please Select a PHA: CAI0T Housng Aunooty of ha City & Courty of SF 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 date range on which you wish to report.
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Voucher Management System
Leasing and Unit Expense Report
¢

LEN T ISNSESS R ES 3
NOTE: Aith the “Stat’ sz ‘Enc’ cetes inchanie the Zets ranze svous xzead LI mantt &

Please select a date range: MM & YYYY » to MM - YYYY ~

Select Date Range Menu Page

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

Voucher Management System

Leasing and Unit Expense Report

PHA Code Caool

PHA Namne Housing Authority of the City & County of §¥
Fleid Office Code GAPH
As of D4/06/2011

-
©

|
E
:
i
I
4]
E

1272010 229,758 7,482 0 e 1 3. 20% $9,389.955.  §1.26

3 am Combined HAP Total  $9,399,955

1.265%

0.0%
3.26%

Difference between UMA and UML
UMACAP =

125383

[ Excei Famat |

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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%
3 PHA Code caool f
Housing Authority of the City & .
L PHA Name County of 81
Viekd Office Code 9APH ‘
o Asol 4/6/2011 X
' PHA FYE 30-Sep
Mainstream Molnstream Home Comidned
5-Year 5-Year Ownership Lease
Month/Yesr Monthly UMA Monthby UML uma umML Rate Toted AP HAP PUC (
12/3/201( 220758 450 ( ) 1 3.26 $9.380, 055 $1,2538

HA Fiscal Year to Date Information
Regular Mainstream Combined

\/‘\v\. FVaa

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 Voucher Management System
U5, Departm z

Enel OFtEn Generate Reports

Secure Systems

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

Manage PHA Data
® View PHA Data Tabs s+ ¥MS Data Collection Report

#* Review and Approve
Pending Hard Edits Tabs

Prior Month Correction

HUD-FMC .
+ ¥MS Hard Edit Report
* HE Approval By PHA +—

* HE Approval By FA

« ¥MS FASS-PHA Data Comparison Report

« ¥MS PMC Status Report by FA

EEMEIEIED REDEHTS + ¥MS PMC Status Report by FMC Division

Exit YMS s ¥MS PMC FMC Status Report

Report Selection Menu

Select VMS Hard Edit Report link

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

y s
user’s id
Homes &
Comrr d Voucher Management System »
Hard Edit Report
Ralh 1o Devnrals B essmy Mev,
Please type the PHA Code
Feset | [Go
oR
Mease sebect the Fleld Office to which the PHA belongs: ALASKA COMMUNITY SERVICE CENTER (DCPHM »
resst | [G
The Whase ll.;-u. °

o4t

daran Cecelesa
n O 0

PHA Selection Menu - 1

‘. R e B3 R
W d FC PGS T g g g o

\"\ PO W W
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The user then selects the desired PHA from the drop-down list

Homaes &
Voucher Management System July 2. 20+
Hard Edit Report )

Badh tu 2iniisul 2828 >

—— C 'll'

Ploasa Select & PHA: . '

’:?o‘ot‘ w 1
o 1
() Sromressimses R ...
—— 7’ Twants e . ™ ] ) |

N

. PHA Selection Menu - 2

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

Communities

pe

Voucher Management System

Hard Edit Report

PHA Code capnol

PHA Name Muusing Autherty of Uhe City & County of S¢ (
e o8/ 30 .
Status Procesaing
Mants Tiwe I

Fioat Mame. Last hare Unises labie

Pisst Name, Last Na
Apgreved ar
7% Ocsber 220%
Firet Mama. Lazt NMama Lnaralsbie Frat Nlame, Laxt Name Lravsiside
s E o 4

A*\-Mv‘\‘,. Ay,

W ‘A,’\*‘/\ 4ard Edz Scherissh
Hard Edit Error Report Menu

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

Step —-1: Select the link under the Month column. The Pending Hard Edit Review and
Approval page displays
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voucher wanagementsyson e

Pending Hard Edit Review and Approval

L Review and Approval MONTIH: October YUAR: 2008

s bh =
Reculved Datu:
Approved Tew
Cammenis:
Cumen |

Pending Hard Edit Review and Approval Page

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

Qs oL/1300%

- ww W_,r“ P

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

Homes &
Communities Voucher Managemenl syslem

Pending Hard Edit Review and Approval
¥ v o e B W

Step —4: Click the “Continue” button
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L1008

=

— QT .,-w vy

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

Voucher Management System
Preemading Hatd Lot [leview and Approval
A e oo

e e L L e N S
e a0

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

Voucher Management System July 2, 20!

Hard Edit Report

Bach Ay pwoiaus Laus
PIA Code PAOS B
PHA wase Housing Authanty of the Cousty of Desphin
e 06/30

%
Panth Status Financial Analysh
States

THENRL ARE NO PENDING SUBMISSTONS FON THIS FHA
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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, Depar g

EnetUrtan 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 &
Communities Voucher Management System

VMS PMC Status Report by FA

Plnase selact the approprists Financial Analyst

from the drepdown list: PATRICA L BENNETT -

o] 6 e

Taleplwnei (202) Y08-3127 YTV ) M08-1499

4 \ U5 Department of Mousing and Urban Deralaperant (MUD ) @
" ® 451 Toh Street W, Washington D440 Baeacy Folisy
s

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:
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Homes &
(ST TLINENN  Voucher Management System

VMS PMC Status Report by FA

Finanaal Analyst: 99922

NOTE: With the *Stat” and "End” dates indusive, the date range should NOT exceed 12 months

Please select a date range: MM ¥ YYYY v to MM v YYYY ¥

The system can be sorted in any of the following ordert
Sate, PHA, Reporting Month, Status Code, Financial Analyst

Primary Sort Level Second Sort Level Third Sort Level
State v State v State v

Reset | |E|

U.5. Departmant of Mousing and Urban Developmaent (HUD)
2 v " OCARO4:

MM
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 State
o PHA

o Reporting Month

o Status Code

o 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 &
Comr

Voucher Management System

October 26, 201

Prior Month Correction - Open PMC - by FMC Financial Analyst

Division: Kimberly M. Marchettie

SADDIONIRID BT IR R e sy | Eost Rk Rl Vascher UM and MAP | umbar of New Voucners isswed | 123488780013 | Pending ~
SRR I Y | East Jene G Puptr Vst UM wnd MAP | Number of New Vouchers issad | 1ZMM799012 | Pending

N L st JanA Q Paake Vouatur UML and MAF | Mumbar of Mow Vouihers meved | 173404709017 | Peraing
QAREY 0 2110 4 98 JUND 8 80 42aN East P Ll Vowstur UM and HAF | Munter of Mew Vouihers mewed | 123458719017 | Pending
s et | sou 4ohn 0 P Ve A 2t N | Wt o o Vo ooend]| (20008112 | Pending
wae oty » 3 o Iohn G Punte Vauchur UMK and MAP | Nunter of New Vourhers mesed | 12079011 | Pending
ALMLOL2IRAA AR LN | Bouh A0 Q Purte Vioueiur UML wnd MAP | Muntr of Mew Vouthern neved | 133434759012 | Pending
" + y Wwegt JoAn G Puake Vowstur UM snd HAP | Mumber of Mew Vourhers wiwed | (23488799013 | Peading

| [T—— - S O Punte Veer A kNP | Vo o o Voeers et 1EMURTIONTE | Ponding
DAMILRAMUIRRLIZEY | Wost John G Punte Viswctur ML and HAP | Mumber of New Vourtwrs inssed | 123400700012 | Mending m
=D o
(B sESEEsmemET =)

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.
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Homes &
Communit
~ . J

ies

PADOA

ome and Espenss

Naw Adjusted Valus Old Value Diffarance in Raw 1o Oid Value

£ 90927

Voucher Managementsyser

Prior Month Correction (PMC) - Data Entry

Allentown Housing Autharity

20
-

“

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 Conr

ections Report

Oporations

Record (D

Tab Salectic

1

GADOT0R 20100407 201012 45 32PM

Voucher
UML and HAFP

Numbar of Vouchers Undef Lanae (HAF

Contract) on the last day of the month

$1,234 507 89012

Disapproved

GA0OT.0N2010.04.07:201012:45321°M

Other Incoma
and Expenses

interest or other income earnadthis month
fromthe Investment of HAP funds and Net
Rastrictod Asgats

$1,224 50709012

Approved

GA001.08:2010.04:07:2010112:45 32FM
GA00T 0N 201004072010 12:45 321"

KY901:08:2010:04 06:2010:10:15:12AM

Additional

Expanse/Comments

Additional
Expense/Comments
Dilaastal
UML and HAP

Expanga 1 Amount
Expansw 1 Camrmmnt

DHAP Families Assisted - Uinits

$1,234 567 89012
Thia ls a memao
Neld and will allow
the userto enter
_andenter

$1,234 567 800 12

Fanding
Panding

Approved

Ky901:08:2010:04:06:2010:10:15:12AM

Disaster
UML_and HAP

DHAP Families Asglstad — HAFP

$1.234 567 89012

Approved

TXA25085:2010.04:04 2010 0035.32AM

nar
UML and HAP

Number o
Contract) on the last day of the month

$1.234,567,80012

Disapproved

TXA2505201004:04 20100035 32AM

Other Income
and Expenses

Interast or other iIncome @armed this month
fromthe Investmentof HAP funds and Net
Roatrictad Assats

$1,224 567 80012

Approved

TX425.052010:04:04:2010:09.35.32AM

TXA25 05201004 04 2010 0035 32AM

Addifiona
Expanse/Comments

Aaditional
Expense/Comments

Expanse 1 Amount

Expunsw 1 Communt

$1,234 567 89012

THiS T4 @ maimo
fleld and will allow
he user 1o antar
andenter

Panding

Panding

VAD15:08:2010:04:04 2010:080:30:32AM

Digastar
UML and HAP

DHAP Families Anxsisted - LUnits

$1.234.507,800 12

Approved

VA015:08:2010:04:04:2010:09:38:32AM

Ciisanter
LML and HIA

DHAP Families Assistod « HAP

$1,234 567 89012

Approved

WV0B4 0120100402 20100112 31FPM

Voucher
UML and HAP

Numberof Vouchers UndarCease (HAF
Contract) on the last day of the month

$1.234 567 A00 12

Dinapproved

WVOE4.01.2010:04.02:2010.0112.31FM

Other Income
and Expenses

Intaraat of other Income earned this manth
fromthe Investment of HAP funds and Net
Rastricted Assats

$1.234 567 00012

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 &

s Voucher Management System

Generate Reports

Secure Systems

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

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

* Review and Approve

Femifteg (el ER 5 T « ¥MS FASS-PHA Data Comparison Report

Prior Month Cormrection
HUD-FMC

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.

Voucher Managementsysien

VMS PMC Status Report by FMC Division

party Mes
20200 Memy

Pluase seloct the appropriate Finascial Massgement

NO ™
Center division te generate Ihe report on: i

LA
o —_—
op

F ¢ \ U.5. Dapanmark of Mounng and Lihan Develcpmant (MO @
Citlh 451 Ith Soaet 5. W, Wathizgien, DC 20440

Toleptane: (202) 208-3143 TTvi (202) J08-3455

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 &
Communiti Voucher Management System

US. Dopartment

VMS PMC Status Report by FMC Division

Financial Analyst: North Division

NOTE: With the "Start” and "End" dates inclusive, the date range should NOT exceed 12 months,
Please select a date range: MM v YYYY to MM v YYYY v
* HE Approval By FA
The system can be sorted in any of the folloviing order:
Generate Reports Sate, PHA, Reporting Month, Status Code, Financial Analyst
Exit VMS Prnimary Sort Level Second Sort Level Third Sort Level
State v State v State v

Resources

S Y e S &
PMC - Status Report — Date Range and Sort Order

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

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

O 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 &

Communities Voucher Management System
LS Dwpis -1

VMS PMC Status Report by FMC Division

== Bace o Zelexi s Duty Fange

JEAN BAUGHMAN voucher UML and HAP 5 Yeor Manstraam
10 JEAN BAUGHMAN | Vaucher UML and HAF 3 Yoar Manstroam AP

JEAN BEUGHMAN | Voucher UML and H3F | Mowving To Work Ha2

JEAN BAUGHMAN | youcher UML and HAF  Moving To Werk

AN BALOHVAN | Voucher UML and MAR  Terand Peotectos

JEAN BAUGHMAN | voucher UML and HAP  TaNant Srotaction HAP
JEAN BAUGHMAN vouchar UML and HAD 5 Yoor Manstraan
JEAN BAUGHWAN voucher UML and H2F 3 Yeor Manstream Hap

JEAN BAUGHMAN | Voucher UML and HAF | Moving To Work H&P

- 0lo & @ oW M

AN BALIGHMAN | Youcher UML and M3F  Mang To Werk

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.

Homes &
3 Voucher Management System

Prior Month Correction (PMC) - Data Entry

PADDA Allentown Housing Autharity

Month  Year Tab Selection Heid Selection
08w 2010 % | Other Income and Espencs ¥ ASINISIrst ae Expenses v

Naw Adjustod Valus Old Value Differamce in Row 1o Oid Value
$ %0500 § 90927 2.0

__

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:

Voucher Management System

VMS PMC FMC Status Report

<< Bask to grevigus page
NOTE: With the “Start” and “End’ dates inclusive, the date range should NOT exceed 12 months
Please select a date range: MM & YYYY & to MM v YYYY &
The system can be sorted in any of the following order:
Sate, PHA, Reporting Month, Status Code, Financial Analyst
Primary Sort Level Second Sort Level Third Sort Level
State v State v State A ;
Fost) [ ¢
§ 1"" \ s nant (HUD @
3l s
- W Y > . i, o PP '\\

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 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

O 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 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 &
ies Voucher Management System

VMS PMC FTMC Status Report

VMS - FMC Status Report

The Date Range 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

The Division Name

The 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
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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.

Homes &
Communities Voucher Management System

oy

Prior Month Correction (PMC) - Approve By FA

Tab Seboction Fiald Selection Prior Amit Adjustment Amt Current Amit

HE Number Comment

PHA Justilication

|
l, ]

View-Only Screen of Selected PMC

T"H A now

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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8.0 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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Voucher Management Systems (VMS)

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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Voucher Management Systems (VMS)

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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Voucher Management Systems (VMS)

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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Voucher Management Systems (VMS)

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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Voucher Management Systems (VMS)

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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Voucher Management Systems (VMS)

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
02-03-06).

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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Voucher Management Systems (VMS)

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

Page 22




Voucher Management Systems (VMS)

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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