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1.0 GENERAL INFORMATION 

1.1 System Overview 

The Housing Counseling System (HCS) is an automated web-based system to support HUD‟s Single 

Family Housing Counseling Program. HCS has several components to collect data for reports and 

analysis. Three primary components are Agency information, HUD-9902 Report collection, and Grant 
Processing. The electronic form HUD-9902, Housing Counseling Agency Fiscal Year Activity Report, is 

available from the HUD web site for agencies to file their reports at the end of each fiscal year. HUD-

approved housing counseling agencies, funded state housing finance agencies, and national and regional 
intermediaries and their funded affiliates are required to submit quarterly and annual HUD-9902 reports 

on their counseling activities.  

 
The 9902 component collects individual and aggregate HUD-9902 reports. HCS provides tools to track 

agency 9902 submissions and analysis of the data submitted. HUD users can request, by Homeownership 

Center or HUD-wide, a list of agencies that have reported, a list of those that have not reported, or 

cumulative totals of data. The user can also get cumulative data, percentages, and HUD grants as a 
percentage of all counseling activities, by housing counseling agency, city, state, or HOC. Housing 

Counseling Agency data is also maintained within HCS and made available to the public via HUD‟s web 

site. 
 

The housing counseling grant processing component helps HUD Single Family Headquarters and 

Homeownership Center staff evaluate applications for the annual housing counseling grant awards 
competition. HUD-approved housing counseling agencies, state housing finance agencies, and national 

and regional intermediaries submit applications each spring in response to HUD‟s SuperNOFA process.  

HUD staff uses HCS to enter relevant application data and scores with comments on the factors. HCS 

determines recommended awards for each agency and produces all required documents to process the 
grant awards.  

 

The major outputs from the grant component of HCS are award reports and Congressional notification 
letters. It also produces various reports associated with different element/stages of the evaluation process. 

The user can get reports on program cost, (to compare the amount requested to the scope and level of 

services), applicants' scores on the factors for awards, or on strengths and weaknesses of the factors. 

 
The Housing Counseling System's purpose is to facilitate issuance of housing counseling grant funding, 

and to evaluate results. The Housing Counseling System provides an efficient means of monitoring and 

evaluating the performance of counseling agencies, keeping track of which agencies apply for grants, 
awarding the grants and making appropriate Congressional notifications. Direct benefits that result from 

the Housing Counseling system are pre-purchase counseling for first-time home buyers, foreclosure 

avoidance counseling for homeowners and rental counseling for the homeless. Additionally, the Housing 
Counseling system provides a process for investing counseling funds by merit and regulations in a timely 

manner.  

 

In October 2006, in support of the Single Family Integration Plan, HCS was integrated with the Client 
Activity Reporting System (CARS) that was in October of 2008 replaced with Agency Reporting Module 

(ARM). 
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System Information 

Category 

System Information 

Responsible organization: Office of the Deputy Assistant Secretary for Single Family 

Housing. Program Development 

System name: Housing Counseling System 

System number: F11 

System category: Major application 

Operational status: Release v10.7.0.0 is operational  

System environment: HCS operates on the HUD operating standard of Windows XP 
over the Internet as a Web-base system through HUD‟s security 

server (LDAP) using Cold Fusion. The HCS data is stored in the 

cars database on the NTHHQP17 server. The HCS database has 
been developed in Sybase.  

1.2 Project References 

The following project references were used to compile the User‟s Manual: 
 

Business Program Documents 

 HUD 9902 FORM 

 HUD Handbook 4065.1 

 SuperNOFA 

 

Government Documents 

 Department of Housing and Urban Development, System Development Methodology, Release 

6.06 

 

Other Documents 

 System/Sub-System Spec  

 Data Requirements Document  

 

1.3 Authorized Use Permission 

HCS is set up to retrieve data electronically. To safeguard these transactions and users privacy, all users 

are issued a User ID and password, and the data transmitted is stored on a secure server. The reports and 

data are only available to authorized users of the system. 
 

1.4 Points of Contact  

1.4.1 Information 

The key personnel involved in the project are: 

  

Type of Contact Name Department Telephone 
Program Area/Sponsor Ruth Roman Single Family Program Support 202 402-2112 
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Director Division 

Project Sponsor Manager George Grotheer Single Family Program Support 

Division 

202 402-2294 

IT project leader/GTM David Huynh Office of Systems Integration 

and Efficiency 

202 402-7493 

Contractor Project Mgr. Andrey Ignatov DysTech, Inc. 571 3210-460 x109 

Database Administrator Anurag Mishra DysTech, Inc. 571 3210-460 x115 

Development 

Coordination/PVCS 

Stephen Liu DysTech, Inc. 571 3210-460 x121 

1.4.2 Coordination 

HCS will interface with the organizations listed below during the lifecycle of the development effort. 

 

 Single Family Program Support Division – Participate in project initiation, requirements 

definition, and user acceptance test activities. 

 Development Coordination Group (DCG) – This group provides change management and 

technical support for all Single Family Housing system development teams. 

 Test Center and Assigned Field Offices – Performs verification and field-testing of HCS software 

prior to releases being installed into production. 

 Office of Information Technology (OIT) – Provides technical support, monitors adherence to 

HUD Software Development Methodology (SDM), reviews and approves all project deliverables. 
Change Control Board (CCB) – Reviews and approves requests for HCS system releases. 

 Office of the Chief Information Officer (OCIO). 

1.4.3 Help Desk 

The HCS Help Desk is handled through HUD‟s main help desk and can be reached at 202-708-3300. Tier 

2 and 3 tickets are directed to the HCS system sponsor. HUD users should contact their HOC HCS POCs 
for first level assistance. HOC HCS POCs can contact the HUD Program Project Manager for any 

unresolved issues. 

 

Agencies will contact their authorized HUD representatives for assistance. 

1.5 Organization of the Manual 

This User‟s Manual for HCS is organized in and contains the following sections: 

 1.0 – General Information including system overview, project references, contacts, and acronyms 

and abbreviations. 

 2.0 – System Summary which includes System Configuration, Data Flows, User Access Levels 

and Contingency plans. 

 3.0 – Getting Started includes an overview of logging on, system menus, changing USER ID and 

Password, and exiting the system. 

 4.0 – Using the System (Online) provides a description of basic functions found throughout the 

system and define certain terms used in this User‟s Manual.  

 5.0 – Agency User provides description of system functions available for agency users. 

 6.0 – Reviewer provides description of system functions available for HUD reviewers. 

 7.0 – GTR provides description of system functions available for HUD GTRs. 

 8.0 – Office Manager provides description of system functions available for HUD office 

manager. 
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 9.0 – Program Manager provides description of system functions available for HUD program 

managers. 

 10.0 – Querying capabilities and procedures. 

 11.0 – Reporting capabilities and procedures. 

 

1.6 Acronyms and Abbreviations 

Terms and Abbreviations 

Abbreviations Definition 

ARM Agency Reporting Module 

CARS Client Activity Reporting System  

CCB Control Board 

CMS Client Management System 

DCG Development Coordination Group 

DUNS Dun & Bradstreet number 

FAQ Frequently Asked Questions 

GTR Government Technical Officer 

HCA Housing Counseling Agency 

HCS Housing Counseling System  

HOC Homeownership Center 

HQ Headquarters 

 ISP Internet Service Provider 

OCIO Office of the Chief Information Officer 

OIT Office of Information Technology 

 POC Point of Contact 

 SSL Secure Socket Layer 

TIN Federal Tax ID Number 
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2.0 SYSTEM SUMMARY 

2.1 System Configuration 

HCS is a grant tracking and Housing Counseling Agency management system. It is a web-based 

application that runs on a clustered server environment available to HUD personnel and Housing 

Counseling Agency users located throughout all of the geographical United States. It is accessible to 
anyone on the internet through HTTP over Secure Socket Layer (SSL) and through proper 

authentication using an LDAP server. HCS is not a distributed system but does provide data feeds into 

other systems. (See Diagram #1 for overall system flow) 

 

2.2 Data Flows 

The Housing Counsel System is composed of several business process modules, grant processing module, 

client activity reporting (9902) module, and agency profile module, client module, counselor module, 
archives module, agency reporting module and system management module,. The agency profile 

management system supports the creation, read, update, and deletion of profile information of HUD 

approved agencies that participate in the HUD Housing Counseling program. The agency profile 
information provides the identity data for the grant processing and client activity reporting modules. The 

agency profile information is entered and updated at any time throughout the fiscal year.  

 

The Grant Processing module supports the grant processing for housing counseling agencies. Before grant 
applications data can be entered into the system, HUD users prepare for the grant processing business by 

entering appropriations, grant categories, grant types, and performance evaluation criteria. These sets of 

data provide the foundation on which grant applications are processed. After the appropriations, grant 
categories, and grant types are entered into the system, grant applications are ready to be entered into the 

system by HUD users. Grant applications are reviewed and provided with performance scores by HUD 

Reviewers to evaluate the grant award amount. The performance scores are then finalized by HUD 
Reviewers and the system calculates, based on the performance evaluation criteria, a recommended award 

amount. A HUD Reviewer takes that system calculated amount into consideration when updating the 

application with a final award amount. In applicable situations, a HUD Reviewer also sub-allocates the 

Unix/ColdFusion Server: 
Version 7.0: 
1) https://entp.hud.gov/ 
hud-9902/cfm/ 
index.cfm 

Sybase Server 
Version 15.2: 
1)NTHHQP17 
Database: cars 

User 
1) HTTPS 

HCS High-Level Technical 
Architecture HUD - PRODUCTION 

CMS 
1) SOAP/HTTPS Firewall 

LDAP 
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awarded amount to sub-agencies that perform counseling services. The entered grant processing data is 

then provided to HUD Reviewers, managers, and external systems through a variety of reports and 
spreadsheets. 

 

The client activity reporting module gathers client counseling activity by approved agencies in the HUD 
Housing Counseling program. HUD users and agency users enter in client counseling activity numbers. 

The client activity data entered is then used by reviewers during the next fiscal year grant processing 

cycle to evaluate the worthiness of an agency for grant awards. The client activity data is also made 

available to HUD users and managers through a variety of reports and spreadsheets. The HUD-9902 
performance report and Logic Model are created using client data.  

2.3 User Access Levels 

The current HCS system design has five kinds of users. They are:  

 Agency Users  
 HUD Reviewers  

 HUD GTRs  

 HUD Office Managers and  

 HUD Program Managers. 
 

Agency Users are HCS users provided by HUD to Housing Counseling Agencies with rights to: 

 
 Submit HUD-9902 Forms 

 Submit Agency information 

 View Verification of Submissions 

 Sub-allocate grant awards to their sub-agencies when applicable 
 

HUD Reviewers are HUD HCS users who conduct grant applications review with rights to: 

 
 View assigned Grant Applications 

 Score assigned Grant Applications 

 View Reviewers Reports 
 

HUD GTR role within HCS provides the GTR with the ability to oversee the business process of their 

assigned agencies to monitor the HUD-9902 submission process as well as the Grants Process. They have 

the access rights and capabilities of an Agency User as well as the capability to review the Grants 
Process. Within HCS, the HUD GTR has the ability to: 

 

 Submit/Review HUD-9902 forms 
 Submit/Review Agency information 

 Designate the agency status in the Housing Counseling program 

 Enter the Grant Processing section of HCS to: 
o View Funding Allocations 

o Setup Grant Applications 

o Score Grant Applications 

o Calculate Recommended Awards 
o Input Awards and Sub-Allocations 

o View Reports 

 View ARM Submission Information 
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HUD Office Manager role within HCS also provides the ability to oversee the business process of the 

HUD-9902 submissions and the Grants Process. In addition to the rights and capabilities of the HUD 
GTR, the Office Manager also has the capability to view User Information and perform some 

Management Functions. Within HCS, the HUD Office Manager has the ability to: 

 
 Submit/Review HUD-9902 forms 

 Submit/Review Agency information 

 Enter the Grant Processing section of HCS to: 

o View Funding Allocations 
o Setup Grant Applications 

o Score Grant Applications 

o Calculate Recommended Awards 
o Input Awards and Sub-Allocations 

o View Reports 

o Export Grant information from HCS 

 Manager HCS Manager User Information 
 Perform some Management Functions 

 

HUD Program Manager role is the one with full access rights to the HCS System.  
Within HCS, the HUD Program Manager has the ability to: 

 

 Submit/Review HUD-9902 forms 
 Submit/Review Agency information 

 Enter the Grant Processing section of HCS to: 

o View Funding Allocations 

o Setup Grant Applications 
o Score Grant Applications 

o Calculate Recommended Awards 

o Input Awards and Sub-Allocations 
o View Reports 

o Export Grant information from HCS 

 Manager all HCS User Information 

Perform all Management Functions 

2.4 Contingencies and Alternate Modes of Operation 

The magnitude and geographical diversity of HCS requires strict access control and security measures for 

hardware, software, communications, and personnel. The system and its data must be protected from 

errors, accidents, unauthorized access, data destruction, potential violations of the Privacy Act, and data 
transmission errors. 

2.5 Agency Data Input 

Agencies are required to submit their information in HCS through automated transactions from their 

counseling application referred to as Client Management System (CMS) to HCS Agency Reporting 

Module (ARM). Once an agency submits their data through their CMS, they will not be able to input data 
manually via HCS user interface. Agencies may review their data in HCS and shall validate the 

information. If the data in HCS is not correct, agencies need to make corrections in their CMS and 

retransmit their data into HCS via ARM. 
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Agencies submitting their information through their CMS will still access HCS to check and validate their 
information. Agencies that experience problems submitting required data must contact their HUD contact 

to gain temporary access to HCS and input their data manually until their CMS application is operating 

correctly again. 
 

HUD users are required to input HUD internal data in the agency‟s profile and to process agency‟s grant 

application. HUD users will use HCS to create reports and to conduct analysis to assist in the 

management of HUD‟s Housing Counseling program. 
 

The rest of the User Guide provides instructions how to use HCS User Interface. 



 

3.0 Getting Started 

 

HCS User’s Manual      

3.0 GETTING STARTED



 

3.0 Getting Started 

 

HCS User’s Manual   Page 3-1   

3.0 GETTING STARTED 

3.1 Logging On 

HCS is accessed through the HUD Internet using Microsoft Internet Explorer 7.0 or higher. A login ID 

and password are required to access HCS. The Login to HCS is available on the Single Family section of 

the HUD Website under Housing Counseling. You can also type “HCS” in the search bar on the 
www.hud.gov webpage to get a hyperlink to the HUD HCS System. Enter your unique User Name and 

password and then click the <OK> button or press <ENTER>.  

 

 
Figure 1. All Users – HCS Login screen. 

Depending on your access level, you will see different options in the upper menu screen. Only options 
you have been authorized to access will be presented. 

 

If you have difficulty logging on to the system, it is mostly due to a problem with resetting the 

password. To ensure proper accessing procedures, check the following steps: 
1. Open a new Microsoft Internet Explorer Browser 

2. Do not bookmark the login in screen. You can bookmark the page with the login link. 

3. Do not use the back arrow to re-initiate the login screen 
 

If you still cannot log in successfully in HCS the most likely problem involves the password. 

 Agency users should contact their assigned HUD representative for assistance.  

 HUD users should contact their HCS manager for assistance.  

HUD and Agency Users may also contact HUD National Help Desk and request password reset.  

3.2 System Menu 

The main System Menu for HCS consists of the functions listed below. A user‟s access to any of these 

particular functions is determined by their user level. Not all users will have access to all functions. 
 

http://www.hud.gov/
http://www.hud.gov/offices/hsg/sfh/hcc/hccprof17.cfm
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 Home – will return you to the main HCS Home Page 

 Agency: Allows you to perform a search for agencies, counselor and client information, as well 
as add a new agency 

 HUD-9902: takes you to 9902 Reporting Options, Data Reporting Status Inquiry, and Analysis 

Reporting Inquiry 
 Grants – takes you to the Grants Application Process as well as Scoring, Final Scoring for 

Primary, Recommended Awards Calculation, and Input Awards. NOTE – Sub-allocation and 

Grant draw down tools are linked here. 

 User: Provides user information and allows managing users. 
 Management: takes you to the management functions including Export Data Functions, Agency 

Reporting Module, Funding Allocations, Change Office Defaults 

 Reports: Provides reports for Application Progress Status, Application Score Status, Awards 
Recommendation, Awards Report, Awards Report by Agency, Office, and State, Funding Report 

Search, Reviewers Report and Final Report, and the Application Number Reference  

 Export: Allows you to export data ranging from Agency Award/No Award Letters, Agency Name 

Check Review, Application Data, Congressional Report Data, Draw Down Report Processing, 
Funding Aggregate Report, HUD-1044, IRS Delinquent Data, List of Awardees, Procurement 

Accounting Data, Public Affairs Report 

 Reports: Prompts you to archived data that is beyond the current and preceding year 
 Grant Fiscal Year – Allows the user to search various fiscal years through dropdown options 

 Logout – Logs you off the system and takes you to the www.hud.gov web page 

 Change Password – This prompts you to a screen to change your password 
 

 
Figure 2. All Users – HCS Home Page – Menu screen. 

3.3 Changing User ID and Password 

Users must contact their HUD Manager in order to change User ID and Password 

 

To reset the password, simply click the „Change Password‟ button. After you are logged into the system, 

you can click the change password link at any time, to change your HCS password. 

  

 
Figure 3. All Users – HCS Home Page – Agency User screen. 

The system will load the change password screen. 

http://www.hud.gov/
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Figure 4. All Users – HCS Home Page – Change Password screen. 

o Old Password: Your existing password (i.e. the password that has expired or the default 

password that your Administrator assigned to you). 
o New Password: A new password of your choice. Your password must be between 6 and 8 

characters. Please ensure your password abides by the following rules: It must have at least 

one special character (@, #, $, or %), and at least one lowercase letter; capital letter; and 
number. After you enter the system password, you will be prompted to change it to a unique 

password every 21 days. If you do not use the system after 90 days, your login will become 

inactive, and the Administrator will need to reset your login and password.  

Retype New Password: Your new password of 6 to 8 characters; it must be the same password that 

you entered into the New Password field. 

3.4 Exit System 

To log out of the system Click the “Logout” hyperlink located in the top right corner.  

 

 
Figure 5. All Users – HCS Home Page – Exit Menu. 

This will log you out of the system and take you to the www.hud.gov web page. 

 

http://www.hud.gov/
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4.0 USING THE SYSTEM ONLINE 

This chapter contains a detailed description of all HCS system functions. The current HCS system design 
has five kinds of users. They are: Agency Users, HUD Reviewers, HUD GTRs, HUD Office Managers, 

and HUD Program Managers. 

 
HCS provides HUD Housing Counseling Agency users the ability to: 

 Submit HUD-9902 forms 

 Submit Agency information 

 View Verification of Submissions 

 Validate agency information 

 View sub-agencies‟ information 

 

HUD Reviewers role allows HUD HCS users to conduct grant applications review with rights to: 

 View assigned Grant Applications 

 Score assigned Grant Applications 

 View Reviewers Reports 

 
The HUD GTR role within HCS provides the GTR with the ability to oversee the business process of the 

HUD-9902 submission process as well as the Grants Process. They have the access rights and capabilities 

of an Agency User as well as the capability to review the Grants Process. The GTR is responsible for 
entering HUD control data in their assigned agency‟s profiles. Within HCS, the HUD GTR has the ability 

to: 

 Submit/Review HUD-9902 forms 

 Submit/Review Agency information 

 Enter the Grant Processing section of HCS to: 

o View Funding Allocations 
o Setup Grant Applications 

o Score Grant Applications 

o Calculate Recommended Awards 

o Input Awards and Sub-Allocations 
o View Reports 

 View ARM Submission Information 

 

The HUD Office Manager‟s role within HCS also provides the ability to oversee the business process of 
the HUD-9902 submissions and the Grants Process. In addition to the rights and capabilities of the HUD 

GTR, the Office Manager also has the capability to view User Information and perform some 

Management Functions. Within HCS, the HUD Office Manager has the ability to: 

 Submit/Review HUD-9902 forms 

 Submit/Review Agency information 

 Enter the Grant Processing section of HCS to: 

o View Funding Allocations 

o Setup Grant Applications 

o Score Grant Applications 

o Calculate Recommended Awards 
o Input Awards and Sub-Allocations 

o View Reports 

o Export Grant information from HCS 
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 Manage some HCS User Information 

 Perform some Management Functions 

 

The HUD Program Manager‟s role has full access rights to the HCS System.  
Within HCS, the HUD Program Manager has the ability to: 

 Submit/Review HUD-9902 forms 

 Submit/Review Agency information 

 Enter the Grant Processing section of HCS to: 

o View Funding Allocations 

o Setup Grant Applications 

o Score Grant Applications 
o Calculate Recommended Awards 

o Input Awards and Sub-Allocations 

o View Reports 
o Export Grant information from HCS 

 Manage all HCS User Information 

 Perform all Management Functions 

 
The sections below provide detailed instructions on how each of the five types of HCS users can perform 
system functions.
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5.0 AGENCY USER 

In the HCS system, an Agency User is someone who belongs to an agency participating in the Housing 
Counseling Program but not affiliated with the Federal government. These Agency Users can: 

 View and Edit Agency Information 

 Submit HUD-9902 Forms 

 View Input Awards (Only available for Parent Agency Users) 

 View Submission Verifications 

 Access CMS Management 

 

Upon logging into the system as an Agency User, you will see the following screen: 

 

 
Figure 6. AU – HCS Home Page – Agency User screen. 

If your agency has sub-agencies you will see a link to Input Awards. 
 

The next sections explain how to use the functions while logged into the HCS System as an Agency User.  

Note: Some Agency Users, who have sub-agencies under them, can search for, and edit all of the 9902 
forms and agency profiles for their associated agencies. If you are an Agency User with other associated 

sub-agencies reporting to you, please see Section 5.2.1. for directions on how to search for and edit HUD-

9902 forms and Agency Information (Agency Profiles). 

5.1 Agency 

Agency Information is important contact and reference information that uniquely identifies your agency. 
In the HCS system, the agency information is stored in an Agency Profile. As an Agency User, you can 

enter and edit your own agency profile. Agency information is the foundation of the Housing Counseling 

System. To maintain the accuracy of HCS information, it is essential that the agency profile information 
is always accurate and updated.  

5.1.1 Agency Search 

Below are steps on how to enter and/or edit your agency information. 

 
1. From the top navigation menu, click the Agency hyperlink. Your Agency Summary screen 

appears. You can also access this from the Agency Search sub-menu option.  
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2. Click the dropdown box to select the fiscal year you wish to search for, and click Go button. 

 

 
Figure 7.A. AU – Agency: Agency Search  

 

3. The Agency Search for FY 20XX screen appears. From here you will be able to perform a Basic 
Search, or perform an Advanced Search. To go to the Advanced Search click the Go to advanced 

agency search hyperlink. 

 

4. On the Agency Search page, the following listed search criteria have multiple selection enabled 
controls. Users can Click the field to display choices and select multiple items, or select one field 

to search. You can also enter values with comma to delimit list of values. 

a. Agency Information 
b. HUD Office & GTR 

c. Agency Location 

d. Agency Type & Services 

e. Agency Status & Validation 
f. Grant & 9902 Information 

 

5. Fill out the form and click the Search button. The Agency List screen appears. 
 

Note: Contingent on your Agency, you will be able to access multiple Agencies, or only your own. A 

Parent Agency User will be able to access the information for their Agency and the Sub-Agencies 
associated with them. Once you have decided on Agency, click Search to retrieve your results. 

 

  
Figure 7.B. AU – Agency: Basic Agency Search for FY 20XX  
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Figure 7.C. AU – Agency: Agency Search for FY 20XX  

Note: Provided below is an example of an Agency List Search result. 
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Figure 8. AU – Agency: Agency List 

6. If you want to export the agency list to an Excel spreadsheet, Click the Agency Spreadsheet 

button. The File Download dialog box appears. 
 

7. Select to either Open or Save the file and then return to Agency List screen. 

 

 
Figure 9. AU – Agency: Agency List File Download Dialog Box. 

To view more information about or to update data of an agency listed in the Agency List page, click the 

agency‟s name hyperlink in the Agency Name column. The Agency Summary screen for that agency 
appears. 

 

8. From the Agency Summary screen, you have six tabs to choose from to view more detailed 
information regarding that specific agency. You can view information on: 

a. Agency Summary 

b. Agency Information 

c. Personnel 
d. Contact Information 

e. HUD Affiliation 

f. Counselor/Client 
 

Note: You will be able to edit some information found in these tabs; however the edit function is not 

available in all fields. 
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Figure 10.A. AU – Agency: Agency Summary 

9. Under the Agency Information you are able to alter the following: 

a. Click an agency designation in the Agency Designations field. Your choices include: 
Faith Based, Colonias, and Migrant Worker. 

b. If your agency is delinquent in federal debt, click Yes in the Delinquent in Federal 

Debt? field. 
c. Enter your federal tax ID number in the Federal Tax ID Number (TIN) field. 

d. Enter your agency‟s Dun & Bradstreet number (DUNS) number in the DUNS Number 

field. 
e. In the Additional Languages Provided, please select which other languages your 

agency supports. 

 

Note: The following information in 10 – 12 reflects your agency office information and will be used to 
post on the HUD web site for the public to reference. Therefore, do not enter private information you do 

not what the public to know. 
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Figure 10.B. AU – Agency: Agency Information 

10. Under the Personnel tab, you will need to input/alter the following information: 

a. Enter your Agency Manager, which will include their Business Title, Full Name, and 
Cell Phone Number. 

b. Enter your Agency Senior Executive, which will include their Business Title, Full 

Name, and Cell Phone Number. 

c. Enter your Agency Contact for HUD Use, which will include their Business Title, Full 
Name, Cell Phone Number, and Email address. 
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Figure 10.C. AU – Agency: Personnel 

11. Under the Contact Information you will need to input/alter the following: 

a. Enter your agency‟s physical location address (including city and zip code) in the 
Address, City, and Zip fields. Do not enter your mailing address if different. 

b. Enter your agency‟s phone number, fax, and e-mail address in the Phone, Fax, and 

Email fields. 
c. Enter your agency‟s Web site address in the Web URL field. 

d. If your agency has a toll free phone number, enter it in the Toll Free Phone field. 
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Figure 10.D. AU – Agency: Contact Information 

12. Under the HUD Affiliation the following information is all edited by your assigned GTR: 

a. In the Types of Counseling Services box, notify your HUD contact to enter all of the 
types of counseling services that your agency offers. 

b. Scroll down to view the next section of the form. 

c. In the Zip Code Affiliations box, the default zip code associated with your agency is 

listed. Note: To add additional zip code affiliations serviced by your agency, please 
request through your GTR. 

d. In the State Affiliation area, your agency‟s default state affiliation is listed. Note: To 

add additional state affiliations serviced by your agency, please request through your 
GTR. 

e. If you want to validate the information entered in this form, click the Validated? Box 

found in the upper right corner of this screen. Below this box, it lists when this form 

was last validated, and the date it must be validated by in the future. Validation must 
be conducted within the timeframe stated on the profile page. 

f. Public Display Options is another option that is edited through your HUD Office 

GTR. 
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Figure 10.E. AU – Agency: Agency HUD Affiliation. 

13. Under the Counselor/Client tab, you will be prompted to a list of counselors that are under each 

specific agency. From this tab, you can also perform a Counselor search, Add Counselor, and 

perform a Client search.  
 

14. Provided below is the screen that you will be prompted to for Counselor Search. This is further 

explained in Section 5.2.2. 
 

 
Figure 10.F. AU – Agency: Agency Counselor/Client. 

15. To add a new counselor, click the Add Counselor hyperlink, and you will be prompted to a form 

which needs to be completed prior to officially adding that counselor. An example of this is 

provided below. Once you have completed the necessary fields, click Add New to save this 

counselor, or Clear, to erase previously input data. 
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Figure 10.G. AU – Agency: Agency Add Counselor. 

16. To perform a Counselor Training Search, click the Training Search hyperlink, and you will be 

prompted to a search which will allow you to narrow down your results. An example of this is 

provided below. Once you have completed your criteria, click Search to retrieve results, or Clear 
to erase previously input data. 

 

 
Figure 10.H.1. AU – Agency: Agency Training Search.  

17. By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.  
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Figure 10.H.2. AU – Agency: Training Search Results. 

18. If you desire to update this profile, edit the information you desire and click Update info to save 

those changes, or Clear to remove that information. 

 

 
Figure 10.H.3. AU – Agency: Agency Counselor/Client – Training Search – Counselor Profile. 

19. If you want to associate sub-agencies with your agency, click Sub-Agency(s). The Select Sub-

Offices for (Agency Name) screen appears.  
  

20. In the Available column, select the sub-agencies you would like to assign to your agency. Press 

Shift and click the mouse to select multiple offices in a row, or press Ctrl and click the mouse to 
select more than one individual office at a time. 

 

21. Click Assign Agency(s) to move your selected sub-agencies to the Assigned box. Or, to remove 
sub-agencies from the Assigned box, click Remove Agency(s) to move the sub-agencies back to 

the Available box. 
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Figure 10.I.1. AU – Agency: Select Sub-Offices  

22. To cancel these sub-agencies, click Cancel. To save these changes to the sub-agencies, click 

Submit and a confirmation message appears (see below); then click Close.  
 

 
Figure 10.I.2. AU – Agency: Sub-Agencies Updated Confirmation Message  

23. If you are finished viewing/editing/entering your agency profile, click OK. If you do not want to 

save your changes, click Cancel. 
 

You have now finished viewing/editing/entering your agency profile. 

5.1.1.1 Agency Status 

APPROVED – LHCA & Intermediaries  

Agencies that applied and was approved to participate in HUD‟s SF Housing Counseling program 

and have a HUD-Approved certificate are the only agencies to have the Approved status. 
 

PARTICIPATING – SHFA & Sub-Agencies 

An agency that is participating in HUD‟s SF Housing Counseling program on behalf of their 

relationship with an Approved organization has Participating status. SHFA are approved by their 
State and HUD recognizes them and allows SHFA to participate in HUD‟s program as a courtesy. 
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Sub-agencies belonging to a HUD-Approved agency (LHCA & Intermediary) are participants in the 

program so long as their parent organization remains Approved. 

 
CONDITIONAL – All Agencies 

Agencies maintain a Conditional status for a limited time until they satisfy a condition to be 

Approved or Participating. The most applied situation is from the results of a recent BPR that an 
agency must make corrections to deficiencies discovered during their Review. If an agency does not 

attain an Approved or Participating status at the end of the Conditional period, HCS converts their 

status to the appropriate Terminated status. 
 

INACTIVE – All Agencies 

Agencies that are no longer participating in the program but require access to HCS to complete their 

9902 reports or update their records have the Inactive Status. The agency‟s contact and counseling 
information is not made publicly available through any of HUD‟s systems or programs to reflect their 

non-participatory status with the SF Housing Counseling Program. The agency‟s profile is dormant 

until their last action is complete. 
 

TERMINATED (DISAPPROVED) – LHCA & Intermediaries 

An Approved agency that drops out of the program and no longer participates in the program is 

terminated. Access to HCS is denied and their profiles are dormant. 
 

TERMINATED (NON-PARTICIPATING) – SHFA & Sub-Agencies 

Any SHFA that drops out of the program and no longer participating in the program is terminated. All 
sub-agencies of a Terminated (Disapproved) agency are terminated from the program. Access to HCS 

is denied and their profiles are dormant. 

 

STATUS DURATIONS 

Agency‟s status can be changed any time depending upon their situation. Generally, however, the system 

recognizes the following durations for each status. 

 
APPROVED 

LHCA = 2 Calendar Years. LHCA will renew their 2 year Approval status on the date of their 

renewal. 
INTERMEDIARIES = Fiscal Year (FY). Generally Intermediaries operate under a HUD Grant. Their 

approval is therefore based on the fiscal year, to better track their duration under the grant. 

 
PARTICIPATING 

SHFA = opened. SHFA do not have a preset termination date so their Participating status remains 

open indefinitely. The system does allow fix 2, 3, or 5 years settings if desired or an ending date can 

be manually entered. 
 

Sub-Agencies‟ durations are the same as that of their Parent Agency. Sub-Agencies maintain the 

same status and duration as that of their parent agency‟s status. Individual sub-agency statuses can be 
down-graded if their circumstance warrants it. Their statuses however cannot be extended beyond that 

of their parent‟s status. Keep in mind that LHCA that are temporary affiliate to Intermediary 

maintains their Approval status independently regardless of the Intermediary‟s status change. 

 
CONDITIONAL 

Settings = 15, 30, 45, 60, 90, & 120 days. Conditional is a temporary reprieve to maintain their 

Approved or Participating status until their condition is corrected. If the conditions required to be 
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Approved or Participating are not satisfied, the status changes at the end of their end date to 

Terminated. 

 
INACTIVE 

Settings = 15, 30, 45, 60, 90, & 120 days. Inactive is a temporary status to allow an agency to access 

HCS to complete unfinished records or make data entry in their files. Another reason for an agency to 
be inactive is that their counselors left the agency and agency becomes Inactive until they hire 

replacement counselors. At the end of the status period, the status changes automatically to 

Terminated unless a HUD user manually upgrades their status. 
 

TERMINATED (Disapproved & Nonparticipating) 

Setting is open until a HUD responsible person manually changes the status. 

 

STATUS CHANGES 

AUTOMATIC STATUS CHANGES 

Unless a HUD user manually changes the status, HCS will make the following changes to ensure no 
agencies remains in a non-terminated status indefinitely. 

 

Approved end date changes the status to Conditional for 30-days. This allows HUD users time to 

make adjustments to correctly update the agency status. 
 

Participating status for SHFA that exceeds the end date converts to Conditional for 30-days for the 

same reason as above. 
 

Conditional end date converts the status to Terminated. During conditional status the HUD user had 

enough time to update the agency‟s status if warranted. Ignoring the Conditional status implies the 
condition was not satisfied and the agency should be terminated from the program. 

 

Inactive end date converts the status to Terminated. The system assumes that the agency is not 

coming back to the program and terminates their participation. If the agency is to be re-activated, a 
HUD user manually changes the agency‟s status. 

 

Sub-Agencies are connected to their parent agency‟s status. This relieves the HUD user from resetting 
individual agencies. Individual sub-agencies can always be downgraded when warranted.  

5.1.2 Counselor Information 

1. From the upper navigation menu, scroll over the Agency hyperlink, and select the Counselor 

Information button. 

 
2. Once you have completed your criteria, click Search to retrieve results, or Clear to erase 

previously input data. 
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Figure 11.A. AU – Agency: Agency Counselor Search 

3. Once you have retrieved your search results, you are able to access counselor information by 

clicking the hyperlink found under the Last Name column. 
 

 
Figure 11.B. AU – Agency: Agency Counselor Results 
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4. Once you have selected the Counselor you would like to access, you are able to edit the 

information provided below. Once you have edited your desired information click Update info to 

save changes, or Clear, to delete information. 
a. First Name 

b. Middle Initial 

c. Last Name 
d. Employee Start Date 

e. Employee End Date 

 

 
Figure 11.C. AU – Agency: Agency Counselor/Client Counselor Profile 

5.1.3 Client Information 

1. From the upper navigation menu, scroll over the Agency hyperlink, and select the Client 

Information button. 

 

2. Enter the criteria you would like to specify for your search, and once you have done so, click 
Search to retrieve those results, or Clear to erase the data you had input. 

 

Note: You will only retrieve results if there are clients associated with your Agency. 
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Figure 12.A. AU – Agency: Client Information – Search 

3. Provided below is an example of the search results retrieved while performing a counselor search.  
 

4. To view further information on a counselor, click the hyperlink found in the Last Name column. 

By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.  
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Figure 12.B. AU – Agency: Counselor Search 

5. If you desire to update this profile, edit the information you desire and click Update Profile to 
save those changes, or Clear to remove that information. 

 

 
Figure 12.C. AU Agency: Agency Counselor Information Profile 

5.2 HUD-9902 

All agencies, except Branch-LHCA, are required to submit quarterly reports accumulating client data to 
the final annual report each fiscal year. Any agency with an active status of Approved, Participating, or 

Conditional, must submit a report covering the period of their active status. Agencies that did not receive 

a HUD grant will automatically have HUD Client column set to zero. Agencies awarded a HUD grant 
will provide their total budget to allow the 9902 report to automatically calculate the HUD client numbers 

based on their budget/grant ratio. This calculation makes an assumption and may not reflect actual 

numbers. Agencies will input their actual figures in their logic model. HUD will compare the 9902 and 

logic values for analysis. 
 

The HUD-9902 Processing feature provides two sections. The Tracking section is used by both agency 

and HUD users to monitor the submission process of agencies submitting their required reports. The 
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Analysis section is being enhanced and will allow analysis of the data submitted to assist in the 

performance of the program. Review of an agency‟s report can be accessed from either section. 

 

This HUD Fiscal Year Activity Report enables a HUD-approved housing counseling agency to report 

electronically all of its housing counseling activities and results for each quarter of a fiscal year. As an 

Agency User, you can complete (and edit) your agency‟s HUD-9902 form. Follow the steps below to 
complete the HUD-9902 form for your agency. 

5.2.1 HUD-9902 Form 

1. From the upper navigation menu, click the HUD-9902 Processing hyperlink. The 9902 Data 

Reporting Status Inquiry screen appears. 

 
2. Select the appropriate Reporting Period and Fiscal Year, then click Continue. 

 

 
Figure 13. AU – HUD-9902: 9902 Data Reporting Status Inquiry screen. 

3. This will prompt you to a search engine with various criteria to manipulate. 

a. Agency ID – Allows you to extract information based on a particular Agency‟s ID 

number 

b. GTR Name – Allows a search to be performed based off of a particular Government 
Technical Officer 

c. Agency Type – Allows a search to be made on an individual or multiple agency types 

d. Grant Awardees – This enables you to narrow down your results based on whether an 
agency was awarded a grant 

e. Have Reported Individual 9902 – This enables you to narrow down your results based on 

whether a particular Agency has individually reported their 9902 
f. Reported on Time – Along the lines of the 9902, this helps in determining if it was 

reported on time 

g. Reported Data are Validated – Allows a search to be made on whether or not reported 

data has been validated 
h. CMS – Allows you to perform a search based on various Client Management Systems 

 

4. Once you have selected the criteria for your search, you will click the Submit Inquiry button to 
review your results. As an Agency User, you will only be able to view the HUD-9902 of your 

Agency. 
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Figure 14. AU – HUD-9902: 9902 Data Reporting Status Inquiry Search screen. 

5. Once you click Submit Inquiry, your search result will appear. From here you can Click the 

Agency Name to retrieve Agency Information as previously discussed in Section 5.2, or the 9902 

icon under Details, which will prompt you to the HUD-9902 form. 
 

 
Figure 15. AU – HUD-9902: 9902 Data Reporting Status Inquiry Search screen. 

Provided below is an example of a 9902 form. 
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Figure 16.A. AU: HUD-9902: HUD-9902 form. 

6. Complete all possible fields. Steps 7-11 explain important aspects of the HUD-9902 form. 
 

In the Counseling Agency Name & Address area, keep the following information in mind:  

 Although the address shown may be modified on-line through the Agency Information page of 

HCS, Housing Counseling Agencies should notify their respective HUD Homeownership Center 

(HOC) of any address changes.  

 Reference to HUD HOC offices can be found at:: 

http://www.hud.gov/offices/hsg/sfh/hoc/hsghocs.cfm 



 

5.0 Agency User 

 

HCS User’s Manual  Page 5-24 

 Affiliates/branches are required to enter their Intermediary ID in the appropriate box on the 

Agency Information page of HCS. 

 

In the Reporting Period and Budget section, remember that this is an accumulating quarterly report. 
All activities that took place from the first day of the fiscal year to the last day of the reporting 

period should be included in the report. Quarter 4 Reporting Period is the same as an annual 

report because it covers the entire fiscal year. Grant reporting period report are required for those 
agencies who have a grant agreement with HUD and should specify the starting date and ending 

date of the Grant reporting period. 

 
7. Complete the Ethnicity of Clients, Race of Clients, Income Levels, and Number of Clients 

Receiving Educational/Outreach Services sections.  

 

Note: The report contains two data columns for all sections of the HUD-9902 form: 

 All Counseling and Education Activities – Enter data covering all housing counseling activities, 

including those performed under one or more HUD housing counseling grants.  

 Counseling and Education Activities attributed to HUD Housing Counseling Grant Funds – 

Starting in FY 2007 the HUD Grant Activities are automatically calculated based on the HUD 

Funded Activity Ratio in Section 2. This ratio is determined by the total HUD grant awards in 
Section 8 divided by the Total Annual Housing Counseling Program Budget in Section 2. These 

data elements are recalculated when you enter a value into the All Counseling Activities column 

or when the Total Annual Housing Counseling Program Budget is changed.  

 
8. For the Number of Clients Counseled, by Purpose of Visit and Results section, keep the 

following information in mind:  

a. Enter the number of clients to whom you provided counseling during the report period. 
This might include clients who entered your workload the previous report period but you 

carried over into and counseled during the current report period.  

b. Please remember that you report clients as defined in paragraph 1-7A of HUD's Housing 
Counseling Program Handbook 7610.1.  

c. You are not reporting the number of individual persons you counseled. Examples: A 

husband and wife or a brother and sister or three friends who are mortgagors under the 

same note count as one client. Three renting families who experience the same problem 
with the same landlord and come to your agency together for assistance count as one 

client. 

d. Seeking Shelter or Services for the Homeless – A client reported on this line must meet 
the definition for "homeless" or "homeless individual" set forth in Section 103, General 

Definition of Homeless Individual, of the Stewart B. McKinney Homeless Assistance Act 

(Public Law 100-77). Instructions / Guidance and FAQ – The following hyperlink will 
take you to the appropriate HUD website for form HUD-9902 instructions and FAQs. At 

the top of the site under INDEX, select "reports (PDF page)" and you will be directed to 

the proper location. Scroll down for further information at this location. 

http://www.hud.gov/offices/hsg/sfh/hcc/hc_faq.cfm 
 

9. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902.  This 

section is automatically calculated and shows the awards that were granted by HUD. 
 

10. For the Authorization section, the first and last name of the user logged into HCS who completes 

this form is automatically entered for the Input Official when the Send button is clicked. The 

http://www.hud.gov/offices/hsg/sfh/hcc/hc_faq.cfm
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Agency Official is the Director first name and last name from the Agency Information page of 

HCS. 

 
11. Starting in January of 2008, agencies can submit their client level data through a CMS system. 

The HUD 9902 Form provides an automated tool that generates the HUD 9902 Form and Logic 

Model from the client level data submitted. To view the client level data derived HUD 9902 Form 
and Logic Model Click the HUD 9902 (Derived) and Logic Model tabs respectively. 

 

The HUD 9902 (Derived) provides a features which overrides the permanent HUD 9902 Form. To 
use the client level data derived HUD 9902 Form as your permanent HUD 9902 Form, click the 

Commit Data button. This causes the System to over write the regular HUD 9902 Form. 

 

12. To view a HUD-9902(Derived) Form, click the HUD-9902 (Derived) tab.  
 

 
Figure 16.B. AU – HUD-9902: Form 9902 (Derived) 

13. To view the Logic Model, Click the Logic Model tab and a new window is displayed that show 

the Logic Model filled out with the client level data submitted through the CMS systems. 

 

The HUD 9902 (Derived) Form & Logic 
Model are dynamically calculated from client 

data submitted by Agencies through CARS. 

If not data is submitted through CARS, then 

theses two forms will be left blank. 
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Figure 16.C AU – HUD-9902: Logic Model 

14. When you finish completing this form, click Send. A message appears at the top of your screen.  
 

 
Figure 16.D. AU – Database Updated Message  

15. If you key in parent agency ID to the Agency ID field in 9902 Data Report Status Inquiry criteria 

page, you will get a consolidated non-editable 9902 data report option. 
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Figure 17.A. AU – HUD-9902: 9902 Processing – Report of Affiliates Belonging to A Parent Agency Have 

Reported 9902 Data 

16. Upon selecting Consolidated 9902 you will be prompted to the report, presented as followed. 
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Figure 17.B. AU – HUD-9902: 9902 Processing – Consolidated 9902 Report 

You have now successfully completed a HUD-9902 form. 

5.3 Input Awards 

Agencies that receive grant funding and have sub-agencies have the option of sub-allocating funds to their 

sub-agencies. Only those agencies that have sub-agencies are provided with this feature. To sub-allocate 
funding follow the steps below. 
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1. Click the Input Awards hyperlink in the upper navigation. The system displays all the 

applications the current agency submitted. Select a grant application to sub-allocate funding from. 

 

 
Figure 18.A. AU – Input Awards: Sub-Allocate Funding – Part I 

2. Once you click the desired application, you will be prompted to further data regarding the Agency 
and application.  

 

 
Figure 18.B. AU – Input Awards: Sub-Allocate Funding – Part II 

3. To sub-allocate funds, you will click the Agency/Sub-Agency Allocation button located above, 

and will be prompted to the following screen. From here you are able to allocate funds based on 

three criteria. 
a. Allocate Evenly – Which splits your available funds evenly amongst Sub-Agencies. 

b. Allocated By # of Counselors – Which will provide agencies with more counselors with 

greater funds. 

c. Allocate By # of Clients – Which will provide agencies with more clients with greater 
funds. 

4. Once you have allocated those funds, click Submit to save changes, or Cancel to erase those 

edits. 
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Figure 18.C. AU – Input Awards: Sub-Allocate Funding – Part III 

5.4 Submission Verification 

5.4.1 ARM Submission  

Another option that you have as an Agency User is to perform an ARM Submission Verification.  

 
1. From the top navigation menu, click the Submission Verification hyperlink. The Submission 

Verification Screen page appears.  
 

 
Figure 19. AU – Submission Verification: ARM Submission Verification  

2. Upon narrowing down your search criteria, you have three types of submission reports to choose 

from: 
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a. All Submission: This will provide you a full list of submissions; the ones that failed and 

the ones that were successful 

b. Failed List: This will provide a list of only the submissions that failed. 
c. Success List: This will provide you a list of only the submissions that were successful. 

 

 
Figure 20.A. AU – Submission Verification: ARM Submission Verification Results – All Submissions 
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Figure 20.B. AU – Submission Verification: ARM Submission Verification – Failed List  

 
Figure 20.C. AU – Submission Verification: ARM Submission Verification – Successful List 

You have successfully viewed the ARM Submission Verification. 
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5.5 CMS Management 

Under CMS Management you are prompted to two charts. One chart, Figure 22.A, is a list of CMS 

products that successfully meet HUD‟s standards and have completed testing. The second chart, Figure 

22.B, is a list of CMS products that are in the process of meeting HUD standards, and are in the process 
of testing. 

 

These charts provide further information in the following areas: Specific Client Management System 
(CMS), Dataset Version, Vendor, Vendor POC, POC Email, Vendor Website, and Availability 

(either public or exclusive). 

 

 
Figure 21.A. AU – CMS Management: HUD Certified CMS Products – Completed Testing 



 

5.0 Agency User 

 

HCS User’s Manual  Page 5-35 

 
Figure 21.B. AU – CMS Management: HUD Certified CMS Products Awaiting Testing 
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6.0 REVIEWER 

In the HCS system, a Reviewer is someone who is a HUD HCS user who conducts grant application 

reviews. These Reviewers can: 

 Access Scoring 

 View Reports 

 View Funding Allocations 

 

 
Figure 22. Reviewer – HCS Home Page – Agency User screen. 

6.1 Scoring 

As a Reviewer you will only be able to view the applications you were associated with for that Fiscal 

Year. 
 

1. From the upper navigation menu, click the Scoring hyperlink. The Application Scoring List 

Search for Fiscal Year 20XX screen appears. 

 
2. From here you will be able to edit your search criteria based on: 

a. Agency ID 

b. Agency Name 
c. Reviewer 

d. Application ID 

 

3. Once you have narrowed down your search click the Search button to retrieve those results, or 
Clear to erase what was put into each field. 
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Figure 23. Reviewer – Scoring: Application Scoring List Search for FY 20XX 

4. You will be prompted to your search results, which you can sort based off of the following 

criteria: 

a. Agency Name 

b. Agency ID 
c. Agency Type 

d. Application ID 

e. Reviewer 
 

5. To open a specific scorecard, click the hyperlink under Agency Name that you would like to 

view. 
 

Note: to Delete or add New Score skip to step 9. 

  

 
Figure 24. Reviewer – Scoring: Application(s) Scored for Fiscal Year 2010 

6. Once you have chosen your desired Agency, you will be prompted to the Factors For Award 
scorecard.  

a. Check agency information for accuracy to ensure you are evaluating the correct 

score card. 

b. Other Reviewers assigned to this application are posted for reference. 

c. All sub-factor scores when listed must be scored. Major Factor scores cannot be 

over written when sub-factors are listed. Major Factor scores will automatically 

sum the scores of its sub-factors. If no sub-factors are listed, the score for the 

Major Factor can be entered directly. 
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d. If applicable, instructions to each sub-factor are provided by selecting the Blue 

Information icon. 

e. Bonus Points are shown if applicable. Combine the Factor scores plus Bonus 

Points to determine Total Score. 
 

7. When all scores have been entered, click the OK button on the bottom to save the score 

card, or Cancel to erase changes. 
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Figure 25.A. Reviewer – Scoring: Application(s) Scored for Fiscal Year 2010 

8. If you click OK, and there are errors associated with your scoring you will prompted to 

various messages. 
a. If the number you input is larger than the Max Points, a error message will pop-up 

b. If the number you input is not a whole number, a error message will pop-up 

c. If the number you input is not a positive number, a error message will pop-up  
 

 
Figure 25.B. Reviewer – Scoring: Message from webpage (Step 8.a) 
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Figure 25.C. Reviewer – Scoring: Message from webpage (Step 8.b) 

 

 
Figure 25.D. Reviewer – Scoring: Message from webpage (Step 8.c) 

 
Figure 26. Reviewer – Scoring: Application(s) Scored for Fiscal Year 2010 

9. To delete a score, click the X button found under the delete column on the Application(s) Scored 

for Fiscal Year 2010.  
 

10. A message will be prompted prior to finalizing your action. Click OK to delete the score, or 

Cancel to return back to the Application(s) Scored for Fiscal Year 2010 page. 
 

 
Figure 27. Reviewer – Scoring: Message from webpage Delete a Score 

11. To add a New Score, click the New Score button located above and below the Agency Name 

column. 
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12. This will prompt you to a list of scorecards that are awaiting your review, similar to Figure 27.  

 
13. The scorecard, and process, will be the same as previously described in Steps 6 and 7. 

6.2 Reports 

6.2.1 Viewing Reports 

To view any of the HCS system reports, take the following steps: 

 
1. From the upper navigation menu, scroll down to the Reports section. Click the hyperlink of the 

report you want to generate from the Reports sub-menu in top navigation frame. For example, if 

you click Reviewers Final Report hyperlink from the menu, the Select a Grant Application for 
FY 20XX screen appears. 

 

  
Figure 28. Reviewer – Reports: Reviewers Final Report 

6.2.1.1 Printing Reports 

You can print any of the HCS system reports by following these steps: 

 

1. From the upper navigation menu, scroll down to the Reports section. Click the hyperlink of the 
report you want to generate from the Reports sub-menu in top navigation frame. For example, if 

you click Reviewers Final Report hyperlink from the menu, the Select a Grant Application for 

FY 20XX screen appears. 
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Figure 29. Reviewer – Reports: Reviewers Final Report 

2. Click the Print button. The Print dialog box similar to follow appears. Once you have selected your 

printing criteria, click Print to have a printout of the document. 
 

 
Figure 30. Reviewer – Reports: Print Dialog Box. 

You have now successfully printed a report. Repeat these steps to print any of the other reports available. 
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6.2.1.2 Exporting Reports 

You can export any of the HCS system reports to Excel spreadsheet by following these steps: 

 
1. From the upper navigation menu, scroll down to the Reports section. Click the hyperlink of the 

report you want to generate from the Reports sub-menu in top navigation frame. For example, if 

you click Reviewers Final Report hyperlink from the menu, the Select a Grant Application for 
FY 20XX screen appears. 

 

2. Click the Export button. The File Download dialog box appears. 
 

 
Figure 31. Reviewer – Reports: Reviewers Final Report  

3. Click the Open button to open the spreadsheet in HCS web page. Or, click the Save button and 

follow the instruction to save the report to a Microsoft Excel file. 

 

 
Figure 32. Reviewer – Reports: File Download Dialog Box. 
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You have now exported an HCS system report. Follow these steps again to export any of the other 

reports. 

6.2.2 Report 

6.2.2.1 Reviewers Final Report 

1. From the top navigation menu, under Reports sub-menu, click the Reviewers Final Report 

hyperlink, the Select a Grant Application for Fiscal Year 20XX appears. 
 

2. This will prompt you to a list of Grant Applications arranged by Agency. To view an Agency 

report, click the hyperlink for that Agency under the Agency Name column. 

 

 
Figure 33.A. Reviewer – Reports: Reviewers Final Report 

Note: Provided below is an example of a Final Reviewer Report. 

 
Under each Factor, there are six places for comments based on the following criteria: 

 Primary R. Strength 

 Reviewers Strength 

 Final Primary Reviewer Strength 

 Primary R. Weakness 

 Reviewers Weakness 

 Final Primary Reviewer Weakness 
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Figure 33.B. Reviewer – Reports: Reviewers Final Report Result 

Note: In order to maximize or minimize these comments either select the . Provided below is an 

example of the comments boxes maximized in order to read the comments by those who reviewed this 

agency‟s request. 

 

 
Figure 33.C. Reviewer – Reports: Reviewers Final Report Result – Strengths and Weaknesses 

Note: If a primary reviewer has not reviewed a specific application, you will see the following message at 

the top of a report. 

 



 

6.0 Reviewer 

 

HCS User’s Manual  Page 6-12 

 
Figure 33.D. Reviewer – Reports: Reviewers Final Report Result – No Review Alert 

6.3 Funding Allocations 

The Program Manager at HQ enters all of the funding allocations. HCS supports two methods of 

allocating funds. The first method allocates by grant type only. The second method used in previous fiscal 

years is according to grant type and HUD office. Depending on which method used by HQ, the funding 

allocation information available to a Reviewer is different.  

 
1. From the upper navigation menu, click the Funding Allocations hyperlink. The Grant Funding 

Allocation – 20XX screen appears. 

 

 
Figure 34.A. Reviewer – Funding Allocations: Funding Allocation by Grant Category 

2. When the method of allocating funds is according to grant type only, The Funding Allocation 
20XX by Grant Category is displayed. 
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3. To view the allocations described by Grant Type, click the red dot circled below. 

 

 
Figure 34.B. Reviewer – Funding Allocations: Funding Allocation By Grant Type 

4. To view the Grant information in matrix form, click the blue dot, as depicted below. 

 

 
Figure 34.C. Reviewer – Funding Allocations: Funding Allocation Grant Matrix Validation  

5. To see additional information (such as the validation or difference), click the green dot. Those 

two fields will be displayed. 
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Figure 34.D. Reviewer – Funding Allocations: Funding Allocation Additional Information  

6. To see the history of this funding allocation, click Yes next to Show History. The history appears 
at the bottom of the screen. 

 

 
Figure 34.E. Reviewer – Funding Allocations: Funding Allocation Show History  

7. To verify the funding allocation, click Verify. A confirmation message appears. 
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Figure 35. Reviewer – Funding Allocations: Funding Allocation Verification Message  

8. You have now verified this information. Click OK. 

 
9. To export this Funding Allocation information into an Excel spreadsheet, click Excel. When the 

following dialog box appears, decide whether to Open, Save, or Cancel the spreadsheet. 

 

 
Figure 36. Reviewer – Funding Allocations: Funding Allocation Export to Excel  

You have now finished using the HCS system‟s Funding Allocations feature. 
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7.0 GTR 

The HUD GTR role within HCS provides the GTR with the ability to oversee the business process of the 
HUD-9902 submission process as well as the Grants Process. They have the access rights and capabilities 

of an Agency User as well as the capability to review the Grants Process. Within HCS, the HUD GTR has 

the ability to: 

 Perform Agency searches, and access to counselor & client information. 

 Submit/Review HUD-9902 forms 

 Enter the Grant Processing section of HCS to: 

o Setup Grant Applications 
o Score Grant Applications 

o Final Score for Primary 

o Calculate Recommended Awards 
o Input Awards and Sub-Allocations 

 View Submission Verification 

 View Funding Allocations 

 Access the following Reports: 

o Application Progress Status 

o Application Score Status 
o Awards Recommendation 

o Awards Report 

o Awards Report by Agency 

o Awards Report by Office 
o Awards Report by State 

o Funding Report Search 

o Reviewers Final Report 
o Reviewers Report 

o Application Number Reference 

 
Upon logging into the system as a GTR, you will see the following screen: 

 

 
Figure 37. GTR – Home Page  

7.1 Agency 

As a GTR, you can also review or submit information about the agencies that you are involved with. 



 

7.0 GTR 

 

HCS User’s Manual  Page 7-2 

7.1.1 Agency Search 

1. From the top navigation menu, click the Agency hyperlink. The Agency Search screen appears. 

You can also access this from the Agency Search sub-menu option.  

 
2. Click the dropdown box to select the fiscal year you wish to search for, and click Go button. 

 

 
Figure 38.A. GTR – Agency: Agency Search  

 

3. The Agency Search for FY 20XX screen appears. From here you will be able to perform a Basic 

Search, or perform an Advanced Search. To go to the Advanced Search click the Go to advanced 

agency search hyperlink. 

 

4. On the Agency Search page, the following listed search criteria have multiple selection enabled 
controls. Users can Click the field to display choices and select multiple items, or select one field 

to search. You can also enter values with comma to delimit list of values. 

a. Agency Information 

b. HUD Office & GTR 
c. Agency Location 

d. Agency Type & Services 

e. Agency Status & Validation 
f. Grant & 9902 Information 

 

5. Fill out the form and click the Search button. The Agency List screen appears. 
 

  
Figure 38.B. GTR – Agency: Basic Agency Search for FY 20XX  
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Figure 38.C. GTR – Agency: Agency Search for FY 20XX  

Note: Provided below is an example of an Agency List Search result. 
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Figure 39.A. GTR – Agency: Agency List 

6. To retrieve a list of email addresses for the agencies listed, click the Valid Emails hyperlink. A 
list of valid email addresses is listed from which an exported file can be generated. 

 

 
Figure 39.B. GTR – Agency: Agency List Valid Emails 

7. To view a list of agencies that do not have a valid email address, click the Invalid Emails 

hyperlink. A list of agencies that do not have a valid email address is listed. From this list, you 
can edit or enter a valid email address for the agency. 

a. To edit or enter a valid email address for the agency, Click the email text in the Invalid 

Email Address column.  
b. An input box with an Update and Cancel button appears. 

c. Enter a valid email address and click the Update button to save or Cancel to undo. 

d. Once Updated with a valid email address, the agency is removed from the current list and 

added to the Valid Emails list. 
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Figure 39.C. GTR – Agency: Agency List Invalid Emails 

8. If you want to export the agency list to an Excel spreadsheet, Click the Agency Spreadsheet 

button. The File Download dialog box appears. 

 
9. Select to either Open or Save the file and then return to Agency List screen. 

 

 
Figure 40. GTR – Agency: Agency List File Download Dialog Box. 

To view more information about or to update data of an agency listed in the Agency List page, click the 

agency‟s name hyperlink in the Agency Name column. The Agency Summary screen for that agency 
appears. 

 

10. From the Agency Summary screen, you have six tabs to choose from to view more detailed 

information regarding that specific agency. You can view information on: 
a. Agency Summary 

b. Agency Information 

c. Personnel 
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d. Contact Information 

e. HUD Affiliation 

f. Counselor/Client 
 

Note: You will be able to edit some information found in these tabs; however the edit function is not 

available in all fields. 
 

11. From the Agency Summary you are able to add and delete HUD Comments. 

 

   

Figure 41.A. GTR – Agency: Agency Summary  

12. To add a HUD Comment, click the Add New hyperlink found next to comments in the HUD 
Comments box.  

 

 
Figure 41.B.1. GTR – Agency: Agency Summary – HUD Comments 
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13. Enter the Subject and your comment, and click Save, to save the comment, or Cancel to close the 

Comment box. 

 

 
Figure 41.B.2. GTR – Agency: Agency Summary – Add New HUD Comment 

14. To delete a comment, click the Delete hyperlink located under the Action column. 

 

15. Under the Agency Information you are able to alter the following: 
a. Click an agency designation in the Agency Designations field. Your choices include: 

Faith Based, Colonias, and Migrant Worker. 

b. If the agency is delinquent in federal debt, click Yes in the Delinquent in Federal Debt? 
field. 

c. Enter the federal tax ID number in the Federal Tax ID Number (TIN) field. 

d. Enter the agency‟s Dun & Bradstreet number (DUNS) number in the DUNS Number 

field. 
e. In the Additional Languages Provided, please select which other languages your 

agency supports. 

 
Note: The following information in 10 – 12 reflects the agency office information and will be used to post 

on the HUD web site for the public to reference. Therefore, do not enter private information you do not 

what the public to know. 
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Figure 41.C. GTR – Agency: Agency Information 

13. Under the Personnel tab, you will need to input the following information: 

a. Enter the Agency Manager, which will include their Business Title, Full Name, and Cell 

Phone Number. 

b. Enter the Agency Senior Executive, which will include their Business Title, Full Name, 
and Cell Phone Number. 

c. Enter the Agency Contact for HUD Use, which will include their Business Title, Full 

Name, Cell Phone Number, and Email address. 
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Figure 41.D. GTR – Agency: Agency Personnel 

14. Under the Contact Information you will need to input/alter the following: 

a. Enter the agency‟s physical location address (including city and zip code) in the Address, 

City, and Zip fields. Do not enter your mailing address if different. 
b. Enter the agency‟s phone number, fax, and e-mail address in the Phone, Fax, and Email 

fields. 

c. Enter the agency‟s Web site address in the Web URL field. 

d. If the agency has a toll free phone number, enter it in the Toll Free Phone field. 
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Figure 41.E. GTR – Agency: Agency Contact Information 

12. Under the HUD Affiliation tab you will be able to edit the following information: 

a. Agency Name 
b. Type of Agency 

c. Status (Further information can be found in Section 7.2.2.1.) 

d. HUD Office GTR 

e. GTR Phone Number 
f. HUD Office Assigned to 

g. Types of Counseling Services 

h. Zip Codes Affiliation(By pressing the Add Another Zip Code hyperlink, an input box 
will appear which will allow you to insert a new zip code) 

i. State Affiliations (By pressing the Add Another State hyperlink, a drop-down box will 

appear) 

j. Allow for Public Access 
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Figure 41.F. GTR – Agency: Agency HUD Affiliation 

13. Under the Counselor/Client tab, you will be prompted to a list of counselors that are under each 

specific agency. From this tab, you can also perform a Counselor search, Add Counselor, and 

perform a Client search.  
 

14. Provided below is the screen that you will be prompted to for Counselor Search. This is further 

explained in Section 7.2.3. 
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Figure 41.G.1. GTR – Agency: Counselor/Client 

15. To add a new counselor, click the Add Counselor hyperlink, and you will be prompted to a form 

which needs to be completed prior to officially adding that counselor. An example of this is 

provided below. Once you have completed the necessary fields, click Add New to save this 

counselor, or Clear, to erase previously input data. 
 

 
Figure 41.G.2. GTR – Agency: Add Counselor 

 

16. To perform a Counselor Training Search, click the Training Search hyperlink, and you will be 
prompted to a search which will allow you to narrow down your results. An example of this is 

provided below. Once you have completed your criteria, click Search to retrieve results, or Clear 

to erase previously input data. 
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Figure 41.G.3. GTR – Agency: Counselor Training Search  

17. By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.  

 

 
Figure 41.G.4. GTR – Agency: Training Search Results 

18. If you desire to update this profile, edit the information you desire and click Update info to save 

those changes, or Clear to remove that information. 
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Figure 41.G.5. GTR – Agency: Agency Counselor/Client – Training Search – Counselor Profile 

7.1.1.1 Agency Status Update 

APPROVED – LHCA & Intermediaries  

Agencies that applied and was approved to participate in HUD‟s SF Housing Counseling program 

and have a HUD-Approved certificate are the only agencies to have the Approved status. 

 
PARTICIPATING – SHFA & Sub-Agencies 

An agency that is participating in HUD‟s SF Housing Counseling program on behalf of their 

relationship with an Approved organization has Participating status. SHFA are approved by their 
State and HUD recognizes them and allows SHFA to participate in HUD‟s program as a courtesy. 

Sub-agencies belonging to a HUD-Approved agency (LHCA & Intermediary) are participants in the 

program so long as their parent organization remains Approved. 
 

CONDITIONAL – All Agencies 

Agencies maintain a Conditional status for a limited time until they satisfy a condition to be 

Approved or Participating. The most applied situation is from the results of a recent BPR that an 
agency must make corrections to deficiencies discovered during their Review. If an agency does not 

attain an Approved or Participating status at the end of the Conditional period, HCS converts their 

status to the appropriate Terminated status. 
 

INACTIVE – All Agencies 

Agencies that are no longer participating in the program but require access to HCS to complete their 

9902 reports or update their records have the Inactive Status. The agency‟s contact and counseling 
information is not made publicly available through any of HUD‟s systems or programs to reflect their 

non-participatory status with the SF Housing Counseling Program. The agency‟s profile is dormant 

until their last action is complete. 
 

TERMINATED (DISAPPROVED) – LHCA & Intermediaries 
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An Approved agency that drops out of the program and no longer participates in the program is 

terminated. Access to HCS is denied and their profiles are dormant. 

 
TERMINATED (NON-PARTICIPATING) – SHFA & Sub-Agencies 

Any SHFA that drops out of the program and no longer participating in the program is terminated. All 

sub-agencies of a Terminated (Disapproved) agency are terminated from the program. Access to HCS 
is denied and their profiles are dormant. 

 

STATUS DURATIONS 
Agency‟s status can be changed any time depending upon their situation. Generally, however, the system 

recognizes the following durations for each status. 

 

APPROVED 
LHCA = 2 Calendar Years. LHCA will renew their 2 year Approval status on the date of their 

renewal. 

INTERMEDIARIES = Fiscal Year (FY). Generally Intermediaries operate under a HUD Grant. Their 
approval is therefore based on the fiscal year, to better track their duration under the grant. 

 

PARTICIPATING 

SHFA = opened. SHFA do not have a preset termination date so their Participating status remains 
open indefinitely. The system does allow fix 2, 3, or 5 years settings if desired or an ending date can 

be manually entered. 

 
Sub-Agencies‟ durations are the same as that of their Parent Agency. Sub-Agencies maintain the 

same status and duration as that of their parent agency‟s status. Individual sub-agency statuses can be 

down-graded if their circumstance warrants it. Their statuses however cannot be extended beyond that 
of their parent‟s status. Keep in mind that LHCA that are temporary affiliate to Intermediary 

maintains their Approval status independently regardless of the Intermediary‟s status change. 

 

CONDITIONAL 
Settings = 15, 30, 45, 60, 90, & 120 days. Conditional is a temporary reprieve to maintain their 

Approved or Participating status until their condition is corrected. If the conditions required to be 

Approved or Participating are not satisfied, the status changes at the end of their end date to 
Terminated. 

 

INACTIVE 
Settings = 15, 30, 45, 60, 90, & 120 days. Inactive is a temporary status to allow an agency to access 

HCS to complete unfinished records or make data entry in their files. Another reason for an agency to 

be inactive is that their counselors left the agency and agency becomes Inactive until they hire 

replacement counselors. At the end of the status period, the status changes automatically to 
Terminated unless a HUD user manually upgrades their status. 

 

TERMINATED (Disapproved & Nonparticipating) 
Setting is open until a HUD responsible person manually changes the status. 

 

STATUS CHANGES 

AUTOMATIC STATUS CHANGES 
Unless a HUD user manually changes the status, HCS will make the following changes to ensure no 

agencies remains in a non-terminated status indefinitely. 
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Approved end date changes the status to Conditional for 30-days. This allows HUD users time to 

make adjustments to correctly update the agency status. 

 
Participating status for SHFA that exceeds the end date converts to Conditional for 30-days for the 

same reason as above. 

 
Conditional end date converts the status to Terminated. During conditional status the HUD user had 

enough time to update the agency‟s status if warranted. Ignoring the Conditional status implies the 

condition was not satisfied and the agency should be terminated from the program. 
 

Inactive end date converts the status to Terminated. The system assumes that the agency is not 

coming back to the program and terminates their participation. If the agency is to be re-activated, a 

HUD user manually changes the agency‟s status. 
 

Sub-Agencies are connected to their parent agency‟s status. This relieves the HUD user from resetting 

individual agencies. Individual sub-agencies can always be downgraded when warranted.  

7.1.1.2 Update Status from Agency List 

Agency Search results provide an option to update multiple agencies‟ statuses with a single start date. The 

duration of the approval period is determined according to the rules specified 7.2.1.1. above. 

To update the active status of multiple agencies follow the steps below: 
 

1. From the Agency Search for FY 2XXX page, select the criteria you wish to find agencies with. 

a. The System displays a list of agencies that match your criteria.  
b. Note the check boxes that appear next to some of the agencies listed. Only LHCA‟s, 

SHFA‟s, Intermediaries, and Multi-State Organizations are permitted to have their 

statuses updated from the search results page. 
c. You can click the All hyperlink next to Select to check all checkable agencies in the list. 

You can also click the None hyperlink next to Select to uncheck all agencies in the list. 

 

2. After checking the agencies you want to update, click the Bulk Approve button.  
 

 
Figure 42.A. GTR – Agency: Update Agency Status Bulk Approve 

3. Enter the Approval effective date and click the Apply button to apply status change. If you wish 
not to change the statuses, click the Cancel button or the Close button. 
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Figure 42.B. GTR – Agency: Update Agency Status – Bulk Approve 

7.1.1.3 Update Status from Information 

To update the status for a single agency, go to the agency profile for the agency you wish to update and 

following the steps below: 
 

1. Under the HUD Affiliation tab, you will see Status, with the option to either Change or View 

History. Figure 44.A demonstrates the View History, and once in view mode, you have the 
option to select Hide History. 

 

 
Figure 43.A. GTR – Agency: Update Agency Status – Agency Profile – View History 

2. In the Status Change pop up box, you can change the following information: 

a. Status – the Status options listed reflect only those statuses an agency type can have.  

Please refer to Section 4.1.5 concerning active statuses. Changing statuses creates a new 
status history record. 

b. For – This option is only available for Conditional and Inactive statuses. It is used to 

auto-calculate the Up To date. 
c. Renew – This creates a new status history record instead of overwriting the current 

status record. Renew is only applicable if the status has not changed but the As Of and 

Up To dates have changed. If Status has changed, the Renew checkbox is ignored. 

d. Status As Of Date – The effective date of the status 
e. Status Up To Date – The last day on which the selected status is effective 

f. Reason – A brief description for the reasoning behind updating the status 

g. Comment – A longer description for the reasoning behind updating the status 
 

3. Click the Apply button to save the status update. 

 
4. After clicking the Apply button, the pop up box is closed and the updated status information is 

displayed on the Agency Profile. You do not need to click the OK button to save the status 

change as it has already been saved. 
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Figure 43.B. GTR – Agency: Update Agency Status – Agency Profile – Change 

7.1.2 Add New Agency 

You can click Add New Agency button from Agency Search page or from Agency List page to add a new 

agency to the HCS system. 

 

1. From the upper navigation menu, scroll over the Agency hyperlink. And select the Add New 

Agency button. 

 

2. Complete all of the required fields that are marked with *. Fields that are not marked with * are 
not mandatory. Following are the Agency Profile required fields. 

a. Agency Name 

b. Type of Agency: Following are the options of type of agency shown in the dropdown list. 
c. HUD Office GTR: The GTR assigned to this agency, as well as their contact number and 

office location. 

d. Agency Manager: The Point of Contact for the newly formed Agency. 

e. Physical Address: What is required is the City, State, and Zip Code of the Agency Office 
location. 

i. State: Select a state from the dropdown list where the agency physically resides 

in. System automatically assigns a HUD Office to the agency based on the State 
selected. 

f. Fiscal Year: The fiscal year the new agency profile is being created for. The options are 

„This Year‟ and „Next Year‟. 

g. Federal Tax ID Number (TIN): This is agency‟s federal employer identification number. 
The system defaults its value to ‟00-0000000‟. If user leaves the default value unchanged, 
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following warning message appears when the OK button is clicked by user to save data. 

Click the OK button from the warning message window to continue the process. 

 

 
Figure 44.A. GTR – Agency: Add New Agency Profile 

 
Figure 44.B. GTR – Agency: Type of Agency Dropdown List 
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Figure 44.C. GTR – Agency: Agency Manager 

 
Figure 44.D. GTR – Agency: Agency Physical Address 

 
Figure 44.E. GTR – Agency: Fiscal Year and Federal Tax ID Number 

 
Figure 44.F. GTR – Agency: Default TIN Number Warning Message 

Complete the form. To save, click OK button. To exit without saving, click Cancel button. 

Screen returns to previous page. 

7.1.3 Counselor Information 

1. From the upper navigation menu, scroll over the Agency hyperlink. And select the Counselor 

Information button. 

 

2. Once you have completed your criteria, click Search to retrieve results, or Clear to erase 
previously input data. 
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Figure 45.A. GTR – Agency: Counselor Information Search 

6. Provided below is an example of the search results retrieved while performing a counselor search.  

 
7. To view further information on a counselor, click the hyperlink found in the Last Name column. 

By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.  

 

 
Figure 45.B. GTR – Agency: Counselor Search 

8. If you desire to update this profile, edit the information you desire and click Update Profile to 

save those changes, or Clear to remove that information. 
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Figure 45.C. GTR – Agency: Agency Counselor Information Profile 

7.1.4 Client Information 

Client Search under the Agency tab provides the same options as demonstrated under the Agency Search 

function (Section 7.2.2).  
 

1. From the upper navigation menu, scroll over the Agency hyperlink. And select the Client Search 

button. 
 

2. Select the criteria in which you would like to search for, and click Search to retrieve those 

results, or Clear, to erase what was previously typed. 
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Figure 46.A. GTR – Agency: Client Search Options 

3. To view further detail, click the hyperlink found under the Case Number column. 
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Figure 46.B. GTR – Agency: Client Search Results 

Note: Provided below is an example of the Client Profile. 

 

 
Figure 46.C. GTR – Agency: Client Search Client Detail 

7.2 HUD-9902 

As a GTR, you can submit and review HUD-9902 forms. To do so, you must first search for the 

agency on whose behalf you‟d like submit or review. 

7.2.1 9902 Data Reporting Status Inquiry 

This feature is primarily a tool to track agencies that are required to submit their 9902 reports. 

 
To view/update the HUD-9902 form, you must perform a 9902 Data Reporting Status Inquiry.  
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1. From the upper navigation menu, click the HUD-9902 Processing hyperlink. The 9902 Data 

Reporting Status Inquiry page appears. 

 
2. In the drop-down box, select the fiscal year and reporting period that you wish to search. Then 

click Continue. The 9902 Data Reporting Status Inquiry for FY 20XX screen appears. 

 

 
Figure 47. GTR – HUD-9902: 9902 Data Reporting Status Inquiry Fiscal Year Selection  

3. To enter a single agency‟s 9902 report, enter Agency ID in the upper section in 9902 Data 

Reporting Status Inquiry page. Click the Submit Inquiry button, and 9902 form is displayed. 

 

4. Complete all of the fields you want to search on or just leave the fields blank to retrieve all the 
reported HUD-9902 forms. Click Submit Inquiry. The inquired 9902 result screen appears.  

a. Agency ID – Allows you to extract information based on a particular Agency‟s ID 

number. 
b. GTR Name – Allows a search to be performed based off of a particular Government 

Technical Officer. 

c. Agency Type – Allows a search to be made on an individual or multiple agency types. 

d. Grant Awardees – This enables you to narrow down your results based on whether an 
agency was awarded a grant. 

e. Have Reported Individual 9902 – This enables you to narrow down your results based on 

whether a particular Agency and individually reported their 9902. 
f. Reported on Time – Along the lines of the 9902, this helps in determining if it was 

reported on time. 

g. Reported Data are Validated – Allows a search to be made on whether or not reported 
data has been validated. 

h. CMS – Allows you to perform a search based on various Client Management Systems. 

5. To get online help instructions for Form-9902, click the  button found on the Search 
page.  

 

 
Figure 48.A. GTR – HUD-9902: 9902 Processing – FAQ 
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Figure 48.B. GTR – HUD-9902: 9902 Data Reporting Status Inquiry Criteria Screen  

6. Upon the retrieval of your search criteria, you can view the details of a 9902 form for any Agency 

represented. This is done by clicking the 9902 hyperlink located under the Details header.  
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Figure 49. GTR – HUD-9902: 9902 Data Reporting Status Inquiry Criteria Screen  

 
Note: Provided below is an example of a 9902 form report. 
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Figure 50.A. GTR – HUD-9902: 9902 form 

7. Complete all fields. Steps 8-14 explain important aspects of the HUD-9902 form. 

 

8. In the Counseling Agency Name & Address area, keep the following information in mind:  

a. Although the address shown may be modified on-line through the Agency Information 
page of HCS, Housing Counseling Agencies should notify their respective HUD 

Homeownership Center (HOC) of any address changes.  

b. Reference to HUD HOC offices can be found at: 
http://www.hud.gov/offices/hsg/sfh/hoc/hsghocs.cfm 

c. Affiliates/branches are required to enter their Intermediary ID in the appropriate box on 

the Agency Information page of HCS. 

9. In the Reporting Period and Budget section, remember that this is an accumulating quarterly 
report. All activities that took place from the first day of the fiscal year to the last day of the 

reporting period should be included in the report. Quarter 4 Reporting Period is the same as an 

annual report because it covers the entire fiscal year. Grant reporting period report are required 
for those agencies who have a grant agreement with HUD and should specify the starting date and 

ending date of the Grant reporting period. 

 
10. Complete the Ethnicity of Clients, Race of Clients, Income Levels, and Number of Clients 

Receiving Educational/Outreach Services sections.  

 

Note: The report contains two data columns for all sections of the HUD-9902 form: 

 All Counseling and Education Activities – Enter data covering all housing counseling activities, 

including those performed under one or more HUD housing counseling grants.  

 Counseling and Education Activities attributed to HUD Housing Counseling Grant Funds – 

Starting in FY 2007 the HUD Grant Activities are automatically calculated based on the HUD 

http://www.hud.gov/offices/hsg/sfh/hoc/hsghocs.cfm
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Funded Activity Ratio in Section 2. This ratio is determined by the total HUD grant awards in 

Section 8 divided by the Total Annual Housing Counseling Program Budget in Section 2. These 

data elements are recalculated when you enter a value into the All Counseling Activities column 
or when the Total Annual Housing Counseling Program Budget is changed.  

 

11. For the Number of Clients Counseled, by Purpose of Visit and Results section, keep the 
following information in mind: 

a. Enter the number of clients to whom you provided counseling during the report period. 

This might include clients who entered your workload the previous report period but you 
carried over into and counseled during the current report period.  

b. You are not reporting the number of individual persons you counseled. Examples: A 

husband and wife or a brother and sister or three friends who are mortgagors under the 

same note count as one client. Three renting families who experience the same problem 
with the same landlord and come to your agency together for assistance count as one 

client. 

c. Seeking Shelter or Services for the Homeless – A client reported on this line must meet 
the definition for "homeless" or "homeless individual" set forth in Section 103, General 

Definition of Homeless Individual, of the Stewart B. McKinney Homeless Assistance Act 

(Public Law 100-77). Instructions / Guidance and FAQ – The following hyperlink will 

take you to the appropriate HUD website for form HUD-9902 instructions and FAQs. At 
the top of the site under INDEX, select "reports (PDF page)" and you will be directed to 

the proper location. Scroll down for further information at this location. 

http://www.hud.gov/offices/hsg/sfh/hcc/hc_faq.cfm 
 

12. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902.  This 

section is automatically calculated and shows the awards that were granted by HUD. 
 

13. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902.  This 

section is automatically calculated and shows the awards that were granted by HUD. 

 
14. For the Authorization section, the first and last name of the user logged into HCS who completes 

this form is automatically entered for the Input Official when the Send button is clicked. The 

Agency Official is the Director first name and last name from the Agency Information page of 
HCS. 

 

15. Starting in January of 2008, agencies can submit their client level data through a CMS system. 
The HUD 9902 Form provides an automated tool that generates the HUD 9902 Form and Logic 

Model from the client level data submitted. To view the client level data derived HUD 9902 Form 

and Logic Model Click the HUD 9902 (Derived) and Logic Model tabs respectively 

 
The HUD 9902 (Derived) provides a features which overrides the permanent HUD 9902 Form. To use the 

client level data derived HUD 9902 Form as your permanent HUD 9902 Form click the Commit Data 

button. This causes the System to overwrite the regular HUD 9902 Form. 
 

http://www.hud.gov/offices/hsg/sfh/hcc/hc_faq.cfm
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Figure 50.B. GTR – HUD-9902: 9902 (Derived) 

16. To view the Logic Model, Click the Logic Model tab and a new window is displayed that show 
the Logic Model filled out with the client level data submitted through the CMS systems. 

 

 
Figure 50.C. GTR – HUD-9902: Logic Model 

17. When you finish completing this form, click Send. A message appears at the top of your screen.  

 

 
Figure 51. GTR – HUD-9902: Database Updated Message  

The HUD 9902 (Derived) Form & Logic 

Model are dynamically calculated from 
client data submitted by Agencies through 

CARS. If not data is submitted through 

CARS, then theses two forms will be left 

blank. 
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You have now successfully completed a HUD-9902 form. 

 

There are other dynamics associated with the Data Reporting Status Inquiry, which are found at the 
bottom of your returned search. 

 

18. To print this list, click Print. A print dialog box appears allowing you to print the search results. 
 

19. To export this list to Microsoft Excel, click Export. A File Download dialog box appears 

allowing you to save or open the search results using Microsoft Excel. 
 

 
Figure 52. GTR – HUD-9902: 9902 Data Reporting Status Inquiry Results  

20. To view the e-mail list for this agency, click Email Address List. The 9902 Inquiry Results 

Email List screen appears. 
 

21. To save the email list as a text file, click Text. A File Download dialog box appears; click Save 

or Open. 

 
22. When you are done reviewing the Email List, click Done. You return to the 9902 Inquiry Search 

Results List screen 
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Figure 53. GTR – HUD-9902: Inquiry Results Email List  

23. To view the missing and invalid e-mail address(es) for this agency, click Invalid Email List. The 

9902 Inquiry Results Email List screen appears. 
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Figure 54.A. GTR – HUD-9902: 9902 Inquiry Results Invalid Email List  

a. To update the invalid email address, Click the invalid email address text under Agency 
Email. 

b. An input box appears with two buttons, Update and Cancel. 

c. Enter a valid email address and click the Update button to save. 

 

 
Figure 54.B. GTR – HUD-9902: 9902 Inquiry Results Invalid Email List – Edit 

24. When you are finished reviewing this list, click Done to be returned back to the 9902 Inquiry 

Results list screen. 
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Figure 54.C GTR – HUD-9902: 9902 Inquiry Results Invalid Email List – Saved 

25. To view more information about an agency listed on the agency search list, select an agency by 

clicking the hyperlink under the Agency Name column. The Agency Summary screen appears, as 
depicted in Section 9.2.1.  

 

26. To view the HUD-9902 form for an agency, click the 9902 hyperlink. The HUD-9902 form 
appears.  

 

27. If you key in a parent agency ID to the Agency ID field in 9902 Data Report Status Inquiry 

criteria page, you will get a consolidated non-editable 9902 data report.  
 

 
Figure 55.A. GTR – HUD-9902: 9902 Processing – Report of Affiliates Belonging to A Parent Agency 

Have Reported 9902 Data 

28. Upon selecting Consolidated 9902 you will be prompted to the report, presented as followed. 
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Figure 55.B. GTR – HUD-9902: 9902 Processing – Consolidated 9902 Report 

29. If you select „Headquarters SF-HUD‟ from HUD Office dropdown, select „No‟ from Have 

Reported Individual 9902 dropdown, and click Submit Inquiry button. The following report 
appears. In this report, name of parent agency, count and information of affiliates that have not 

reported 9902 data, links to agency profile(s) and individual 9902 report(s) are available and are 

grouped by parent agency name. You may click the individual 9902 report link to input 9902 

data, or click agency name link to view or edit agency profile data. 
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Figure 56. GTR – HUD-9902: 9902 Processing – Report of Agencies Associated with Intermediaries in 

HQ Have Not Reported 9902 Data 

7.2.2 Analysis Reports Inquiry 

As a GTR, you can perform an Analysis Reports Inquiry. The Analysis Reports Inquiry is used to 

organize and/or retrieve 9902 information. It can be exported into Excel spreadsheet in order to 

manipulate the data for other purpose. 

 
1. From the top navigation menu, click Analysis Reports Inquiry hyperlink. The 9902 Data 

Analysis Reports Inquiry page appears. 

 
2. Complete all appropriate search fields in second half of the inquiry page and click the Submit 

Inquiry button.  

 
Note: To view the differences in Analysis Type options, skip to Step 5. 
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Figure 57.A. GTR – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry  

3. Key in agency ID into Agency ID field and click the Submit Inquiry button, a read-only 9902 

report appears. If a non-parent agency ID is keyed in, an individual 9902 report is displayed. 

Otherwise, a consolidated 9902 report will be displayed. 

 
4. Key in agency ID into Agency ID field and click the Excel Report button, the File Download 

window appears. Follow the prompt to Open or to Save 9902 data in Excel spreadsheet. 

 

 
Figure 57.B. GTR – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – by Agency ID 

Note: Provided below is an example of a Data Analysis Report when pressing Submit Inquiry. 
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Figure 58.A. GTR – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – Individual 9902 

Report 

Note: Provided below is an example of a Data Analysis Report when pressing the Excel Form Report 

button. 
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Figure 58.B. GTR – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry –9902 Excel Form 

Report Spreadsheet 

Note: Provided below is an example of a Data Analysis Report when pressing the Excel Report button. 
 

 
(data abbreviated) 

Figure 58.C. GTR – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry –9902 Excel Report 

Spreadsheet 

5. If the default Cumulative Totals criteria is chosen for Analysis Type, the Cumulative Totals 

report will be prompted, as depicted below. By pressing either the Excel Form Report or Excel 

Report buttons, you will be prompted to similar reports as illustrated in Step 4. 
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Figure 59. GTR – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – Cumulative Totals 

Report 

6. If the default By Agency criteria is chosen for Analysis Type, the By Agency report will be 

prompted, as depicted below. By pressing either the Excel Form Report or Excel Report 

buttons, you will be prompted to similar reports as illustrated in Step 4. 
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Figure 60. GTR – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – By Agency Report 

7. If the default Percentages Within Total Group criteria is chosen for Analysis Type, the 

Percentages Within Total Group report will be prompted, as depicted below. By pressing either 

the Excel Form Report or Excel Report buttons, you will be prompted to similar reports as 
illustrated in Step 4. 
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Figure 61. GTR – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – Percentages 

Within Total Groups Report 

8. If the default HUD Grants as a Percentage of All Activities criteria is chosen for Analysis 
Type, the HUD Grants as a Percentage of All Activities report will be prompted, as depicted 

below. By pressing either the Excel Form Report or Excel Report buttons, you will be prompted 

to similar reports as illustrated in Step 4. 
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Figure 62. GTR – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – HUD Grants as a 

Percentage of All Activities Report 

7.3 Grants 

The U.S. Department of Housing and Urban Development (HUD) administers a comprehensive housing 

counseling program and provides grants through competitive awards to approved local housing 

counseling agencies, national and regional intermediaries, and state housing finance agencies. Using the 

HCS Grant Processing feature, you can: Setup Grant Applications: The Setup Grant Applications 
function sets up grant applications. 

 Scoring: The Scoring function rates and ranks grant applications. 
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 Final Scoring for Primary Reviewers: This sorts the scoring out by the reviewers for each 

application.  

 Calculate Recommended Awards: This calculates and submits the recommended awards. 

 Input Awards/Sub Allocations: This allows you to input awards and sub allocations based on 

sub-agencies. 

 
While logged in as a GTR, you will see the following Grants Processing menu of options: 

 

 
Figure 63. GTR – Grants: Grants Menu  

7.3.1 Grant Application Process 

The Grant Application Process sets up the HCS system for the entire year. The Grant Application Process 

involves: 

 Setup Grant Applications 

 Scoring 

 Final Scoring for Primary Reviewers 

 Calculate Recommended Awards 

 Input Awards/Sub Allocations 

 

The sections below explain each grant applications step in detail. 

7.3.2 Setup Grant Application 

As a GTR, you can setup grant applications for the agencies you are in charge of. To setup a grant 

application follow the steps below. 

 
1. From the upper navigation menu, click the Setup Grant Application hyperlink. The Setup Grant 

Applications for FY 20XX screen appears, displaying a list of existing grant applications based on 

your HUD Office. 
 

2. To view specific grant applications, by agency, select a grant type as illustrated in Figure 64. 
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Figure 64. GTR – Grants: Grant Applications by HUD Office for FY 20XX 

3. Click an agency name in the Agency Name column to update an existing grant 

application. The Agency and applicable (HOC) screen appears. 
 

 
Figure 65. GTR – Grants: Grant Applications for FY 20XX  
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4. Edit the desired fields on the Grant Application page, and once completed select OK to save any 

changes. Select Cancel to go back to previous page without saving any changes. 

 

 
Figure 66. GTR – Grants: Setup Grant Application for FY 20XX – Agency Detail 

5. To create a new grant application for an agency, click New Application. The Agency screen 

appears. 

 

 
Figure 67.A. GTR – Grants: Setup Grant Application for FY 20XX – New Application Agency Select  
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6. Click the drop-down arrow and select an agency for the new application.  

 

Note: You must select an application before you click OK. Or, to cancel this new application, 

click Cancel. 

 
7. Click OK. The Setup Grant Application for FY 20XX screen appears. 

 

 
Figure 67.B. GTR – Grants: Setup Grant Application for FY 20XX 

7.3.3 Scoring 

As a GTR you can score grant applications. This section describes how to review, edit, or delete grant 
application scores. 

 
1. From the upper navigation menu, click the Scoring hyperlink. The Application Scoring List 

Search for Fiscal Year 20XX screen appears. 

 

2. From here you will be able to edit your search criteria based on: 

a. Agency ID 
b. Agency Name 

c. Reviewer 

d. Application ID 
 

3. Once you have narrowed down your search click the Search button to retrieve those results, or 

Clear to erase what was put into each field. 
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Figure 68. GTR – Scoring: Application Scoring List Search for FY 20XX 

4. You will be prompted to your search results, which you can sort based off of the following 

criteria: 

a. Agency Name 

b. Agency ID 
c. Agency Type 

d. Application ID 

e. Reviewer 
 

5. To open a specific scorecard, click the hyperlink under Agency Name that you would like to 

view. 
 

Note: to Delete or add New Score skip to step 9. 

  

 
Figure 69. GTR – Scoring: Application(s) Scored for Fiscal Year 2010 

6. Once you have chosen your desired Agency, you will be prompted to the Factors For Award 
scorecard.  

a. Check agency information for accuracy to ensure you are evaluating the correct 

score card. 

b. Other Reviewers assigned to this application are posted for reference. 

c. All sub-factor scores when listed must be scored. Major Factor scores cannot be 

over written when sub-factors are listed. Major Factor scores will automatically 

sum the scores of its sub-factors. If no sub-factors are listed, the score for the 

Major Factor can be entered directly. 
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d. If applicable, instructions to each sub-factor are provided by selecting the Blue 

Information icon. 

e. Bonus Points are shown if applicable. Combine the Factor scores plus Bonus 

Points to determine Total Score. 
 

7. When all scores have been entered, click the OK button on the bottom to save the score 

card, or Cancel to erase changes. 
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Figure 70.A. GTR – Scoring: Application(s) Scored for Fiscal Year 2010 

8. If you click OK, and there are errors associated with your scoring you will prompted to 

various messages. 
a. If the number you input is larger than the Max Points, a error message will pop-up 

b. If the number you input is not a whole number, a error message will pop-up 

c. If the number you input is not a positive number, a error message will pop-up  
 

 
Figure 70.B. GTR – Scoring: Message from webpage (Step 8.a) 
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Figure 70.C. GTR – Scoring: Message from webpage (Step 8.b) 

 
Figure 70.D. GTR – Scoring: Message from webpage (Step 8.c) 

9. To delete a score, click the X button found under the delete column on the Application(s) Scored 

for Fiscal Year 2010.  

 

 
Figure 71. GTR – Scoring: Application(s) Scored for Fiscal Year 2010 

10. A message will be prompted prior to finalizing your action. Click OK to delete the score, or 
Cancel to return back to the Application(s) Scored for Fiscal Year 2010 page. 

 

 
Figure 72. GTR – Scoring: Message from webpage Delete a Score 

11. To add a New Score, click the New Score button located above and below the Agency Name 
column. 

 

12. This will prompt you to a list of scorecards that are awaiting your review, similar to Figure 71.  
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13. The scorecard, and process, will be the same as previously described in Steps 6 and 7. 

 
You have now finished using the HCS Scoring feature. 

7.3.4 Final Scoring for Primary Reviewer 

You can complete the final scoring for primary reviewers by searching for an agency, reviewer name, or 

application ID. 

 
1. From the top navigation menu, click the Final Scoring for Primary Reviewers hyperlink. The 

Final Scoring for Primary Reviewers Search for FY 20XX screen appears. 
 

 
Figure 73. GTR – Grants: Final Scoring for Primary Reviewers Search for FY 20XX  

2. Search for the final scoring for primary reviewers by using any combination of the search criteria 
to filter the list of applications that require a final score. 

a. Enter the agency ID you are searching for in the Agency ID field. 

b. Enter the agency‟s name in the Agency Name field. 

c. Click the drop-down box next to the Primary Reviewer field and select the primary 
reviewer for this scoring. 

d. Enter the application‟s ID in the Application ID field. 

 
3. Click Search. The Final Scoring List for Fiscal Year 20XX search results screen appears 

displaying the search results the HCS system finds based on your search criteria: 
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Figure 74. GTR – Grants: Final Scoring List for Fiscal Year 20XX  

4. To view or edit the final scoring for a specific agency, Click the agency‟s name in the Agency’s 

Name column. The Final Scoring for Primary Reviewer screen appears. 

 

5. Review the form; edit the final score by typing in the Final Score fields.  
 

6. Click OK to save your changes or Cancel to exit the screen. 

 

 
Figure 75. GTR – Grants: Final Scoring for Primary Reviewer – Agency Details  

You have now used the HCS Search for Final Scoring for Primary Reviewers feature. 
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7.3.5 Calculate Recommended Award 

As a GTR you can view the Recommended Awards that were calculated for a given year.  

 

1. From the top navigation menu, click the Calculate Recommended Award hyperlink. The 
Recommended Awards Calculation for FY 20XX screen appears. 

 

 
Figure 76. GTR – Grants: Recommended Awards Calculation by Grant Category 

7.3.6 Input Award/Sub Allocations 

As a GTR you can input awards and sub-allocations. The list of applications is dependent on the 

type of funding allocations chosen by HUD and described in Calculate Recommended Awards 

above. Follow these steps to input/review the awards and sub-allocations when the funding 

allocations chosen by HUD is Grant Category and Housing Office Center: 

 
1. From the upper navigation menu, click the Input Awards/Sub Allocations hyperlink. The Input 

Awards for FY 20XX screen appears, displaying the available HUD Offices, and the allocated 

funds, amount awarded, and the grant type for each office. 

 

2. Click the HUD Office hyperlink for the HUD Office that you‟d like to input/review awards. The 
Select a Grant Application to Award for FY 20XX screen appears.  
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Figure 77. GTR – Grants: Input Awards for FY 20XX 

3. To sort this list: Click the Agency Name button to list the agencies in Agency Name order. Click 
the Application ID button to list the agencies in Application ID order. Click the –Agency Type 

button to sort by agency type and Agency Name order. Click the hyperlink for the agency that 

you wish to grant an award. 

 
4. To select a grant application from a specific agency, click the hyperlink for the agency‟s name in 

the Agency Name column. The Input Awards for FY 20XX screen appears. 
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Figure 78. GTR – Grants: Select a Grant Application to Award for FY 20XX  

5. Complete the form; enter the amount awarded in whole dollars (format: 9999999) and make sure 

the number of zero (0)s are correct. The amount awarded should not exceed the agency‟s 

requested amount. 
 

 
Figure 79.A. GTR – Grants: Input Award (by Agency)  

6. To sub-allocate funds to any associated sub-agencies, click Agency/Sub-Agency Allocation. The 

Sub-Agency Grant Allocations screen appears. 

 
7. Complete the form and fill in any sub-agency funding information. To allocate the funds evenly, 

click Allocate Evenly. To allocate by # of counselors, click Allocate by # of Counselors. To 

allocate by # of clients, click Allocate by # of Counselors.  
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Figure 79.B. GTR – Grants: Agency Grant Allocation  

8. Review the form for accuracy and take one of the following actions: To print, click Print and 

follow the instructions in the Print dialog box. To export to Microsoft Excel, click Export and 
follow the instructions in the File Download dialog box. To cancel the sub-allocations, click 

Cancel. To save the allocations, click Save. The screen refreshes and includes confirmation 

messages. 
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Figure 79.C. GTR – Grants: Sub-Agency Grant Allocation – Save Message 

7.4 ARM Submission Verification 

1. From the ARM Management Menu, select the Reports Submission Verification hyperlink. 

 

 
Figure 80. GTR – Submission Verification: ARM Submission Verification  

2. Upon narrowing down your search criteria, you have three types of submission reports to choose 
from: 

a. All Submission: This will provide you a full list of submissions; the ones that failed and 

the ones that were successful 
b. Failed List: This will provide a list of only the submissions that failed. 

c. Success List: This will provide you a list of only the submissions that were successful. 
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Figure 81.A. GTR – Submission Verification: ARM Submission Verification Results  
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Figure 81.B. GTR – Submission Verification: ARM Submission Verification – Failed List  

 
Figure 81.C. GTR – Submission Verification: ARM Submission Verification – Successful List 

You have successfully viewed the ARM Submission Verification. 
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7.5 Funding Allocations 

The Program Manager at HQ enters all of the funding allocations. HCS supports two methods of 

allocating funds. The first method allocates by grant type only. The second method used in previous fiscal 

years is according to grant type and HUD office. Depending on which method used by HQ, the funding 
allocation information available to a GTR is different.  

 
1. From the upper navigation menu, click the Funding Allocation hyperlink. The Grant Funding 

Allocation – 20XX screen appears. 

 

 

 
Figure 82.A. GTR – Funding Allocations: Funding Allocation by Grant Category 

2. When the method of allocating funds is according to grant type only, The Funding Allocation 

20XX by Grant Category is displayed. 

 
3. To view the allocations described by Grant Type, click the red dot circled below. 
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Figure 82.B. GTR – Funding Allocations: Funding Allocation By Grant Type 

4. To view the Grant information in matrix form, click the blue dot, as depicted below. 
 

 
Figure 82.C. GTR – Funding Allocations: Funding Allocation Grant Matrix Validation  

5. To see additional information (such as the validation or difference), click the green dot. Those 
two fields will be displayed. 
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Figure 82.D. GTR – Funding Allocations: Funding Allocation Additional Information  

6. To see the history of this funding allocation, click Yes next to Show History. The history appears 
at the bottom of the screen. 

 

 
Figure 82.E. GTR – Funding Allocations: Funding Allocation Show History  

7. To verify the funding allocation, click Verify. A confirmation message appears. 
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Figure 83. GTR – Funding Allocations: Funding Allocation Verification Message  

8. You have now verified this information. Click OK. 

 
9. To export this Funding Allocation information into an Excel spreadsheet, click Excel. When the 

following dialog box appears, decide whether to Open, Save, or Cancel the spreadsheet. 

 

 
Figure 84. GTR – Funding Allocations: Funding Allocation Export to Excel  

You have now finished using the HCS system‟s Funding Allocation feature. 

7.6 Reports 

The HCS system comes with a variety of reports. These reports can be viewed, printed, and exported to 

Excel spreadsheet. These reports provide management with a view of the application process. Also, these 

reports are excellent views of the post-processing results. Below are instructions on how to generate, 
print, and export reports. Also, the sections below show a sample of each report and details about what 

information each report contains. 

7.6.1 Viewing Reports 

To view any of the HCS system reports, take the following steps: 

 
1. From the upper navigation menu, scroll down to the Reports section. Click the hyperlink of the 

report you want to generate from the Reports sub-menu in top navigation frame. For example, if 
you click Application Progress Status hyperlink from the menu, the Application Status for FY 

20XX screen appears. 
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Figure 85. GTR – Reports: Applications Status for FY 20XX 

7.6.1.1 Printing Reports 

You can print any of the HCS system reports by following these steps: 
 

1. From the top navigation menu, scroll down to the Reports section. Click the hyperlink of the 

report you want to generate from the Reports sub-menu in top navigation frame. For example, if 

you click Application Progress Status hyperlink from menu, the Application Status for FY 20XX 
screen appears. 
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Figure 86. GTR – Reports: Application Progress Status for FY 20XX  

2. Click the Print button. The Print dialog box similar to follow appears. Once you have selected 

your printing criteria, click Print to have a printout of the document. 
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Figure 87. GTR – Reports: Print Dialog Box. 

You have now successfully printed a report. Repeat these steps to print any of the other reports available.  

7.6.1.2 Exporting Reports 

You can export any of the HCS system reports to Excel spreadsheet by following these steps: 

 

1. From the top navigation menu, scroll down to the Reports section. Click the hyperlink of the 

report you want to generate from the Reports sub-menu in top navigation frame. For example, if 
you click the Applications Progress Status hyperlink from the menu, the Applications Status for 

FY 20XX screen appears. 

 
2. Click the Export button. The File Download dialog box appears. 

 

 
Figure 88. GTR – Reports: Application Progress Status for FY 20XX  

3. Click the Open button to open the spreadsheet in HCS web page. Or, click the Save button and 
follow the instruction to save the report to a Microsoft Excel file. 
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Figure 89. GTR – Reports: File Download Dialog Box. 

You have now exported an HCS system report. Follow these steps again to export any of the other 

reports. 

7.6.2 Report Examples 

7.6.2.1 Application Progress Status 

Application Progress Status report shows the dates when each assigned reviewer and primary reviewer 

completed their evaluation. 

 
1. From the upper navigation menu, under Reports sub-menu, click Application Progress Status 

hyperlink, the Grant Applications Status Search screen appears. Enter the criteria that you would 

like to search for and click the Search button to retrieve your results, or Clear to erase the data 
you had input. 

 

 
Figure 90. GTR – Reports: Application Progress Status Search 

2. To sort this list:  

a. Click the Agency Name hyperlink will sort the list first in Agency Name order, and then 

in TIN number and Application ID order.  
b. Click the TIN hyperlink will sort the list first in TIN number order, and then in Agency 

Name and Application ID order.  
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c. Click the Appl ID hyperlink will sort the list first in Application ID order, and then in 

Agency Name and TIN number order.  

d. Click the Prim Rvwr hyperlink will sort the list first in Primary Reviewer‟s last name 
and first name order, and then in Agency Name, TIN number, and Application ID order. 

 

 
Figure 91.A. GTR – Reports: Application Progress Status for FY 20XX  

3. Click the Primary Reviewer Statistics button on the report, the Primary Reviewers Statistics for 
FY 20XX screen appears. 
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Figure 91.B. GTR – Reports: Primary Reviewers Statistics for FY 20XX  

4. To view the list of applications which evaluations have not been completed yet, click Not 

Evaluated button. The Application Status for FY 20XX (Not Evaluated) page is displayed. Any 

application that has one or more scores missing is listed. 
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Figure 91.C. GTR – Reports: Application Status for FY 20XX (Not Evaluated) 

5. To view the list of applications which evaluations have been completed, click Evaluated button. 

The Application Status for FY 20XX (Evaluated) page is displayed. Applications with all scores 
posted are listed. 

 

 
Figure 91.D. GTR – Reports: Applications Status for FY 20XX (Evaluated) 
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7.6.2.2 Application Score Status 

This report lists all the scores for each application for a comprehensive view of on all applications that 

were processed. 
 

1. From the upper navigation menu, under Reports sub-menu, click the Scores Status hyperlink. 

The Scores Status Report for Fiscal Year 20XX screen appears. Enter the criteria that you would 
like to search for and click the Search button to retrieve your results, or Clear to erase the data 

you had input. 

 

 
Figure 92. GTR – Reports: Scores Status Search 

Note: Provided below is an example of a search result. 

 

 
Figure 93. GTR – Reports: Scores Status 

7.6.2.3 Awards Recommendation 

This report provides a view of Final scores, Recommended awards and Requested grant amount. 
 

1. From the top navigation menu, under the Reports sub-menu, Click the Funding 

Recommendation hyperlink, the Funding Recommendation Report for Fiscal Year 20XX 

appears. 
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Figure 94. GTR – Reports: Funding Recommendation Report 

7.6.2.4 Awards Report 

This report compares Allocated funds against Awarded funds at the grant category level showing balance 
to check that all grant funds have been allocated. 

 

1. From the top navigation menu, under Reports sub-menu, click the Awards Report hyperlink, 
and the Funding Report for Fiscal Year 20XX appears. 
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Figure 95. GTR – Reports: Funding Report 

7.6.2.5 Awards Report by Agency 

This report provides an excellent summary of awards using drill down screens. The initial screen provides 

a comprehensive summary of the grant processing year at one glance, providing number of agencies 

applying, those awarded and comparing awards with Requested and Recommended Awards. This shows 
all application results regardless of if they are awarded or not. 

 

1. From the top navigation menu, under Reports sub-menu, Click the Awards Report by Agency 

hyperlink, the Awards Report by Agency appears. This statistic matrix displays awards and related 

information in each HUD office, and HUD totals. The data shown in # Agencies column is the 

number of HUD-Approved Independent Agencies who are qualified to apply for grant in the 

fiscal year.  
 

2. Click HUD office name hyperlink, the report is drilled down to HUD office level. For example, 

click HOC 2 – Atlanta hyperlink, a list of agencies applied for grants and their relevant data are 
displayed in agency name order.  
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Figure 96.A. GTR – Reports: Awards Report by Agency  

3. To sort the list of agencies in HUD office level:  
a. Click the Agency hyperlink will sort the list in Agency Name order.  

b. Click the Agency ID hyperlink will sort the list in Agency ID order.  

 

 

 
Figure 96.B. GTR – Reports: Awards Report by Agency 

4. From the Awards Report by Agency in HUD Office level, as shown in Figure 96.B., click an 

agency name hyperlink under Agency column. The award report for the selected agency is 

displayed. 
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Figure 96.C. GTR – Reports: Awards Report by Agency: for One Selected Agency 

5. To search for a particular agency or multiple agencies, click the Agency Search button at the 

bottom of the Awards Report by Agency page. The Awards Report by Agency: Agency Search 
page appears. 

 

6. In Agency Search page, key in search criteria and click the Search button. For example, key in 

„ADVANC‟ to Agency Name field and click the Search button (see Figure 96.D.). A list of 
agencies that contain „ADVANC‟ in their agency name are displayed (see Figure 96.E.). Notice 

that in Figure 250, the Awards Report is drilled down to agency level. It lists all the grant types 

available for the fiscal year you are working on, and displays data of the grant type(s) that is/are 
applicable to each agency in the list. For the grant type(s) the agency didn‟t apply, zero dollar 

amount is shown. 

 

 
Figure 96.D. GTR – Reports: Awards Report by Agency: Agency Search for Agency Name ‘ADVANC’ 
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Figure 96.E. GTR – Reports: Awards Report by Agency: Result of Agency Search for Agency Name 

‘ADVANC’ 

7.6.2.6 Awards Report by Office 

This report lists agencies that are awarded a grant and listed in respective of their assigned HUD office. 
 

1. From the top navigation menu, under Reports sub-menu, click Awards Report by Office 

hyperlink, the Awards Report by Office for Fiscal Year 20XX appears. 

 

 

 

Figure 97. GTR – Reports: Awards Report by Office 
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7.6.2.7 Awards Report by State 

This report groups all agencies that are awarded a grant in respective to their State they are located in. 

 
1. From the top navigation menu, under Reports sub-menu, click the Awards Report by State 

hyperlink, the Awards Report by State for Fiscal Year 20XX appears. 

 

 

Figure 98.A. GTR – Reports: Awards Report by State 

2. To search for agency/agencies locate in a state, select the specific state from the Select a State 

dropdown at the bottom of the page, and click the Go button. A list of agency/agencies awarded 

in the selected state is displayed. 

 

 
Figure 98.B. GTR – Reports: Awards Report by State – Result Page of State Search 
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7.6.2.8 Funding Report Search 

This report lists agencies that are awarded a grant and listed in respective of their assigned HUD office. 

 
1. From the top navigation menu, under Reports sub-menu, click the Funding Report by Filter 

hyperlink, the Funding Report Search for Fiscal Year 20XX appears. 

 
Note: The search screen will allow you to narrow down your results based on the following criteria: 

 Agency ID 

 HOC Office 

 Agency Name 

 Agency Type 

 Counseling Services 

 City 

 State 

 Zip Code 

 

2. Once you have entered your criteria click the Search button to retrieve your results, the Clear 
button to erase the information already type in, or Cancel to return to Awards Report by Agency. 

 

 
Figure 99. GTR – Reports: Funding Report by Filter – Search 

3. From this screen you will also be able to view this information in Excel form, by clicking the 
Excel Format hyperlink, or return back to the search function, but clicking Search Again. 
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Figure 100. GTR – Reports: Funding Report by Filter – Results 

7.6.2.9 Reviewers Final Report 

1. From the top navigation menu, under Reports sub-menu, click the Reviewers Final Report 

hyperlink, the Select a Grant Application for Fiscal Year 20XX appears. 

 
2. This will prompt you to a list of Grant Applications arranged by Agency. To view an Agency 

report, click the hyperlink for that Agency under the Agency Name column. 

 

 
Figure 101.A. GTR – Reports: Reviewers Final Report 

Note: Provided below is an example of a Final Reviewer Report. 

 
Under each Factor, there are six places for comments based on the following criteria: 

 Primary R. Strength 

 Reviewers Strength 

 Final Primary Reviewer Strength 
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 Primary R. Weakness 

 Reviewers Weakness 

 Final Primary Reviewer Weakness 
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Figure 101.B. GTR – Reports: Reviewers Final Report Result 

Note: In order to maximize or minimize these comments either select the . Provided below is an 

example of the comments boxes maximized in order to read the comments by those who reviewed this 

agency‟s request. 

 

 
Figure 101.C. GTR – Reports: Reviewers Final Report Result – Strengths and Weaknesses 

Note: If a primary reviewer has not reviewed a specific application, you will see the following message at 

the top of a report. 
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Figure 101.D. GTR – Reports: Reviewers Final Report Result – No Review Alert 

7.6.2.10 Reviewers Report 

1. From the top navigation menu, under Reports sub-menu, click Reviewers Report hyperlink, 

following prompt appears. If OK button is clicked, the Strength and Weakness comments will be 
included in the report. If Cancel button is clicked, the Strength and Weakness comments will not 

be included in the report.  

 

 
Figure 102. GTR – Reports: Reviewers Report – Whether to Show Strengths and Weaknesses in the Report 

Prompt  

2. Upon selecting OK or Cancel, you will be prompted to the Select a Grant Application for FY 

20XX screen. From here, like in Final Reviewers Report, you have the ability to choose a report 
based on an Agency. 

 

 
Figure 103.A. GTR – Reports: Reviewers Report – Select a Grant Application for FY 20XX 

3. Once you have selected the agency to review you will be prompted to the Reviewer Scoring and 

Comment Summary Report. In order to view a specific Reviewers report, you will have to choose 

a name that has a hyperlink attached. This can be found in the Other Reviewers row. 
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Figure 103.B. GTR – Reports: Reviewers Report – Reviewer Scoring and Comment Summary Report 
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7.6.2.11 Application Number Reference 

This report breaks down the Office ID, Office Name, and whether or not a table exists for this application.  

 
1. From the top navigation menu, under Reports sub-menu, click the Application Number 

Reference hyperlink, the Grant Application Number Reference – for Fiscal Year 20XX appears. 

 

 
Figure 104. GTR – Reports: Application Number Reference
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8.0 OFFICE MANAGER 

The HUD Office Manager‟s role within HCS also provides the ability to oversee the business process of 
the HUD-9902 submissions and the Grants Process. In addition to the rights and capabilities of the HUD 

GTR, the Office Manager also has the capability to view User Information and perform some 

Management Functions. Within HCS, the HUD Office Manager has the ability to: 

 Submit/Review Agency information 

 Submit/Review HUD-9902 forms 

 Enter the Grants Processing section of HCS to: 

o Setup Grant Applications 
o Score Grant Applications 

o View Final Scoring 

o Calculate Recommended Awards 
o Input Awards and Sub-Allocations 

 Manage HCS User Information 

 Perform some Management Functions 

 View Reports 

 Export Data 

 Access information in the HCS Archive 

 

Upon logging into the system as an Office Manager, you will see the following screen: 

 

 
Figure 105. Office Manager: HCS Home Page 

8.1 Agency 

As an Office Manager, you can also review or submit information about the agencies that you are 

involved with. 

8.1.1 Agency Search 

1. From the top navigation menu, click the Agency hyperlink. The Agency Search screen appears. 
You can also access this from the Agency Search sub-menu option.  

 

2. Click the dropdown box to select the fiscal year you wish to search for, and click Go button. 
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Figure 106.A. OM – Agency: Agency Search  

 
3. The Agency Search for FY 20XX screen appears. From here you will be able to perform a Basic 

Search, or perform an Advanced Search. To go to the Advanced Search click the Go to advanced 

agency search hyperlink. 
 

4. On the Agency Search page, the following listed search criteria have multiple selection enabled 

controls. Users can click the field to display choices and select multiple items, or select one field 

to search. You can also enter values with comma to delimit list of values. 
a. Agency Information 

b. HUD Office & GTR 

c. Agency Location 
d. Agency Type & Services 

e. Agency Status & Validation 

f. Grant & 9902 Information 

 
5. Fill out the form and click the Search button. The Agency List screen appears. 

 

  
Figure 106.B. OM – Agency: Basic Agency Search for FY 20XX  
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Figure 106.C. OM – Agency: Agency Search for FY 20XX  

Note: Provided below is an example of an Agency List Search result. 
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Figure 107.A. OM – Agency: Agency List 

6. To retrieve a list of email addresses for the agencies listed, click the Valid Emails hyperlink. A 
list of valid email addresses is listed from which an exported file can be generated. 

 

 
Figure 107.B. OM – Agency: Agency List Valid Emails 

7. To view a list of agencies that do not have a valid email address, click the Invalid Emails 

hyperlink. A list of agencies that do not have a valid email address is listed. From this list, you 
can edit or enter a valid email address for the agency. 

a. To edit or enter a valid email address for the agency, click the email text in the Invalid 

Email Address column.  
b. An input box with an Update and Cancel button appears. 

c. Enter a valid email address and click the Update button to save or Cancel to undo. 

d. Once Updated with a valid email address, the agency is removed from the current list and 

added to the Valid Emails list. 
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Figure 107.C. OM – Agency: Agency List Invalid Emails 

8. If you want to export the agency list to an Excel spreadsheet, Click the Agency Spreadsheet 

button. The File Download dialog box appears. 

 
9. Select to either Open or Save the file and then return to Agency List screen. 

 

 
Figure 108. OM – Agency: Agency List File Download Dialog Box. 

10. To view more information about or to update data of an agency listed in the Agency List page, 

click the agency‟s name hyperlink in the Agency Name column. The Agency Summary screen 
for that agency appears. 

 

11. From the Agency Summary screen, you have six tabs to choose from to view more detailed 

information regarding that specific agency. You can view information on: 
a. Agency Summary 

b. Agency Information 

c. Personnel 
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d. Contact Information 

e. HUD Affiliation 

f. Counselor/Client 
 

Note: You will be able to edit some information found in these tabs; however the edit function is not 

available in all fields. 
 

12. From the Agency Summary you are able to add and delete HUD Comments. 

 

 
Figure 109.A. OM – Agency: Agency Summary 

12. To add a HUD Comment, click the Add New hyperlink found next to comments in the HUD 
Comments box.  

 

 
Figure 109.B.1. OM – Agency: Agency Summary – HUD Comments 

13. Enter the Subject and your comment, and click Save, to save the comment, or Cancel to close the 
Comment box. 
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Figure 109.B.2. OM – Agency: Agency Summary – Add New HUD Comment 

14. To delete a comment, click the Delete hyperlink located under the Action column. 

 
15. Under the Agency Information you are unable to alter any of the information provided. 
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Figure 109.C. OM – Agency: Agency Information 

16. Under the Personnel tab, you will be able to edit the information in fields where a drop-down 

option is available, as highlighted with a circle. 
 

 
Figure 109.D. OM – Agency: Personnel 

17. Under the Contact Information you are unable to alter any of the information. 
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Figure 109.E. OM – Agency: Contact Information 

18. Under the HUD Affiliation tab you will be able to edit all information found on that page. This 
includes: 

a. Agency Name 

b. Type of Agency 
c. Status (Further information can be found in Section 8.2.2.1.). 

d. HUD Office GTR 

e. GTR Phone Number 
f. HUD Office Assigned to 

g. Types of Counseling Services 

h. Zip Codes Affiliation(By pressing the Add Another Zip Code hyperlink, an input box 

will appear which will allow you to insert a new zip code) 
i. State Affiliations (By pressing the Add Another State hyperlink, a drop-down box will 

appear as demonstrated in the figure below, and circled in Red) 

j. Allow for Public Access 
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Figure 109.F. OM – Agency: HUD Affiliation 

19. Under the Counselor/Client tab, you will be prompted to a list of counselors that are under each 

specific agency. From this tab, you can also perform a Counselor search, Add Counselor, and 

perform a Client search.  
 

20. Provided below is the screen that you will be prompted to for Counselor Search. This is further 

explained in Section 8.2.3. 
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Figure 109.G.1. OM – Agency: Counselor/Client 

21. To add a new counselor, click the Add Counselor hyperlink, and you will be prompted to a form 

which needs to be completed prior to officially adding that counselor. An example of this is 

provided below. Once you have completed the necessary fields, click Add New to save this 

counselor, or Clear, to erase previously input data. 
 

 
Figure 109.G.2. OM – Agency: Add Counselor 

 

22. To perform a Counselor Training Search, click the Training Search hyperlink, and you will be 
prompted to a search which will allow you to narrow down your results. An example of this is 

provided below. Once you have completed your criteria, click Search to retrieve results, or Clear 

to erase previously input data. 
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Figure 109.G.3. OM – Agency: Counselor Training Search  

23. By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.  

 

 
Figure 109.G.4. OM – Agency: Training Search Results 

24. If you desire to update this profile, edit the information you desire and click Update info to save 

those changes, or Clear to remove that information. 
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Figure 109.G.5. OM – Agency: Agency Counselor/Client – Training Search – Counselor Profile 

8.1.1.1 Agency Status Update 

MANUAL STATUS CHANGING 

Status changes are available only to HUD users. They are made either directly in the agency‟s profile 

or from the results of a search feature that lists agencies. 

 
PROFILE  

The agency‟s status is reflected in a HUD write protected section in the profile. The start and end 

dates are shown. When an agency is terminated, there will not be an end date since the Terminated 
status is indefinite until it is manually changed. In the status section are two action links; Change / 

View History. Select the Change action to initiate a change in the agency‟s status. The status entry is 

a dropdown menu allowing the HUD user to make the appropriate selection. The HUD user will also 
record the reason for the status change in the available comment box labeling an appropriate subject 

for quick reference. Status start dates cannot be a future date but the current date or a previous date. 

The HUD user and the date/time the status change is made will be recorded. 

 
AGENCY LIST 

To make multiple Approval changes when several agencies are about to be terminated, HCS allows 

mass approval to be made. From the desired list of agencies, at the top of the list are action items. 
Make a mark in the boxes at the left edge of the agency list for all the agencies you want to Re-

approve. Individual agencies can be manually marked or selecting „ALL” will mark all boxes 

automatically. Select the „Bulk Approval‟ item and all the marked boxes will re-approve the applied 

agencies.  
You should notice that not all agencies have a box along the left edge. Keep in mind only LHCA, 

Intermediaries and SHFA can be approved (participating for SHFA).  

 
VIEW STATUS HISTORY 
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Each profile now shows the history of the status changes. The status history is for HUD use only to better 

understand the agencies circumstances in the program. The agency can only view their current status. If 

the dates or comments need to be corrected, simply Click the desired history status to edit the 
information. The status cannot be changed. The current status will be reflected in the agency spreadsheet; 

not the history statuses. 

8.1.1.2 Update Status from Agency List 

Agency Search results provide an option to update multiple agencies‟ statuses with a single start date. The 

duration of the approval period is determined according to the rules specified above. 

To update the active status of multiple agencies follow the steps below: 
 

1. From the Agency Search for FY 2XXX page, select the criteria you wish to find agencies with. 

a. The System displays a list of agencies that match your criteria.  

b. Note the check boxes that appear next to some of the agencies listed. Only LHCA‟s, 
SHFA‟s, Intermediaries, and Multi-State Organizations are permitted to have their 

statuses updated from the search results page. 

c. You can click the “All” hyperlink next to Select to check all checkable agencies in the 
list. You can also click the “None” hyperlink next to Select to uncheck all agencies in the 

list. 

 

2. After checking the agencies you want to update, click the Bulk Approve button.  
 

 
Figure 110.A. OM – Agency: Update Agency Status Bulk Approve 

3. Enter the Approval effective date and click the Apply button to apply status change. If you wish 
not to change the statuses, click the Cancel button or the Close button. 

 

 
Figure 110.B. OM – Agency: Update Agency Status – Bulk Approve 
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8.1.1.3 Update Status from Information 

To update the status for a single agency, go to the agency profile for the agency you wish to update and 

following the steps below: 
 

1. Under the HUD Affiliation tab, you will see Status, with the option to either Change or View 

History. Figure 111.A. demonstrates the View History, and once in view mode, you have the 
option to select Hide History. 

 

 
Figure 111.A. OM – Agency: Update Agency Status – Agency Profile – View History 

2. In the Status Change pop up box, you can change the following information: 

a. Status – the Status options listed reflect only those statuses an agency type can have.  

Please refer to Section 8.2.1.1. concerning active statuses. Changing statuses creates a 
new status history record. 

b. For – This option is only available for Conditional and Inactive statuses. It is used to 

auto-calculate the Up To date. 
c. Renew – This creates a new status history record instead of overwriting the current 

status record. Renew is only applicable if the status has not changed but the As Of and 

Up To dates have changed. If Status has changed, the Renew checkbox is ignored. 

d. Status As Of Date – The effective date of the status 
e. Status Up To Date – The last day on which the selected status is effective 

f. Reason – A brief description for the reasoning behind updating the status 

g. Comment – A longer description for the reasoning behind updating the status 
 

3. Click the Apply button to save the status update. 

 

4. After clicking the Apply button, the pop up box is closed and the updated status information is 
displayed on the Agency Profile. You do not need to click the OK button to save the status 

change as it has already been saved. 
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Figure 111.B. OM – Agency: Update Agency Status – Agency Profile – Change 

8.1.2 Add New Agency 

You can click the Add New Agency button from Agency Search page or from Agency List page to add a 

new agency to the HCS system. 

 

1. From the upper navigation menu, scroll over the Agency hyperlink. And select the Add New 

Agency button. 

 

2. Complete all of the required fields that are marked with *. Fields that are not marked with * are 
not mandatory. Following are the Agency Profile required fields. 

a. Agency Name 

b. Type of Agency: Following are the options of type of agency shown in the dropdown list. 
c. HUD Office GTR: The GTR assigned to this agency, as well as their contact number and 

office location. 

d. Agency Manager: The Point of Contact for the newly formed Agency. 

e. Physical Address: What is required is the City, State, and Zip Code of the Agency Office 
location. 

i. State: Select a state from the dropdown list where the agency physically resides 

in. System automatically assigns a HUD Office to the agency based on the State 
selected. 

f. Fiscal Year: The fiscal year the new agency profile is being created for. The options are 

„This Year‟ and „Next Year‟. 

g. Federal Tax ID Number (TIN): This is agency‟s federal employer identification number. 
The system defaults its value to ‟00-0000000‟. If user leaves the default value unchanged, 
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following warning message appears when the OK button is clicked by user to save data. 

Click the OK button from the warning message window to continue the process. 

 

 
Figure 112.A. OM – Agency: Add New Agency Profile 

 
Figure 112.B. OM – Agency: Type of Agency Dropdown List 
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Figure 112.C. OM – Agency: Agency Manager 

 
Figure 112.D. OM – Agency: Agency Physical Address 

 
Figure 112.E. OM – Agency: Fiscal Year and Federal Tax ID Number 

 
Figure 112.F. OM – Agency: Default TIN Number Warning Message 

3. Complete the form. To save, click OK button. To exit without saving, click Cancel button. 

Screen returns to previous page. 

8.1.3 Counselor Information 

1. From the upper navigation menu, scroll over the Agency hyperlink, and select the Counselor 

Information button. 
 

2. Once you have completed your criteria, click Search to retrieve results, or Clear to erase 

previously input data. 
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Figure 113.A. OM – Agency: Agency Counselor/Client Counselor Search 

3. Provided below is an example of the search results retrieved while performing a counselor search.  

 
4. To view further information on a counselor, click the hyperlink found in the Last Name column. 

By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.  

 

 
Figure 113.B. OM – Agency: Counselor Search 

5. If you desire to update this profile, edit the information you desire and click Update Profile to 

save those changes, or Clear to remove that information. 
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Figure 113.C. OM – Agency: Agency Counselor/Client Counselor Profile 

8.1.4 Client Information 

Client Information under the Agency tab provides the same options as demonstrated under the Agency 

Search function (Section 8.2.2).  

 

1. From the upper navigation menu, scroll over the Agency hyperlink. And select the Client Search 

button. 
 

2. Select the criteria in which you would like to search for, and click Search to retrieve those 

results, or Clear, to erase what was previously typed. 
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Figure 114.A. OM – Agency: Client Search Options 

3. To view further detail, click the hyperlink found under the Case Number column. This will 

prompt you to the following screen. 
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Figure 114.B. OM – Agency: Client Search Results 

Note: Provided below is an example of the Client Profile. 

 

 
Figure 114.C. OM – Agency: Client Search Client Detail 

8.2 HUD-9902 

As an Office Manager, you can submit and review HUD-9902 forms. To do so, you must first search for 

the HUD-9902 form that you want to review or submit. 

8.2.1 9902 Data Reporting Status Inquiry 

This feature is primarily a tool to track agencies that are required to submit their 9902 reports. 

 

To view/update the HUD-9902 form, you must perform a 9902 Data Reporting Status Inquiry.  
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1. From the upper navigation menu, click HUD-9902 Processing hyperlink. The 9902 Data 

Reporting Status Inquiry page appears. 

 
2. In the drop-down box, select the fiscal year and reporting period that you wish to search. Then 

click Continue. The 9902 Data Reporting Status Inquiry for FY 20XX screen appears. 

 

 
Figure 115. OM – HUD-9902: 9902 Data Reporting Status Inquiry Fiscal Year Selection  

3. To enter a single agency‟s 9902 report, enter Agency ID in the upper section in 9902 Data 

Reporting Status Inquiry page. Click the Submit Inquiry button, and 9902 form is displayed. 

 

4. Complete all of the fields you want to search for or just leave the fields blank to retrieve all the 
reported HUD-9902 forms. Click Submit Inquiry. The inquired 9902 result screen appears.  

a. Agency ID – Allows you to extract information based on a particular Agency‟s ID 

number. 
b. GTR Name – Allows a search to be performed based off of a particular Government 

Technical Officer. 

c. Agency Type – Allows a search to be made on an individual or multiple agency types. 

d. Grant Awardees – This enables you to narrow down your results based on whether an 
agency was awarded a grant. 

e. Have Reported Individual 9902 – This enables you to narrow down your results based on 

whether a particular Agency and individually reported their 9902. 
f. Reported on Time – Along the lines of the 9902, this helps in determining if it was 

reported on time. 

g. Reported Data are Validated – Allows a search to be made on whether or not reported 
data has been validated. 

h. CMS – Allows you to perform a search based on various Client Management Systems. 

5. To get online help instructions for Form-9902, click the  button found on the Search 
page.  

 

 
Figure 116.A. OM – HUD-9902: 9902 Processing – FAQ 
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Figure 116.B. OM – HUD-9902: 9902 Data Reporting Status Inquiry Criteria Screen  

6. Upon the retrieval of your search criteria, you can view the details of a 9902 form for any Agency 

represented. This is done by clicking the 9902 hyperlink located under the Details header.  
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Figure 117. OM – HUD-9902: 9902 Data Reporting Status Inquiry Criteria Screen  

Note: Provided below is an example of a 9902 form report. 

 

 



 

8.0 Office Manager 

 

HCS User’s Manual  Page 8-26 
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Figure 118.A. OM – HUD-9902: 9902 form. 

7. Complete all fields. Steps 8-14 explain important aspects of the HUD-9902 form. 

 

8. In the Counseling Agency Name & Address area, keep the following information in mind:  
a. Although the address shown may be modified on-line through the Agency Information 

page of HCS, Housing Counseling Agencies should notify their respective HUD 

Homeownership Center (HOC) of any address changes.  
b. Reference to HUD HOC offices can be found at: 

http://www.hud.gov/offices/hsg/sfh/hoc/hsghocs.cfm 

c. Affiliates/branches are required to enter their Intermediary ID in the appropriate box on 

the Agency Information page of HCS. 

http://www.hud.gov/offices/hsg/sfh/hoc/hsghocs.cfm
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9. In the Reporting Period and Budget section, remember that this is an accumulating quarterly 

report. All activities that took place from the first day of the fiscal year to the last day of the 

reporting period should be included in the report. Quarter 4 Reporting Period is the same as an 
annual report because it covers the entire fiscal year. Grant reporting period report are required 

for those agencies who have a grant agreement with HUD and should specify the starting date and 

ending date of the Grant reporting period. 
 

10. Complete the Ethnicity of Clients, Race of Clients, Income Levels, and Number of Clients 

Receiving Educational/Outreach Services sections.  
 

 

Note: The report contains two data columns for all sections of the HUD-9902 form: 

 All Counseling and Education Activities – Enter data covering all housing counseling activities, 

including those performed under one or more HUD housing counseling grants.  

 Counseling and Education Activities attributed to HUD Housing Counseling Grant Funds – 

Starting in FY 2007 the HUD Grant Activities are automatically calculated based on the HUD 

Funded Activity Ratio in Section 2. This ratio is determined by the total HUD grant awards in 

Section 8 divided by the Total Annual Housing Counseling Program Budget in Section 2. These 
data elements are recalculated when you enter a value into the All Counseling Activities column 

or when the Total Annual Housing Counseling Program Budget is changed.  

 

11. For the Number of Clients Counseled, by Purpose of Visit and Results section, keep the 
following information in mind: 

a. Enter the number of clients to whom you provided counseling during the report period. 

This might include clients who entered your workload the previous report period but you 
carried over into and counseled during the current report period.  

b. You are not reporting the number of individual persons you counseled. Examples: A 

husband and wife or a brother and sister or three friends who are mortgagors under the 
same note count as one client. Three renting families who experience the same problem 

with the same landlord and come to your agency together for assistance count as one 

client. 

c. Seeking Shelter or Services for the Homeless – A client reported on this line must meet 
the definition for "homeless" or "homeless individual" set forth in Section 103, General 

Definition of Homeless Individual, of the Stewart B. McKinney Homeless Assistance Act 

(Public Law 100-77). Instructions / Guidance and FAQ – The following hyperlink will 
take you to the appropriate HUD website for form HUD-9902 instructions and FAQs. At 

the top of the site under INDEX, select "reports (PDF page)" and you will be directed to 

the proper location. Scroll down for further information at this location. 
http://www.hud.gov/offices/hsg/sfh/hcc/hc_faq.cfm 

 

12. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902.  This 

section is automatically calculated and shows the awards that were granted by HUD. 
 

13. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902.  This 

section is automatically calculated and shows the awards that were granted by HUD. 
 

14. For the Authorization section, the first and last name of the user logged into HCS who completes 

this form is automatically entered for the Input Official when the Send button is clicked. The 

Agency Official is the Director first name and last name from the Agency Information page of 
HCS. 

 

http://www.hud.gov/offices/hsg/sfh/hcc/hc_faq.cfm


 

8.0 Office Manager 

 

HCS User’s Manual  Page 8-30 

15. Starting in January of 2008, agencies can submit their client level data through a CMS system. 

The HUD 9902 Form provides an automated tool that generates the HUD 9902 Form and Logic 

Model from the client level data submitted. To view the client level data derived HUD 9902 Form 
and Logic Model Click the HUD 9902 (Derived) and Logic Model tabs respectively 

 

The HUD 9902 (Derived) provides a features which overrides the permanent HUD 9902 Form. To use the 
client level data derived HUD 9902 Form as your permanent HUD 9902 Form click the Commit Data 

button. This causes the System to overwrite the regular HUD 9902 Form. 

 

 
Figure 118.B. OM – HUD-9902: 9902 (Derived) 

16. To view the Logic Model, Click the Logic Model tab and a new window is displayed that show 

the Logic Model filled out with the client level data submitted through the CMS systems. 
 

 
Figure 118.C OM – HUD-9902: Logic Model 

The HUD 9902 (Derived) Form & Logic 

Model are dynamically calculated from 

client data submitted by Agencies through 
CARS. If not data is submitted through 

CARS, then theses two forms will be left 

blank. 
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17. When you finish completing this form, click Send. A message appears at the top of your screen.  

 

 
Figure 119. OM – HUD-9902: Database Updated Message  

You have now successfully completed a HUD-9902 form. 
 

There are other dynamics associated with the Data Reporting Status Inquiry, which are found at the 

bottom of your returned search. 
 

18. To print this list, click Print. A print dialog box appears allowing you to print the search results. 

 

19. To export this list to Microsoft Excel, click Export. A File Download dialog box appears 
allowing you to save or open the search results using Microsoft Excel. 

 

 
Figure 120. OM – HUD-9902: 9902 Data Reporting Status Inquiry Results  

20. To view the e-mail list for this agency, click Email Address List. The 9902 Inquiry Results 
Email List screen appears. 

 

21. To save the email list as a text file, click Text. A File Download dialog box appears; click Save 
or Open. 

 

22. When you are done reviewing the Email List, click Done. You return to the 9902 Inquiry Search 

Results List screen 
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Figure 121. OM – HUD-9902: Inquiry Results Email List  

23. To view the missing and invalid e-mail address(es) for this agency, click Invalid Email List. The 
9902 Inquiry Results Email List screen appears. 
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Figure 122.A. OM – HUD-9902: 9902 Inquiry Results Invalid Email List  

a. To update the invalid email address, Click the invalid email address text under Agency 
Email. 

b. An input box appears with two buttons, Update and Cancel. 

c. Enter a valid email address and click the Update button to save. 

 

 
Figure 122.B. OM – HUD-9902: 9902 Inquiry Results Invalid Email List – Edit 

24. When you are finished reviewing this list, click Done to be returned back to the 9902 Inquiry 

Results list screen. 
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Figure 122.C OM – HUD-9902: 9902 Inquiry Results Invalid Email List – Saved 

25. To view more information about an agency listed on the agency search list, select an agency by 

clicking the hyperlink under the Agency Name column. The Agency Summary screen appears, as 
depicted in Section 8.2.1.  

 

26. To view the HUD-9902 form for an agency, click the 9902 hyperlink. The HUD-9902 form 
appears.  

 

27. If you key in a parent agency ID to the Agency ID field in 9902 Data Report Status Inquiry 

criteria page, you will get a consolidated non-editable 9902 data report. 
 

 
Figure 123.A. OM – HUD-9902: 9902 Processing – Report of Affiliates Belonging to A Parent Agency 

Have Reported 9902 Data 

28. Upon selecting Consolidated 9902 you will be prompted to the report, presented as followed. 
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Figure 123.B. OM – HUD-9902: 9902 Processing – Consolidated 9902 Report 

29. If you select „Headquarters SF-HUD‟ from HUD Office dropdown, select „No‟ from Have 

Reported Individual 9902 dropdown, and click Submit Inquiry button. The following report 
appears. In this report, name of parent agency, count and information of affiliates that have not 

reported 9902 data, links to agency profile(s) and individual 9902 report(s) are available and are 

grouped by parent agency name. You may click the individual 9902 report link to input 9902 

data, or click agency name link to view or edit agency profile data. 
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Figure 124. OM – HUD-9902: 9902 Processing – Report of Agencies Associated with Intermediaries in 

HQ Have Not Reported 9902 Data 

8.2.2 Analysis Report Inquiry 

As an Office Manager, you can perform an Analysis Reports Inquiry. The Analysis Reports Inquiry is 

used to organize and/or retrieve 9902 information. It can be exported into Excel spreadsheet in order to 

manipulate the data for other purpose. 

 
1. From the top navigation menu, click Analysis Reports Inquiry hyperlink. The 9902 Data 

Analysis Reports Inquiry page appears. 

 
2. Complete all appropriate search fields in second half of the inquiry page and click the Submit 

Inquiry button.  

 
Note: To view the differences in Analysis Type options, skip to Step 5. 
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Figure 125.A. OM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry  

3. Key in agency ID into Agency ID field and click the Submit Inquiry button, a read-only 9902 

report appears. If a non-parent agency ID is keyed in, an individual 9902 report is displayed. 

Otherwise, a consolidated 9902 report will be displayed. 

 
4. Key in agency ID into Agency ID field and click the Excel Report button, the File Download 

window appears. Follow the prompt to Open or to Save 9902 data in Excel spreadsheet. 

 

 
Figure 125.B. OM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – by Agency ID 

Note: Provided below is an example of a Data Analysis Report when pressing Submit Inquiry. 
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Figure 126.A. OM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – Individual 9902 

Report 

Note: Provided below is an example of a Data Analysis Report when pressing the Excel Form Report 

button. 
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Figure 126.B. OM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry –9902 Excel Form 

Report Spreadsheet 

Note: Provided below is an example of a Data Analysis Report when pressing the Excel Report button. 
 

 
(data abbreviated) 

Figure 126.C. OM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry –9902 Excel Report 

Spreadsheet 

5. If the default Cumulative Totals criteria is chosen for Analysis Type, the Cumulative Totals 

report will be prompted, as depicted below. By pressing either the Excel Form Report or Excel 

Report buttons, you will be prompted to similar reports as illustrated in Step 4. 
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Figure 127. OM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – Cumulative Totals 

Report 

6. If the default By Agency criteria is chosen for Analysis Type, the By Agency report will be 

prompted, as depicted below. By pressing either the Excel Form Report or Excel Report 

buttons, you will be prompted to similar reports as illustrated in Step 4. 
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Figure 128. OM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – By Agency Report 

7. If the default Percentages Within Total Group criteria is chosen for Analysis Type, the 

Percentages Within Total Group report will be prompted, as depicted below. By pressing either 

the Excel Form Report or Excel Report buttons, you will be prompted to similar reports as 
illustrated in Step 4. 
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Figure 129. OM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – Percentages 

Within Total Groups Report 

8. If the default HUD Grants as a Percentage of All Activities criteria is chosen for Analysis 
Type, the HUD Grants as a Percentage of All Activities report will be prompted, as depicted 

below. By pressing either the Excel Form Report or Excel Report buttons, you will be prompted 

to similar reports as illustrated in Step 4. 
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Figure 130. OM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – HUD Grants as a 

Percentage of All Activities Report 

8.3 Grants 

The U.S. Department of Housing and Urban Development (HUD) administers a comprehensive housing 

counseling program and provides grants through competitive awards to approved local housing 

counseling agencies, national and regional intermediaries, and state housing finance agencies. Using the 

HCS Grant Processing feature, you can: Setup Grant Applications: The Setup Grant Applications 
function sets up grant applications. 

 Scoring: The Scoring function rates and ranks grant applications. 
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 Final Scoring for Primary Reviewers: This sorts the scoring out by the reviewers for each 

application.  

 Calculate Recommended Awards: This calculates and submits the recommended awards. 

 Input Awards/Sub Allocations: This allows you to input awards and sub allocations based on 

sub-agencies. 

 
While logged in as an Office Manager, you will see the following Grants Processing menu of options: 

 

 
Figure 131. OM – Grants: Grants Menu 

8.3.1 Grant Application Process 

The Grant Application Process sets up the HCS system for the entire year. The Grant Application Process 
involves: 

 Setup Grant Applications 

 Scoring 

 Final Scoring for Primary Reviewers 

 Calculate Recommended Awards 

 Input Awards/Sub Allocations 

 

The sections below explain each grant applications step in detail. 

8.3.2 Setup Grant Applications 

As an Office Manager, you can create and update grant applications for the agencies within your 

Housing Office Center. To update or create grant applications follow the steps below. 

 
1. From the upper navigation menu, click the Setup Grant Application hyperlink. The Setup Grant 

Applications for FY 20XX screen appears, displaying a list of existing grant applications based on 
HUD Offices. 

 

2. To view specific grant applications, by agency, select a grant type as illustrated in Figure 132. 
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Figure 132. OM – Grants: Grant Applications by HUD Office for FY 20XX 

3. Click the an agency name in the Agency Name column to update an existing grant application. 

The Agency and applicable (HOC) screen appears. 

 

 
Figure 133. OM – Grants: Grant Applications for FY 20XX  
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4. Edit the desired fields on the Grant Application page, and once completed select OK to save any 

changes. Select Cancel to go back to previous page without saving any changes. 

 

 
Figure 134. OM – Grants: Setup Grant Application for FY 20XX   

5. To create a new grant application for an agency, click New Application. The Agency screen 

appears. 
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Figure 135.A. OM – Grants: Agency (Select)  

6. Click the drop-down arrow and select an agency for the new application.  

 
Note: You must select an application before you click OK. To cancel this new application, click Cancel. 

 
7. Click OK. The Setup Grant Application for FY 20XX screen appears displaying the Agency 

selected. 

 

 
Figure 135.B. OM – Grants: Setup Grant Application for FY 20XX  

8. Complete the form.  

 

9. If the agency is delinquent in Federal debt, click the box next to Yes in the Delinquent in 

Federal Debt field. 

 

10. Select a primary and secondary reviewer(s) using the appropriate reviewer drop-down boxes. 
 

11. Select Yes or No in the 2-YR Review and Prev. Yr. Draws field. 

 
12. To save this new grant application, click OK. To cancel this application, click Cancel. 

 

You have now completed a new grant application. 

8.3.3 Scoring 

As an Office Manager you can score grant applications. This section describes how to review, edit, or 
delete grant application scores. 

 
1. From the upper navigation menu, click the Scoring hyperlink. The Application Scoring List 

Search for Fiscal Year 20XX screen appears. 

 

2. From here you will be able to edit your search criteria based on: 
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a. Agency ID 

b. Agency Name 

c. Reviewer 
d. Application ID 

 

3. Once you have narrowed down your search click the Search button to retrieve those results, or 
Clear to erase what was put into each field. 

 

 
Figure 136. OM – Scoring: Application Scoring List Search for FY 20XX 

4. You will be prompted to your search results, which you can sort based off of the following 

criteria: 
a. Agency Name 

b. Agency ID 

c. Agency Type 

d. Application ID 
e. Reviewer 

 

5. To open a specific scorecard, click the hyperlink under Agency Name that you would like to 
view. 

 

Note: to Delete or add New Score skip to step 9. 

  

 
Figure 137. OM – Scoring: Application(s) Scored for Fiscal Year 2010 

6. Once you have chosen your desired Agency, you will be prompted to the Factors For Award 

scorecard.  
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a. Check agency information for accuracy to ensure you are evaluating the correct score 

card. 

b. Other Reviewers assigned to this application are posted for reference. 
c. All sub-factor scores when listed must be scored. Major Factor scores cannot be over 

written when sub-factors are listed. Major Factor scores will automatically sum the scores 

of its sub-factors. If no sub-factors are listed, the score for the Major Factor can be 
entered directly. 

d. If applicable, instructions to each sub-factor are provided by selecting the Blue 

Information icon. 
e. Bonus Points are shown if applicable. Combine the Factor scores plus Bonus Points to 

determine Total Score. 

 

7. When all scores have been entered, click the OK button on the bottom to save the score card, or 
Cancel to erase changes. 
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Figure 138.A. OM – Scoring: Application(s) Scored for Fiscal Year 2010 

8. If you click OK, and there are errors associated with your scoring you will prompted to 

various messages. 
a. If the number you input is larger than the Max Points, a error message will pop-up 

b. If the number you input is not a whole number, a error message will pop-up 

c. If the number you input is not a positive number, a error message will pop-up  
 

 
Figure 138.B. OM – Scoring: Message from webpage (Step 8.a) 
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Figure 138.C. OM – Scoring: Message from webpage (Step 8.b) 

 

 
Figure 138.D. OM – Scoring: Message from webpage (Step 8.c) 

 
Figure 139. OM – Scoring: Application(s) Scored for Fiscal Year 2010 

9. To delete a score, click the X button found under the delete column on the Application(s) Scored 

for Fiscal Year 2010.  
 

10. A message will be prompted prior to finalizing your action. Click OK to delete the score, or 

Cancel to return back to the Application(s) Scored for Fiscal Year 2010 page. 
 

 
Figure 140. OM – Scoring: Message from webpage Delete a Score 

11. To add a New Score, click the New Score button located above and below the Agency Name 

column. 
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12. This will prompt you to a list of scorecards that are awaiting your review, similar to Figure 139.  

 
13. The scorecard, and process, will be the same as previously described in Steps 6 and 7. 

 

You have now finished using the HCS Scoring feature. 

8.3.4 Final Scoring for Primary Reviewer 

You can complete the final scoring for primary reviewers by searching for an agency, reviewer name, or 

application ID. 

 
1. From the top navigation menu, click the Final Scoring for Primary Reviewers hyperlink. The 

Final Scoring for Primary Reviewers Search for FY 20XX screen appears. 

 

 
Figure 141. OM – Grants: Final Scoring for Primary Reviewers Search for FY 20XX  

2. Search for the final scoring for primary reviewers by using any combination of the search criteria 

to filter the list of applications that require a final score. 

a. Enter the agency ID you are searching for in the Agency ID field. 
b. Enter the agency‟s name in the Agency Name field. 

c. Click the drop-down box next to the Primary Reviewer field and select the primary 

reviewer for this scoring. 
d. Enter the application‟s ID in the Application ID field. 

 

3. Click Search. The Final Scoring List for Fiscal Year 20XX search results screen appears 

displaying the search results the HCS system finds based on your search criteria: 
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Figure 142. OM – Grants: Final Scoring List for Fiscal Year 20XX  

4. To view or edit the final scoring for a specific agency, Click the agency‟s name in the Agency’s 

Name column. The Final Scoring for Primary Reviewer screen appears. 

 

5. Review the form; edit the final score by typing in the Final Score fields.  
 

6. Click OK to save your changes or Cancel to exit the screen. 

 

 
Figure 143. OM – Grants: Final Scoring for Primary Reviewer – Agency Details  

You have now used the HCS Search for Final Scoring for Primary Reviewers feature. 
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8.3.5 Calculate Recommended Award 

As an Office Manager you can view the Recommended Awards that were calculated for a given year. 

 

1. From the top navigation menu, click the Calculate Recommended Award hyperlink. The 
Recommended Awards Calculation for FY 20XX screen appears. 

 

 
Figure 144. OM – Grants: Recommended Awards Calculation by Grant Category 

8.3.6 Input Award/Sub Allocations 

As an Office Manager you can input awards and sub-allocations. The list of applications is dependent on 

the type of funding allocations chosen by HUD and described in Calculate Recommended Awards above. 

Follow these steps to input/review the awards and sub-allocations when funding allocations chosen by 
HUD is Grant Category and Housing Office Center: 

 
1. From the upper navigation menu, click the Input Awards/Sub Allocations hyperlink. The Input 

Awards for FY 20XX screen appears, displaying the available HUD Offices, and the allocated 

funds, amount awarded, and the grant type for each office. 
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Figure 145. OM – Grants: Input Awards for FY 20XX  

2. Click the HUD Office hyperlink for the HUD Office that you‟d like to input/review awards. The 
Select a Grant Application to Award for FY 20XX screen appears.  
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Figure 146. OM – Grants: Select a Grant Application to Award for FY 20XX  

3. To sort this list: Click the Agency Name button to list the agencies in Agency Name order. Click 

the Application ID button to list the agencies in Application ID order. Click the Agency Type 

button to sort by agency type and Agency Name order. Click the hyperlink for the agency that 
you wish to grant an award. 

 

4. To select a grant application from a specific agency, click the hyperlink for the agency‟s name in 
the Agency Name column. The Input Awards for FY 20XX screen appears. 

 

5. Complete the form; enter the amount awarded in whole dollars (format: 9999999) and make sure 

the number of zero (0)s are correct. The amount awarded should not exceed the agency‟s 
requested amount. 
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Figure 147.A. OM – Grants: Input Award (by Agency)  

6. To sub-allocate funds to any associated sub-agencies, click Agency/Sub-Agency Allocation. The 

Sub-Agency Grant Allocations screen appears. 

 

7. Complete the form and fill in any sub-agency funding information. To allocate the funds evenly, 
click Allocate Evenly. To allocate by # of counselors, click Allocate by # of Counselors. To 

allocate by # of clients, click Allocate by # of Counselors.  

 



 

8.0 Office Manager 

 

HCS User’s Manual  Page 8-65 

 
Figure 147.B. OM – Grants: Agency Grant Allocation  

8. Review the form for accuracy and take one of the following actions: To print, click Print and 

follow the instructions in the Print dialog box. To export to Microsoft Excel, click Export and 
follow the instructions in the File Download dialog box. To cancel the sub-allocations, click 

Cancel. To save the allocations, click Save. The screen refreshes and includes confirmation 

messages. 
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Figure 147.C. OM – Grants: Sub-Agency Grant Allocation – Save Message 

8.4 User 

This feature manages all HSC users. 

 
1. From the top navigation menu, click the User hyperlink. The Manager List page appears. 

 

2. To add a user, click Add New User button. The Add a New User screen appears. 
 

 
Figure 148. OM – Users: Manager List  

3. Complete all of the required fields that are marked with *. Fields that are not marked with * are 
not mandatory. 

a. Enter a user ID to the User ID field. 

b. Enter a first, middle initial and last name, to the First Name, Mid Init, and Last Name 
fields. 
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c. Accept the default password that is displayed in the Password field or enter a password 

that is different from the default password. 

 

 
Figure 149.A. OM – User: Add a New User   

d. Select a HUD office from the HUD Office dropdown list for the office that the new user 
is assigned to. Enter the email address to the Email Address field. 

e. Select an access level from the following Access Level dropdown list. Users cannot 

assign an access level that is above their own, i.e., Office Manager cannot assign Program 

Manager access level to other users. User can be assigned only one Access Level at this 
time. Future enhancements will expand the user rights/access levels to suit better business 

requirements. In the mean time, the access levels reflect the current user rights and the 

functional rights assigned are listed below: 
o REVIEWER – a temporary user that normally does not need to access and work 

in HCS. Assigned to evaluate grant applications. Reviewer will only have access 

to their assigned grant score card associated to their application. The Reviewer 

access rights terminate at the end of the fiscal year. 
o GTR/USER: a HUD user assigned to manage and assist assigned agencies. User 

has read/write access only agencies assigned. 

o OFFICE MANAGER – a HUD user with managerial responsibilities to oversee 
all Housing Counseling agencies within their HOC. They have read/write access 

to all agencies assigned within their HOC area. 

o PROGRAM MANAGER – a HUD user with project/program management 
responsibilities for the entire HUD Housing Counseling program. They have 

complete read/write access to all data and files. They have special management 

functions in HCS to setup and manage HCS. 
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f. Select from the Access Data dropdown list the data of that particular office or all offices 

user has access to. Access data defines the list of files the user can write to. If you have a 

manager that needs to access files across HOC boundaries, assigned All Offices. Care 
should be taken to limit access rights to appropriate users to prevent too many users from 

over writing agency files that can cause confusion. 

 

 
Figure 149.B. OM – User: Access Level Dropdown List 

4. When you are finished, click OK to save or Cancel to cancel; the Manager List screen appears. 
 

5. To view an existing user, click the User ID hyperlink in the User ID column. The User Profile 

screen appears. 

 
6. Edit the fields or view them. When you are finished, click OK to save any changes or Cancel to 

close this screen without saving any changes. You are returned to the Manager List screen. 

 

 
Figure 150. OM – User: User Profile  

7. To access more User functions, click a hyperlink under the Access Office list from the main 

screen. This will prompt you to a complete user list for that office. 

 
8. To view a list of all users for all offices, Click the HUD Office dropdown field found in the 

Search function, and select All. The User List – All Offices screen appears. 
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9. To sort the list by First Name, click the First Name hyperlink. To sort the list by Last Name, 

click the Last Name hyperlink. To sort the list by User ID, click the User ID hyperlink. To sort 
the list by HUD Office, click the HUD Office hyperlink. To sort the list by Agency Name and 

then by Access Level, click the Access Level/Agency hyperlink. 

 

 

 
Figure 151.A. OM – User: Users List – Denver (HOC)   

10. To search a user by Last Name or search for an agency by agency name, key in the information 

and click the Search button. The result is displayed. 
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Figure 151.B. OM – User: Search by Last Name Result 

11. To search for a user by User ID, key in the ID into Search by User ID and click the Search field. 
 

 
Figure 151.C. OM – User: Search by User ID Result 
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12. To deactivate a user‟s account, click the X button under the Delete column. A warning message 

appears. 

a. If you are sure that you want to delete (deactivate) this user, click OK. To cancel, click 
Cancel. 

 

 
Figure 151.D. OM – User: Confirmation of Delete (Deactivate) Option 

13. To list all the unconfirmed users for the specific HUD Office you are in or for all offices, click 
the Show Unconfirmed Users button. A list of unconfirmed users is displayed. 

 

 
Figure 151.E. OM – User: Unconfirmed Users List – Denver (HOC)   

14. To authorize an unconfirmed user that has a Re-Auth button shown in the Authorize column, 

click the Re-Auth button to the right of the desired entry, the user will be authorized for the 
current fiscal year.  

 

15. To list all the confirmed users for the specific HUD Office you are in or for all offices, click the 
Show Confirmed Users button. A list of confirmed users is displayed. 
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Figure 151.F. OM – User: Confirmed Users List – Denver (HOC)  

 

16. To list all the inactive users for the specific HUD Office you are in or for all offices, click the 

Show Inactive Users button. A list of inactive users is displayed. 

 
17. To activate an inactive user that has a Re-Activate button shown in the Authorize column, click 

the Re-Activate button to the right of the desired entry, the user will be activated and authorized 

for the current fiscal year.  
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Figure 151.G. OM – User: Inactive Users List – Denver (HOC)   

18. To list HUD personnel only for the specific HUD Office you are in or for all offices, click the 
Show HUD Personnel Only button. A list of HUD personnel only users is displayed. 

 

 
Figure 151.H. OM – User: HUD Personnel Only Users List – Denver (HOC)  

19. To list agencies users only for the specific HUD Office you are in or for all offices, click the 
Show Agencies Only button. A list of HUD personnel only users is displayed. 
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20. To list all users for the specific HUD Office you are in or for all offices, click the Reset button. 

 

 
Figure 151.I. OM – User: Agencies Only Users List – Denver (HOC)  

8.5 Management 

Under the Management hyperlink located in the upper navigation menu you are able to choose from 

multiple sub-sections: 

 Agency Reporting Module 

 Funding Applications 

 Change Data Defaults 

 

 
Figure 160. OM – Management 

8.5.1 Agency Reporting Module 

After selecting Agency Reporting Module in the menu dropdown, you are prompted to two options: 

Reports Submission Verification or CMS Management. 
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Figure 161. OM – Management: ARM Manage 

8.5.1.1 ARM Submission Verification 

1. From the ARM Management Menu, select the Reports Submission Verification hyperlink. 
 

 
Figure 162. OM – Management: ARM Submission Verification  

2. Upon narrowing down your search criteria, you have three types of submission reports to choose 

from: 

a. All Submission: This will provide you a full list of submissions; the ones that failed and 
the ones that were successful 

b. Failed List: This will provide a list of only the submissions that failed. 

c. Success List: This will provide you a list of only the submissions that were successful. 
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Figure 163.A. OM – Management: ARM Submission Verification Results  
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Figure 163.B. OM – Management: ARM Submission Verification – Failed List  

 
Figure 163.C. OM – Management: ARM Submission Verification – Successful List 

You have successfully viewed the ARM Submission Verification. 
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8.5.1.2 CMS Management 

1. From the ARM Management Menu, select the CMS Management hyperlink. This will allow you 

to perform a search based on the following criteria: 
a. Fiscal Year 

b. Agency ID 

c. Agency Type 
d. HOC 

e. CMS 

 
2. Upon selecting your criteria click the Search button to retrieve your results. 

 

 
Figure 164. OM – Management: CMS Management Search  

3. Once receiving your results, you will be able to see which Agency is using a particular CMS 

product, as well as if it is editable or not. 

 
4. To edit Enable or Disable Edits, select which agencies you would like, and either click Enable 

Edits or Disable Edits. 
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Figure 165. OM – Management: CMS Management Results 

8.5.2 Funding Allocations 

The Program Manager at HQ enters all of the funding allocations. HCS supports two methods of 

allocating funds. The first method allocates by grant type only. The second method used in previous fiscal 
years is according to grant type and HUD office. Depending on which method used by HQ, the funding 

allocation information available to an Office Manager is different.  

 
1. From the upper navigation menu, click the Funding Allocation hyperlink. The Grant Funding 

Allocation – 20XX screen appears. 
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Figure 166.A OM – Management: Funding Allocation by Grant Category 

2. When the method of allocating funds is according to grant type only, The Funding Allocation 
20XX by Grant Category is displayed. 

 

3. To view the allocations described by Grant Type, click the red dot circled below. 

 

 
Figure 166.B. OM – Management: Funding Allocation By Grant Type 

4. To view the Grant information in matrix form, click the blue dot, as depicted below. 



 

8.0 Office Manager 

 

HCS User’s Manual  Page 8-81 

 

 
Figure 166.C. OM – Management: Funding Allocation Grant Matrix Validation  

5. To see additional information (such as the validation or difference), click the green dot. Those 

two fields will be displayed. 
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Figure 166.D. OM – Management: Funding Allocation Additional Information  

6. To see the history of this funding allocation, click Yes next to Show History. The history appears 
at the bottom of the screen. 

 

 
Figure 166.E. OM – Management: Funding Allocation Show History  

7. To verify the funding allocation, click Verify. A confirmation message appears. 
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Figure 167. OM – Management: Funding Allocation Verification Message  

8. You have now verified this information. Click OK. 

 
9. To export this Funding Allocation information into an Excel spreadsheet, click Excel. When the 

following dialog box appears, decide whether to Open, Save, or Cancel the spreadsheet. 

 

 
Figure 168. OM – Management: Funding Allocation Export to Excel  

You have now finished using the HCS system‟s Funding Allocation feature. 

8.5.3 Change Office Default 

1. From the Management Functions menu, click the Change Office Defaults hyperlink. The 

Change Office Defaults page appears. 

 
2. Click the HUD Office under Office Name column that you wish to change. The Default Office 

Information screen appears. 

 

 
Figure 169. OM – Management: Change Office Defaults  
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3. Fill out all of the fields in the form. Then click OK to save or Cancel to cancel. 

 

 
Figure 170.A. OM – Management: Default Office Information  

4. Click the Validate button in the States Covered section, a message like following appears. It 

warns you that the listed states or territories are not assigned to any HOC office. 

 

 
Figure 170.B. OM – Management: Change Office Defaults – States Covered 
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8.6 Reports 

The HCS system comes with a variety of reports. These reports can be viewed, printed, and exported to 

Excel spreadsheets. These reports provide management with a view of the application process. Also, these 

reports are excellent views of the post-processing results. Below are instructions on how to generate, 
print, and export reports. Also, the sections below show a sample of each report and details about what 

information each report contains. 

8.6.1 Viewing Reports 

To view any of the HCS system reports, take the following steps: 

 
1. From the upper navigation menu, scroll down to the Reports section. Click the hyperlink of the 

report you want to generate from the Reports sub-menu in top navigation frame. For example, if you 
click Application Progress Status hyperlink from the menu, the Applications Status for FY 20XX 

screen appears. 

 

  
Figure 171. OM – Reports: Application Progress Status for FY 20XX 

8.6.1.1 Printing Reports 

You can print any of the HCS system reports by following these steps: 

 

1. From the top navigation menu, scroll down to the Reports section. Click the hyperlink of the report 
you want to generate from the Reports sub-menu in top navigation frame. For example, if you click 

Applications Progress Status hyperlink from menu, the Applications Status for FY 20XX screen 

appears.  
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Figure 172. OM – Reports: Application Status for FY 20XX  

2. Click the Print button. The Print dialog box similar to follow appears. Once you have selected your 

printing criteria, click Print to have a printout of the document. 
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Figure 173. OM – Reports: Print Dialog Box. 

You have now successfully printed a report. Repeat these steps to print any of the other reports available.  

8.6.1.2 Exporting Reports 

You can export any of the HCS system reports to Excel spreadsheet by following these steps: 

 

1. From the top navigation menu, scroll down to the Reports section. Click the hyperlink of the report 

you want to generate from the Reports sub-menu in top navigation frame. For example, if you click 
the Applications Progress Status hyperlink from the menu, the Applications Status for FY 20XX 

screen appears. 

 
2. Click the Export button. The File Download dialog box appears. 

 

 
Figure 174. OM – Reports: Application Status for FY 20XX  

3. Click the Open button to open the spreadsheet in HCS web page. Or, click the Save button and 
follow the instruction to save the report to a Microsoft Excel file. 
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Figure 175. OM – Reports: File Download Dialog Box. 

You have now exported an HCS system report. Follow these steps again to export any of the other 

reports. 

8.6.2 Report Examples 

8.6.2.1 Application Status 

Application Progress Status report shows the dates when each assigned reviewer and primary reviewer 

completed their evaluation. 

 
1. From the upper navigation menu, under Reports sub-menu, click Applications Status hyperlink, 

the Grant Applications Status Search screen appears. Enter the criteria that you would like to 

search for and click the Search button to retrieve your results, or Clear to erase the data you had 
input. 

 

 
Figure 176. OM – Reports: Applications Status Search 

2. To sort this list:  

a. Click the Agency Name hyperlink will sort the list first in Agency Name order, and then 

in TIN number and Application ID order.  
b. Click the TIN hyperlink will sort the list first in TIN number order, and then in Agency 

Name and Application ID order.  
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c. Click the Appl ID hyperlink will sort the list first in Application ID order, and then in 

Agency Name and TIN number order.  

d. Click the Prim Rvwr hyperlink will sort the list first in Primary Reviewer‟s last name 
and first name order, and then in Agency Name, TIN number, and Application ID order. 

 

 
Figure 177.A. OM – Reports: Applications Status for FY 20XX  

3. Click the Primary Reviewer Statistics button on the report, the Primary Reviewers Statistics for 
FY 20XX screen appears. 
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Figure 177.B. OM – Reports: Primary Reviewers Statistics for FY 20XX  

4. To view the list of applications which evaluations have not been completed yet, click Not 

Evaluated button. The Application Status for FY 20XX (Not Evaluated) page is displayed. Any 

application that has one or more scores missing is listed. 
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Figure 177.C. OM – Reports: Applications Status for FY 20XX (Not Evaluated) 

5. To view the list of applications which evaluations have been completed, click Evaluated button. 

The Application Status for FY 20XX (Evaluated) page is displayed. Applications with all scores 
posted are listed. 

 

 
Figure 177.D. OM – Reports: Applications Status for FY 20XX (Evaluated) 

6. If the Applications Status report you are working on is current fiscal year, Primary Reviewer‟s 
name is a hyperlink. 



 

8.0 Office Manager 

 

HCS User’s Manual  Page 8-92 

8.6.2.2 Application Score Status 

This report lists all the scores for each application for a comprehensive view of on all applications that 

were processed. 
 

1. From the upper navigation menu, under Reports sub-menu, click the Scores Status hyperlink. 

The Scores Status Report for Fiscal Year 20XX screen appears. Enter the criteria that you would 
like to search for and click the Search button to retrieve your results, or Clear to erase the data 

you had input. 

 

 
Figure 178. OM – Reports: Scores Status Search 

Note: Provided below is an example of a search result. 

 
Figure 179. OM – Reports: Scores Status  

8.6.2.3 Awards Recommendation 

This report provides a view of Final scores, Recommended awards and Requested grant amount. 

 
1. From the top navigation menu, under the Reports sub-menu, Click the Funding 

Recommendation hyperlink, the Funding Recommendation Report for Fiscal Year 20XX 

appears. 
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Figure 180. OM – Reports: Awards Recommendation Report 

8.6.2.4 Awards Report 

This report compares Allocated funds against Awarded funds at the grant category level showing balance 
to check that all grant funds have been allocated. 

 

1. From the top navigation menu, under Reports sub-menu, click Funding Report hyperlink, the 
Funding Report for Fiscal Year 20XX appears. 
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Figure 181. OM – Reports: Funding Report  

8.6.2.5 Awards Report by Agency 

This report provides an excellent summary of awards using drill down screens. The initial screen provides 

a comprehensive summary of the grant processing year at one glance, providing number of agencies 

applying, those awarded and comparing awards with Requested and Recommended Awards. This shows 
all application results regardless of if they are awarded or not. 

 

1. From the top navigation menu, under Reports sub-menu, Click the Awards Report by Agency 

hyperlink, the Awards Report by Agency appears. This statistic matrix displays awards and related 

information in each HUD office, and HUD totals. The data shown in # Agencies column is the 

number of HUD-Approved Independent Agencies who are qualified to apply for grant in the 

fiscal year.  
 

2. Click HUD office name hyperlink, the report is drilled down to HUD office level. For example, 

click HOC 2 – Atlanta hyperlink, a list of agencies applied for grants and their relevant data are 
displayed in agency name order.  
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Figure 182.A. OM – Reports: Awards Report by Agency  

3. To sort the list of agencies in HUD office level:  
a. Click the Agency hyperlink will sort the list in Agency Name order.  

b. Click the Agency ID hyperlink will sort the list in Agency ID order.  

 

 

 
Figure 182.B. OM – Reports: Awards Report by Agency 

4. From the Awards Report by Agency in HUD Office level, as shown in Figure 182.B., click an 

agency name hyperlink under Agency column. The award report for the selected agency is 

displayed. 
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Figure 182.C. OM – Reports: Awards Report by Agency: for One Selected Agency 

5. To search for a particular agency or multiple agencies, click the Agency Search button at the 

bottom of the Awards Report by Agency page. The Awards Report by Agency: Agency Search 
page appears. 

 

6. In Agency Search page, key in search criteria and click the Search button. For example, key in 

„ADVANC‟ to Agency Name field and click the Search button (see Figure 182.D.). A list of 
agencies that contain „ADVANC‟ in their agency name are displayed (see Figure 182.E.). Notice 

that in Figure 250, the Awards Report is drilled down to agency level. It lists all the grant types 

available for the fiscal year you are working on, and displays data of the grant type(s) that is/are 
applicable to each agency in the list. For the grant type(s) the agency didn‟t apply, zero dollar 

amount is shown. 

 

 
Figure 182.D. OM – Reports: Awards Report by Agency: Agency Search for Agency Name ‘ADVANC’ 
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Figure 182.E. OM – Reports: Awards Report by Agency: Result of Agency Search for Agency Name 

‘ADVANC’ 

8.6.2.6 Awards Report by Office 

This report lists agencies that are awarded a grant and listed in respective of their assigned HUD office.  
 

1. From the top navigation menu, under Reports sub-menu, click Awards Report by Office 

hyperlink, the Awards Report by Office for Fiscal Year 20XX appears. 

 

 

 

Figure 183. OM – Reports: Awards Report by Office  

8.6.2.7 Awards Report by State 

This report groups all agencies that are awarded a grant in respective to their State they are located in. 
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1. From the top navigation menu, under Reports sub-menu, click Awards Report by State 

hyperlink, the Awards Report by State for Fiscal Year 20XX appears. 
 

 

Figure 184.A. OM – Reports: Awards Report by State 

2. To search for agency/agencies locate in a state, select the specific state from the Select a State 

dropdown at the bottom of the page, and click Go button. A list of agency/agencies awarded in 
the selected state is displayed. 

 

 
Figure 184.B. OM – Reports: Awards Report by State – Result Page of State Search 

8.6.2.8 Funding Report Search 

This report lists agencies that are awarded a grant and listed in respective of their assigned HUD office.  
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1. From the top navigation menu, under Reports sub-menu, click the Funding Report by Filter 

hyperlink, the Funding Report Search for Fiscal Year 20XX appears. 

 
Note: The search screen will allow you to narrow down your results based on the following criteria: 

 Agency ID 

 HOC Office 

 Agency Name 

 Agency Type 

 Counseling Services 

 City 

 State 

 Zip Code 

 

2. Once you have entered your criteria click the Search button to retrieve your results, the Clear 
button to erase the information already type in, or Cancel to return to Awards Report by Agency. 

 

 
Figure 185. OM – Reports: Funding Report by Filter – Search 

3. From this screen you will also be able to view this information in Excel form, by clicking the 
Excel Format hyperlink, or return back to the search function, but clicking Search Again. 
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Figure 186. OM – Reports: Funding Report by Filter – Results 

8.6.2.9 Reviewers Final Report 

1. From the top navigation menu, under Reports sub-menu, click the Reviewers Final Report 

hyperlink, the Select a Grant Application for Fiscal Year 20XX appears. 

 
2. This will prompt you to a list of Grant Applications arranged by Agency. To view an Agency 

report, click the hyperlink for that Agency under the Agency Name column. 

 

 
Figure 187.A. OM – Reports: Reviewers Final Report 

Note: Provided below is an example of a Final Reviewer Report. 

 
Under each Factor, there are six places for comments based on the following criteria: 

 Primary R. Strength 

 Reviewers Strength 

 Final Primary Reviewer Strength 
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 Primary R. Weakness 

 Reviewers Weakness 

 Final Primary Reviewer Weakness 
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Figure 187.B. OM – Reports: Reviewers Final Report Result 

 

Note: In order to maximize or minimize these comments either select the . Provided below is an 

example of the comments boxes maximized in order to read the comments by those who reviewed this 
agency‟s request. 

 

 
Figure 187.C. OM – Reports: Reviewers Final Report Result – Strengths and Weaknesses 

Note: If a primary reviewer has not reviewed a specific application, you will see the following message at 

the top of a report. 
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Figure 187.D. OM – Reports: Reviewers Final Report Result – No Review Alert 

8.6.2.10 Reviewers Report 

1. From the top navigation menu, under Reports sub-menu, click Reviewers Report hyperlink, 

following prompt appears. If OK button is clicked, the Strength and Weakness comments will be 
included in the report. If Cancel button is clicked, the Strength and Weakness comments will not 

be included in the report.  

 

 
Figure 188. OM – Reports: Reviewers Report – Whether to Show Strengths and Weaknesses in the Report 

Prompt  

2. Upon selecting Ok or Cancel, you will be prompted to the Select a Grant Application for FY 

20XX screen. From here, like in Final Reviewers Report, you have the ability to choose a report 
based on an Agency. 

 

 
Figure 189.A. OM – Reports: Reviewers Report – Select a Grant Application for FY 20XX 

3. Once you have selected the agency to review you will be prompted to the Reviewer Scoring and 

Comment Summary Report. In order to view a specific Reviewers report, you will have to choose 

a name that has a hyperlink attached. This can be found in the Other Reviewers row. 
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Figure 189.B. OM – Reports: Reviewers Report – Reviewer Scoring and Comment Summary Report 
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8.6.2.11 Application Number Reference 

This report breaks down the Office ID, Office Name, and whether or not a table exists for this application.  
 

1. From the top navigation menu, under Reports sub-menu, click the Application Number 

Reference hyperlink, the Grant Application Number Reference – for Fiscal Year 20XX appears. 

 

 
Figure 190. OM – Reports: Application Number Reference 

8.7 Export 

This section creates required fixed reports at the conclusion of the grant processing period. This section 

produces reports using the Export functions to share with various offices and departments to execute the 

grant awards. You can perform a variety of tasks as needed, which include viewing and/or exporting 
following HCS data: 

 Agency Award/No Award Letters– official announcement given to each agency, providing the 

results of their grant applications. 

 Agency Name Check Review – report to allow review list of awardees before award Letters 

generation. 

 Application Data– complete data in spreadsheet to allow unique analysis. 

 Congressional Report Data– Fixed report sent to HUD congressional liaison office. 

 Draw Down Report Processing– Function to record agencies‟ draw down activities. 

 Funding Aggregate Report– Complete comprehensive aggregate spreadsheet. 

 HUD-1044– Award document each agency must sign. 

 IRS Delinquent Data– Fixed report sent to HUD Grant office for IRS 
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 List of Awardees– Text report listing agencies in the format to be published in the Federal 

Register. 

 Procurement Accounting Data– Spreadsheet given to CFO. 

 Public Affairs Report– Fixed report sent to Public Affairs office announcing awarded agencies. 

8.7.1 Agency Award/No Award Letter 

This is the official announcement to each application stating the results of the grant processing. These 

letters use the merge function. Care should be taken to ensure the letters are updated before executing the 
mail merge. 

 

1. From the top navigation menu, scroll down to Export sub-menu. Click the Agency Award/No 

Award Letters Data hyperlink, the Agency Award/No Award Letters Data for 20XX options 

selection screen appears.  

 

2. Select what type of data to search for, Agency Award Letters Data, Agency No Award Letters 

Data, or Both, and then Click OK button. 

 

 
Figure 191.A. OM – Export: Agency Award/No Award Letters Data for FY 20XX 

3. The Agency Award/No Award Letters Data Filter screen appears. Set the desired data filter and 

click the OK button. 

 

 
Figure 191.B. OM – Export: Agency Award/No Award Letters Data – Data Filter Screen 

4. Once your parameters have been set, and you click OK, you will be presented with the Download 

for your search criteria. 

 
5. Click AWDDATA.DOC data file hyperlink. The File Download window appears. 
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Figure 192.A. OM – Export: Agency Award/No Award Letters – Download Screen 

6. To open the document, click the Open button. To save it, Click the Save button. To cancel file 

download, click the Cancel button. When the Open button is clicked, following data page is 

displayed in HCS main display area. The data is listed by agency name. 

 

 
Figure 192.B. OM – Export: Agency Award/No Award Letters Data – File Download Window 

7. Following the data downloading, your information will be provided in .doc form. 

 

 
Figure 192.C. OM – Export: Agency Award/No Award Letters Data 

8.7.2 Agency Name Check Review 

Before making the official announcement of the results of the grant processing information needs to be 

reviewed. Agency Name Check Review report allows generate list of awardees as it will be used to create 
award letters via mail merge function. List will be reviewed and approved by HUD officials prior Award 

Letters generation. 

 

1. From the top navigation menu, scroll down to Export sub-menu. Click the Agency Name Check 

Review hyperlink, this report appears in Excel format allowing you to view the following 

information: 
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a. Agency Name 

b. Address 

c. City 
d. State 

e. Zip Code 

f. TIN Number 
g. DUNS Number 

h. HUD Office 

i. Contact Name 
j. Contact Phone Number 

 

 
Figure 193. OM – Export: Agency Name Check Review 

8.7.3 Application Data 

This report provides a spreadsheet of all relevant information for the grant processing period. It is useful 

for creating unique reports, validating information and sharing information. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the Application Data 

hyperlink, and the following spreadsheet appears. 

 

Note: Figures 194.A. through 194.J. are continuation of Figure 272 horizontally. 
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(data abbreviated) 

 
(data abbreviated) 

Figure 194.A. OM – Export: Applications Data – Part 1 

(data abbreviated) 

 
(data abbreviated) 

Figure 194.B. OM – Export: Applications Data – Part 2 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 194.C. OM – Export: Applications Data – Part 3 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 194.D. OM – Export: Applications Data – Part 4 

 
(data abbreviated) 
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(data abbreviated) 

Figure 194.E. OM – Export: Applications Data – Part 5 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 194.F. OM – Export: Applications Data – Part 6 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 194.G. OM – Export: Applications Data – Part 7 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 194.H. OM – Export: Applications Data – Part 8 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 194.I. OM – Export: Applications Data – Part 9 

 
(data abbreviated) 
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Figure 194.J. OM – Export: Applications Data – Part 10 

8.7.4 Congressional Report Data 

Report formatted by and given to HUD‟s Congressional liaison office to forward to Congress. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the Congressional 

Report Data hyperlink, and the following spreadsheet appears. 

 

2. The following screen shows Congressional Report Data export spreadsheet. It displays agency 
information for those who received grant award(s), and their award(s) amount. If an agency 

received more than one award of different grant types, each award is displayed in one entry. The 

data is listed by State, and then by Recipient/Agency name. 
 

 
(data abbreviated) 

Figure 195. OM – Export: Congressional Report Data 

8.7.5 Draw Down Report Process 

Draw down processing is a tool to track and review agencies‟ spending of their grant award. When an 

agency submits their quarterly grant report, data should be entered into this section to record their results. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the Draw Down Report 

Processing hyperlink, the Draw Down Reporting HUD Summary screen appears, with the 

Agency Search function located in the second half of the screen. 
 

2. To list agencies in a HUD Office, click the HUD Office name hyperlink under Office column.  
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Figure 196. OM – Export: Draw Down Reporting – HUD Summary  

 
 

 
Figure 197. OM – Export: Draw Down Reporting – HUD Office HQ Summary  

3. To export this data, Click the Export button. The File Download screen appears. 
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4. To open the document, Click the Open button. The Draw Down Reporting Excel file appears (see 

below). To save the file, Click the Save button. To cancel file download, Click the Cancel button. 

 
Note: To perform a search, skip ahead to step 5. 

 

 
Figure 198.A. OM – Export: Draw Down Report Processing – File Download  

 
Figure 198.B. OM – Export: Draw Down Reporting Export example  

5. To search for agencies, complete your search criteria and Click the Search button. If no results 

are found, the follow screen appears. 
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Figure 199.A. OM – Export: Draw Down Reporting Agency Search 

6. If the system does find results matching your criteria for Agency Search, the following screen 

appears. 
 

 
Figure 199.B. OM – Export: Draw Down Reporting Agency Search Results (No results)  

7. To view an agency, click a hyperlink in the Agency Name column. The Draw Down Reporting 

Agency Summary screen appears. 

 

 
Figure 200.A. OM – Export: Draw Down Report Processing – Agency Search Results (with results)  

Note: Provided below is an example of a Draw Down Reporting Agency Summary. 
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Figure 200.B. OM – Export: Draw Down Reporting – Agency Summary  

 
8. To make a new voucher request, click New Voucher Request. The New Voucher Request screen 

appears. 

 

9. Complete the form and Click the Save button to save the request. Click the Cancel button to 
cancel it.   You will return to the Draw Down Reporting screen. 

 

 
Figure 201.A. OM – Export: Draw Down Reporting – Voucher Request Entry 
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Figure 201.B. OM – Export: Draw Down Reporting – Agency Summary with Voucher Information 

10. To edit a LOCCS Disbursement Update, click the Edit LOCCS Disbursements hyperlink. The 

Draw Down Reporting LOCCS Disbursement screen appears. 
 

11. Edit the current LOCCS disbursement amount in the Current LOCCS Disbursement Amount 

field. Click the Save button to save, or Cancel button to cancel. You will return to the Draw 
Down Reporting Agency Summary screen. 

 

 
Figure 202.A. OM – Export: Draw Down Reporting LOCCS Disbursements Update  

12. To edit the Administrative Allocation/Indirect Costs, click Edit Admin Allocation/Indirect 

Costs hyperlink. The Draw Down Reporting Grant Application Selection screen appears.  
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Figure 202.B. OM – Export: Draw Down Reporting – LOCCS Information in Agency Summary Page 

13. Click the Edit hyperlink in the Grant Type entry you wish to input/edit the Administrative 

Allocation and/or Indirect Costs. The Sub-Agency Grant Allocation screen appears. 
 

 
Figure 203.A. OM – Export: Draw Down Reporting – Grant Application Selection  

14. Key in data into Administrative Allocation and Indirect Cost fields, and click the Submit button. 

The screen is refreshed with data have been saved message. Following is the screen of relevant 
section. 

 

 
Figure 203.B. OM – Export: Draw Down Reporting – Sub-Agency Grant Allocation Screen  

15. Check to ensure all sub-agencies are listed below. If an agency is not listed, go to Parent Agency 

Profile and add sub-agency to its list. Likewise remove any agencies that are not assigned to your 
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organization. If Sub-Agency has incorrect information, the Agency ID is a hyperlink to go 

directly to agency's profile.  

 

 
Figure 203.C. OM – Export: Draw Down Reporting – Sub-Agency Grant Allocation Screen – Administrative 

Allocation and Indirect Cost Input section  

8.7.6 Funding Aggregate Report 

A complete summary report displaying totals for each category, type and office listed. This is a great snap 

shot view of the results. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the Funding Aggregate 

Report hyperlink, the File Download screen appears. 
 

2. To open the file, click the Open button; the spreadsheet opens in HCS main display area. To save 

the file, click the Save button. To cancel file download, click the Cancel button.  
 

 
Figure 204.A. OM – Export: Funding Aggregate Report – File Download Window 

Note: Following is the report displayed in HCS main display area. 
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Figure 204.B. OM – Export: Funding Aggregate Report  

8.7.7 HUD-1044 

This report is the grant award agreement each agency must sign.  
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This is a form using Microsoft Mail Merge function. Review the 1044 document and enter any common 

information that will be in all documents created to save time and effort. Unique information will be 

merge creating individual agency 1044 forms. 
 

1. From the top navigation menu, scroll down to Export sub-menu. Click the HUD-1044 hyperlink, 

the Data Filter screen appears. 
 

2. Select the proper data filter and click the OK button, the Download screen appears. If you prefer 

to create one agency report at a time, select the „Single Agency‟. To create in mass all reports 
within a HOC, select the „Single HOC‟ button. 

 

 
Figure 205. OM – Export: HUD-1044 – Data Filter 

3. You can click the 1044DATA.DOC hyperlink to download HUD-1044 data to a Microsoft Word 

file. Or, you can click the 1044FORM.DOC hyperlink to download mail merge template of 
HUD-1044 form to a Microsoft Word file. If you click the 1044DATA.DOC hyperlink, 

following File Download screen appears.  

 

 
Figure 206.A. OM – Export: HUD-1044 – Download Screen  

4. To open the file, click the Open button, the data file appears in a separate window (see the figure 

below, in which data is ordered by State code, city name, and then by agency name). To save the 
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file to your hard drive or other device, click the Save button. To cancel the file download, click 

the Cancel button. 

 

 
Figure 206.B. OM – Export: HUD-1044 Download – File Download Window 

Note: Provided below is an example of the HUD-1044 document. 

 

 
 

(data abbreviated) 

Figure 206.C. OM – Export: HUD-1044 Data File  

5. If you select to download the HUD-1044 form template, the HUD-1044 mail merge template 
screen appears. 
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Figure 206.D. OM – Export: HUD-1044 Form – Mail Merge Template 

8.7.8 IRS Delinquent Data 

The report formatted by and given to the HUD Grant Office who forwards it to the IRS. Coordinate with 
the HUD Grant Office to ensure the format is correct and no changes are required. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the IRS Delinquent Data 

hyperlink, the Delinquent Federal Debt Agency List for FY 2006 options selection screen appears. 
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2. Select to search on either Agencies that Indicate YES or Agencies that Indicate NO, and then 

click the OK button. The File Download window appears.  

 

 
Figure 207. OM – Export: IRS Delinquent Data – Options Selection Screen  

3. To open the file, click the Open button; the file is displayed in HCS main display area. To save 

file, click the Save button. To cancel file download, click the Cancel button.  
 

 
Figure 208.A. OM – Export: IRS Delinquent Data – File Download Window 

4. The following screen shows the IRS Delinquent Data export spreadsheet for agency that has 
delinquent federal debt. It displays agency information for those who received grant award(s), 

and their total awarded amount. The data is listed by agency name.  

 

 
Figure 208.B. OM – Export: IRS Delinquent Data  

5. If there is no data returned for the selection option, following message appears. 

 

 
Figure 209. OM – Export: IRS Delinquent Data – No Results Message 

8.7.9 List of Awardees 

This is a report to be published in the Federal Register announcing awarded agencies. 
 

1. From the top navigation menu, scroll down to Export sub-menu. Click the List of Awardees 

hyperlink, the Download screen appears.  
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2. Click the REGIDATA.DOC hyperlink located in the File Name column, following File 

Download window appears. 

 

 
Figure 210. OM – Export: List of Awardees – Download  

3. Click the Open button, the file content is displayed in HCS main display area. Click the Save 

button, a Save As window appears; follow the direction to save the file to hard drive or other 

storage device. Click the Cancel button to cancel file download. . This saved file will be 

forwarded to appropriate office to have it published in the Federal Register. 
 

 
Figure 211.A. OM – Export: List of Awardees -File Download window 

4. In the file, data is listed by grant type, grant category, HUD office name, and agency name order. 

As following figure shows, each data block contains agency name, address, grant type, and 

awarded grant amount. 
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Figure 211.B. OM – Export: List of Awardees  

8.7.10 Procurement Accounting Data 

This report is formatted and sent to the CFO to reserve grant funding. It is necessary to coordinate with 

the finance office to gather updates and added information necessary to add into columns that HCS does 
not populate. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the Procurement 

Accounting Spreadsheet hyperlink, to view this file. 

 

Note: The following figures show the content of Procurement Accounting Spreadsheet. Please note that 
Figures 212.A. through 212.D. are a continuation of Figure 212 horizontally. 

 

 
Figure 212.A. OM – Export: Procurement Accounting Spreadsheet, Part I 
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Figure 212.B. OM – Export: Procurement Accounting Spreadsheet, Part 2  

 
Figure 212.C. OM – Export: Procurement Accounting Spreadsheet, Part 3  

 
Figure 212.D. OM – Export: Procurement Accounting Spreadsheet, Part 4  

8.7.11 Public Affairs Report  

This report is given to the Public Affairs office to be published showing awarded agencies. This office 

dictates on the format of the report. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the Public Affairs 

Report hyperlink, the Public Affairs Report for FY 20XX options selection screen appears. 
 

2. Select to search on National & Regional Housing Counseling Grantees, Local Housing 

Counseling Grantees, Multi-State Agencies, State Housing Finance Agencies, or All and then 
click the OK button. 

 

 
Figure 213. OM – Export: Public Affairs Report – Options Selection Screen   

Note: The following screen shows the report of National & Regional Housing Counseling Grantees, 
which is listed by State and then by City order. 
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(data abbreviated) 

Figure 214. OM – Export: Public Affairs Report  

8.8 HCS Archive 

Upon selecting the HCS Archive hyperlink, you will be prompted to a new screen where you will be able 

to access archived reports. The specific reports are: 

 Application Progress Status 

 Application Score Status 

 Awards Report by Agency 

 Awards Report by Office 

 Awards Report by State 

 Funding Recommendation 

 Strength/Weakness All Factors 

 Strength/Weakness by Factor 

 

 
Figure 215. OM – HCS Archive: Home Screen 



 

8.0 Office Manager 

 

HCS User’s Manual  Page 8-129 

8.8.1 Reports 

Provided below is a display of your Report options as found on the menu. 

 

 
Figure 216. OM – HCS Archive: Report Options 

8.8.1.1 Application Progress Status 

Provided below is an example of an Application Progress Status Report 
 

1. To change between years, select which year you would like your data to reflect, and click Go. To 

print this report, click the Print button at the bottom of the report, or to Export to Excel, click the 

Export button. 
 

 
Figure 217. OM – HCS Archive: Application Status 

8.8.1.2 Application Score Status 

Provided below is an example of an Application Score Status Report: 
 

1. To change between years, select which year you would like your data to reflect, and click Go. 

You can also export this list to Excel, by clicking the Export button. 
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Figure 218. OM – HCS Archive: Scoring Status 

8.8.1.3 Awards Report by Agency 

Provided below is an example of an Awards Report by Agency: 

 
1. To change between years, select which year you would like your data to reflect, and click Go. 

 

 
Figure 219. OM – HCS Archive: Awards Report by Agency 

8.8.1.4 Awards Report by Office 

Provided below is an example of an Awards Report by Office: 

 
1. To change between years, select which year you would like your data to reflect, and click Go. 
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Figure 220. OM – HCS Archive: Awards Report by Office 

8.8.1.5 Awards Report by State 

Provided below is an example of an Awards Report by State: 

 
1. To change between years, select which year you would like your data to reflect, and click Go. 

You also have the option to narrow your search based on State. The main page represents all 

states, and under that drop-down function is the ability to narrow down based on state. Once you 
have corresponded State and Fiscal Year, click Go to retrieve your results.  
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Figure 221. OM – HCS Archive: Awards Report by State 

8.8.1.6 Funding Recommendation 

Provided below is an example of a Funding Recommendation Report: 
 

1. To change between years, select which year you would like your data to reflect, and click Go. 
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Figure 222. OM – HCS Archive: Funding Recommendation Report 

8.8.1.7 Funding Report 

Provided below is an example of a Funding Report: 

 

1. To change between years, select which year you would like your data to reflect, and click Go. 
 

 
Figure 223. OM – HCS Archive: Funding Report 

8.8.1.8 Strength/Weakness All Factors 

Provided below is an example of a Strengths/Weakness All Factors report: 

 

1. By clicking this menu function, you will be prompted to an options menu, for Fiscal Year, and 
Agency you would like. To change year, select which year you would like and click Go. 

 

2. Once you have done that Click the hyperlink for the Agency you would like to view. 
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Figure 224.A. OM – HCS Archive: Strength/Weakness All Factors Report 

3. After clicking the Agency hyperlink the report for Strength/Weakness All Factors will be 

retrieved. 
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Figure 224.B. OM – HCS Archive: Strength/Weakness All Factors Detail Report 

8.8.1.9 Strength/Weakness by Factor 

Provided below is an example of a Strength/Weakness by Factor Report: 

 

1. By clicking this menu function, you will be prompted to an options menu, for Fiscal Year, and 
Factor you would like search. To change year, select which year you would like and click Go. 

 

2. Once you have done that Click the hyperlink for the Factor you would like to search for. 
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Figure 225.A. OM – HCS Archive: Strength/Weakness by Factors Options 

3. This will prompt you to a search screen, which allows you to narrow your results based on: 

a. Agency ID 

b. Application ID 
c. Agency Name 

 

 

Figure 225. B. OM – HCS Archive: Strength/Weakness by Factors Search 

4. In order to retrieve your results, click Search. To return back to the previous screen click Cancel. 
Once you click Search, your result will be retrieved for you. 

 

 
Figure 225.C. OM – HCS Archive: Strength/Weakness by Factors Report 
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9.0 PROGRAM MANAGER 

The HUD Program Manager‟s role is the one with full access rights to the HCS System. The Program 
Manager is responsible for setting system controls and criteria for all segments in HCS. 

 

 Maintain and review all Grant Processing functions 

 

Grant Processing Preparation: 

 Setup Grant Category (in Maintenance sub-menu) 

 Setup Grant Type (in Maintenance sub-menu) 

 Setup Funding Appropriations (in Maintenance sub-menu) 

 Funding Allocations (in Grant Application Process sub-menu) 

 Office Reviewer (in Maintenance sub-menu) 

 Modify Scoring Criteria (in Maintenance sub-menu) 

 Setup Recommended Award Criteria (in Maintenance sub-menu) 

 

Grant Processing: 

 Setup Grant Applications (in Grant Application Process sub-menu) 

 Scoring (in Grant Application Process sub-menu) 

 Final Scoring for Primary Reviewers (in Grant Application Process sub-menu) 

 Calculate Recommended Awards (in Grant Application Process sub-menu) 

 Input Awards / Sub Allocations (in Grant Application Process sub-menu) 

 
Post Award Functions: 

 View various grant processing reports to monitor the grant process (in Reports sub-menu) 

 Export grant processing information to Microsoft Word, Excel, and text files for external 

usage as needed (in Export sub-menu) 

 

 Maintain and review HUD-9902 data and reports 

 Maintain and review Agency information 

 Manage all HCS Users Information 

 Perform all Management Functions. 

 

The sections below provide detailed instructions on how each of these functions work. 

 
Upon logging into the system as a Program Manager, you will see the following screen: 
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Figure 226. Program Manager: HCS Home Page 

9.1 Agency 

As a Program Manager, you can also review or submit information on all HUD agencies. 

9.1.1 Agency Search 

1. From the top navigation menu, click the Agency hyperlink. The Agency Search screen appears. 

You can also access this from the Agency Search sub-menu option.  

 
2. Click the dropdown box to select the fiscal year you wish to search for, and click Go button. 

 

 
Figure 227.A. PM – Agency: Agency Search  

3. The Agency Search for FY 20XX screen appears. From here you will be able to perform a Basic 

Search, or perform an Advanced Search. To go to the Advanced Search click the Go to advanced 

agency search hyperlink. 
 

4. On the Agency Search page, the following listed search criteria have multiple selection enabled 

controls. Users can Click the field to display choices and select multiple items, or select one field 

to search. You can also enter values with comma to delimit list of values. 
a. Agency Information 

b. HUD Office & GTR 

c. Agency Location 
d. Agency Type & Services 

e. Agency Status & Validation 

f. Grant & 9902 Information 

 
5. Fill out the form and click the Search button. The Agency List screen appears. 
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Figure 227.B. PM – Agency: Basic Agency Search for FY 20XX  

 
Figure 227.C. PM – Agency: Agency Search for FY 20XX  
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Note: Provided below is an example of an Agency List Search result. 

 

 
Figure 228.A. PM – Agency: Agency List 

6. To retrieve a list of email addresses for the agencies listed, click the Valid Emails hyperlink. A 

list of valid email addresses is listed from which an exported file can be generated. 

 

 
Figure 228.B. PM – Agency: Agency List Valid Emails 

7. To view a list of agencies that do not have a valid email address, click the Invalid Emails 

hyperlink. A list of agencies that do not have a valid email address is listed. From this list, you 

can edit or enter a valid email address for the agency. 
a. To edit or enter a valid email address for the agency, Click the email text in the Invalid 

Email Address column.  

b. An input box with an Update and Cancel button appears. 

c. Enter a valid email address and click the Update button to save or Cancel to undo. 
d. Once Updated with a valid email address, the agency is removed from the current list and 

added to the Valid Emails list. 
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Figure 228.C. PM – Agency: Agency List Invalid Emails 

8. If you want to export the agency list to an Excel spreadsheet, click the Agency Spreadsheet 

button. The File Download dialog box appears. 

 

9. Select to either open or save the file and then return to Agency List screen. 

 

 
Figure 229. PM – Agency: Agency List File Download Dialog Box. 

10. To view more information about or to update data of an agency listed in the Agency List page, 
click the agency‟s name hyperlink in the Agency Name column. The Agency Profile screen for 

that agency appears. 

 

11. From the Agency Summary screen, you have six tabs to choose from to view more detailed 
information regarding that specific agency. You can view information on: 

a. Agency Summary 

b. Agency Information 
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c. Personnel 

d. Contact Information 

e. HUD Affiliation 
f. Counselor/Client 

 

Note: You will be able to edit some information found in these tabs; however the edit function is not 
available in all fields. 

 

12. From the Agency Summary you are able to add and delete HUD Comments. 
 

 
Figure 230.A. PM – Agency: Agency Summary 

13. To add a HUD Comment, click the Add New hyperlink found next to comments in the HUD 

Comments box.  

 

 
Figure 230.B.1. PM – Agency: Agency Summary – HUD Comments 

14. Enter the Subject and your comment, and click Save, to save the comment, or Cancel to close the 

Comment box. 
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Figure 230.B.2. PM – Agency: Agency Summary – Add New HUD Comment 

15. To delete a comment, click the Delete hyperlink located under the Action column. 

 
16. Under the Agency Information you are unable to alter any of that information. 
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Figure 230.C. PM – Agency: Agency Information 

17. Under the Personnel tab, you will be able to edit the information in fields where a drop-down 

option is available, as highlighted with a circle. 
 

 
Figure 230.D. PM – Agency: Personnel 

18. Under the Contact Information you are unable to alter any of the information. 



 

9.0 Program Manager 

 

HCS User’s Manual  Page 9-9 

 

 
Figure 230.E. PM – Agency: Contact Information 

19. Under the HUD Affiliation tab you will be able to edit all information found on that page. This 
includes: 

a. Agency Name 

b. Type of Agency 
c. Status (Further information can be found in Section 9.2.1.1.). 

d. HUD Office GTR 

e. GTR Phone Number 
f. HUD Office Assigned to 

g. Types of Counseling Services 

h. Zip Codes Affiliation(By pressing the Add Another Zip Code hyperlink, an input box 

will appear which will allow you to insert a new zip code) 
i. State Affiliations (By pressing the Add Another State hyperlink, a drop-down box will 

appear as demonstrated in the figure below, and circled in Red) 

j. Allow for Public Access 
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Figure 230.F. PM – Agency: HUD Affiliation 

20. Under the Counselor/Client tab, you will be prompted to a list of counselors that are under each 

specific agency. From this tab, you can also perform a Counselor search, Add Counselor, and 

perform a Client search.  
 

21. Provided below is the screen that you will be prompted to for Counselor Search. This is further 

explained in Section 9.2.3. 
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Figure 230.G.1. PM – Agency: Counselor/Client 

22. To add a new counselor, click the Add Counselor hyperlink, and you will be prompted to a form 

which needs to be completed prior to officially adding that counselor. An example of this is 

provided below. Once you have completed the necessary fields, click Add New to save this 

counselor, or Clear, to erase previously input data. 
 

 
Figure 230.G.2. PM – Agency: Add Counselor 

23. To perform a Counselor Training Search, click the Training Search hyperlink, and you will be 

prompted to a search which will allow you to narrow down your results. An example of this is 
provided below. Once you have completed your criteria, click Search to retrieve results, or Clear 

to erase previously input data. 
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Figure 230.G.3. PM – Agency: Counselor Training Search  

24. By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.  

 

 
Figure 230.G.4. PM – Agency: Training Search Results 

25. If you desire to update this profile, edit the information you desire and click Update info to save 

those changes, or Clear to remove that information. 
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Figure 230.G.5. PM – Agency: Agency Counselor/Client – Training Search – Counselor Profile 

9.1.1.1 Agency Status Update 

MANUAL STATUS CHANGING 

Status changes are available only to HUD users. They are made either directly in the agency‟s profile 

or from the results of a search feature that lists agencies. 

 
PROFILE  

The agency‟s status is reflected in a HUD write protected section in the profile. The start and end 

dates are shown. When an agency is terminated, there will not be an end date since the Terminated 
status is indefinite until it is manually changed. In the status section are two action links; Change / 

View History. Select the Change action to initiate a change in the agency‟s status. The status entry is 

a dropdown menu allowing the HUD user to make the appropriate selection. The HUD user will also 
record the reason for the status change in the available comment box labeling an appropriate subject 

for quick reference. Status start dates cannot be a future date but the current date or a previous date. 

The HUD user and the date/time the status change is made will be recorded. 

 
AGENCY LIST 

To make multiple Approval changes when several agencies are about to be terminated, HCS allows 

mass approval to be made. From the desired list of agencies, at the top of the list are action items. 
Make a mark in the boxes at the left edge of the agency list for all the agencies you want to Re-

approve. Individual agencies can be manually marked or selecting „ALL” will mark all boxes 

automatically. Select the „Bulk Approval‟ item and all the marked boxes will re-approve the applied 

agencies.  
You should notice that not all agencies have a box along the left edge. Keep in mind only LHCA, 

Intermediaries and SHFA can be approved (participating for SHFA).  

 
VIEW STATUS HISTORY 
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Each profile now shows the history of the status changes. The status history is for HUD use only to 

better understand the agencies circumstances in the program. The agency can only view their current 

status. If the dates or comments need to be corrected, simply Click the desired history status to edit 
the information. The status cannot be changed. The current status will be reflected in the agency 

spreadsheet; not the history statuses. 

9.1.1.2 Update Status from Agency List 

Agency Search results provide an option to update multiple agencies‟ statuses with a single start date. The 

duration of the approval period is determined according to the rules specified above. 

To update the active status of multiple agencies follow the steps below: 
 

1. From the Agency Search for FY 2XXX page, select the criteria you wish to find agencies with. 

a. The System displays a list of agencies that match your criteria.  

b. Note the check boxes that appear next to some of the agencies listed. Only LHCA‟s, 
SHFA‟s, Intermediaries, and Multi-State Organizations are permitted to have their 

statuses updated from the search results page. 

c. You can click the “All” hyperlink next to Select to check all checkable agencies in the 
list. You can also click the “None” hyperlink next to Select to uncheck all agencies in the 

list. 

 

2. After checking the agencies you want to update, click the Bulk Approve button.  
 

 
Figure 231.A. PM – Agency: Update Agency Status Bulk Approve 

3. Enter the Approval effective date and click the Apply button to apply status change. If you wish 
not to change the statuses, click the Cancel button or the Close button. 

 

 
Figure 231.B. PM – Agency: Update Agency Status – Bulk Approve  
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9.1.1.3 Update Status from Agency Information 

To update the status for a single agency, go to the agency profile for the agency you wish to update and 

following the steps below: 
 

1. Under the HUD Affiliation tab, you will see Status, with the option to either Change or View 

History. Figure 232.A demonstrates the View History, and once in view mode, you have the 
option to select Hide History. 

 

 
Figure 232.A. PM – Agency: Update Agency Status – Agency Profile – View History 

2. In the Status Change pop up box, you can change the following information: 

a. Status – the Status options listed reflect only those statuses an agency type can have.  

Please refer to Section 4.1.5 concerning active statuses. Changing statuses creates a new 
status history record. 

b. For – This option is only available for Conditional and Inactive statuses. It is used to 

auto-calculate the Up To date. 
c. Renew – This creates a new status history record instead of overwriting the current status 

record. Renew is only applicable if the status has not changed but the As Of and Up To 

dates have changed. If Status has changed, the Renew checkbox is ignored. 

d. Status As Of Date – The effective date of the status 
e. Status Up To Date – The last day on which the selected status is effective 

f. Reason – A brief description for the reasoning behind updating the status 

g. Comment – A longer description for the reasoning behind updating the status 
 

3. Click the Apply button to save the status update. 

 

4. After clicking the Apply button, the pop up box is closed and the updated status information is 
displayed on the Agency Profile. You do not need to click the OK button to save the status 

change as it has already been saved. 
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Figure 232.B. PM – Agency: Update Agency Status – Agency Profile – Change 

9.1.2 Add New Agency 

You can click Add New Agency button from Agency Search page or from Agency List page to add a new 

agency to the HCS system. 

 

1. From the upper navigation menu, scroll over the Agency hyperlink. And select the Add New 

Agency button. 

 

2. Complete all of the required fields that are marked with *. Fields that are not marked with * are 
not mandatory. Following are the Agency Profile required fields. 

a. Agency Name 

b. Type of Agency: Following are the options of type of agency shown in the dropdown list. 
c. HUD Office GTR: The GTR assigned to this agency, as well as their contact number and 

office location. 

d. Agency Manager: The Point of Contact for the newly formed Agency. 

e. Physical Address: What is required is the City, State, and Zip Code of the Agency Office 
location. 

i. State: Select a state from the dropdown list where the agency physically resides 

in. System automatically assigns a HUD Office to the agency based on the State 
selected. 

f. Fiscal Year: The fiscal year the new agency profile is being created for. The options are 

„This Year‟ and „Next Year‟. 

g. Federal Tax ID Number (TIN): This is agency‟s federal employer identification number. 
The system defaults its value to ‟00-0000000‟. If user leaves the default value unchanged, 
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following warning message appears when the OK button is clicked by user to save data. 

Click the OK button from the warning message window to continue the process. 

 

 
Figure 233.A. PM – Agency: Add New Agency Profile 

 
Figure 233.B. PM – Agency: Type of Agency Dropdown List 
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Figure 233.C. PM – Agency: Agency Manager 

 
Figure 233.D. PM – Agency: Agency Physical Address 

 
Figure 233.E. PM – Agency: Fiscal Year and Federal Tax ID Number 

 
Figure 233.F. PM – Agency: Default TIN Number Warning Message 

3. Complete the form. To save, click OK button. To exit without saving, click Cancel button. 

Screen returns to previous page. 

9.1.3 Counselor Information 

1. From the upper navigation menu, scroll over the Agency hyperlink. And select the Counselor 

Information button. 
 

2. Once you have completed your criteria, click Search to retrieve results, or Clear to erase 

previously input data. 
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Figure 234.A. PM – Agency: Agency Counselor/Client Counselor Search 

3. Provided below is an example of the search results retrieved while performing a counselor search.  

 
4. To view further information on a counselor, click the hyperlink found in the Last Name column. 

By clicking the hyperlink under the name, you will be prompted to the Counselor Profile.  

 

 
Figure 234.B. PM – Agency: Counselor Search 

5. If you desire to update this profile, edit the information you desire and click Update Profile to 

save those changes, or Clear to remove that information. 
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Figure 234.C. PM – Agency: Agency Counselor/Client Counselor Profile 

9.1.4 Client Information 

Client Search under the Agency tab provides the same options as demonstrated under the Agency Search 
function (Section 9.2.2).  

 

1. From the upper navigation menu, scroll over the Agency hyperlink. And select the Client Search 

button. 
 

2. Select the criteria in which you would like to search for, and click Search to retrieve those 

results, or Clear, to erase what was previously typed. 
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Figure 235.A. PM – Agency: Client Search Options 

3. To view further detail, click the hyperlink found under the Case Number column. This will 

prompt you to the following screen. 
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Figure 235.B. PM – Agency: Client Search Results 

Note: Provided below is an example of the Client Profile. 

 

 
Figure 235.C. PM – Agency: Client Search Client Detail 

9.2 HUD-9902 

As a Program Manager, you can submit and review HUD-9902 forms. To do so, you must first search for 

the HUD-9902 form that you want to review or submit. This feature has two sections; one to track the 
progress of agencies submissions, and the other to analyze the data. 

9.2.1 9902 Data Reporting Status Inquiry 

This feature is primarily a tool to track agencies that are required to submit their 9902 reports. 

 

To view/update the HUD-9902 form, you must perform a 9902 Data Reporting Status Inquiry.  
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1. From the upper navigation menu, click HUD-9902 Processing hyperlink. The 9902 Data 

Reporting Status Inquiry page appears. 

 
2. In the drop-down box, select the fiscal year and reporting period that you wish to search. Then 

click Continue. The 9902 Data Reporting Status Inquiry for FY 20XX screen appears. 

 

 
Figure 236. PM – HUD-9902: 9902 Data Reporting Status Inquiry Fiscal Year Selection  

3. To enter a single agency‟s 9902 report, enter Agency ID in the upper section in 9902 Data 

Reporting Status Inquiry page. Click the Submit Inquiry button, and 9902 form is displayed. 

 

4. Complete all of the fields you want to search on or just leave the fields blank to retrieve all the 
reported HUD-9902 forms. Click Submit Inquiry. The inquired 9902 result screen appears.  

a. Agency ID – Allows you to extract information based on a particular Agency‟s ID 

number. 
b. GTR Name – Allows a search to be performed based off of a particular Government 

Technical Officer. 

c. Agency Type – Allows a search to be made on an individual or multiple agency types. 

d. Grant Awardees – This enables you to narrow down your results based on whether an 
agency was awarded a grant. 

e. Have Reported Individual 9902 – This enables you to narrow down your results based on 

whether a particular Agency and individually reported their 9902. 
f. Reported on Time – Along the lines of the 9902, this helps in determining if it was 

reported on time. 

g. Reported Data are Validated – Allows a search to be made on whether or not reported 
data has been validated. 

h. CMS – Allows you to perform a search based on various Client Management Systems. 

5. To get online help instructions for Form-9902, click the  button found on the Search 
page.  

 

 
Figure 237.A. PM – HUD-9902: 9902 Processing – FAQ 
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Figure 237.B. PM – HUD-9902: 9902 Data Reporting Status Inquiry Criteria Screen  

6. Upon the retrieval of your search criteria, you can view the details of a 9902 form for any Agency 

represented. This is done by clicking the 9902 hyperlink located under the Details header.  
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Figure 238. PM – HUD-9902: 9902 Data Reporting Status Inquiry Criteria Screen  

Note: Provided below is an example of a 9902 form report. 
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Figure 239.A. PM – HUD-9902: 9902 form. 

7. Complete all fields. Steps 8-14 explain important aspects of the HUD-9902 form. 

 

8. In the Counseling Agency Name & Address area, keep the following information in mind:  
a. Although the address shown may be modified on-line through the Agency Information 

page of HCS, Housing Counseling Agencies should notify their respective HUD 

Homeownership Center (HOC) of any address changes.  
b. Reference to HUD HOC offices can be found at: 

http://www.hud.gov/offices/hsg/sfh/hoc/hsghocs.cfm 

c. Affiliates/branches are required to enter their Intermediary ID in the appropriate box on 

the Agency Information page of HCS. 

http://www.hud.gov/offices/hsg/sfh/hoc/hsghocs.cfm
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9. In the Reporting Period and Budget section, remember that this is an accumulating quarterly 

report. All activities that took place from the first day of the fiscal year to the last day of the 

reporting period should be included in the report. Quarter 4 Reporting Period is the same as an 
annual report because it covers the entire fiscal year. Grant reporting period report are required 

for those agencies who have a grant agreement with HUD and should specify the starting date and 

ending date of the Grant reporting period. 
 

10. Complete the Ethnicity of Clients, Race of Clients, Income Levels, and Number of Clients 

Receiving Educational/Outreach Services sections.  
 

 

Note: The report contains two data columns for all sections of the HUD-9902 form: 

 All Counseling and Education Activities – Enter data covering all housing counseling activities, 

including those performed under one or more HUD housing counseling grants.  

 Counseling and Education Activities attributed to HUD Housing Counseling Grant Funds – 

Starting in FY 2007 the HUD Grant Activities are automatically calculated based on the HUD 

Funded Activity Ratio in Section 2. This ratio is determined by the total HUD grant awards in 

Section 8 divided by the Total Annual Housing Counseling Program Budget in Section 2. These 
data elements are recalculated when you enter a value into the All Counseling Activities column 

or when the Total Annual Housing Counseling Program Budget is changed.  

 

11. For the Number of Clients Counseled, by Purpose of Visit and Results section, keep the 
following information in mind: 

a. Enter the number of clients to whom you provided counseling during the report period. 

This might include clients who entered your workload the previous report period but you 
carried over into and counseled during the current report period.  

b. You are not reporting the number of individual persons you counseled. Examples: A 

husband and wife or a brother and sister or three friends who are mortgagors under the 
same note count as one client. Three renting families who experience the same problem 

with the same landlord and come to your agency together for assistance count as one 

client. 

c. Seeking Shelter or Services for the Homeless – A client reported on this line must meet 
the definition for "homeless" or "homeless individual" set forth in Section 103, General 

Definition of Homeless Individual, of the Stewart B. McKinney Homeless Assistance Act 

(Public Law 100-77). Instructions / Guidance and FAQ – The following hyperlink will 
take you to the appropriate HUD website for form HUD-9902 instructions and FAQs. At 

the top of the site under INDEX, select "reports (PDF page)" and you will be directed to 

the proper location. Scroll down for further information at this location. 
http://www.hud.gov/offices/hsg/sfh/hcc/hc_faq.cfm 

 

12. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902.  This 

section is automatically calculated and shows the awards that were granted by HUD. 
 

13. For HUD Housing Counseling Grant Summary Data, Section 8 of the form HUD-9902.  This 

section is automatically calculated and shows the awards that were granted by HUD. 
 

14. For the Authorization section, the first and last name of the user logged into HCS who completes 

this form is automatically entered for the Input Official when the Send button is clicked. The 

Agency Official is the Director first name and last name from the Agency Information page of 
HCS. 

 

http://www.hud.gov/offices/hsg/sfh/hcc/hc_faq.cfm
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15. Starting in January of 2008, agencies can submit their client level data through a CMS system. 

The HUD 9902 Form provides an automated tool that generates the HUD 9902 Form and Logic 

Model from the client level data submitted. To view the client level data derived HUD 9902 Form 
and Logic Model Click the HUD 9902 (Derived) and Logic Model tabs respectively 

 

The HUD 9902 (Derived) provides a features which overrides the permanent HUD 9902 Form. To use the 
client level data derived HUD 9902 Form as your permanent HUD 9902 Form click the Commit Data 

button. This causes the System to overwrite the regular HUD 9902 Form. 

 

 
Figure 239.B. PM – HUD-9902: 9902 (Derived) 

16. To view the Logic Model, Click the Logic Model tab and a new window is displayed that show 

the Logic Model filled out with the client level data submitted through the CMS systems. 
 

 
Figure 239.C PM – HUD-9902: Logic Model 

The HUD 9902 (Derived) Form & Logic 

Model are dynamically calculated from 

client data submitted by Agencies 

through CARS. If not data is submitted 

through CARS, then theses two forms 

will be left blank. 
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17. When you finish completing this form, click Send. A message appears at the top of your screen.  

 
Figure 240. PM – HUD-9902: Database Updated Message  

Note: For help, click HELP. To send, click SEND. To reload the form, and start over, click RELOAD. 

To return to the home page, click BACK. For more information about these navigation buttons, please 
see Chapter 3, Getting Started. 

 

You have now successfully completed a HUD-9902 form. 
 

There are other dynamics associated with the Data Reporting Status Inquiry, which are found at the 

bottom of your returned search. 

 
18. To print this list, click Print. A print dialog box appears allowing you to print the search results. 

 

19. To export this list to Microsoft Excel, click Export. A File Download dialog box appears 
allowing you to save or open the search results using Microsoft Excel. 

 

 
Figure 241. PM – HUD-9902: 9902 Data Reporting Status Inquiry Results  

20. To view the e-mail list for this agency, click Email Address List. The 9902 Inquiry Results 
Email List screen appears. 

 

21. To save the email list as a text file, click Text. A File Download dialog box appears; click Save 

or Open. 



 

9.0 Program Manager 

 

HCS User’s Manual  Page 9-32 

 

22. When you are done reviewing the Email List, click Done. You return to the 9902 Inquiry Search 

Results List screen 
 

 

 
Figure 242. PM – HUD-9902: Inquiry Results Email List  

23. To view the missing and invalid e-mail address(es) for this agency, click Invalid Email List. The 
9902 Inquiry Results Email List screen appears. 
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Figure 243.A. PM – HUD-9902: 9902 Inquiry Results Invalid Email List  

 
a. To update the invalid email address, Click the invalid email address text under Agency 

Email. 

b. An input box appears with two buttons, Update and Cancel. 
c. Enter a valid email address and click the Update button to save. 

 

 
Figure 243.B. PM – HUD-9902: 9902 Inquiry Results Invalid Email List – Edit 

24. When you are finished reviewing this list, click Done to be returned back to the 9902 Inquiry 

Results list screen. 
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Figure 243.C PM – HUD-9902: 9902 Inquiry Results Invalid Email List – Saved 

25. To view more information about an agency listed on the agency search list, select an agency by 

clicking the hyperlink under the Agency Name column. The Agency Profile screen appears, as 
depicted in Section 9.2.1.  

 

26. To view the HUD-9902 form for an agency, click the 9902 hyperlink. The HUD-9902 form 
appears.  

 

27. If you key in a parent agency ID to the Agency ID field in 9902 Data Report Status Inquiry 

criteria page, you will get a consolidated non-editable 9902 data report. Following is an example 
of consolidated 9902 report. 

 

 
Figure 244.A. PM – HUD-9902: 9902 Processing – Report of Affiliates Belonging to A Parent Agency 

Have Reported 9902 Data 

28. Upon selecting Consolidated 9902 you will be prompted to the report, presented as followed. 
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Figure 244.B. PM – HUD-9902: 9902 Processing – Consolidated 9902 Report 

29. If you select „Headquarters SF-HUD‟ from HUD Office dropdown, select „No‟ from Have 

Reported Individual 9902 dropdown, and click Submit Inquiry button. The following report 
appears. In this report, name of parent agency, count and information of affiliates that have not 

reported 9902 data, links to agency profile(s) and individual 9902 report(s) are available and are 

grouped by parent agency name. You may click the individual 9902 report link to input 9902 

data, or click agency name link to view or edit agency profile data. 
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Figure 245. PM – HUD-9902: 9902 Processing – Report of Agencies Associated with Intermediaries in 

HQ Have Not Reported 9902 Data 

9.2.2 Analysis Report Inquiry 

As a Program Manager, you can perform an Analysis Reports Inquiry. The Analysis Reports Inquiry is 

used to organize and/or retrieve 9902 information. It can be exported into Excel spreadsheet in order to 

manipulate the data for other purpose. 

 

1. From the top navigation menu, click Analysis Reports Inquiry hyperlink. The 9902 

Data Analysis Reports Inquiry page appears. 
 

2. Complete all appropriate search fields in second half of the inquiry page and click the Submit 

Inquiry button.  

 

Note: To view the differences in Analysis Type options, skip to Step 5. 
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Figure 246.A. PM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry  

3. Key in agency ID into Agency ID field and click the Submit Inquiry button, a read-only 9902 

report appears. If a non-parent agency ID is keyed in, an individual 9902 report is displayed. 

Otherwise, a consolidated 9902 report will be displayed. 

 
4. Key in agency ID into Agency ID field and click the Excel Report button, the File Download 

window appears. Follow the prompt to Open or to Save 9902 data in Excel spreadsheet. 

 

 
Figure 246.B. PM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – by Agency ID 

Note: Provided below is an example of a Data Analysis Report when pressing Submit Inquiry. 
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Figure 247.A. PM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – Individual 9902 

Report 

Note: Provided below is an example of a Data Analysis Report when pressing the Excel Form Report 

button. 
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Figure 247.B. PM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry –9902 Excel Form 

Report Spreadsheet 

Note: Provided below is an example of a Data Analysis Report when pressing the Excel Report button. 
 

 
(data abbreviated) 

Figure 247.C. PM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry –9902 Excel Report 

Spreadsheet 

5. If the default Cumulative Totals criteria is chosen for Analysis Type, the Cumulative Totals 

report will be prompted, as depicted below. By pressing either the Excel Form Report or Excel 

Report buttons, you will be prompted to similar reports as illustrated in Step 4. 
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Figure 248. PM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – Cumulative Totals 

Report 

6. If the default By Agency criteria is chosen for Analysis Type, the By Agency report will be 

prompted, as depicted below. By pressing either the Excel Form Report or Excel Report 

buttons, you will be prompted to similar reports as illustrated in Step 4. 
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Figure 249. PM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – By Agency Report 

7. If the default Percentages Within Total Group criteria is chosen for Analysis Type, the 

Percentages Within Total Group report will be prompted, as depicted below. By pressing either 

the Excel Form Report or Excel Report buttons, you will be prompted to similar reports as 
illustrated in Step 4. 
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Figure 250. PM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – Percentages 

Within Total Groups Report 

8. If the default HUD Grants as a Percentage of All Activities criteria is chosen for Analysis 
Type, the HUD Grants as a Percentage of All Activities report will be prompted, as depicted 

below. By pressing either the Excel Form Report or Excel Report buttons, you will be prompted 

to similar reports as illustrated in Step 4. 
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Figure 251. PM – HUD-9902: 9902 Processing – 9902 Data Analysis Reports Inquiry – HUD Grants as a 

Percentage of All Activities Report 

9.3 Grants 

The U.S. Department of Housing and Urban Development (HUD) administers a comprehensive housing 

counseling program and provides grants through competitive awards to approved local housing 

counseling agencies, national and regional intermediaries, and state housing finance agencies.  

 
A Program Manager has unique and specific duties in preparing each fiscal year‟s grant processing. 

Program Manager‟s duties begin in participating in the NOFA‟s drafting. The Program Manager must 
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know the fiscal year‟s funding requirements and ensure HCS is capable of processing grant applications 

in accordance with the NOFA requirements. The Program Manager must assess if changes can be made in 

HCS setup features or if modifications to the system should be made. 
 

A Program Manager uses the following features in that order to perform HCS Grant Processing 

functions. 

 Setup Grant Category (Demonstrated in Management sub-menu) 

 Setup Grant Type (Demonstrated in Management sub-menu) 

 Setup Funding Appropriations (in Management sub-menu) 

 Funding Allocations (in Grant Application Process sub-menu) 

 Office Reviewer (Demonstrated in Management sub-menu) 

 Modify Scoring Criteria (Demonstrated in Management sub-menu) 

 Setup Recommended Award Criteria (Demonstrated in Management sub-menu) 

 Setup Grant Applications (in Grant Application Process sub-menu) 

 Scoring (in Grant Application Process sub-menu) 

 Final Scoring for Primary Reviewers (in Grant Application Process sub-menu) 

 Calculate Recommended Awards (in Grant Application Process sub-menu) 

 Input Awards / Sub Allocations (in Grant Application Process sub-menu) 

 View various grant processing reports to monitor the grant process (in Reports sub-menu) 

 Export grant processing information to Microsoft Word, Excel, and text files for external usage as 

needed (in Export sub-menu) 

 

Note: Further information on these steps will be discussed in their designated section, as mentioned in 
parenthesis. 

 

While logging in as a Program Manager, Click the Grant Processing hyperlink from the upper 

navigation menu, following Grant Processing screen is displayed. In the main display area are Funding 
Grant Processing – Getting Started instructions and online Grant Processing User Manual hyperlinks. In 

the Grant Processing menu on the top are Grant Processing Help hyperlink, Grant Fiscal Year dropdown 

selection, and Grant Processing navigation menu items. 
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Figure 252. PM – Grants: Grant Processing Screen 

The above initial home page for grant processing provides a general procedure for HOCs to use in 

processing grants. Until this page is modified to allow direct edits, the Program Manager must submit 

changes of instructions to contractor for changes. 

 

 
 

Figure 253. PM – Grants: Grant Processing Menu  

9.3.1 Grant Application Process 

 Grant Fiscal Year  

o From the top navigation menu, select from the dropdown list the fiscal year of grant 
application process you want to work on. The fiscal year selected represents the fiscal 

year the grant funding was appropriated by Congress and the year the grant award 

processing occurs; not the year the funds are used. 
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 Setup and Maintenance 

o Modify Scoring Criteria:  

 Modify last fiscal year‟s scoring criteria to setup the new (current) fiscal year‟s 

scoring criteria, if current year‟s is different from last year‟s. 
  Input maximum bonus points.  

o Setup Recommended Award Criteria: Setup criteria to be used for recommended awards 

calculation for the new (current) fiscal year. 
o Setup Grant Category: List the various agency types identified in the NOFA as 

categories. 

o Setup Grant Type: List the various grant types identified in the NOFA. 
o Setup Funding Appropriations: Assigned Grant allocations to the various appropriations:  

 Setup grant categories, grant types, HUD offices for funding appropriations and 

funding allocations usage, and funding allocation methods. 

 Input NOFA total funding amount, total appropriation for grants, and 
appropriations to grant categories and grant types for the new fiscal year.  

o Office Reviewer: This page allows for viewing of which HUD offices have or have not 

been created from the Funding Appropriations and Funding Allocations pages. 

 Grant Application Process 

o Funding Allocations: Program Manager at HUD Headquarters enters in the grant funding 

according to grant types and grant categories. 

o Setup Grant Applications: This is a 3-step process. 

 All HUD offices must insure that the HUD persons they intend to use to evaluate 
applications must be listed in the user section in HCS.  

 The next step is to ensure that all agencies applying for grants are listed and have 

an active status through the fiscal year. 
 Primary reviewers build applications for each of their agencies that are applying 

for grant funding. Ensure that client projection numbers are entered. Assigned 

Reviewers to the application. Enter the agency‟s requested grant amount. 

 Scoring:  

o Reviewers enter their evaluation for each application they are assigned. 

o Primary reviewer enters their own score. An average score will be provided by the 

system. 

o The „Individual Reviewers‟ score are primarily for the Primary Reviewer to determine 
the Final Score. 

 

 Final Scoring for Primary Reviewers: Primary reviewer enters final score. All applications have 

to have a final score to complete the grant processing. The Recommended Award amounts are 
calculated using the final scores. There is a separate report that should be use to track final score 

input against all applications. 

 
Note: All applications must have a Final Score entered into HCS in order for the Recommended Amount 

to be calculated. 

 

 Calculate Recommended Awards: HCS system calculates the recommended award amounts 

that are based on individual score compared with other applications‟ scores. 
 

Note: All applications must take their final score recorded in HCS before calculating final Recommended 

Awards. 
 

 Input Awards / Sub Allocations 
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o Primary reviewers, GTR, and/or Managers determine whether or not to accept system‟s 

recommended award by entering in the system calculated recommended award amount or 

by entering their own adjusted amount.  
o Parent organization‟s grant award is sub-allocated to their sub-agencies after Agencies 

receive formal grant Award. 

 

 Reports (As Detailed in Section 9.7) 

 Application Status: Reports on the Grant Application Award status and shows all information 

filled out on the application, and the final scores by the Primary Reviewers. 

 Scores Status: This report summarizes the Scoring function rates and ranks grant applications. 

 Strength/Weakness by Factor: The Strength/Weakness by Factor function details the strength 

and weakness for each application. 

 Strength/Weakness All Factors: The Strength/Weakness All Factors function details all 

comments for each application. 

 Funding Recommendations: details by agency name and grant application ID, with their final 

score, recommended award amount, and requested grant amount. 

 Funding Report: details by HOC office name, grant type, the allocated amount, the amount 

awarded and the amount to be returned. 

 Awards Report by Agency: Reports on the Application Award amount. This is a good drill-

down report allowing views from an office level down to the individual agency. 

 Awards Report by Office: The Awards Report by Office function details the awards granted 

by office. 

 Awards Report by State: The Awards Report by State function details the awards granted by 

state. 

 

 Export (As Detailed in Section 9.8) 

 List of Awardees: This option contains a list of awardees which can be imported into MS 

Word for publication in the Federal Register. This feature is only available to users assigned 
to the HQ HUD Office. 

 Procurement Accounting Spreadsheet: Data of agencies that received grant award(s), grant 

awarded amount, state where agency locates, region number, fiscal year, and other coded data 

in a exportable Excel spreadsheetHUD-1044: The HUD-1044 option generates form HUD-
1044 (Assistance Award/Amendment) for each agency.  

 Award Letters: This option is used to generate and process HUD Grant Notifications for each 

state.  

 Applications Data: Detailed information of agency profile and grant applications data 

contained in exportable Excel spreadsheet 

 IRS Delinquent Data: This option includes a listing of agencies delinquent in their payments 

to the IRS. 

 Congressional Report Data: This option includes a report to Congress about the awards and 

the amounts awarded. 

 Funding Aggregate Report: Aggregate report of counts of agencies and grant applications, 

and totals of NOFA funding, requested amount, recommended grant amount, and awarded 

amount that are listed by application type and HOC office in exportable Excel spreadsheet. 

 Public Affairs Report: Housing counseling grantees and awarded amount report listed in two 

exportable Excel spreadsheets for State and Local agencies and National and Regional 

agencies respectively 

 Agency Award/No Award Letters Data: This report generates a make-merge file for the 

award letters. 
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 Draw Down Report Processing: This report tracks the disbursements to agencies as they are 

handed out throughout the Fiscal Year. 

 

The following instructions address each menu from top to bottom providing example screen shots. 

9.3.2 Setup Grant Applications 

As a Program Manager, you can update and create grant applications for all the HUD offices and 

agencies. To update or create grant applications follow the steps below. 

 
1. From the top navigation menu, click the Setup Grant Applications hyperlink. The Office 

Applications – for FY 20XX screen appears, displaying a matrix showing the number of 

applications of all HOC offices for the selected fiscal year and previous fiscal year.  

 
2. Click the appropriate Grant Type hyperlink based off of the HUD Office you desire, and you will 

be prompted to a list of those Grant Applications. 
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Figure 254. PM – Grants: Office Applications for FY 20XX  

3.  To view and/or update an existing application, select an agency under Agency Name column. 

Their application will be displayed for view or edit. The Setup Grant Application for FY 20XX 
screen appears. 
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Figure 255. PM – Grants: Grant Applications for FY 20XX – Headquarter SF-HD Intermediary-COMP 

4. It is important to have as a minimum: the number of total clients projection under Factor 3, 

Primary Reviewer name, and the corrected grant amount requested in the application. Once you 
have updated the desired information, click OK to save changes, or Cancel to return back to 

Application list. 
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Figure 256. PM – Grants: Setup Grant Application for FY 20XX  

 

5. To create a new grant application that is not listed in the Grant Applications page, click the New 

Application button. The Agency selection screen appears. 
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6. Click the drop-down arrow and select an agency for the new application. 

 

 
Figure 257. PM – Grants: Select Agency dropdown 

Note: You must select an application before you click OK. To cancel this new application, click Cancel. 

 
7. Click OK. The Setup Grant Application for FY 20XX screen appears. 

 
8. Complete the form. Inputting at a minimum Grant Request and Primary Reviewer. 

 

9. The number of last year‟s grant awards in the Last Year’s Grant Awards field is automatically 

inputted by the system if applicable. 
 

10. Enter the number of grant requests in the Grant Request field. 

 
11. If the agency is delinquent in Federal debt, click the box next to Yes in the Delinquent in 

Federal Debt field. 

 
12. Select a primary and secondary reviewer(s) using the appropriate reviewer drop-down boxes. If a 

Reviewer is not listed, activate their name and ID in the HCS User Information Section. 

 

13. Select Yes or No in the 2-YR Review and Prev. Yr. Draws field. 
 

14. To save this new grant application, click OK. To cancel this application, click Cancel. 
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Figure 258. PM – Grants: Setup Grant Application for FY 20XX  

You have now completed a new grant application. 

9.3.3 Scoring 

1. From the upper navigation menu, click the Scoring hyperlink. The Application Scoring List 
Search for Fiscal Year 20XX screen appears. 

 

2. From here you will be able to edit your search criteria based on: 
a. Agency ID 

b. Agency Name 

c. Reviewer 

d. Application ID 
 

3. Once you have narrowed down your search click the Search button to retrieve those results, or 

Clear to erase what was put into each field. 
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Figure 259. PM – Scoring: Application Scoring List Search for FY 20XX 

4. You will be prompted to your search results, which you can sort based off of the following 

criteria: 

a. Agency Name 

b. Agency ID 
c. Agency Type 

d. Application ID 

e. Reviewer 
 

5. To open a specific scorecard, click the hyperlink under Agency Name that you would like to 

view. 
 

Note: to Delete or add New Score skip to step 9. 

  

 
Figure 260. PM – Scoring: Application(s) Scored for Fiscal Year 2010 

6. Once you have chosen your desired Agency, you will be prompted to the Factors For Award 
scorecard.  

a. Check agency information for accuracy to ensure you are evaluating the correct 

score card. 

b. Other Reviewers assigned to this application are posted for reference. 

c. All sub-factor scores when listed must be scored. Major Factor scores cannot be 

over written when sub-factors are listed. Major Factor scores will automatically 

sum the scores of its sub-factors. If no sub-factors are listed, the score for the 

Major Factor can be entered directly. 
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d. If applicable, instructions to each sub-factor are provided by selecting the Blue 

Information icon. 

e. Bonus Points are shown if applicable. Combine the Factor scores plus Bonus 

Points to determine Total Score. 
 

7. When all scores have been entered, click the OK button on the bottom to save the score 

card, or Cancel to erase changes. 
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Figure 261.A. PM– Scoring: Application(s) Scored for Fiscal Year 2010 

8. If you click OK, and there are errors associated with your scoring you will prompted to various 

messages. 

a. If the number you input is larger than the Max Points, a error message will pop-up 
b. If the number you input is not a whole number, a error message will pop-up 

c. If the number you input is not a positive number, a error message will pop-up  
 

 
Figure 261.B. PM – Scoring: Message from webpage (Step 8.a) 
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Figure 261.C. PM – Scoring: Message from webpage (Step 8.b) 

 
Figure 261.D. PM – Scoring: Message from webpage (Step 8.c) 

 
Figure 262. PM – Scoring: Application(s) Scored for Fiscal Year 2010 

9. To delete a score, click the X button found under the delete column on the Application(s) Scored 

for Fiscal Year 2010. 

 

10. A message will be prompted prior to finalizing your action. Click OK to delete the score, or 
Cancel to return back to the Application(s) Scored for Fiscal Year 2010 page. 

 

 
Figure 263. PM – Scoring: Message from webpage Delete a Score 

11. To add a New Score, click the New Score button located above and below the Agency Name 
column. 

 

12. This will prompt you to a list of scorecards that are awaiting your review, similar to Figure 262.  
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13. The scorecard, and process, will be the same as previously described in Steps 6 and 7. 

 

You have now finished using the HCS Scoring feature. 

9.3.4 Final Scoring for Primary Reviewer 

You can complete the final scoring for primary reviewers by searching for an agency, reviewer name, or 

application ID. 

 
1. From the top navigation menu, click the Final Scoring for Primary Reviewers hyperlink. The 

Final Scoring for Primary Reviewers Search for FY 20XX screen appears. 

 
2. Search for the final scoring for primary reviewers by completing the desired search criteria field.  

a. Enter the agency ID you are searching for in the Agency ID field. 

b. Enter the agency‟s name in the Agency Name field. 
c. Click the drop-down box next to the Primary Reviewer field and select the primary 

reviewer for this scoring. 

d. Enter the application‟s ID in the Application ID field. 

 
3. Click Search. The Final Scoring List for Fiscal Year 20XX search results screen appears 

displaying the search results the HCS system finds based on your search criteria. 

 

 
Figure 264. PM – Grants: Final Scoring for Primary Reviewers Search for FY 20XX  

4. To view or edit the final scoring for a specific agency, Click the agency‟s name in the Agency’s 

Name column. The Final Scoring for Primary Reviewer screen appears. 
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Figure 265. PM – Grants: Final Scoring List for Fiscal Year 20XX  

5. Once you have been prompted to a specific Scoring Application: 

a. Review the form; edit the final score by typing in the Final Score fields. 

b. The Primary Reviewer can see end Reviewer‟s scores and all the average scores for 

reference in determining the Final Score.  
 

6. Click OK to save your changes or Cancel to exit the screen. 

 

 
Figure 266. PM – Grants: Final Scoring for Primary Reviewer 

You have now used the HCS Search for Final Scoring for Primary Reviewers feature. 
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9.3.5 Calculate Recommended Award 

As a Program Manager you can calculate any or all of the recommended awards. If the funding allocation 

method was by grant type and HUD Office, click the hyperlink under „Grant Type‟ column in the 

Recommended Awards Calculation for Fiscal Year 20XX screen to activate the function to automatically 
calculate recommended awards for all applications that have a Final Score assigned to that Grant Type 

under the selected HUD Office. If the funding allocation method was by grant type only, Click the Grant 

Type hyperlink to activate the function to automatically calculate recommended awards for all 
applications that have a Final Score assigned to that Grant type. The recommended calculation will run so 

long as at least one application has their final Score reported. Keep in mind when running the 

Recommended Awards calculation having fewer applications with final score than the total will give a 

false recommended award. The Recommended Award calculates all the funds available against applicable 
applications, so the fewer will have a greater share of the funds. Therefore, the Recommended 

Application calculations should be executed only when the # Final score equals # applied. 

 
To calculate recommended awards, follow these steps:  

 
1. From the upper navigation menu, click the Calculate Recommended Awards hyperlink. The 

Recommended Awards for Fiscal Year 20XX.  

 
2. To view Award Recommendations for a specific Grant Type, click the hyperlink associated with 

the Grant Type you would like. 

 

 
Figure 267. PM – Grants: Recommended Awards Calculation for Fiscal Year 20XX – Grant Type 

3. Click the Calculate hyperlink to generate the Recommended Awards. 
a. Monitor the # Calculated for it to equal the # Applied to determine when all applications 

have been calculated. All applications applied must be calculated to get an accurate 

Recommended Award for each application.  
b. The Recommended Award amount should equal Allocated amount when all 

applications are calculated.  

 
4. To erase changes that you had made to the original recommendation, click the Cancel button. 

 

5. Once satisfied with your alterations click Done & Close to save the recommended awards to the 

database. Calculated applications will be reflected under the # Calculated column.  
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6. To Export the data into an Excel file, click the Export button, and you will be prompted to the 

File Download pop-up. 

 

 
Figure 268.A. PM – Grants: HCS Generated Award Recommendations–Proportion Method screen, Part 1 
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Figure 268.B. PM – Grants: HCS Generated Award Recommendations–Proportion Method screen, Part 2 

 
Figure 268.C. PM – Grants: HCS Generated Award Recommendations–Proportion Method, Part 3 

 
Figure 268.D. PM – Grants: HCS Generated Award Recommendations–Proportion Method, Part 4 
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Figure 268.E. PM – Grants: Calculate Recommended Awards – Instructions screen – Part 5. 

The Recommended Award Calculation page is a very detailed display of how the calculations are 

executed. This page gives the user a detail summary of the various variables that affect the calculation to 

ensure it is setup correctly. The lengthy columns show each iteration needed to calculate in order to 
properly assign award amounts to exhaust all the available funds. The blue highlights targeted 

applications that applied to the iteration. Only these are involved with the segment‟s calculation. The 

yellow highlights closes out an application after it completes its calculation and an award amount is 
given. 

 

Note: When you are reviewing the form:  

A. Ensure that the proper Grant Category & Type is reflected in the Heading at the top for your 
office.  

B. Verify that the variables are properly set with correct values. Report discrepancies to System‟s 

Program Manager.  
C. Existing applications with final scores will be listed in the "Recommended Award Calculation" 

matrix showing calculation results. As more applications are scored, they will be added to the list 

expanding the matrix showing calculation and recommended awards.  
D. If Recommended Awards equal (=) Requested Amount, the calculation most likely equaled or 

exceeded the requested amount, but assigned the value to the restriction of not exceeding 

Requested Amount. If the Recommended Amount is less than (<) the Requested Amount, the 

calculation for the award amount was less than the requested amount due to the low score.  
E. Results Summary – provides a quick analysis of results showing totals and average figures.  

F. If all applications are scored and the Balance grant amount is above zero ($0), the scores and 

variable restrictions did not permit all funds from being awarded.  
 

Note: Field Definition KEY: 

 Agencies Calculated for Awards – This shows how many agencies for this particular grant had 

final scores submitted and HCS calculated their respective recommended grant award.  

 Agencies w/Recommended Awards – This shows the number of agencies that scored 

equal/greater than the minimum score and resulted in a calculation producing a recommended 

award.  

 Agencies Scoring less than Minimum – This shows the number of agencies that scored below the 

minimum score required to be calculated for a recommended award. These agencies are not 

recommended to receive an award.  

 Agencies Applied for Funding – This shows the total number of agencies that submitted an 

application for the specified grant award.  

 Agencies not yet Scored – This shows the number of agencies that were not scored to date and are 

waiting to be calculated for their recommended award. When all applications are evaluated and 

have final scores, this number should equal zero (= 0).  

 Iterations to complete Calculation – This indicates how many times the calculations had to be 

conducted to satisfy variable values and expend available funds.  

 Total Awarded – This is the summation of awards for all applications scoring high enough to be 

calculated for a recommended award.  
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 Average Award – This is the average amount of recommended awards based on those 

applications that were calculated for funding. This average therefore is not based on all 

applications.  

 Average Score – This is the average score of all applications that were calculated for 

recommended awards regardless of the score the application received in their evaluation. 

9.3.6 Input Award/Sub Allocations 

As a Program Manager you can input awards and sub-allocate funding to sub-agencies. Follow these steps 

to input/review the awards and sub-allocations: 

 
1. From the top navigation menu, click the Input Awards/Sub Allocations hyperlink. The Input 

Awards for FY 20XX – Grant Type Funding Allocation screen appears when funding allocation 

method is by Grant Type only. The Input Awards for FY 20XX – Grant Type and HUD Office 

Funding Allocation screen appears when funding allocation method is by Grant Type and HUD 
Office, displaying the available HUD Offices, and the allocated funds, amount awarded, and the 

grant type for each office. 

 
2. Click a Grant Application hyperlink for the applications you‟d like to input/review awards. The 

Select a Grant Application to Award for FY 20XX screen appears.  

 

 
Figure 269. PM – Grants: Input Awards for FY 20XX – Grant Type Funding Allocation 

3. To sort this list: Click the Agency Name button to list the agencies in Agency Name order. Click 

the Application ID button to list the agencies in Application ID order. Click the Tax ID Number 

(TIN) button to list the agencies in TIN number and Agency Name order.  
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Figure 270. PM – Grants: Select a Grant Application to Award for FY 20XX  

4. To select a grant application from a specific agency, click the hyperlink for the agency‟s name in 

the Agency Name column. The Input Awards for FY 20XX screen appears. 
 

5. Complete the form; enter the amount awarded. The amount awarded should not exceed the 

agency‟s requested amount and the Amount Remaining, which is shown in green on the page. 

 
6. To sub-allocate funds to any associated sub-agencies, click Sub-Agency Allocation button. The 

Sub-Agency Grant Allocations screen appears. The Sub-Allocation button is active only when the 

grantee is Awarded. The Sub-Allocation button is presented only to those Awarded agencies that 
have sub-agencies. 

 

 
Figure 271.A. PM – Grants: Input Awards for FY 20XX (by Agency)  

Note: Provided below is the screen you will be directed to as it relates to Step 6. 
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Figure 271.B. PM – Grants: Sub-Agency Grant Allocation  

Note: This page serves several functions. Primarily, it serves as a tool to sub-allocate the grant funds to 

the appropriate sub-agencies within the organization. Agencies that are sub-allocated will become 

approved and active in HUD's program for the funding fiscal year. Agencies not sub-allocated will be 
disapproved for the funding year. This page also allows input to the number of counselors each agency 

employs and the number of clients the agency plans to service under HUD's program. The counselor 
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numbers can be adjusted throughout the year and can be accessed from the agency's profile page. The 

client number cannot be adjusted after the input suspense date is reached.  

 
Grant allocation can be initially distributed several ways using automated tools provided. Allocate evenly 

distributes funds evenly among all agencies. Allocation by counselors and by clients distributes funds 

proportionally by these values among the agencies. Sub-allocation for agencies can always be edited for 
specific values. There are also places to allocated funds for Administrative and Indirect costs. 

 
7. Key in data into Administrative Allocation and Indirect Cost fields, the Available Funds for sub-

allocation will be automatically recalculated by the system and be displayed. Key in data to # of 

Counselors and # of Projected Clients fields.  

a. If you already have the sub-allocation amounts for the agencies in the list, you may key 
in the numbers directly. Or, you may use one of the three Allocate buttons to calculate the 

funding automatically by the system. To allocate the funds evenly, click Allocate Evenly 

button. To allocate by number of counselors, click Allocate By # of Counselors button. 

To allocate by number of clients, click Allocate By # of Clients button.  
b. If one of the automated tools were applied, the actual Sub-Allocation amount can be 

edited manually to ensure the parent organization allocates their grant awarded funds 

according to their plan. The automated calculations are available only as a suggested tool 
and the parent agency is not obligated to use it. 

 

8. Review the form for accuracy and make necessary data adjustments. Make any adjustments to 
ensure the balance is $0 (zero). To save the input data and/or allocations, click the Submit button. 

If the amount in Balance line shows $0, the screen will refresh with the messages indicating the 

data has been saved (see Figure 271.C.).  

 

  
Figure 271.C. PM – Grants: Sub-Agency Grant Allocation – Data Saved Messages  

9. If the Balance is not $0, a warning message as shown in Figure 271.D. will be displayed. 
a. If the Cancel button is clicked, it will allow user to distribute the balance and adjust the 

allocation amount(s). When the balance is $0, click the Submit button again. The screen 

will refresh with the messages indicating the data has been saved (see Figure 271.C.). 
b. If the OK button is clicked, the screen will refresh with the instructional messages as 

shown in Figure 271.E. 
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Figure 271.D. PM – Grants: Sub-Agency Grant Allocation – Funds not Fully Sub-Allocated Warning 

Message 

 
Figure 271.E. PM – Grants: Sub-Agency Grant Allocation – Funds not Fully Sub-Allocated Instructional 

Messages 

10. To print data shown on the page, click Print button and follow the instructions in the Print dialog 

box. To export data to Microsoft Excel spreadsheet, click Export button and follow the 

instructions in the File Download dialog box. Click Cancel button will take you to the Input 
Awards for FY 20XX screen. 

 

Please note that – 

a. Agency type changes between Affiliate and Sub-Grantee when Sub-Allocation value is inputted. 
If a sub-agency is of type Affiliate, after it is sub-allocated with funding amount, its type will be 

changed to Sub-Grantee automatically by the system. On the other hand, if a sub-allocation 

amount is removed from a Sub-Grantee, its type will be changed to Affiliate automatically by the 
system. 

 

 
 

 
Figure 272. PM – Grants: Sub-Agency Grant Allocation – Agency Type Changed from Sub Grantee to 

Affiliate  

b. Sub-Allocation amounts are saved to the database with the same fiscal year the Parent Agency 

was awarded with grant. 
c. Click the Parent Agency ID hyperlink, parent agency profile of the awarded year will be 

displayed. 

d. Data in Agency Type, # of Counselors, and # of Projected Clients columns are saved to one 
year after the sub-agencies are sub-allocated for. 

e. Click the sub-agency‟s Agency ID hyperlink, sub-agency profile of one year after the sub-agency 

is sub-allocated with funding for will be displayed. 
 

Check to ensure all sub-agencies are listed below. If an agency is not listed, go to Parent Agency Profile 

for the year the grant will be funded and spent, not the awarded year, and add sub-agency to its list. 

Likewise remove any agencies that are not assigned to your organization. If Sub-Agency has incorrect 
information, the Agency ID is a hyperlink to go directly to agency's profile. 

9.4 User 

This feature manages all HSC users. 
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1. From the top navigation menu, click the User hyperlink. The Manager List page appears. 

 

2. To add a user, click Add New User button. The Add a New User screen appears. 
 

 

 

Figure 273. PM – User: Manager List  

3. Complete all of the required fields that are marked with *. Fields that are not marked with * are 

not mandatory. 
a. Enter a user ID to the User ID field. 

b. Enter a first, middle initial and last name, to the First Name, Mid Init, and Last Name 

fields. 

c. Accept the default password that is displayed in the Password field or enter a password 
that is different from the default password. 
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Figure 274.A. PM – User: Add a New User   

d. Select a HUD office from following HUD Office dropdown list for the office that the 
new user is assigned to. Enter the email address to the Email Address field. 

e. Select an access level from following Access Level dropdown list. Users cannot assign 

an access level that is above their own, i.e., Office Manager cannot assign Program 
Manager access level to other users. Access Levels are limited at this time. The access 

levels reflect the current user rights and the functional rights assigned are listed below: 

o REVIEWER – a temporary user that normally does not need to access and work 

in HCS. Assigned to evaluate grant applications. Reviewer will only have access 
to their assigned grant score card associated to their application. The Reviewer 

access rights terminate at the end of the fiscal year. 

o GTR/USER: a HUD user assigned to manage and assist assigned agencies. User 
has read/write access only agencies assigned. 

o OFFICE MANAGER – a HUD user with managerial responsibilities to oversee 

all Housing Counseling agencies within their HOC. They have read/write access 

to all agencies assigned within their HOC area. 
o PROGRAM MANAGER – a HUD user with project/program management 

responsibilities for the entire HUD Housing Counseling program. They have 

complete read/write access to all data and files. They have special management 
functions in HCS to setup and manage HCS. 
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Figure 274.B. PM – User: HUD Office Dropdown List 

f. Select from the following Access Data dropdown list the data of that particular office or 

all offices user has access to. Access data defines the list of files the user can write to. If 
you have a manager that needs to access files across HOC boundaries, assigned All 

Offices. Care should be taken to limit access rights to appropriate users to prevent too 

many users from over writing agency files that can cause confusion. 

 

 
Figure 274.C. PM – User: Access Level Dropdown List 

 
Figure 274.D. PM – User: Access Data Dropdown List 

4. When you are finished, click OK to save or Cancel to cancel; the Manager List screen appears. 
 

5. To view an existing user, click the User ID hyperlink in the User ID column. The User Profile 

screen appears. 
 

6. Edit the fields or view them. When you are finished, click OK to save any changes or Cancel to 

close this screen without saving any changes. You are returned to the Manager List screen. 
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Figure 275. PM – User: User Profile  

7. To view a list of all users for all offices, Click the HUD Office dropdown field found in the 

Search function, and select All. The User List – All Offices screen appears. 
 

8. To sort the list by First Name, click the First Name hyperlink. To sort the list by Last Name, 

click the Last Name hyperlink. To sort the list by User ID, click the User ID hyperlink. To sort 

the list by HUD Office, click the HUD Office hyperlink. To sort the list by Agency Name and 
then by Access Level, click the Access Level/Agency hyperlink. 
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Figure 276.A. PM – User: Users List – All Offices  

9. To search a user by Last Name or search for an agency by agency name, key in the information 
and click the Search button. The result is displayed. 
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Figure 276.B. PM – User: Search by Last Name Result 

10. To search for a user by User ID, key in the ID into Search by User ID and click the Search field. 

 

 
Figure 276.C. PM – User: Search by User ID Result 
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11. To list all users in a particular HUD Office, select the office from HUD Office dropdown list 

(shown in following screen), and click the Search button. A list of all the users in the selected 

HUD Office will be displayed. 
 

 
Figure 276.D. PM – User: Search by HUD Office 

12. To deactivate a user‟s account, click the X button under the Delete column. A warning message 
appears. 

a. If you are sure that you want to delete (deactivate) this user, click OK. To cancel, click 

Cancel. 

 

 
Figure 276.E. PM – User: Confirmation of Delete (Deactivate) Option 

13. To list all the unconfirmed users for the specific HUD Office you are in or for all offices, click 

the Show Unconfirmed Users button. A list of unconfirmed users is displayed. 
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Figure 276.F. PM – User: Unconfirmed Users List – All Offices  

14. To authorize an unconfirmed user that has a Re-Auth button shown in the Authorize column, 
click the Re-Auth button to the right of the desired entry, the user will be authorized for the 

current fiscal year.  

 

15. To list all the confirmed users for the specific HUD Office you are in or for all offices, click the 
Show Confirmed Users button. A list of confirmed users is displayed. 
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Figure 276.G. PM – User: Confirmed Users List – All Offices  

 
16. To list all the inactive users for the specific HUD Office you are in or for all offices, click the 

Show Inactive Users button. A list of inactive users is displayed. 

 
17. To activate an inactive user that has a Re-Activate button shown in the Authorize column, click 

the Re-Activate button to the right of the desired entry, the user will be activated and authorized 

for the current fiscal year.  
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Figure 276.H. PM – User: Inactive Users List – All Offices  

18. To list HUD personnel only for the specific HUD Office you are in or for all offices, click the 

Show HUD Personnel Only button. A list of HUD personnel only users is displayed. 
 

 

 
Figure 276.I. PM – User: HUD Personnel Only Users List – All Offices  

19. To list agencies users only for the specific HUD Office you are in or for all offices, click the 

Show Agencies Only button. A list of HUD personnel only users is displayed. 

 
20. To list all users for the specific HUD Office you are in or for all offices, click the Reset button. 
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Figure 276.J. PM – User: Agencies Only Users List – Santa Ana (HOC) 

9.5 Management 

As a Program Manager user, you can perform following system management functions.  

 Change system parameters 

 View ARM submission verifications 

 Grant Maintenance 

 Agency Type Setup 

 HCS Menu Control 

 CMS Management 

 AD HOC Query 

 Change office defaults 

 
When you log on to the HCS system as an Program Manager, click the Management Functions 

hyperlink in the top navigation menu, the Management Functions menu screen appears in the center 

display area and in the top navigation menu. 
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Figure 277. PM – Management: Main Screen 

9.5.1 System Control Panel 

From Management menu, click System Control Panel hyperlink. The System Control Panel page 

appears. This information is only editable by a Program Manager. 

 

1. Under System Settings you are able to edit the following information: 
a. Password Expiration: This is the number of days user password is in effect. 

b. Default Password: This is the password a newly created user is set to and the password 

used when resetting existing users‟ password. 

 

 
Figure 278.A. PM – Management: System Control Panel – System Settings 

2. Under Sub-Allocation you are able to edit the following information: 

a. Sub-Agency Allocation Close Out Date: The date on or before which agencies can sub-

allocate funding to their sub-agencies. 
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Figure 278.B. PM – Management: System Control Panel – Sub-Allocation Access Close Date 

3. Under 9902 you are able to edit the following information: 

a. Due Date: The initial 9902 suspense date. The date when reports must be submitted to be 
reported on time. 

b. Late Date: The extended 9902 suspense date. If the date is later than the initial suspense 

date, reports submitted are considered late. 
c. Reports cannot be submitted after the late date. 

 

 
Figure 278.C. PM – Management: System Control Panel – 9902 Suspension Date 

4. Under Profile you are able to edit the following information: 
a. Agency Profile Update Duration: This parameter sets the frequency that agencies must 

update their profile data. 
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Figure 278.D. PM – Management: System Control Panel – Agency Profile Update Duration 

5. Under Data Access you are able to edit the following information: 
a. Grant Processing FY Write Access: This parameter sets the roles of users who have write 

access to previous fiscal years‟ grant processing data. Currently it is set to „Office 

Manager and Above‟. 

 

 
Figure 278.E. PM – Management: System Control Panel – Grant Processing FY Write Access 

6. Under Approval you are able to edit the following information: 

a. Approval Status Assignments: This parameter determines what system abilities agency 

users have based on the status their agency is in. 
i. Login – determines whether the agency user can login to the system. 

ii. 9902 – determines whether they can access, read, or update their HUD 9902 

Reports. 
iii. Profile – determines whether they can access, read, or update their Agency 

Profile. 

iv. Grant – determines whether they can access, read, or update their Sub-
Allocations. 

v. Export: determines whether their agency contact and counseling data can be 

exported to other HUD programs and systems.  
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Figure 278.F. PM – Management: System Control Panel – Approval Status 

7. Under Period you are able to edit the following information: 

a. Approval Period Default: This parameter sets default approval period duration based on 

their agency type. Please refer to Section 9.2.1.1. concerning the different statuses. 
 

 
Figure 278.G. PM – Management: System Control Panel – Default Approval Period 

8. Under Grant Application you are able to edit the following information: 

a. Grant Application Control allows you to decide whether or not you want to Enable or 
Disable the Grant Score Card or Grant Application Access. 
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Figure 278.H. PM – Management: System Control Panel – Default Approval Period 

9. Under Grant Display Date you are able to edit the following information: 

a. Grant Display Date allows you to set a specific date when individuals are able to access 

grant information. 

 

 
Figure 278.I. PM – Management: System Control Panel – Grant Display Date 

9.5.2 Agency Report Module 

From the Management Functions menu screen, click the Agency Report Module hyperlink. The ARM 

Management Menu appears. 
 

 
Figure 279. PM – Management: ARM Management Menu  

9.5.2.1 ARM Submission Verification 

1. From the ARM Management Menu, select the Reports Submission Verification hyperlink. 
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Figure 280. PM – Management: ARM Submission Verification  

 

2. Upon narrowing down your search criteria, you have three types of submission reports to choose 

from: 
a. All Submission: This will provide you a full list of submissions; the ones that failed and 

the ones that were successful 

b. Failed List: This will provide a list of only the submissions that failed. 
c. Success List: This will provide you a list of only the submissions that were successful. 

 

 
Figure 281.A. PM – Management: ARM Submission Verification Results  
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Figure 281.B. PM – Management: ARM Submission Verification – Failed List  

 
Figure 281.C. PM – Management: ARM Submission Verification – Successful List 

You have successfully viewed the ARM Submission Verification. 
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9.5.2.2 ARM Administration 

 
1. From the ARM Management Menu, select the ARM Administration hyperlink. 

 

 
Figure 282. PM – Management: ARM Administration  

2. Click the hyperlink found under the Action Column, to reopen or close the Fiscal Year. Upon 

clicking that hyperlink a warning Message will appear. 
 

 
Figure 283. PM – Management: ARM Administration action warning message. 

3. Should you decide you want to change the Status, click OK. A confirmation message will appear 
on the page, as illustrated below. If you do not want to change the status of the fiscal year, click 

Cancel to close without saving. 

 

 
Figure 284. PM – Management: ARM Administration Fiscal Year Changed Message  

9.5.2.3 CMS Management 

1. From the ARM Management Menu, select the CMS Management hyperlink. This will allow you 

to perform a search based on the following criteria: 

a. Fiscal Year 
b. Agency ID 

c. Agency Type 

d. HOC 

e. CMS 
 

2. Upon selecting your criteria click the Search button to retrieve your results. 
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Figure 285. PM – Management: CMS Management Search  

3. Once receiving your results, you will be able to see which Agency is using a particular CMS 

product, as well as if it is editable or not. 

 
4. To edit Enable or Disable Edits, select which agencies you would like, and either click Enable 

Edits or Disable Edits. 

 

 
Figure 286. PM – Management: CMS Management Results 

9.5.3 Grant Maintenance 

9.5.3.1 Step 1: Appropriations Setup 

This feature assigns grant appropriations to various grant types and categories in accordance with the 
SuperNOFA. 

 

1. From the top navigation menu, scroll down to Management sub-menu. Click the Setup Funding 

Appropriations hyperlink. The Setup Funding Appropriation screen appears.  
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Figure 287. PM – Management: Setup Funding Appropriations Screen After Setup  

9.5.3.2 Step 2: Grant Category Setup 

This function is only applicable to Program Managers. Here HCS variables are set and funds allocated in 
accordance with the guidance given in the SuperNOFA. 

 

1. From the top navigation menu, scroll down to Management sub-menu. Click the Grant 

Category Setup hyperlink. The Grant Category screen appears. If you are already in the Grant 

Maintenance, you can also press Step 2. 

 

2. The Setup Grant Category function allows a Program Manager to create new grant categories, 
edit or delete the existing grant categories. Please note that delete a grant action will affect the 

entire HCS system. 

 
3. To create a new grant category, click the Add hyperlink.  

 

 
Figure 288.A. PM – Management: Setup Grant Category  

4. The Add a New Grant Category screen appears. Complete the necessary fields in the page. Click 

Submit to save your new grant category. Click Cancel to cancel this action. You will be returned 
to the Grant Category screen. 
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Figure 288.B.1. PM – Management: Grant Category – New  

5. To edit a grant category, click the icon on the left located under the Action column. The Grant 
Application Category – Edit screen appears. Edit the fields that you wish to change. To save your 

changes, click Submit. To cancel these changes, click Cancel. You will be returned to the Grant 

Category screen. 

 

 
Figure 288.B.2. PM – Management: Grant Category – Edit 

6. To delete a grant category, find the grant category you wish to delete from Grant Category page 

and click the Delete hyperlink. The Delete warning message appears. 
 

 
Figure 288.B.3. Setup Management: Grant Category – Delete Confirmation Message 1 
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a. If you are sure that you want to delete this grant category, click OK button; another 

message appears (see following screen). To cancel, click Cancel button. 

b. To delete, click OK button from the second delete confirmation message. To cancel, 
click Cancel button from the second delete confirmation message.  

 

 
Figure 288.B.4. PM – Management: Setup Grant Category – Delete Confirmation Message 2 

9.5.3.3 Step 3: Grant Type Setup 

1. From the top navigation menu, scroll down to Management sub-menu. Click the Setup Grant 

Type hyperlink. The Setup Grant Type screen appears. If you are already in the Grant 

Maintenance, you can also press Step 3. 

 
2. The Setup Grant Type function allows Program Manager to create new grant types, edit or delete 

the existing grant types. Please note that removes a grant type will affect the entire HCS system. 
 

3. To create a new grant type, Click the Add hyperlink. The Grant Type – New screen appears.  

 

 
Figure 289.A. PM – Management: Setup Grant Type  

4. Complete the necessary fields in the page. Click Create to save your new grant type. Click 

Cancel to cancel this action. You will be returned to the Grant Type screen. 
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Figure 289.B.1. PM – Management: Setup Grant Type – New  

5. To edit a grant type, click the Edit hyperlink by the name of the grant type that you want to edit. 

The Grant Type – Edit screen appears. To view the field definitions, click Field Definitions 

(click to view) hyperlink. Edit the fields that you wish to change. To save your changes, click 

Submit. To cancel these changes, click Cancel. You will be returned to the Grant Type screen. 

 

 
Figure 289.B.2. PM – Management: Setup Grant Type – Edit  

6. To delete a grant type, find the grant category you wish to delete and click the Delete hyperlink. 

The Delete warning message appears. 
 

 
Figure 289.B.3. Management: Setup Grant Type – Delete Confirmation Message 1 

7. If you are sure that you want to delete this grant type, click OK button; another message appears 

(see following screen). To cancel, click Cancel button. 

 
8. To delete, click OK button from the second delete confirmation message. To cancel, click Cancel 

button from the second delete confirmation message.  
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Figure 289.B.4. PM – Management: Setup Grant Type – Confirm Deletion Message 2 

9.5.3.4 Step 4: Grant Allocation Setup 

1. From the top navigation menu, scroll down to Management sub-menu. Click the Grant 

Allocation Setup hyperlink. The Grant Allocation Setup screen appears. If you are already in 
Grant Maintenance, you can also press Step 4. 

 

2. Once in this screen, you will have two options for allocating grants: 

a. Grant Applicant Categories Allocation 
b. Grant Type Allocation 

 

3. Under Grant Applicant Categories, you are able to allocate funds through four categories: 
a. Intermediary 

b. LHCA 

c. MSO 
d. SHFA 

 

4. Once you have decided how you would like your funds allocated, you will be advised on whether 

or not you have exceeded your budget. As indicated to the right of the Grant Applicant Category 
Appropriations Total. 

 

 
Figure 290.A. PM – Management: Setup Grant Type – Confirm Deletion Message 2 

5. You are also able to allocate funds based on Grant Type, which is illustrated below. You are able 
to disperse this through the following Grants: 

a. COMP 

b. HECM 

c. TRNG 
d. FLMF 

e. LDRC 

f. MMSA 
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6. Also, as indicated in the Grant Applicant Categories, you are advised as to whether or not you 

have exceeded your budget. Should Sub-Total have a zero in the box next to it, you have 

successfully allocated funds without exceeding your budget. Click the Setup Appropriations for 

20XX button to save changes. 

 

 
Figure 290.B. PM – Management: Setup Grant Type – Confirm Deletion Message 2 

9.5.3.5 Step 5:Grant Matrix Setup 

1. From the top navigation menu, scroll down to the Management sub-menu. Click the Setup 

Grant Type hyperlink. The Grant Matrix Setup screen appears. If you are already in Grant 

Maintenance, you can also press Step 5. 

 
2. Under Grant Matrix Setup you are able to perform 4 tasks: 

a. Edit Grant & Category Relationship 

b. Delete a Grant Category 

c. Add Grant Allocation 
d. Add a Relationship 
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Figure 291.A. PM – Management: Grant Matrix Setup 

3. To Edit Grant & Category Relationship, press the far left icon (image of pencil and paper) 

under the Action tab. You will be prompted to a new screen which will allow you edit the 
following information. 

a. Grant Application Category 

b. Grant Type 
c. Appropriation 

d. Min. Award 

e. Max. Award 
 

4. Once you have made your desired edits, click Submit to save changes, or Cancel to return back 

to the Grant Matrix Setup screen. 

 

 
Figure 291.B. PM – Management: Grant Matrix Setup – Edit Matrix Builder 

5. To Add Grant Allocation, press the far right icon (image of a dollar sign) under the Action tab. 

You will be prompted to a new screen which will allow you edit the following information. 
a. Appropriation 
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b. Min. Award 

c. Max. Award 

 
6. Once you have made your desired edits, click Submit to save changes, or Cancel to return back 

to the Grant Matrix Setup screen. 

 

 
Figure 291.C. PM – Management: Grant Matrix Setup – Add Grant Allocation 

7. To Add a Relationship, you will have to edit the following fields found on the main screen for 

Step 5: 

a. Grant Applicant Category 

b. Grant Type 
c. Appropriation 

 

8. Once you have made your desired edits, click Add a Relationship to save changes, or Cancel to 
return back to the Grant Matrix Setup screen. 

 

9. The added relationship will be reflected upon submission in the Matrix and will be categorized 
under the Grant Applicant Category you chose. 

 

 
Figure 291.D. PM – Management: Grant Matrix Setup – Add a Relationship 

9.5.3.6 Step 6: Grant Strategy Setup 

1. From the top navigation menu, scroll down to the Management sub-menu. Click the Grant 

Strategy Type hyperlink. The Grant Strategy Setup screen appears. If you are already in Grant 

Maintenance, you can also press Step 6. 
 

2. Once prompted to the Grant Strategy screen, you have two tab options to choose from: 

a. HOC Offices 
b. Funding Strategy 
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3. If all HOC Offices are currently setup under the strategy, your options are limited to deleting a 

specific office. To delete an office press the button. 

 

 
Figure 292.A. PM – Management: Grant Strategy Setup 

4. If not all HOC Offices have been setup, you will be able to set those up by adding them, as 
demonstrated below. Once you have selected the HOC office not originally included, click the 

Add button to include that into the Grant Strategy. 

 

 
Figure 292.B. PM – Management: Grant Strategy Setup – Add a HOC Office 

5. Under the Funding Strategy tab, you will be able to select a new Funding Strategy for the Grants. 

Your options include either HUD or HOC. Once you have decided upon strategy, click the Setup 

Appropriations for 20XX to reflect changes.  

 

 
Figure 292.C. PM – Management: Grant Strategy Setup – Funding Strategy 
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9.5.3.7 Step 7: Grant Allocations 

As a Program Manager at Headquarters you enter all of the funding allocations according to grant type 

and HUD office.  
 

1. From the top navigation menu, scroll down to the Management sub-menu. Click the Grant 

Allocations hyperlink. The Grant Funding Allocation 20XX screen appears. Following is a 
Funding Allocation page using allocation by Grant Type only. 

 

2. Key in funding allocation amounts to fill in all the editable fields on the page. The editable fields 
are the result of Funding Appropriations setup. Click the Submit button to save data on this page. 

Following is the page after the input data is saved. The TOTAL amounts are calculated by the 

system for display only. All funds must be allocated resulting in zero balance to account for each 

grant dollar. 
 

 
Figure 293.A. PM – Management: Add a HOC Office Funding Allocation by Grant Type 

3. To see additional information (such as the validation, difference, or information about 
Comprehensive and HECM grants), click the green dots. The additional information is applicable 

to either method of funding allocations. More information appears. 
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Figure 293.B. PM – Management: Funding Allocation – Validation Numbers 

4. To view further detail regarding Grant Type Validation Reference, press the red circle located 

under Grant Total. 
a. To check if Funding Allocations are distributed accurately, ensure that the difference 

column indicates “0” (zero) for the end row. 

 

 
Figure 293.C. PM – Management: Funding Allocation – Grant Type Validation Reference 

5. To view further detail regarding Grant Matrix Validation References, press the blue circle located 

to left of the red button just pressed to view Grant Type Validations. 
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Figure 293.D. PM – Management: Funding Allocation – Grant Matrix Validation Reference 

6. To see the history of this funding allocation, click Yes next to Show History. The history appears 

at the bottom of the screen. 

 

 
Figure 293.E. PM – Management: Funding Allocation – Show History  
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7. To view this information in Excel format, press the Excel hyperlink found at the bottom of the 

page, and you will be prompted to this information in its entirety in Excel format.  

 

 
Figure 294. PM – Management: Funding Allocation – Show History 

9.5.3.8 Step 8: Modify Scoring Criteria 

This screen sets up the application‟s score card. Each graded Factor is listed and a maximum score is 

assigned to it. Bonus points can also be assigned to each Factor if required. 

 
Note: The scoring criteria are used for grant applications scoring by reviewers and final scoring by 

primary reviewers. The data of Factor Name, Max Points, and Instructions displayed in this page are 

carried over from previous fiscal year. Should any criteria of these three categories for the new (current) 
fiscal year is changed from previous fiscal year, edit it and save the change to the database. All the Max 

Bonus Points data in this page are initially set to zero for the new fiscal year. Edit them as appropriate and 

save the data to the database.  
 

1. From the top navigation menu, scroll down to Management sub-menu. Click the Modify 

Scoring Criteria hyperlink, the Modify Scoring Criteria screen appears.  

2. Under each Factor Name you are able to view each Sub Factor associated with it. This can be 

performed by selecting the  buttons. 
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Figure 295.A.1. PM – Management: Modify Scoring Criteria for FY 2009 

3. In the Action column, click the Edit hyperlink by the factor that you wish to edit. The Change 

Instructions for Factor X screen appears in a separate window. 
 

 
Figure 295.A.2. PM – Management: Modify Scoring Criteria for FY 2009 – Sub Factors 

4. Edit the instructions. Click the Update button to save your changes, or Click the Cancel button to 

exit the window without saving. You will return to the Modify Scoring Criteria screen. Text can 

be copied from Microsoft Word and pasted in this section for east of editing. 
 

5. After you edit the data in Modify Scoring Criteria page, Click the Save button. You will see a 

confirmation notice as shown in 295.B.2. 
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I  

Figure 295.B.1. PM – Management: Modify Scoring Criteria – Change Instructions for Factor 1 

6. Click the OK button to close the popup message. The updated data is saved. 

  

 
Figure 295.B.2. PM – Management: Scoring Criteria Data Update Confirmation Message 

7. Once prompted back to the Grant Scoring Criteria page, you will notice you can also Add New 

Factor, as well as Sub Factor. Above the Sub Factor column, you will find you the text: Add a 

Factor. By selecting the icon next to that text, you will be prompted to a new screen enabling you 
to create that factor. Once entering your select information you can either press Update to include 

that factor into your decision process, or Cancel to erase those edits.  
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Figure 295.C. PM – Management: Modify Scoring Criteria – Add New Factor 

8. For creating a Sub Factor, select the icon under the Sub Factor column, and in the same Factor 

row where you would like to add it. You will be prompted to the below screen, where you can 

define your category based on: 

a. Sub Factor Name 
b. Sub Max Point 

c. Instructions 

 
9. Once you are done editing your information, click Done to save changes, or Cancel to lose your 

changes. 

 

 
Figure 295.D. PM – Management: Modify Scoring Criteria – Add Sub-Factor 
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10. You are also able to edit current Sub-Factors, by clicking a specific Sub-Factor under the 

Instructions column. Once you have made your desired changes, click Submit to save changes, or 

Cancel to return back to the Sub-Factor menu without saving changes. 
 

 
Figure 295.E. PM – Management: Modify Scoring Criteria – Edit Sub-Factor 

9.5.3.9 Step 9: Recommended Award 

This feature allows the Recommended Awarded calculation to be executed by one of two methods. Ratio 

calculation divides all applications together according to their final scores. Proportion calculation 
determines awards by first calculating each grouping (proportion), so the top scores get their maximum 

amount of award before the lower scored applications are calculated. 

 
1. From the upper navigation menu, scroll down to Management sub-menu. Click the Setup 

Recommend Award Criteria hyperlink, the Setup Recommended Award Criteria screen appears. 

Provided below shows the Setup Recommended Award Criteria page after setup is completed. 
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Figure 296.A. PM – Management: Setup Recommended Award Criteria – After Setup 

2. To delete a Proportion Calculation Method Criteria entry, click the  button next to the criteria 
that you wish to delete. The following message appears. 

 

3. If you wish to delete, click OK button. To cancel, click Cancel button. 
 

 
Figure 296.B. PM – Management: Setup Recommended Award Criteria – Confirm Delete Message 1  

 
4. If you want to change the Calculation Method from Proportion to Ratio while there is data in the 

Proportion Calculation Method Criteria section, following confirmation message appears. 

 

5. If you are sure you want to change the calculation method, click OK button. To cancel 

this action, and close without deleting the Proportion Calculation Method criteria, click 

Cancel button. 
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Figure 296.C. PM – Management: Setup Recommended Award Criteria – Confirm Delete Message 2  

9.5.4 Agency Type Setup 

1. From the upper navigation menu, scroll down to Management sub-menu. Click the Agency 

Type Setup hyperlink, and the Agency Type screen appears. Provided below is an example of the 

Agency Type screen. 

 

 
Figure 297.A. PM – Management: Agency Type Status 

2. To edit the information for an Agency Type, select the  icon under the New column, and you 

will be prompted to the Agency Type edit screen. From here you will only be able to edit the 
Agency Type Name. Once finished click the Submit hyperlink to save changes, or click Cancel 

to return back to the Agency Type screen. 

 

 
Figure 297.B. PM – Management: Agency Type Status – Edit 
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3. To Delete an Agency type, press the  button. A warning screen will be prompted as 

demonstrated below. To continue with deleting press OK, or to cancel hit the Cancel button. 

 

 
Figure 297.C. PM – Management: Agency Type Status – Delete Warning 

4. To add a new agency type, click the New hyperlink found as the header of the third column. This 

will direct the following screen which will allow you to: 
a. Add an Agency Type Name 

b. Add an Active Status 

c. Display Order 

 
5. Once you have made the necessary additions, click Submit to save changes, or Cancel to return 

back to the Agency Type screen. 

 

 
Figure 297.D. PM – Management: Agency Type Status – New 

9.5.5 HCS Menu Control 

1. From the upper navigation menu, scroll down to Management sub-menu. Click the HCS Menu 

Control hyperlink, and the HCS Navigation screen appears. Provided below is an example of the 

HCS Navigation screen. 

 

2. From this screen you will be able to: 
a. Edit the HCS Menu 

b. Add a New Menu option 

c. Delete a Menu option 
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Figure 298.A. PM – Management: HCS Menu Control 

3. To edit an HCS Menu option, click the  button. This will prompt you to the edit screen, as 
depicted below. From here you will be able to edit the: 

a. Menu ID 

b. Menu Access Group 
c. Menu Name 

d. Menu Level 

e. Menu Category 

f. File Name URL 
g. Menu Sequence 

h. Fiscal Year 

 
4. Once you have made the desired edits, either click the Submit button to save changes, or Cancel 

to return back to the HCS Navigation menu without keeping your changes. 
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Figure 298.B. PM – Management: HCS Menu Control – Edit 

5. To Delete an HCS Menu option, press the  button. A warning screen will be prompted as 

demonstrated below. To continue with deleting press OK, or to cancel hit the Cancel button. 

 

 
Figure 298.C. PM – Management: HCS Menu Control – Delete warning 

6. To add a HCS Menu option, click the New hyperlink found as the header of the sixth column. 

This will direct you to the following screen which will allow you to edit the same functions as 

stated in Step 4. 
7. Once you have made the necessary additions, click Submit to save changes, or Cancel to return 

back to the Agency Type screen. 
 

 
Figure 298.D. PM – Management: HCS Menu Control – New HCS Menu 
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9.5.6 CMS Management 

1. From the upper navigation menu, scroll down to Management sub-menu. Click the CMS 

Management hyperlink, and the HUD certified CMS products of HUD housing counseling 

Agency use screen appears. Provided below is an example of the aforementioned screen. 
 

2. To edit CMS information, click the hyperlink under the CMS column and you will be able to 

change the following information: 
a. CMS Full Name 

b. CMS Short Name 

c. CMS Vendor List 

d. Dataset Version 
e. Availability 

f. Product Certification 

g. Public 
h. CMS Email 

i. CMS Web Address 

j. CMS Phone 
k. CMS User ID 

l. Contact First Name 

m. Contact Last Name 

 
From this screen you will be able to: 

 Edit the CMS information 

 Add a New CMS 

 Export CMS List 

 Access Vendor website 

 

 
Figure 299.A. PM – Management: CMS Management: HUD Certified Products 
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Figure 299.B. PM – Management: CMS Management: Products awaiting certification 

3. Once you have made desired changes, click Update CMS Info to save changes, Reset to return 

information prior to edits, or Back to return to the CMS Management screen. 
 

 
Figure 300. PM – Management: CMS Management: CMS Edit 

4. To add a new CMS product, select the Add new CMS hyperlink. This will prompt you to the 

following screen which allows you to provide input for the same functional areas as previously 

stated in Step 2.  

 
5. Once you have made desired additions, click Add CMS to save changes, Reset to return 

information prior to edits, or Back to return to the CMS Management screen. 
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Figure 301. PM – Management: CMS Management: Add new CMS 

6. To view these lists in Excel format, click the Export CMS List button and a new screen will be 

prompted with them in an Excel format. 
 

7. To view a Vendor website, click the hyperlink for the desired agency, under the Website column.  

 

 
Figure 302. PM – Management: CMS Management: Export CMS List 
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9.5.7 AD HOC Query 

1. From the Management menu, click the AD HOC Query hyperlink. The AD HOC Query page 

appears. 

2. From the Available Tables list, select the table you wish to extract data from. 
3. After clicking on a table from the Available Tables list, the Available Columns list is populated 

with all the columns available in the selected table. 

4. Select the columns you wish to extract data from. 

5. After selecting the columns you wish to extract, Click thee of the following  buttons to 

fine tune your Selected Columns list. Repeat table and column selection until all data you desire 

has been selected. 

 

 

 
Figure 303.A. PM – Management: Ad Hoc Query 

The Ad Hoc Query features provides the user a way to extract raw data from the System. This feature 

requires a deep understanding of the database structural layout of the System as well as all the reference 
data identifiers. To use the Ad Hoc Query feature following the instructions below: 

 

6. Click the Criteria tab and specify any filtering criteria. From here you are able to edit Data 

Elements based off of your selections on the previous tab. You can specify how you would like 
data displayed based on a comparison. You can compare data through the following ways: 

a. Is Equal To 

b. Is Less Than 
c. Is Less Than or Equal To 

d. Is Greater Than 

e. Is Greater Than or Equal To 
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f. Not Equal To 

g. One Of 

h. Is Null 
i. Is Not Null 

 

 
Figure 303.B. PM – Management: Ad Hoc Query Criteria 

7. Optionally, click the Sort Order to determine how you would like your result set sorted. This 
will be determined on the Data Elements you previously chose.  

 

 
Figure 303.C. PM – Management: Ad Hoc Query Rank Order 

8. Finally, click the Run tab and click the Run Query button and a spreadsheet is displayed with 
resulting data. 
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Figure 303.D. PM – Management: Ad Hoc Query Run 

Note: The System tries to ascertain the relationships between tables through Foreign Keys first and then 

by common field names second. This can be effective when selecting data from two tables but can 
become ineffective if too many tables with similar FK relationships and common field names are 

specified. To collect data from multiple tables, it is advised to extract from a few set of tables and then 

manually join the data in a spreadsheet. 

9.5.8 Change Office Defaults 

1. From the Management Functions menu, click the Change Office Defaults hyperlink. The 
Change Office Defaults page appears. 

2. Click the HUD Office under Office Name column that you wish to change. The Default Office 
Information screen appears. 

 
Figure 304. PM – Management: Change Office Defaults  

3. Fill out all of the fields in the form. Then click OK to save or Cancel to cancel. 
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Figure 305.A. PM – Management: Default Office Information  

4. Click the Validate button in the States Covered section, a message like following appears. It 

warns you that the listed states or territories are not assigned to any HOC office. 

 
Figure 305.B. PM – Management: Change Office Defaults – States Covered 



 

9.0 Program Manager 

 

HCS User’s Manual  Page 9-124 

 
Figure 305.C. PM – Management: Change Office Defaults – Information Message. 

9.6 Reports 

The HCS system comes with a variety of reports. These reports can be viewed, printed, and exported to 

Excel spreadsheet. These reports provide management with a view of the application process. Also, these 

reports are excellent views of the post-processing results. Below are instructions on how to generate, 
print, and export reports. Also, the sections below show a sample of each report and details about what 

information each report contains. 

9.6.1 Viewing Reports 

To view any of the HCS system reports, take the following steps: 

 
1. From the upper navigation menu, scroll down to the Reports section. Click the hyperlink of the 

report you want to generate from the Reports sub-menu in top navigation frame. For example, if 
you click Application Progress Status hyperlink from the menu, the Application Status for FY 

20XX screen appears. 
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Figure 306. PM – Reports: Applications Status for FY 20XX  

9.6.1.1 Printing Reports 

You can print any of the HCS system reports by following these steps: 

 

1. From the top navigation menu, scroll down to the Reports section. Click the hyperlink of the 
report you want to generate from the Reports sub-menu in top navigation frame. For example, if 

you click Application Progress Status hyperlink from menu, the Application Status for FY 20XX 

screen appears. 
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Figure 307. PM – Reports: Application Progress Status for FY 20XX  

2. Click the Print button. The Print dialog box similar to follow appears. Once you have selected 

your printing criteria, click Print to have a printout of the document. 
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Figure 308. PM – Reports: Print Dialog Box. 

You have now successfully printed a report. Repeat these steps to print any of the other reports available.  

9.6.1.2 Exporting Reports 

You can export any of the HCS system reports to Excel spreadsheet by following these steps: 

 

1. From the top navigation menu, scroll down to the Reports section. Click the hyperlink of the 

report you want to generate from the Reports sub-menu in top navigation frame. For example, if 
you click the Applications Progress Status hyperlink from the menu, the Applications Status for 

FY 20XX screen appears. 

 
2. Click the Export button. The File Download dialog box appears. 

 

 
Figure 309. PM – Reports: Application Progress Status for FY 20XX  

3. Click the Open button to open the spreadsheet in HCS web page. Or, click the Save button and 
follow the instruction to save the report to a Microsoft Excel file. 

 



 

9.0 Program Manager 

 

HCS User’s Manual  Page 9-128 

 
Figure 310. PM – Reports: File Download Dialog Box. 

You have now exported an HCS system report. Follow these steps again to export any of the other 

reports. 

9.6.2 Report Examples 

9.6.2.1 Application Progress Status 

Application Progress Status report shows the dates when each assigned reviewer and primary reviewer 

completed their evaluation. 

 
1. From the upper navigation menu, under Reports sub-menu, click Application Progress Status 

hyperlink, the Grant Applications Status Search screen appears. Enter the criteria that you would 

like to search for and click the Search button to retrieve your results, or Clear to erase the data 
you had input. 

 

 
Figure 311. PM – Reports: Application Progress Status Search 

2. To sort this list:  

a. Click the Agency Name hyperlink will sort the list first in Agency Name order, and then 

in TIN number and Application ID order.  
b. Click the TIN hyperlink will sort the list first in TIN number order, and then in Agency 

Name and Application ID order.  
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c. Click the Appl ID hyperlink will sort the list first in Application ID order, and then in 

Agency Name and TIN number order.  

d. Click the Prim Rvwr hyperlink will sort the list first in Primary Reviewer‟s last name 
and first name order, and then in Agency Name, TIN number, and Application ID order. 

 

 
Figure 311.A. PM – Reports: Application Progress Status for FY 20XX  

3. Click the Primary Reviewer Statistics button on the report, the Primary Reviewers Statistics for 
FY 20XX screen appears. 
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Figure 311.B. PM – Reports: Primary Reviewers Statistics for FY 20XX  

4. To view the list of applications which evaluations have not been completed yet, click Not 

Evaluated button. The Application Status for FY 20XX (Not Evaluated) page is displayed. Any 

application that has one or more scores missing is listed. 
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Figure 311.C. PM – Reports: Application Status for FY 20XX (Not Evaluated) 

5. To view the list of applications which evaluations have been completed, click Evaluated button. 

The Application Status for FY 20XX (Evaluated) page is displayed. Applications with all scores 
posted are listed. 

 

 
Figure 311.D. PM – Reports: Applications Status for FY 20XX (Evaluated) 

6. If the Applications Status report you are working on is current fiscal year, Primary Reviewer‟s 
name is a hyperlink. 
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9.6.2.2 Application Score Status 

This report lists all the scores for each application for a comprehensive view of on all applications that 

were processed. 
 

1. From the upper navigation menu, under Reports sub-menu, click the Scores Status hyperlink. 

The Scores Status Report for Fiscal Year 20XX screen appears. Enter the criteria that you would 
like to search for and click the Search button to retrieve your results, or Clear to erase the data 

you had input. 

 

 
Figure 312. PM – Reports: Scores Status Search 

Note: Provided below is an example of a search result. 

 
Figure 313. PM – Reports: Scores Status  

9.6.2.3 Awards Recommendation 

This report provides a view of Final scores, Recommended awards and Requested grant amount. 

 
1. From the top navigation menu, under the Reports sub-menu, Click the Funding 

Recommendation hyperlink, the Funding Recommendation Report for Fiscal Year 20XX 

appears. 
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Figure 314. PM – Reports: Funding Recommendation Report  

9.6.2.4 Awards Report 

This report compares Allocated funds against Awarded funds at the grant category level showing balance 
to check that all grant funds have been allocated. 

 

1. From the top navigation menu, under Reports sub-menu, click Funding Report hyperlink, the 
Funding Report for Fiscal Year 20XX appears. 
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Figure 315. PM – Reports: Funding Report  

9.6.2.5 Awards Report by Agency 

This report provides an excellent summary of awards using drill down screens. The initial screen provides 

a comprehensive summary of the grant processing year at one glance, providing number of agencies 

applying, those awarded and comparing awards with Requested and Recommended Awards. This shows 
all application results regardless of if they are awarded or not. 

 

1. From the top navigation menu, under Reports sub-menu, Click the Awards Report by Agency 

hyperlink, the Awards Report by Agency appears. This statistic matrix displays awards and related 

information in each HUD office, and HUD totals. The data shown in # Agencies column is the 

number of HUD-Approved Independent Agencies who are qualified to apply for grant in the 

fiscal year.  
 

2. Click HUD office name hyperlink, the report is drilled down to HUD office level. For example, 

click HOC 2 – Atlanta hyperlink, a list of agencies applied for grants and their relevant data are 
displayed in agency name order.  
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Figure 316.A. PM – Reports: Awards Report by Agency  

 

3. To sort the list of agencies in HUD office level:  
a. Click the Agency hyperlink will sort the list in Agency Name order.  

b. Click the Agency ID hyperlink will sort the list in Agency ID order.  

 

 

 
Figure 316.B. PM – Reports: Awards Report by Agency 

4. From the Awards Report by Agency in HUD Office level, as shown in Figure 316.B., click an 

agency name hyperlink under Agency column. The award report for the selected agency is 

displayed. 
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Figure 316.C. PM – Reports: Awards Report by Agency: for One Selected Agency 

5. To search for a particular agency or multiple agencies, click the Agency Search button at the 

bottom of the Awards Report by Agency page. The Awards Report by Agency: Agency Search 
page appears. 

 

6. In Agency Search page, key in search criteria and click the Search button. For example, key in 

„ADVANC‟ to Agency Name field and click the Search button (see Figure 316.D.). A list of 
agencies that contain „ADVANC‟ in their agency name are displayed (see Figure 316.E.). Notice 

that in Figure 250, the Awards Report is drilled down to agency level. It lists all the grant types 

available for the fiscal year you are working on, and displays data of the grant type(s) that is/are 
applicable to each agency in the list. For the grant type(s) the agency didn‟t apply, zero dollar 

amount is shown. 

 

 
Figure 316.D. PM – Reports: Awards Report by Agency: Agency Search for Agency Name ‘ADVANC’ 
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Figure 316.E. PM – Reports: Awards Report by Agency: Result of Agency Search for Agency Name 

‘ADVANC’ 

9.6.2.6 Awards Report by Office 

This report lists agencies that are awarded a grant and listed in respective of their assigned HUD office.  
 

1. From the top navigation menu, under Reports sub-menu, click Awards Report by Office 

hyperlink, the Awards Report by Office for Fiscal Year 20XX appears. 

 

 

 

Figure 317. PM – Reports: Awards Report by Office  

9.6.2.7 Awards Report by State 

This report groups all agencies that are awarded a grant in respective to their State they are located in. 
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1. From the top navigation menu, under Reports sub-menu, click Awards Report by State 

hyperlink, the Awards Report by State for Fiscal Year 20XX appears. 
 

 

Figure 318.A. PM – Reports: Awards Report by State 

2. To search for agency/agencies locate in a state, select the specific state from the Select a State 

dropdown at the bottom of the page, and click Go button. A list of agency/agencies awarded in 
the selected state is displayed. 

 

 
Figure 318.B. PM – Reports: Awards Report by State – Result Page of State Search 

9.6.2.8 Funding Report by Filter 

This report lists agencies that are awarded a grant and listed in respective of their assigned HUD office. 
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1. From the top navigation menu, under Reports sub-menu, click the Funding Report by Filter 

hyperlink, the Funding Report Search for Fiscal Year 20XX appears. 

 
Note: The search screen will allow you to narrow down your results based on the following criteria: 

 Agency ID 

 HOC Office 

 Agency Name 

 Agency Type 

 Counseling Services 

 City 

 State 

 Zip Code 

 

2. Once you have entered your criteria click the Search button to retrieve your results, the Clear 
button to erase the information already type in, or Cancel to return to Awards Report by Agency. 

 

 
Figure 319. PM – Reports: Funding Report by Filter – Search 

3. From this screen you will also be able to view this information in Excel form, by clicking the 
Excel Format hyperlink, or return back to the search function, but clicking Search Again. 
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Figure 320. PM – Reports: Funding Report by Filter – Results 

9.6.2.9 Reviewers Final Report 

1. From the top navigation menu, under Reports sub-menu, click the Reviewers Final Report 

hyperlink, the Select a Grant Application for Fiscal Year 20XX appears. 

 
2. This will prompt you to a list of Grant Applications arranged by Agency. To view an Agency 

report, click the hyperlink for that Agency under the Agency Name column. 

 

 
Figure 321.A. PM – Reports: Reviewers Final Report 

Note: Provided below is an example of a Final Reviewer Report. 

 
Under each Factor, there are six places for comments based on the following criteria: 

 Primary R. Strength 

 Reviewers Strength 

 Final Primary Reviewer Strength 
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 Primary R. Weakness 

 Reviewers Weakness 

 Final Primary Reviewer Weakness 
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Figure 321.B. PM – Reports: Reviewers Final Report Result 

Note: In order to maximize or minimize these comments either select the . Provided below is an 

example of the comments boxes maximized in order to read the comments by those who reviewed this 

agency‟s request. 

 

 
Figure 321.C. PM – Reports: Reviewers Final Report Result – Strengths and Weaknesses 

Note: If a primary reviewer has not reviewed a specific application, you will see the following message at 

the top of a report. 
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Figure 321.D. OM – Reports: Reviewers Final Report Result – No Review Alert 

9.6.2.10 Reviewers Report 

1. From the top navigation menu, under Reports sub-menu, click Reviewers Report hyperlink, 

following prompt appears. If OK button is clicked, the Strength and Weakness comments will be 
included in the report. If Cancel button is clicked, the Strength and Weakness comments will not 

be included in the report.  

 

 
Figure 322. PM – Reports: Reviewers Report – Whether to Show Strengths and Weaknesses in the Report 

Prompt  

2. Upon selecting Ok or Cancel, you will be prompted to the Select a Grant Application for FY 

20XX screen. From here, like in Final Reviewers Report, you have the ability to choose a report 
based on an Agency. 

 

 
Figure 323.A. PM – Reports: Reviewers Report – Select a Grant Application for FY 20XX 

3. Once you have selected the agency to review you will be prompted to the Reviewer Scoring and 

Comment Summary Report. In order to view a specific Reviewers report, you will have to choose 

a name that has a hyperlink attached. This can be found in the Other Reviewers row. 
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Figure 323.B. PM – Reports: Reviewers Report – Reviewer Scoring and Comment Summary Report 
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9.6.2.11 Application Number Reference 

This report breaks down the Office ID, Office Name, and whether or not a table exists for this application.  

 
1. From the top navigation menu, under Reports sub-menu, click the Application Number 

Reference hyperlink, the Grant Application Number Reference – for Fiscal Year 20XX appears. 

 

 
Figure 324. PM – Reports: Application Number Reference 

9.7 Export 

This section creates required fixed reports at the conclusion of the grant processing period. This section 
produces reports using the Export functions to share with various offices and departments to execute the 

grant awards. You can perform a variety of tasks as needed, which include viewing and/or exporting 

following HCS data: 

 Agency Award/No Award Letters– official announcement given to each agency, providing the 

results of their grant applications. 

 Agency Name Check Review – Need Definition 

 Application Data– complete data in spreadsheet to allow unique analysis. 

 Congressional Report Data– Fixed report sent to HUD congressional liaison office. 

 Draw Down Report Processing– Function to record agencies‟ draw down activities. 

 Funding Aggregate Report– Complete comprehensive aggregate spreadsheet. 

 HUD-1044– Award document each agency must sign. 

 IRS Delinquent Data– Fixed report sent to HUD Grant office for IRS 

 List of Awardees– Text report listing agencies in the format to be published in the Federal 

Register. 

 Procurement Accounting Data– Spreadsheet given to CFO. 

 Public Affairs Report– Fixed report sent to Public Affairs office announcing awarded agencies. 
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9.7.1 Agency Award/No Award Letter 

This is the official announcement to each application stating the results of the grant processing. These 

letters use the merge function. Care should be taken to ensure the letters are updated before executing the 

mail merge. 
 

1. From the top navigation menu, scroll down to Export sub-menu. Click the Agency Award/No 

Award Letters Data hyperlink, the Agency Award/No Award Letters Data for 20XX options 
selection screen appears.  

 

2. Select what type of data to search for, Agency Award Letters Data, Agency No Award Letters 

Data, or Both, and then Click OK button. 
 

 
Figure 325.A. PM – Export: Agency Award/No Award Letters Data for FY 20XX 

3. The Agency Award/No Award Letters Data Filter screen appears. Set the desired data filter and 
click the OK button. 

 

 
Figure 325.B. PM – Export: Agency Award/No Award Letters Data – Data Filter Screen 

4. Once your parameters have been set, and you click OK, you will be presented with the Download 

for your search criteria. 

 
5. Click AWDDATA.DOC data file hyperlink. The File Download window appears. 

 

 
Figure 326.A. PM – Export: Agency Award/No Award Letters – Download Screen 

6. To open the document, click the Open button. To save it, Click the Save button. To cancel file 
download, Click the Cancel button. When the Open button is clicked, following data page is 

displayed in HCS main display area. The data is listed by agency name. 
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Figure 326.B. PM – Export: Agency Award/No Award Letters Data – File Download Window 

7. Following the data downloading, your information will be provided in .doc form. 

 

 
Figure 326.C. PM – Export: Agency Award/No Award Letters Data 

9.7.2 Agency Name Check Review 

This is the official announcement to each application stating the results of the grant processing. These 

letters use the merge function. Care should be taken to ensure the letters are updated before executing the 
mail merge. 

 

1. From the top navigation menu, scroll down to Export sub-menu. Click the Agency Name Check 

Review hyperlink, this report appears in Excel format allowing you to view the following 

information: 

 Agency Name 

 Address 

 City 

 State 

 Zip Code 

 TIN Number 

 DUNS Number 

 HUD Office 

 Contact Name 

 Contact Phone Number 
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Figure 327. PM – Export: Agency Name Check Review 

9.7.3 Application Data 

This report provides a spreadsheet of all relevant information for the grant processing period. It is useful 

for creating unique reports, validating information and sharing information. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the Application Data 

hyperlink, and the following spreadsheet appears. 

 

Note: Figures 328.A. through 328.J. are continuation of Figure 272 horizontally. 
 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 328.A. PM – Export: Applications Data – Part 1 
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(data abbreviated) 

 
(data abbreviated) 

Figure 328.B. PM – Export: Applications Data – Part 2 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 328.C. PM – Export: Applications Data – Part 3 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 328.D. PM – Export: Applications Data – Part 4 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 328.E. PM – Export: Applications Data – Part 5 

 
(data abbreviated) 
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(data abbreviated) 

Figure 328.F. PM – Export: Applications Data – Part 6 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 328.G. PM – Export: Applications Data – Part 7 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 328.H. PM – Export: Applications Data – Part 8 

 
(data abbreviated) 

 
(data abbreviated) 

Figure 328.I. PM – Export: Applications Data – Part 9 

 
(data abbreviated) 

 

Figure 328.J. PM – Export: Applications Data – Part 10 

9.7.4 Congressional Report Data 

Report formatted by and given to HUD‟s Congressional liaison office to forward to Congress. 

 

1. From the top navigation menu, scroll down to Export sub-menu. Click the Congressional 

Report Data hyperlink, and the following spreadsheet appears. 
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2. The following screen shows Congressional Report Data export spreadsheet. It displays agency 

information for those who received grant award(s), and their award(s) amount. If an agency 

received more than one award of different grant types, each award is displayed in one entry. The 
data is listed by State, and then by Recipient/Agency name. 

 

 
(data abbreviated) 

Figure 329. PM – Export: Congressional Report Data 

9.7.5 Draw Down Report Processing 

Draw down processing is a tool to track and review agencies‟ spending of their grant award. When an 

agency submits their quarterly grant report, data should be entered into this section to record their results. 
 

1. From the top navigation menu, scroll down to Export sub-menu. Click the Draw Down Report 

Processing hyperlink, the Draw Down Reporting HUD Summary screen appears, with the 
Agency Search function located in the second half of the screen. 

 

2. To list agencies in a HUD Office, click the HUD Office name hyperlink under Office column.  

 

 
Figure 330. PM – Export: Draw Down Reporting – HUD Summary  
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Figure 331. PM – Export: Draw Down Reporting – HUD Office HQ Summary  

3. To export this data, Click the Export button. The File Download screen appears. 

 
4. To open the document, Click the Open button. The Draw Down Reporting Excel file appears (see 

below). To save the file, Click the Save button. To cancel file download, Click the Cancel button. 

 
Note: To perform a search, skip ahead to step 5. 

 

 
Figure 332.A. PM – Export: Draw Down Report Processing – File Download  
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Figure 332.B. PM – Export: Draw Down Reporting Export example  

5. To search for agencies, complete your search criteria and Click the Search button. If no results 

are found, the follow screen appears. 

 

 
Figure 333.A. PM – Export: Draw Down Reporting Agency Search 

6. If the system does find results matching your criteria for Agency Search, the following screen 

appears. 
 

 
Figure 333.B. PM – Export: Draw Down Reporting Agency Search Results (No results)  

7. To view an agency, Click on a hyperlink in the Agency Name column. The Draw Down 

Reporting Agency Summary screen appears. 
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Figure 334.A. PM – Export: Draw Down Report Processing – Agency Search Results (with results)  

Note: Provided below is an example of a Draw Down Reporting Agency Summary. 

 

 
Figure 334.B. PM – Export: Draw Down Reporting – Agency Summary  

 
8. To make a new voucher request, click New Voucher Request. The New Voucher Request screen 

appears. 

 
9. Complete the form and Click the Save button to save the request. Click Cancel button to cancel 

it.   You will return to the Draw Down Reporting screen. 
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Figure 335.A. PM – Export: Draw Down Reporting – Voucher Request Entry 

 
Figure 335.B. PM – Export: Draw Down Reporting – Agency Summary with Voucher Information 

10. To edit a LOCCS Disbursement Update, click Edit LOCCS Disbursements hyperlink. The 

Draw Down Reporting LOCCS Disbursement screen appears. 
 

11. Edit the current LOCCS disbursement amount in the Current LOCCS Disbursement Amount 

field. Click the Save button to save, or Cancel button to cancel. You will return to the Draw 
Down Reporting Agency Summary screen. 
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Figure 336.A. PM – Export: Draw Down Reporting LOCCS Disbursements Update  

12. To edit the Administrative Allocation/Indirect Costs, click Edit Admin Allocation/Indirect 

Costs hyperlink. The Draw Down Reporting Grant Application Selection screen appears.  

 

 
Figure 336.B. PM – Export: Draw Down Reporting – LOCCS Information in Agency Summary Page 

13. Click the Edit hyperlink in the Grant Type entry you wish to input/edit the Administrative 

Allocation and/or Indirect Costs. The Sub-Agency Grant Allocation screen appears. 
 

 
Figure 337.A. PM – Export: Draw Down Reporting – Grant Application Selection  

14. Key in data into Administrative Allocation and Indirect Cost fields, and click the Submit button. 

The screen is refreshed with data have been saved message. Following is the screen of relevant 

section. 
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Figure 337.B. PM – Export: Draw Down Reporting – Sub-Agency Grant Allocation Screen  

15. Check to ensure all sub-agencies are listed below. If an agency is not listed, go to Parent Agency 
Profile and add sub-agency to its list. Likewise remove any agencies that are not assigned to your 

organization. If Sub-Agency has incorrect information, the Agency ID is a hyperlink to go 

directly to agency's profile.  

 

 
Figure 337.C. PM – Export: Draw Down Reporting – Sub-Agency Grant Allocation Screen – Administrative 

Allocation and Indirect Cost Input section  

9.7.6 Funding Aggregate Report 

A complete summary report displaying totals for each category, type and office listed. This is a great snap 

shot view of the results. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the Funding Aggregate 

Report hyperlink, the File Download screen appears. 
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2. To open the file, click the Open button; the spreadsheet opens in HCS main display area. To save 

the file, Click the Save button. To cancel file download, Click the Cancel button.  

 

 
Figure 338.A. PM – Export: Funding Aggregate Report – File Download Window 

Note: Following is the report displayed in HCS main display area. 
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Figure 338.B. PM – Export: Funding Aggregate Report  

9.7.7 HUD-1044 

This report is the grant award agreement each agency must sign.  
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This is a form using Microsoft Mail Merge function. Review the 1044 document and enter any common 

information that will be in all documents created to save time and effort. Unique information will be 

merge creating individual agency 1044 forms. 
 

1. From the top navigation menu, scroll down to Export sub-menu. Click the HUD-1044 hyperlink, 

the Data Filter screen appears. 
 

2. Select the proper data filter and click the OK button, the Download screen appears. If you prefer 

to create one agency report at a time, select the „Single Agency‟. To create in mass all reports 
within a HOC, select the „Single HOC‟ button. 

 

 
Figure 339. PM – Export: HUD-1044 – Data Filter 

3. You can Click the 1044DATA.DOC hyperlink to download HUD-1044 data to a Microsoft Word 

file. Or, you can Click the 1044FORM.DOC hyperlink to download mail merge template of 
HUD-1044 form to a Microsoft Word file. If you Click the 1044DATA.DOC hyperlink, 

following File Download screen appears.  

 

 
Figure 340.A. PM – Export: HUD-1044 – Download Screen  

4. To open the file, click the Open button, the data file appears in a separate window (see the figure 

below, in which data is ordered by State code, city name, and then by agency name). To save the 
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file to your hard drive or other device, click the Save button. To cancel the file download, click 

the Cancel button. 

 

 
Figure 340.B. PM – Export: HUD-1044 Download – File Download Window 

Note: Provided below is an example of the HUD-1044 document. 

 

 
 

(data abbreviated) 

Figure 340.C. PM – Export: HUD-1044 Data File  

5. If you select to download the HUD-1044 form template, the HUD-1044 mail merge template 
screen appears. 
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Figure 340.D. PM – Export: HUD-1044 Form – Mail Merge Template 

9.7.8 IRS Delinquent Data 

The report formatted by and given to the HUD Grant Office who forwards it to the IRS. Coordinate with 
the HUD Grant Office to ensure the format is correct and no changes are required. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the IRS Delinquent Data 

hyperlink, the Delinquent Federal Debt Agency List for FY 2006 options selection screen appears. 
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2. Select to search on either Agencies that Indicate YES or Agencies that Indicate NO, and then 

Click the OK button. The File Download window appears.  

 

 
Figure 341. PM – Export: IRS Delinquent Data – Options Selection Screen  

3. To open the file, Click the Open button; the file is displayed in HCS main display area. To save 

file, Click the Save button. To cancel file download, Click the Cancel button.  
 

 
Figure 342.A. PM – Export: IRS Delinquent Data – File Download Window 

4. The following screen shows the IRS Delinquent Data export spreadsheet for agency that has 
delinquent federal debt. It displays agency information for those who received grant award(s), 

and their total awarded amount. The data is listed by agency name.  

 

 
Figure 342.B. PM – Export: IRS Delinquent Data  

5. If there is no data returned for the selection option, following message appears. 

 

 
Figure 343. PM – Export: IRS Delinquent Data – No Results Message  

9.7.9 List of Awardees 

This is a report to be published in the Federal Register announcing awarded agencies. 
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1. From the top navigation menu, scroll down to Export sub-menu. Click the List of Awardees 

hyperlink, the Download screen appears.  

2. Click the REGIDATA.DOC hyperlink located in the File Name column, following File 
Download window appears. 

 

 
Figure 344. PM – Export: List of Awardees – Download  

3. Click Open button, the file content is displayed in HCS main display area. Click Save button, a 

Save As window appears; follow the direction to save the file to hard drive or other storage 
device. Click Cancel button to cancel file download. . This saved file will be forwarded to 

appropriate office to have it published in the Federal Register. 

 

 
Figure 345.A. PM – Export: List of Awardees -File Download window 

4. In the file, data is listed by grant type, grant category, HUD office name, and agency name order. 

As following figure shows, each data block contains agency name, address, grant type, and 
awarded grant amount. 
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Figure 345.B. PM – Export: List of Awardees  

9.7.10 Procurement Accounting Spreadsheet 

This report is formatted and sent to the CFO to reserve grant funding. It is necessary to coordinate with 

the finance office to gather updates and added information necessary to add into columns that HCS does 
not populate. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the Procurement 

Accounting Spreadsheet hyperlink, to view this file. 

 

Note: The following figures show the content of Procurement Accounting Spreadsheet. Please note that 
Figures 346.A. through 346.D. are a continuation of Figure 258 horizontally. 

 

 
Figure 346.A. PM – Export: Procurement Accounting Spreadsheet, Part I 
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Figure 346.B. PM – Export: Procurement Accounting Spreadsheet, Part 2  

 
Figure 346.C. PM – Export: Procurement Accounting Spreadsheet, Part 3  

 
Figure 346.D. PM – Export: Procurement Accounting Spreadsheet, Part 4  

9.7.11 Public Affairs Report 

This report is given to the Public Affairs office to be published showing awarded agencies. This office 

dictates on the format of the report. 

 
1. From the top navigation menu, scroll down to Export sub-menu. Click the Public Affairs 

Report hyperlink, the Public Affairs Report for FY 20XX options selection screen appears. 
 

2. Select to search on National & Regional Housing Counseling Grantees, Local Housing 

Counseling Grantees, Multi-State Agencies, State Housing Finance Agencies, or All and then 
Click the OK button. 

 

 
Figure 347. PM – Export: Public Affairs Report – Options Selection Screen   

Note: The following screen shows the report of National & Regional Housing Counseling Grantees, 
which is listed by State and then by City order. 
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(data abbreviated) 

Figure 348. PM – Export: Public Affairs Report  

9.8 HCS Archive 

Upon selecting the HCS Archive hyperlink, you will be prompted to a new screen where you will be able 

to access archived reports. The specific reports are: 

 Application Progress Status 

 Application Score Status 

 Awards Report by Agency 

 Awards Report by Office 

 Awards Report by State 

 Funding Recommendation 

 Strength/Weakness All Factors 

 Strength/Weakness by Factor 

 

 
Figure 349. PM – HCS Archive: Home Screen 
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9.8.1 Reports 

Provided below is a display of your Report options as found on the menu. 

 

 
Figure 350. PM – HCS Archive: Report Options 

9.8.1.1 Application Progress Status 

Provided below is an example of an Application Progress Status Report 

 
1. To change between years, select which year you would like your data to reflect, and click Go. To 

print this report, click the Print button at the bottom of the report, or to Export to Excel, click the 

Export button. 
 

 
Figure 351. PM – HCS Archive: Application Status 

9.8.1.2 Application Score Status 

Provided below is an example of an Application Score Status Report: 
 

1. To change between years, select which year you would like your data to reflect, and click Go. 

You can also export this list to Excel, by clicking the Export button. 
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Figure 352. PM – HCS Archive: Scoring Status 

9.8.1.3 Awards Report by Agency 

Provided below is an example of an Awards Report by Agency: 

 
1. To change between years, select which year you would like your data to reflect, and click Go. 

 

 
Figure 353. PM – HCS Archive: Awards Report by Agency 

9.8.1.4 Awards Report by Office 

Provided below is an example of an Awards Report by Office: 

 
1. To change between years, select which year you would like your data to reflect, and click Go. 
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Figure 354. PM – HCS Archive: Awards Report by Office 

9.8.1.5 Awards Report by State 

Provided below is an example of an Awards Report by State: 

 
1. To change between years, select which year you would like your data to reflect, and click Go. 

You also have the option to narrow your search based on State. The main page represents all 

states, and under that drop-down function is the ability to narrow down based on state. Once you 
have corresponded State and Fiscal Year, click Go to retrieve your results.  
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Figure 355. PM – HCS Archive: Awards Report by State 

9.8.1.6 Funding Recommendation 

Provided below is an example of a Funding Recommendation Report: 
 

1. To change between years, select which year you would like your data to reflect, and click Go. 

 



 

9.0 Program Manager 

 

HCS User’s Manual  Page 9-173 

 
Figure 356. PM – HCS Archive: Funding Recommendation Report 

9.8.1.7 Funding Report 

Provided below is an example of a Funding Report: 

 

1. To change between years, select which year you would like your data to reflect, and click Go. 
 

 
Figure 357. PM – HCS Archive: Funding Report 

9.8.1.8 Strength/Weakness All Factors 

Provided below is an example of a Strengths/Weakness All Factors report: 

 

1. By clicking this menu function, you will be prompted to an options menu, for Fiscal Year, and 
Agency you would like. To change year, select which year you would like and click Go. 

 

2. Once you have done that Click the hyperlink for the Agency you would like to view. 
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Figure 358.A. PM – HCS Archive: Strength/Weakness All Factors Report 

3. After clicking the Agency hyperlink the report for Strength/Weakness All Factors will be 

retrieved. 
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Figure 358.B. PM – HCS Archive: Strength/Weakness All Factors Detail Report 

9.8.1.9 Strength/Weakness by Factor 

Provided below is an example of a Strength/Weakness by Factor Report: 

 

1. By clicking this menu function, you will be prompted to an options menu, for Fiscal Year, and 
Factor you would like search. To change year, select which year you would like and click Go. 

 

2. Once you have done that Click the hyperlink for the Factor you would like to search for. 
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Figure 359.A. PM – HCS Archive: Strength/Weakness by Factors Options 

3. This will prompt you to a search screen, which allows you to narrow your results based on: 

a. Agency ID 

b. Application ID 
c. Agency Name 

 

 

Figure 359.B. PM – HCS Archive: Strength/Weakness by Factors Search 

4. In order to retrieve your results, click Search. To return back to the previous screen click Cancel. 
Once you click Search, your result will be retrieved for you. 

 

 
Figure 359.C. PM – HCS Archive: Strength/Weakness by Factors Report 
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10.0 QUERYING 

 
This system has querying or search capabilities for some of the individual HCS user functions. Please 

refer to chapter 4.0 for more information. 
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11.0 REPORTING 

 
You can generate, export, view, and print a variety of reports using the HCS system. For more 

information on reporting, please refer to Chapter 3.0. There, you will find four reporting sections (one for 

each user type: Agency User, GTR, Office Manager, and Program Manger). 
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12.0 TROUBLE SHOOTING 

 

12.1  User Cannot Access HCS 

Corrective Action – Reset user password 

 
Select User Information menu item and access the user profile. In the user profile click the „Reset 

Password‟. This will reset the password to default and is displayed for reference. Wait 20-30 minutes 

before trying to access HCS. 

 

 
 

 

12.2  Agency Information is not Posted on HUD’s Web Site 

There can be several reasons for an agency to be excluded from the list on the web site. Make the 
following checks in the order that best suits the user. 

 Check the web site and confirm agency is not listed. Often agencies forget that the list is in 

alphabetical order by the city. 

 Check the agency profile to determine if agency is currently active having one of the following 

status 
o Approved 

o Participating 

o Conditional 

 Check the agency profile to determine if the control boxes to post/not post agency information at 

the bottom of the page. If unmarked, mark the appropriate boxes. 
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 Check the agency profile for critical missing information that will preclude the agency from being 

posted: 

o Address 
o City 

o State 

o Zip Code 
o Phone Number 

12.3  Counseling Services Agency 9902 Report is Not Available 

Only approved agencies of certain agency types must report their 9902 report.  

 Check the agency profile: 

o Is the status not listed as terminated? 

 Approved 

 Participating 
 Conditional 

 Inactive 

 Is the agency type an appropriate designation? 

 If the agency is a sub-agency, is it affiliated/assigned to a parent organization? 

 


