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Chapter 1: Introduction

Unique IPA Identifier (Ull) Registration System

System Purpose

HUD’s Uniform Financial Reporting Standards (UFRS) regulations, codified at 24 CFR part 5,
subpart H (issued by final rule on September 1, 1998 at 63 FR 46582) require covered program
participants to submit electronically to HUD, on an annual basis, audited financial information
prepared in accordance with generally accepted accounting principles (GAAP). HUD’s Real
Estate Assessment Center (REAC), through its Financial Assessment Subsystems (FASS), is
responsible for collecting and assessing submissions covered under the UFRS.

Firms and governmental organizations who perform audit and attestation engagements for
clients covered by the UFRS are required to apply for and obtain from REAC — through the UlI
Registration System — an identification code called a Unique IPA Identifier (UIl). Firms with
multiple office locations must separately register and obtain a Ull for each of their offices that
perform professional services for covered program participants. Sole practitioners and firms
with a single office location also must apply for a UlI.

The purpose of the Ull Registration System is to provide HUD with a uniform listing — by office
location — of the firms who provide audit and attestation services to clients covered by the
UFRS. Upon successful completion, the system issues the registering firm'’s office a five-digit
randomly generated number — the Ull. Effective on and after the following dates, FASS will
require your client(s) to include your Ull with their annual audit submission:

= Public Housing Authorities covered by the UFRS and the Public Housing
Assessment System (PHAS) regulations — February 2, 2001.

= Multifamily program participants covered by the UFRS — February 9, 2001.

Practitioners must be registered with HUD’s Secure Connection system before they can register
their office location in the Ull Registration System.

System Environment

The Ull Registration System is a secure Web-based system accessible on the Internet through
the REAC’s web site.

' HUD uses the term IPA to collectively describe the Certified Public Accountants (CPAs), Public Accountants (PAs)
and other practitioners authorized by state law to perform audit and attestation engagements.

FINAL 1-1 03/22/01



Unique IPA Identifier (Ull) Registration System
User Guide

GETTING STARTED

Chapter 2: Getting Started

Initial Browser Settings

To use the Ull Registration System, the user’s Internet browser must be set to accept cookies.
A “cookie” is a file automatically stored on the user’s computer.

To set the browser to accept cookies:

1.

From the desktop, double click on your Internet browser icon. The initial page displays.

2. Single click on Edit on the menu bar, at the top of the tab page, to view the list of edits

options.

Eileﬁiew Go  Communicator  Help

: (Sut (St /&
Lopy Crl+C Horne
7 Past Gl
1 = etz " hitp: / Fhudeel
Select All Crl+
INDEX
Eind in Page... Ctl+F
Fifiel At ChilE I:
& ' Search Intemet we
99

3. Single click on the Preferences option to select it. The Preferences settings window
displays.
4. Single click on Advanced in the Category list to select it. The Advanced preferences
settings window displays.
Category:
E-Appeatance Change preferences that affect the entire product
i Fonts
" Colors
& Mavigator W Automatically load images
- Languages
- Applications ¥ Enahle Java

i Smart Browsing
- Mail & Newsgroups
- Foaming Access
- Composer
=- Offline

[

38 Achvanced

W Enable JavaScript
Vv Enable JavaScript for Mail and News
¥ Enable style sheets

[~ Send email address as anomymous FTP password

— Cookies

& Acceptall cookies
" Accept only cookies that get sent back ta the originating server

¢ Disakle cookies

[~ “Warn me before accepting a cookie

Ok I Cancel Help
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5. Under the Cookies heading, single click on the “Accept all cookies” radio button to select it.

OF.

6. Single click on the OK push button to continue.
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Chapter 3: Accessing the Ull Registration System

To create, recall or update an auditor office’s contact information via the Internet using the UlI
Registration System, a User must:

e Be registered with HUD’s Secure Connection and have a valid HUD user ID?
o Be assigned the appropriate FASS system role by your Coordinator as follows:
o IPA or State Auditor for PHA Entity: Be assigned a Certified Public Accountant (CPA)
Validator (CPV) role
o IPA or State Auditor for MF Entity: Be assigned a Certified Public Accountant (CPA)
Certifier (CPC) role

Logging Into the Ull Registration System

1. Go to the real estate assessment center Web site. Type in the following address in the
URL locator: www.hud.gov/offices/reac

real estate

O s translate | search /index
"ﬂJ i assessment center
honge ommunities Hore = About HUD = Real Estate Assessment Center
real estate real estate assessment center (reac)

assessment center

customers .
products features what's hot!

tools

online systems
contactus
about reac

hud news
homes

communities

working with hud

resources

tools

webcasts

mailing lists

federal clearinghouses
contactus

help

REAL Receives honors firom the Federal C10 Council
Excellence.Gov Award

Comparing HUD's Customer Survey Results

REAC's Custarner Sarvice and Satisfaction Suruey out
performs the recant Amatican Custormer Satisfaction
Indesx (ACSI) suruay results.

Just released!

Uniformn Physical Condition Standards and Physical
Inspection Requirernents for Certain HUD Housing;
Administrative Process for Assessment of Insured and
Azsisted Properties Read more...

highlights

} The Business of Government Journal takes a look
inside REAC

b web Conversion Camplete, Learn mere about aur
new Web format by selecting Web Features,

¥ FEYE 12/31 PHAs Receiving Development Level
Survey

Letters issued to OwnersfAgents and Public
Housing Agencies providing guidance on the
Incorne Discrepancy Resolution Guide, Read the
letters.

-

-

CPAs can begin registering to obtain their Unique
IPA Identifier (UII) Read more...

Status Reports for Tenant Income Verification
Discrepancy Resolution Read more...

-

Content updated January 18, 2001

b Effective October 20, 2000,
Secure Connection
Coordinators [AKA FASSUB
Coordinators and/ or
Coordinators) are granted
access to physical inspection
reports via the Internet, HUD
will continue to mail reports
until March 231, 2001, Read
more...

P HUD extends due date to
request no cost lead-based
paint evaluation for project
based Section & properties,
Read more...

© Back to Top

U.S. Department of Housing and Urban Developrment

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

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

Home | Privacy Staternent

2. On the home page of the real estate assessment center Web site

(www.hud.gov/offices/reac), single click on the online systems link in the left column. The
online systems page displays.

? Please refer to Appendix A: Secure System Registration Guide for step by step instructions.
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e \ HUD HOME ABOUT HUD Q&A SEARCH / INDEX E-MAIL
@ ¥ 1
o li t
| oniine systems
If you already have a User ID, click on
TOPICS the “Log In" button to proceed directly
to Secure Connection. Note that upon JLoCiNT)
customers log in, the “User Name" field actually
products requires your user ID.
tools
online systems
contact us ATTENTION USERS OF REAC ONLINE SYSTEMS!
reac home The browser you are using may affect your ability to access REAC

System Applications. See Details. Updated February 15, 2001

WHAT'S NEW

SIGNIFICANT REVISIONS!

Industry User Guide for the Financial Assessment
Subsystem-Multifamily Housing (FASSUB) Changes to FASS-MF. To
view guide go to Docurments and Guidance. updated February @, 2001

IMPORTANT! Obtaining instructions for getting a Ull has just gotten
easier!!
Retrieve the short version of the LIl Registration Instructions updated January

24, 2001

NEW! Financial A Subsystem - Public Housing Agencies
Top level financial statements are now required to be subrmitted with the
audited financial submission.

Effective October 30, 2000, Secure Connection Coordinators (AKA
EASSUB Coordinators and or Coordinators) are Granted Access to
Physical Inspection Reports via the Internet. HUD will continue to
mail reports until March 31, 2001 Updated December 8, 2000

3. On the online systems page, single click on the Log In push button. The
Username and Password Required window displays.

[0 NOTE: If a Registration Certification box displays, single click on the Continue
[conine |

push button to close the box and continue to the Username and
Password Required window.

Username and Password Required

Enter usermame for Enterprise Server at
hudapps.hud.gow:

User Mame: ||~.,1111-|-|

Passward:

I

0] I Cancel |

4. Enter your HUD user ID in the User Name field. The user ID is case-sensitive; remember to
capitalize the letters in your user ID. Do not enter your name in the User Name field.

5. Using the Tab key on the keyboard, move to the Password field. Enter your password.
The password is also case-sensitive (uppercase/lowercase); enter the password exactly as
you requested it on the registration application.
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Ok

6. Single click on the OK

push button. A Legal Warning page displays.

X Hiﬁi“ ) Seenre-Systems —«—

U.S. Dept. of Housing
amnd Urban Developrvent

Legal Warning

Misuse of Federal Information through the HUD
Secure Comnection web site falls under the
provisions oftitle 18, United States Code, Section
1030. This law specifies penalties for exceeding
authorized access, alterations, dammage, or
destruction of information residing on Federal
Computers.

Continue I

7. Read the warning, and single click on the Continue push button. The Secure

Systems page displays.

1. Seenre Systems -
]
i,

Systems

+ Financial 4ssessment Submission - PHA (FASPHA)
* MManagement Assessment Subsystem (BLASS)
* TTnique IPA Identifier (T Registration System

System Administration - Guide

* User Group Mamtenance

+ User ID Mamtenance

+ Business Partners Mamntenance
* Password Change

N AN
&=
Baok to Top|
Home

Last Modified: October 11,2000

8. Under the Systems heading, single click on the underlined Unique IPA Identifier (Ull)

Registration System link to access the system. The Main Menu page displays.

Quality Assurance
Ull Registration @
U.S. Department of Housing and Urban Development ‘\\/

Real Estate Assessment Center (REAC)

Mlain Menu

Please select what action you would like to perform from the selections below:

Create Mew Profile Update Existing Profile Recall Unigue [PA, [dentifier (U}

Top of Page | Main Menu

QASS homepage | Technical Assistance Center | User Guide | Help

FINAL 3-3
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Exiting the Ull Registration System

Users can exit the system anytime by single clicking on the Close [*1 control icon in the top right
corner of the page.

Contacting the Technical Assistance Center

If you have questions about using the Ull Registration System, you can contact the REAC
Technical Assistance Center by phone, or by email.

By Phone

You can call the REAC Technical Assistance Center with system questions toll-free Monday
through Friday, 7:00 a.m. to 8:30 p.m., Eastern Standard Time at 1-888-245-4860.

By E-mail

You can send an email message to the REAC Technical Assistance Center to the following
email address: REAC_TAC@hud.gov. Please provide a descriptive subject line to identify the
request.

FINAL 3-4 11/02/01
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Chapter 4: Register for a Ull

This chapter describes the process of registering for a Ull. After the user successfully logs in and
selects the Unique IPA Identifier (Ull) Registration System link from the Secure System main
page, the Main Menu page displays (see Chapter 3).

Step 1: Single click the Create New Profile link from the Main Menu

Select Audit Office Classification Page

The Select Audit Office Classification page displays. The user selects whether they are
registering an Independent Public Accounting Office (e.g. CPAs and PAs) or a State Auditor
Office (governmental audit organizations).

GQuality Assurance

Ull Registration @
U.5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Main Menu | Select Audit Office Classification

Please select whether you are registering for an independent
public accounting office or for a state auditor office:

Independent Public Accounting Office
State Auditor Cffice

Top of Page | Main Menu | Select Audit Office Classification

QASS homepage | Technical Assistance Center | User Guide | Help

Step 2:
IPA user: Single click the Independent Public Accounting Office link
State Auditor user: Single click the State Auditor Office link

The Create IPA Office Profile displays. The EIN and Zip Code combination is used to identify
an office.

Create IPA Office Profile Page®

® For the purpose of illustration, this guide has included the IPA input screens. The State Auditor input screens are
exactly the same only with a different title.
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Quality Assurance

Ull Registration

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

=

Main Menu | Create IPA Office Profile

Please enter your office EIN and Zip Code below
and then click the Go push button:

FEIM: I
*Zip Code: I

_Go |

Line iterns denoted by an asterisk (%)
are required fields.

Top of Page | Main Menu | Create IPA Office Profile

QASS homepage | Technical Assistance Center | User Guide | Help

Object Description

EIN The Employer Identification Number (EIN) is a required
field and must be a nine-digit numeric value.

Zip Code The zip code of the audit office location. Zip Code is a
required field and must be a five-digit numeric value.

Step 3: Input values for EIN and Zip Code

In order to proceed, the user must enter values in

the data entry fields. Use the tab key on the

keyboard to move to the next field. Check to ensure the information in each field is correct before

continuing.

FINAL 4-2
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Step 4: Single click the Go push button

There are two different scenarios which will result depending if there was a match found in the
database for the entered EIN and Zip Code values. Each scenario is described below as well as
the corresponding step-by-step instructions.

Scenario Page
Scenario 1: No matching EIN and Zip Code Page 4-3
Blank Registration Screen displays for the user to complete the office

profile information fields.

Scenario 2: Matching EIN and Zip Code Page 4-5
Registration Screen displays for the user to view or update the office
profile information fields.

Scenario 1: No matching EIN and Zip Code

Blank Office Registration Screen displays with the office profile information

The Blank Office Registration page displays. The registration page collects contact information of
the auditor office.

FINAL 4-3 03/22/01
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IPA Office Registration Page

Quality Assurance
Ull Registration @
U.5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Itain bienu | IPA Office Registration

|F‘Iease enter your registration data below. Click the Go push button when cormpleted.
*EIN: ‘

*Audit Office MName: ‘ |

*Aodit Office Address 1 ‘ |

‘ Audit Office Address 2: ‘|

~Audit Office City ‘ I
“Audit Office State: “AA_;I

“Audit Office Zip Code: ‘ l—

‘ Audit Office Zip Code Extension ‘ l_

*Auodit Office Phone Namber: ‘ (l_) l_. I—

*Auoditor Contact First Name: ‘ |

‘ Auditor Contact Middle Name ‘ I

“Auditor Contact Last Mame: ‘ I

"Auditor Contact Title ‘ |

| [ L —
‘ Auditor Contact Phone Extension ‘

*Auditor Contact Phone:

(I I
[

Auditor Contact Fax

*Auditor Contact Email

ﬂ Reset

‘ By submitting this information, the submitter cerifies an behalf of the user that the

information in the registration form is correct and valid, and that the submitter is properly
authorized to make this registration and certification on behalf of the user.

Line iters denoted by an asterisk (%) are required fields.

Top of Page | Main Menu | IPA Office Registration

QASS homepage | Technical Assistance Center | User Guide | Help

Step 5: Complete office registration information

Ensure that all required data entry fields are completed. Required fields have an asterisk by the field

name.
Object Required? Description
EIN Y The Employer Identification Number identifies each IPA and

State Auditor Office. EIN is a required field and must be a
nine-digit numeric value.

FINAL 4-4
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Object Required? Description

Audit Office Name Y The name of the IPA/State Auditor Office.

Audit Office Phone Y The main phone number of the IPA/State Auditor Office.

Audit Office Address 1 Y The main address of the IPA/State Auditor Office.

Audit Office Address 2 N The second line of the IPA/State Auditor Office address (e.g
Suite #100).

Audit Office City Y The city of the IPA/State Auditor Office.

Audit Office State Y The state of the IPA/State Auditor Office.

Audit Office Zip Code Y The zip code of the IPA/State Auditor Office.

Audit Office Zip Code Extension N The zip code extension of the IPA/State Auditor Office.

Auditor Contact First Name Y The first name of the point of contact for the IPA/State Auditor
Office.

Auditor Contact Middle Name N The middle name of the point of contact for the IPA/State
Auditor Office.

Auditor Contact Last Name Y The last name of the point of contact for the IPA/State Auditor
Office.

Auditor Contact Title Y The title/position of the point of contact for the IPA/State
Auditor Office.

Auditor Contact Phone Y The phone of the point of contact for the IPA/State Auditor
Office.

Auditor Contact Phone Extension N The phone extension of the point of contact for the IPA/State
Auditor Office.

Auditor Contact Fax N The contact fax number of the point of contact for the
IPA/State Auditor Office.

Auditor Contact Email Y The email address of the point of contact for the IPA/State
Auditor Office.

Go push button Transfer the information to the verification page and ensures
that all required fields are completed.

Reset push button Resets all the fields to be blank.

FINAL 4-5 03/22/01
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Scenario 2: Matching EIN and Zip Code

Office Registration Screen displays

The Office Registration page displays with the data stored in the system.

IPA Office Registration Page

Quality Assurance

Ull Registration

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

=

Main Menu | IPA Office Registration

‘P\ease update your registration data below. Click the Go push button when completed.

[l | 20470

*ElN: “W
“Audit Office Name: ‘lAudit Oiffice A
*Audit Office Address 1: “123 hain Street

‘ Audit Office Address 2 ‘|

=Audit Office City: "Fallstun

*Audit Office State: ‘ WL vI

*Audit Office Zip Code: ‘ I233113

‘ Audit Office Zip Code Extension: “

“Audit Office Phone Number: ‘(|m KIS REE
*Auditor Contact First Name: ‘ IMary

‘ Auditor Contact Middle Name: ‘lJ

*Auditor Contact Last Mame: ‘lDoe

*Auditor Contact Title: ‘ IF’ar‘tner

“Auditor Contact Phone: ‘(|333 Yz s
‘ Auditor Contact Phone Extension: “—

‘ Auditor Contact Fasx: ‘(I i I - I
“Auditor Contact Email: ‘lmjoe@audlt.com

ﬂl Reset

information in the registration form is correct and valid, and that the submitter is properly
authorized to make this registration and certification on behalf of the user,

By submitting this infarmation, the submitter certifies on behalf of the user that the
‘ Line iterns denoted by an asterisk (%) are required fields

Top of Page | Main Menu | IPA Office Registration

QA5S homepage | Technical Assistance Center | User Guide | Help

FINAL
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Step 6: Single click the Go push button

The Office Registration Verification page displays requesting the user to review and verify the
information listed is correct prior to submission.

IPA Office Registration Verification Page

Quality Aggurance

Ull Registration

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

=

Main Menu | IPA Office Registration Verification

Flease verify the information below. If any infarmation is incorrect, please click the Back push buttan
below to return to the registration screen. If the infarmation is correct, click the Submit push buttan

to register your office.

‘EIN:

| 123456789

‘ Audit Office Mame:

|Audit Office A,

‘Audit Office Address 1:

|123 hain Street

‘Audit Office Address 2:

‘Audit Office City: |Fa||st0n
‘Audit Office State: |WA
‘Audit Office Zip Code: |23343

‘Audit Office Zip Code Extension:

|Audit Office Phone Number:

[ 11 - 1111

‘Auditor Contact First Mame: |Mary
‘Auditor Contact Middle MNarne: |.J
|Audit0r Contact Last MName: |Doe
|Audit0r Cantact Title: |F'ar1ner

‘Auditor Contact Phone:

| (333) 222 - 2342

| Auditor Contact Phone Extension:

|Audit0r Contact Fax:

‘Auditor Contact Email:

|mjoe@audit.com

‘ Subrnit | Elackl

Top of Page | Main Menu | IPA Office Registration Verification

QASS homepage | Technical Assistance Center | User Guide | Help

FINAL
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Step 7: Verify Information

Verify that the information is correct. If there is any information that needs to be updated, single
click the Back push button to modify any profile information or else single click the Submit push
button to complete the registration process.

Step 8: Single click the Submit push button

The Office Registration Confirmation page displays with the Ull number assigned to the user.

IPA Office Registration Confirmation Page

Quality Assurance

Ull Registration @
U.5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Main Menu | IPA Office Registration Confirmation

| Your UIl is 20470. The registration process is complete and your office has successfully registered.

Ul 20470

| EIN: | 123456789

|Audit Office Mame: |Audit Office A

Audit Office Address: 123 Main Street
Fallston, WA
23343

|Audit Office State: |WA

|Audit Office Zip Code: |233f13

|Audit Office Zip Code Extension: |

|Audit Office Phone Number: |(111) 1-1111
|Audit0r Contact Narne: |Mary J Doe

| Auditor Contact Title: | Partner
|Audit0r Contact Phone: | (333) 222 - 2342

|Audit0r Contact Phone Extension: |

|Audit0r Contact Fax: |

|Audit0r Contact Email: |mjoe@audit.com

Top of Page | Main Menu | IPA Office Registration Confirmation

QASS homepage | Technical Assistance Center | User Guide | Help
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Chapter 5: Update a Profile

This chapter describes to the process of updating an Office Profile in the Ull Registration
System. In order to gain access to an office’s registration profile, the user must enter their
office’s Ull number. If you have forgotten your Ull, please refer to Chapter 6 for instructions on
how to retrieve your Ull number.

After logging in and selecting the Unique IPA Identifier (Ull) Registration System link from the
Secure System main page, the Ull Registration System Main Menu page displays (see Chapter
3).

The Main Menu page provides the user with the option to either Create a New Profile, Update
Existing Profile, or Recall Unique IPA Identifier (Ull).

Step 1: Single click the Update Profile link from Main Menu

The Update Office Profile page displays. The user must enter their Ull number in order to
update any contact information.

Update Office Profile Page

Quality Assurance

Ull Registration @
U.S. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Main Menu | Update Office Profile

Pleaze enter your office five digit LI below
and then click the Go push button:

I |

_Gs |

Line iterns denaoted by an asterisk (™)
are reqguired fields.

Top of Page | Main Menu | Update Office Profile

Q4SS5 homepage | Technical Assistance Center | User Guide | Help
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Step 2: Enter Ull Number

The office’s existing Ull number must be entered in order to update an auditor office’s profile

information.

Step 3: Single click the Go push button

The IPA Office Registration page displays. The registration page collects contact information

about the auditor office.

IPA Office Registration Page

Quality Assurance

Ull Registration

Real Estate Assessment Center (REAC)

U.S. Department of Housing and Urban Development §

Main Menu | IPA Office Registration

‘F’\ease update your registration data below. Click the Go push button when completed

[t | 20470

“EIN [izasseras
“Auadit Office Name |Audil Office A
“Aodit Office Address 1 ‘ |123 Main Street
Audit Office Address 2: |

“Audit Office City: [Falistan

Audit Office State: ‘m

“Audit Office Zip Code: W

Audit Office Zip Code Extension: l—

“Aodit Office Phone Nurnber: ‘( 11 |111 -

“Auditor Contact First Name: ‘ |Mary’
Auditor Contact Middle Mame: ‘ |J
“Auaditor Contact Last Mame: |Dae
“Auditor Contact Title |F'artner

“Auditor Contact Phone:

333 ) |222 - 2342

Auditor Contact Fax

I
Auditor Contact Phone Extension ‘
i)

“Auditor Contact Email ‘ Imjue@audll com

ﬂ Reset

By subrmitting this infarmation, the submitter cerifies on behalf of the user that the
infarmation in the registration form is correct and valid, and that the submitter is properly
authorized to make this registration and certification on behalf of the user.

Line items denoted by an asterisk () are required fields

Top of Page | Main Menu | IPA Office Registration

QASS homepage | Technical Assistance Center | User Guids | Hala

Update the office profile from this screen.

FINAL 5-2

03/22/01




Unique IPA Identifier (Ull) Registration System
User Guide

UPDATE A PROFILE

| Step 4: Update Profile Information

Review the office profile information and make any necessary changes.

| Step 5: Click the Go push button

The Office Registration Verification page displays. The verification page provides a read-only

display of the auditor office contact information.

IPA Office Registration Verification Page

Quality Assurance

Ull Registration

Real Estate Assessment Center (REAC)

U.S. Department of Housing and Urban Development §

ain Menu | IPA Office Registration Verification

Flease verify the information below. If any infarmation is incorrect, please click the Back push button
below to return to the registration screen. If the information is correct, click the Submit push button

to register your office

En 123456769
‘Audit Office Name: ‘Audit Office A
‘Audit Office Address 1: ‘ 123 Main Street

‘Audit Office Address 2 ‘

‘Audit Office City: ‘ Fallsten
‘Audit Office State: ‘WA
‘Audit Office Zip Code: ‘23343

‘Audit Office Zip Code Extension ‘

Audit Office Phone Number. (113111 - 1111
‘Auditor Caontact First Mame: ‘ ary

‘Auditor Contact Middle Mame ‘.J

‘Auditor Contact Last Mame: ‘ Doe

‘Audltor Contact Title: ‘Panner
‘Auditur Contact Phone: ‘ (333) 222 - 2342

‘Auditor Contact Phone Extensgion: ‘

‘Audltor Contact Fax: ‘

‘Auditor Contact Email: ‘mjoe@audit.com

‘ Subrmit Back

Top of Page | Main Menu | IPA Office Registration Yerification

Q2SS homepage | Technical Assistance Center | User Guide | Helg

Step 6: Verify Information
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Verify that the information is correct. If there is any information that needs to be updated, single
click the Back push button to modify any profile information or else single click the Submit push
button to complete the update process.

Step 7: Single Click the Submit push button

The Office Registration Confirmation page displays. The confirmation page provides a read-
only display of the updated auditor office contact information.

IPA Office Registration Confirmation Page

Quality Assurance

Ull Registration @
U.5. Department of Housing and Urban Development ‘\\/

Real Estate Assessment Center (REAC)

Main Menu | IPA Office Registration Confirmation

|‘r'c|ur Ull is 20470. The registration process is complete and your office has successfully registered.

Ui | 20470

| EIN; | 123456789

|Audit Office Hame: |Audit Office A

Audit Office Address: 123 Main Street
Fallston, WWA
23343

|Audit Office State: |WA

|Audit Office Zip Code: |23343

|Audit Office 7ip Code Extension: |

|Audit Office Phone Murmber: |(111) 111 -1111
|Audit0r Contact Marne: | Mary J Doe
|Auditor Contact Title: | Partner
|Auditor Contact Phone: | (333 222 - 2342

|Audimr Contact Phone Extension: |

|Audit0r Contact Fax: |

|Auditor Contact Email |mjue@audit.com

Top of Page | Main Menu | IPA Office Registration Confirmation

QASS hornepage | Technical Assistance Center | User Guide | Help
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Chapter 6: Recall a Ull

This chapter describes the process of recalling a Ull in case the user forgets the Ull number. In
order to recall a Ull, the user must have the office’s EIN and Zip Code.

After logging in and selecting the Unique IPA Identifier (Ull) Registration System link from the
Secure System main page, the Ull Registration System Main Menu page displays (see Chapter
3).

The Main Menu page provides the user with the option to either Create a New Profile, Update
Existing Profile, or Recall Unique IPA Identifier (Ull).

Main Menu Page

Quality Assurance

Ull Registration @
U.S. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Wain Menu

Please select what action you would like to perform from the selections below,

Create Mew Profile Update Existing Profile Eecall Unigue IPA [dentifier (LI

Top of Page | Main Menu

QASS homepage | Technical Assistance Center | User Guide | Help

Step 1: Single click the Recall Unique IPA Identifier (Ull) link from Main Menu

The Select Audit Office Classification page displays. The user can select whether he/she is
representing an Independent Public Accounting Office or a State Auditor Office.
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Select Audit Office Classification Page

Quality Assurance

Ull Registration @
U.5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Main Menu | Select Audit Office Classification

Please select whether you are registering for an independent
public accounting office or far a state auditor office:

Independent Public Accounting Office
State Auditor Office

Top of Page | Main Menu | Select Audit Office Classification

QASS homepange | Technical Assistance Center | User Guide | Help

Step 2:
IPA User: Single click the Independent Public Accounting Office link
State Auditor User: Single click the State Auditor Office link

The Recall IPA Office Profile or Recall State Auditor Office Profile page displays. The EIN
and Zip Code combination is used to identify an IPA office.

Step 3: Input values for EIN and Zip Code

In order to proceed, the user must enter values in the data entry fields. Use the tab key on the
keyboard to move to the next field. Check to ensure the information in each field is correct before
continuing.

Step 4: Single click the Go push button

There are two different scenarios which will result depending if there was a match found in the
database for the entered EIN and Zip Code values. Each scenario is described below as well as
the corresponding step-by-step instructions.

Scenario Page

Scenario 1: Page 6-3
Confirmation Screen displays with the office profile information

Scenario 2: Page 6-4
Recall Office Profile displays with error message
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Scenario 1:
IPA Office Registration Confirmation Screen displays with the office profile information

The IPA Office Registration Confirmation page displays. This page is displayed only when
there is an existing record with the same matching EIN and Zip Code in the database.

IPA Office Registration Confirmation Page

Quality Assurance
Ull Registration @
U.5. Department of Housing and Urban Development ‘\\/

Real Estate Assessment Center (REAC)

Main Menu | IPA Office Registration Confirmation

|‘r'c|ur Ull is 20470. The registration process is complete and your office has successfully registered.

Ui | 20470

| EIN; | 123456789

|Audit Office Hame: |Audit Office A

Audit Office Address: 123 Main Street
Fallston, WWA
23343

|Audit Office State: |WA

|Audit Office Zip Code: |23343

|Audit Office 7ip Code Extension: |

|Audit Office Phone Murmber: |(111) 111 -1111
|Audit0r Contact Marne: | Mary J Doe
|Auditor Contact Title: | Partner
|Auditor Contact Phone: | (333 222 - 2342

|Audimr Contact Phone Extension: |

|Audit0r Contact Fax: |

|Auditor Contact Email |mjue@audit.com

Top of Page | Main Menu | IPA Office Registration Confirmation

QASS hornepage | Technical Assistance Center | User Guide | Help

Step 5: View Ull number and Contact Information

Note the Ull number and verify that the information is correct. To change any information, please
single click the Main Menu link to return to the Main Menu then select the Update Profile link.

Scenario 2:
Recall Office Profile displays with error message
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The Recall Office Profile page displays with an error message displayed in red to the user
indicating that there was not a match found.

Recall IPA Office Profile Page

Quality Assurance

Ull Registration
R@

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Main Menu | Recall IPA Office Profile

Errar. There was no matching record found.

Please enter your office EIN and Zip Code below
and then click the Go push button:

*EIN: |333333333
*Zip Code: |33333

_Go |

Line items denoted by an asterisk (%)
are required fields.

Top of Page | Main benu | Recall IPA Office Profile

GASS homepage | Technical Assistance Center | User Guide | Help

At this point, the user has the following options:
1. Make sure the correct EIN and Zip Code was entered.
OR
2. Single click the Main Menu link and select the option to Create New Profile. Please refer to
Chapter 5 — Register For A Ull for step by step instructions.
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Appendix A: Secure Systems Registration Guide

The following outlines the steps necessary for a CPA to properly obtain and configure a Secure
Systems ID in order to access the Unique IPA Identifier (Ull) Registration system.

If you already have a Secure Systems ID, go directly to Step 3 of the registration process.

Step 1: Obtain a Secure Systems ID

If you do not have a Secure Systems ID:

Contact an entity for whom you are engaged to perform an audit and/or agreed upon
procedures engagement. Indicate to their Secure Systems Coordinator that you need
to register for an ID under the entity. Obtain the entity name and TIN/SSN (employer
identification number) if they are a Multifamily Owner/Agent or entity name and
organization ID if they are a Public Housing Authority (i.e. NY123 for a New York
PHA).

Go to URL: www.hud.gov/offices/reac

Click the online systems link.

On the online systems page under the heading “Need a User ID?”, click the
Mutifamily Housing Entity link if you are engaged to perform an audit and/or agreed
upon procedures engagement for a Multifamily Owner/Agent or click the Public
Housing Authority link if you are engaged perform an audit and/or agreed upon
procedures engagement for a Public Housing Authority.

On the Secure System Registration screen complete the registration form. Ensure
you select that you are registering as a User, not a coordinator.

Note: If you are registering under a Multifamily Owner/Agent the
Organization/Individual Information refers to the HUD-registered organization you
will be doing business with. Therefore the Organization/Individual Name and
TIN/SSN (employer identification number) you enter in this section must be that of the
Multifamily Project Owner/Agent.

Click Send Application.

Step 2: Retrieve Your Secure Systems ID

Wait 24 hours after you have registered and then ask your Public Housing Authority
or Multi Family Project Coordinator to retrieve your user ID (instructions are available
on the online systems page).

Step 3: Assign QASS Coordinator Action to the PHA /| MF entity Coordinator’s

ID (This step must be performed by the PHA / MF entity Coordinator.)

Go to URL: www.hud.gov/offices/reac

Click the online systems link.

Click the Log In button.

Enter the PHA / MF entity Coordinator ID and Password.

From the Secure Systems Main Menu click the User ID Maintenance link.
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On the System Administration screen enter in the Coordinator ID and select the
Maintain User Profile option. Click Submit.

On the Maintain User Profile screen scroll down to the QASS system. Click the check
boxes to the left of QASS and to the left of Action(s).

Highlight Coordinator from the left hand (Add to) text area.

Scroll to the bottom of the page and click Update.

A confirmation screen will be displayed.

Step 4: Categorize User as a QASS User (This step must be performed by the PHA /
MF entity Coordinator.)

Assign Submit QASS Profile Action to the User’s ID:

Go to URL: www.hud.gov/offices/reac

Click the online systems link.

Click the Log In button.

Enter the PHA / MF entity Coordinator ID and Password.

From the Secure Systems Main Menu click the User ID Maintenance link.

On the System Administration screen enter in the user’s ID and select the Maintain
User Profile option. Click Submit.

On the Maintain User Profile screen scroll down to the QASS system. Click the check
boxes to the left of QASS and to the left of Action(s).

Single click the Submit QASS Profile from the left hand (Add to) text area.

Scroll to the bottom of the page and click Update.

A confirmation screen will be displayed.

If the CPA has registered under a Multifamily Entity:

From the Secure Systems Main Menu click the User ID Maintenance link.

On the System Administration screen enter in the user’s ID and select the Maintain
User Information option. Click Submit.

On the Maintain User screen. Click the check box to the left of Assign Role(s).
Single click FASSUB — CPA Certification from the Assign Role(s) scroll down box.
Click the Update button.

A confirmation screen will be displayed.

If the CPA has registered under a Public Housing Authority:

From the Secure Systems Main Menu click the User ID Maintenance link.

On the System Administration screen enter in the user’s ID and select the Maintain
User Information option. Click Submit.

On the Maintain User screen. Click the check box to the left of Assign Role(s).
Single click FASPHA — CPA Validation from the Assign Role(s) scroll down box.
Click the Update button.

A confirmation screen will be displayed.

After completing the Secure Systems User ID Registration process, please return to Chapter 3
through 6 for instructions on how to register for a UlI.
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