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How to Count Units

The primary purpose of the Capital Fund Recovery Act Performance report is to capture data on units.
Where the spreadsheet asks for unit counts related to modernization, one should count all units that
are impacted by the modernization activity. For instance, if a PHA is replacing the roof on a building
that has 5 units, it is to count all 5 units in the unit totals reported on the spreadsheet. If a PHA is
modernizing common area space in a building (e.g. the lobby of a building or the hallway on a floor of
a building), it should count all of the units in the building that are supported by the common area.
Similarly if a PHA is modernizing a separate building that supports units (e.g. a building that provides
water treatment or supplies heat for units in other buildings), it is to count all of the units supported
by the facility. A PHA should not count units as modernized if the PHA is spending its Capital Fund
Recovery Act funds on a community center structure that is available for use by residents of the units.
This instruction is repeated on page 14 of these instructions.




Opening and Saving the Spreadsheet Application

The Capital Fund Recovery Act Performance Report will be e-mailed to you as an Excel spreadsheet
application from a mailbox titled CapFundRecovery@hud.gov. The spreadsheet will be named after
your grant number. In the following examples, the Anytown Housing Authority received grant number
AT36500150109. Therefore, its spreadsheet is named AT36500150109.xls.

Upon receipt of this e-mail, you should save the attached spreadsheet file to your local computer or
network (see Figure 1).

H(0a H9 va+e s latest ARRAReportingData spreadsheet - Message (HTML) - B3 x
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Respond Actions Junk E-mail & Options & Find

in order to save it.
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From: Brown-Bissett, Lisa L

Ta: Singer, Fay C
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Subject: latest ARRAReportingData spreadsheet

= Fri 11/6/2009 3:44 PM

4
B o
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Fay,
Here is the file again with the date on the file name when you save.
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Lisa

Lisa Brown-Bissett

PIH
Office of Capital Improvements
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Figure 1: Position your mouse over the attached Excel spreadsheet and right-click and select “Save as” to save your
spreadsheet application.

Locate the file that you just saved and then open the spreadsheet by double-clicking on it. You may
receive a warning message or alternatively be unable to open the spreadsheet because of the security
setting in Excel. If this happens, change your security setting to “Medium” and grant permission for the
spreadsheet to run macros and Visual Basic code as described below.
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Figure 2: If you see this warning, click "Enable this content" and then click "OK".

The message box show in Figure 3 will display if the spreadsheet’s macros are unable to run because
your security settings are too high. Click the OK button to clear the box.

|
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Microsoft Excel

? Macros are disabled because the security level is set to High and a digitally signed Trusted Certificate is not attached to the macros. To run the macros, change the security level to a lower setting {n
recommended), or request the macros be signed by the author using a certificate issued by a Certificate Authority.

[ Hide Help << ] [ Open in Help Window J

You may encounter this error for the following reasons: This message box

1. Macro security is set to: indicates that your Securlty
*  Very High and the application encounters a signed macro, but the macro was automatically disabled. Use the following procedure to enable th . .
1. Select the Tools menu option and then select Macro and Security. In the resulting Security dialog, set the security level to High by ¢ settlngs In EXCB' are too
2. Close the fle and any other instances of the application currently running on the computer {dose all applications that also use the applicat > . .
3. Open the fle again and examine the certificate of trust details and set the Always trust from this publisher box if you trust & hlgh C||Ck OK to Cleal’ It.

4,  Click the Enable button to allow the macro to run.
+  High and the application encounters a signed macro, but you selected Disable when prompted by the macro warning dialog when opening the file. Usg
macro:
1. Close the file and any other instances of the application currently running on the computer (dose all applications that also use the apdfication you are currently runming,.
2. Open the file again and examine the certificate of trust details and set the Always trust macros from this publishepbe®Tt you trust the certificate issued by the publisher.
3. Click the Enable button to allow the macro to run.
+  High or Very High and the macro was not signed and was automatically disabled by the application. Use the fgle

0 procedure to enable the macro, if you have verified you can trust the

Figure 3: This warning indicates that your security level is set too high for the spreadsheet macros to function properly.

To change your security settings, click on the “Tools” menu option, and then select “Options” (Figure 4).
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Adjust the security level for files that might contain macro viruses and
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2

21

22 [ oK J [ Cancel J
23]
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Figure 4: Change your security settings in Excel by selecting Tools from the main menu, and then select Options from the
Tools menu. In the Options box, click on the Security tab to select it.

|
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In the Security box, click the radio button beside Medium to select it. Click OK to close the Security box,
and click OK again to close the Options box (Figure 5).
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Figure 5: Reset your macro Security Level to Medium, then click OK.

After resetting your security level, reopen your spreadsheet. Again, you will receive a Security Warning
about macros. To continue, select the Enable Macros option (Figure 6).

Security Warning

"C:\Documents and SettingsMicroCenter My

Documents\Rober \HUDY20 10YARR AR eportMaster (2).xls™ contains macros, You nfeed to Enable
Macros in order for your

spreadsheet application to
function properly.

Macros may contain viruses, It is usually safe to disable macrps
macros are legitimate, you might lose some functionali

ﬁ Disable Macros J [ Enable Macros ] [ More Info

Figure 6: Macros must be enabled in order for your spreadsheet application to work.
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The first screen on the spreadsheet application will resemble that depicted in Figure 2 below (the
Stimulus Data Collection Application screen).

I
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m Capital Fund Recovery Act Performance Report

| Anytown Housing Authority

Grant Number: AT36500150109 Grant Amount: $200,000,000.00

Grant Information as of: 10/10/2009

1
B3 Amount Obligated: LOCCS Disbursed:

3 -

a $155,490,422.20 %.00

5

5 Provide the amount of grant funds that you project will be obligated by December 31, 2009: | ¢

7 Provide the amount of grant funds that you project will be disbursed by December 31,2009: | $

8

9

10

11

M 4 b W] Sheet? - Sheet3 PRINT PAGE | [ NEXT I

Click the Next button to
proceed tp the next
screen.
Ready | 7 | | ][] =
o Trusted sites # 100% -

gov,persanal/c64607 - Microsoft Office SharePaint Designer

iy start e 5 ... | {7 People and Groups -. T The Capital Fund Re... | % ARRA  Micosoft Excel | 7 &M@ M

Figure 7: The first screen of the Capital Fund Recovery Act Performance Report application.

Before you begin working with your application, you should save a working copy of the spreadsheet
using the spreadsheet’s own save function. To do so, click the Next button shown in Figure 7.

The second screen of the application is shown below in Figure 8 (the List of Projects screen). To
continue saving a copy of the reporting spreadsheet to your Desktop, click on the Save button as shown

in Figure 8.

|
Capitol Fund Recovery Act Performance Report Instructions Page 6



List Of Projects 3]
The following data comes from the Public Housing Information Center (PIC) Inventory Management System as of: 10/16/2009

Select one or more PIC Developments by DOUBLE CLICKING on the row for the development(s) or by selecting a
development and dlicking the “View/Edit™ button and provide the data required on the page that displays.

e Standing Units  Removed Units Updated

Humber
AT001000020  Anytown Gardens +/10/1338 1000 [ o
ATQ0L000040  Anytown Meadews 10/31/1939 2000 [} No
AT001000050  Anytown Commons 3/15/1940 1500 0 No
AT001000140  Anytown Crrce 2/24{1944 1800 o No
AT001000160__Anyto 7/25/1977 1100 0 o
AT001000150 orie 500 fes

ViewEdit

oeigmen Click the Save button to
continue saving the
application.

Ifyou are expending Recovery Act funds from this grant to rehabilitate/modernize or develop units that are in a
trhatunam;tedmmeabnveﬁ;r{eg ynuamlmnggmntﬁmdb‘tadevebpanew ;ectrharsnntyet
included in the PIC system), click on the “A Deuelapmen “button. Once you click on the button, fill in the development
ion for any Jf neeuiraaddmamthananedevaﬂlpment,mdthe
"Add a Development” but Hﬂﬂﬂﬂﬂmandpmnie[helﬂmmuimfarmamfareadhdevebﬂﬂeﬂttabeadded Once you have
‘provided the information, L‘hestwﬂdﬁnlayan additional row for each added project that you can then select by doul
diicking to provide the required informa

Add A Development

Figure 8: The second screen of the Capital Fund Recovery Act Performance Report application.

A message box will appear with instructions for saving and submitting the form. The application will
automatically assign a name to your copy of the Excel spreadsheet. It is very important that you do not
change the name the application assigns to the spreadsheet. Click the “Continue to SAVE” button
(Figure 9).

Instructions for saving and submitting this form

You are now saving your Capital Fund Recovery Act Performance Report. When you dick the "Continue to SAVE™ button below,
a conventional Microsoft Excel file "save as” window will open. The name of the file will be already provided and will look
something like this: AT36500550109_1020200935618PM. You can save the file in any folder on your computer or network.

it is very i thatyou  not change the name of the file.
When you submit the file, HUD will potentially not be able to read it if you have changed the name. Note that if you are using Excel 2003 or
earlier it may take a few minutes for the file to finish saving. Once you have saved the file, you can reapen it fo input more information or
edit the information that you have already entered and then resave the revised file.

Please return this Excel ion to the email add below with the subject line of "Completed Capital Fund
Recovery Act Report”.

CapFundRecovery@hud.gov This screen warns not to rename the
file. Click the “Continue to SAVE”
button to proceed.

BACK

Continue To SAVE

This dialogue will appear after you
click the “Continue to SAVE” button.
Click OK to continue.

Microsoft Excel

If you are using Excel 2003 or earlier this may take a couple of minutes

Figure 10: Click OK to continue with the saving process.
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Next a “Save As” dialogue box will be displayed. It is strongly suggested that you save the Excel
spreadsheet to your Desktop where you can easily locate it. To do so, click the Desktop icon on the left
side of the “Save As” box, then click the Save button (Figure 11).

Save As |EHX‘
Savein: | (B Deskiop v @ @ X @i E-
“’?P‘\‘arePoin @MY pacumens
Click on the Desktop option on Eipy il
the left side of the Save As @E::pm S e
ED O
2 Conputer
gmy Network
DO NOT CHANGE THE S
AUTOMATICALLY ASSIGNED \
FILE NAME! ‘\
File name: \Armmm_lwmﬂm b ‘
_‘\wﬁ\as{'.mﬂ v \
Click the Save button to save the

spreadsheet to your Desktop.

Figure 11: Select the Desktop icon on the left side of the Save As box, then
click the Save button to save a copy of the application to your Desktop.

The Excel spreadsheet has now been saved to your desktop and will be available to you from there.
HINT: If you have several applications open, you can access your Desktop quickly by clicking the
Desktop icon on the bottom left side of your Windows Taskbar (See Figure 12). To open the application,
double-click its icon on your Desktop.
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My Documents iTunes

= @

My Computer Sharepoint....

The Excel spreadsheet is
S now readily accessible from
k  AT365001501 X  \ your DESktop.

09.xism

Recyde Bin

e

- 4

Internet
Explorer

Microsoft
Office Outlook.

You can switch to your Desktop
quickly by clicking the Desktop
icon in the Taskbar.

77 start 7. @ € | @ mbox-MaosoftOut... | T The Capital FundRec... | €2 unes

Figure 12: The Excel Recovery Act Performance Reporting spreadsheet is now readily available on your Desktop. You can
switch to your desktop quickly by clicking the Desktop icon on the left side of your Windows Taskbar.

Working with the Spreadsheet

To open the spreadsheet, double-click the icon on your desktop. If the warning box depicted in Figure
13 displays, click the Yes box to continue.

Microsoft Office Excel

Click “Yes” to continue.

!

Yes —— Fiep

Figure 13: Click the Yes button to continue opening the application.
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The opening screen will display grant information specific to your Housing Authority (Figure 14). Please
review this information carefully. The information is current as of the Grant Information date listed
underneath the Grant Number. You will not be able to change this information yourself. If anything is
incorrect, contact the Office of Capital Improvements at either the PIHOCI@hud.gov mailbox or by
calling (202)708-1640.

I
[\/DQ HHU:E e v licrosoft Exce m— V@

Insert Page layout  Formulas Data Review  View Developer @
= cut = - ) )| B E= | F AutoSum - "
E 4 A ] [T =[] | Siwrep et General - ij,‘ % v | == ?‘ i ? 24
o 123 Copy = — 9] Fill - |-
Paste B I U- o[- A~ = Merge & Center|=| || $ - % » |[<2 ;% Conditional Format Cell | Insert Delste Format Sort & Find &
2 Format Painter | | LS| | 2 | | = ‘ |[%a6 28] Formatting = as Table ~ Styles = B B B <2 Clear~  Fifter~ Select~ | |
Clipboard & Font i) Alignment & Number i) Styles Cells Editing
5
H ML b3 ‘ If you have opened the ARRA Reporting application spreadsheet for the first time and can see this message you probably need to adjust your spreadsheet

A B 5

Capital Fund Recovery Act Performance Report

Grant Number:

Make certain

Grant Information as of: ’7
= the grant

1 . a
5 Amount Obligated: LOCCS Disbursed: information for
: | your Housing
4 o
5 Authority is
6 Provide the amount of grant funds that you project will be obligated by December 31, 2009: s
7 Provide the amount of grant funds that you project will be disbursed by December 31, 2009: $ accurate
8
9
10
1
W 4 b M| Sheet? Sheet3 PRINT PAGE ‘ NEXT

Ready | 73

o Trusted sites # 100%  ~

http://hudmysite. hud.gov /personal/c54607 - Microsoft Office SharePoint Designer —

S @ E | @ nbox -MaosoftO... /= People and Groups -... | (& https/hudmysite.bu... | T The Capital Fund Re... ] Microsoft Excel (2] &)@~ e

Figure 14: This screen contains information specific to your Housing Authority's grant. Please review it carefully.

HUD is asking for you to fill in two pieces of information at the bottom of this screen where you are
asked to enter grant funds that you project/estimate will be obligated and disbursed by December 31,
2009 (Figure 15). Obligation is defined as the amount that a PHA is obligated to pay pursuant to a legally
binding contract or alternatively through the rules that pertain to Force Account work. HUD
understands that there is an element of uncertainty with respect to this information and is only
requesting your best guess as to the status of obligations and disbursements as of December 31, 2009.
After you have entered these amounts, click the Next button to proceed to the next screen.

R ——
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Stimulus Data Collection Application
Capital Fund Recovery Act Performance Report
Enter the amount of your grant funds
that you project/estimate will be
T ————e obligated by December 31, 2009.

Grant Number: AT36500150109 Grant Amount: $200,000,000.00
Grant Information as of: 10/10/2009

Amount Obligated: LOCCS Disbursed:

I Anytown Housing Authority

I $155,490,422.20 I .00

Enter the amount of your grant funds
that you project/estimate will be
disbursed by December 31, 2009.

Provide the amount of grant fukds that o
Provide -

These amounts reflect the data in HUD’s

LOCCS system as of the Grant information
date. You will not be able to change the
amounts here.

Figure 15: Enter the amount of grant funds you project will be obligated and distributed by December 31, 2009.

On the next series of screens you will report on the modernization and/or development of units using
Recovery Act funds for the public housing developments administered by your PHA. On the next screen,
you will be asked to select a development where grant funds will be spent (Figure 16).

List Of Projects
The following data comes from the Public Housing Information Center (PIC) Inventory Management System as of: 10/16/2009

Salact one or more PIC Developments by DOUBLE CLICKING on the row for the development(s) or by sdechng a
development and clicking the "View/Edit" button and provide the data required on the page that dis|

PIC Development  PIC Development DOFA Date i i Updated
Humber Hame

AT001000020

Select an existing

AT001000040 0/31/1939 2000 0 Ng ‘\ A
00000 Anytown Cof 3,!151940 0 development that will be
AT0D01000140 Anytown Circle 2/24(1944 1800 L] No .

ATODI000150  Anytown Way 7/25/1577 1100 o o modernized or deve|0ped

View/Edit
Selected
Development
Data

using Recovery Act grant
funds.

If you are expending Recovery Act funds from this grant to rehabilitate/modernize or develop units that are in a
development that is not fisted in the above fist (e.g. mmwmtﬁn&mdcﬂman&wmﬁdmtsmtwf
indluded in the PIC system), dick on the "Add a Development” button. Once you dick on the button, fill in the development
information for any unlisted in the blanks it Ewuneedbaaddmeﬂiaﬂonedevebpmml: dlick the
“Add a Development” button again and provide the ired ir for each to be added. Once you have
provided the information, the list will display an additional row for each ad(ﬁadpmp:t that you can then select by double
dlicking to provide the required information.

Add a new development that
has not as yet been recorded in
the PIC database.

Add A <« BACH
-~ | |

Figure 16: On the List of Projects screen, select a development where grant funds will be used. A new development can be
added from this screen.

If grant funds will be used for a development that was not listed in the PIC database when this
spreadsheet was created (e.g. a new development), you should click the “Add A Development” button
to record information for this new development (Figure 17). If the funds for the Recovery Act grant on
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which you are reporting will all be used on developments included on the List of Projects screen, you
should not add a development.

Add A Development Not in PIC

Please enter the New PIC Development data below and press the "Add The New
Development” button to save the data:

Mew Development Number: | AT001000180

NewDerssmenitane (7 [y Tovers If grant funds will be used for a

Estmated or Actuel DOFA Date: | 09/01/2008 new development that is not

Estmated Standing Uit Counts: | 5001 recorded in the PIC database,
e you should add it so you can

report on it.

BACK PRINT PAGE |

Figure 17: Only add an unlisted development that will be receiving funds from the grant on which you are reporting.

Note that Anytown Towers has been added to the list of available developments. You can select it by
double-clicking on it. You may also select an item from the list by highlighting it, then clicking on the
“View/Edit Selected Development Data” button. See Figure 18.

List Of Projects &3

The following data comes from the Public Housing Information Center (PIC) Inventory Management System as of: 10/16/2009

Select one or more PIC Developments by DOUBLE CLICKING on the row for the development(s) or by selecting a

development and clicking the "View/Edit” button and provide the data required on the page that displays.

PIC Development P]C Develnpment DOFA Date Standing Units Removed Units Updated
Number

AT001000020  Anytown Gardens 4{10/1333 1000 [1] o
AT001000040  Anytown Meadows 10/31/1933 2000 0 Ho The new AnytOWn
AT001000050  Anytown Commons 3(15/1840 1500 0 o
AT001000140 Anymwn Cirdle 2(24/1944 1800 0 No
AT001000160 7/25/1377 1100 0 Towers

AT001000180  Anvio yers 8/1/2009

View Edit
Selected
Development
Data

development is
now available on
the list of projects.

One can select it

by double-clicking

on it, or by clicking

If you are expending Recovery Act funds from this grant te rehabilitate/modernize or develop units that are in a h b
t that is not listed in the above list (e.g. you are using grant funds to develop a new project that is not yet t 5 Utton

indluded in the PIC system), dick on the "Add a Development” button. Once you dick on the button, fill in the development
information for any unlisted developments in the .blanksprovaded Ifyouneai’ta add more than one development, dick the
"Add a Development” button again and provide the for each ‘0 be added. Once you have
provided the information, the list will display am adanmalmw for each adahdpra)act tbatyaumﬂ then select by double
clicking to provide the required information.

Add A Development BACK | PRINT PAGE |

SAVE | CLOSE |

Figure 18: Select a development from the List of Projects screen by double-clicking on it or by selecting the "View/Edit
Selected Development Data" button.

On the Enter Project Data screen (Figure 19) you will be asked to provide specific information about the
modernization and/or development activity that your PHA is undertaking at the selected development.
This screen contains three distinct areas for data entry. The top part of the screen (referred to as
Section A in Figure 19) requests that you provide information pertaining to existing units that will be
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rehabilitated or modernized with grant funds. The second part of this screen (Section B in Figure 19)
asks you to provide data for new units to be developed with funds from this grant. Finally, the third part
of this screen (Section C in Figure 19) asks that you provide address information for a unit which is
approximately at the geographic center of the area being rehabilitated, modernized or developed.

Enter Project Data El
PIC Development Number:

Provide the following information with respect to any units to be rehabilitated / modernized with the Recovery Act
funding provided by this grant.
Hote: The categories below are not mutvally exclusive (e.g. units started per question 1 would also be counted for question 2 if they

were also completed). —
1) Number of Units where rehabilitation/modernization has been started as of report date:
2) Number of Units where ilitati ization has been as of report date:
3) Number of Units proje to ilitati ization By 12/31/2009:
4) Comprehensive total number of units proj to be i i the duration ’7
of the grant:
—
Provide the following information with respect to any units to be developed with the Recovery Act funding provided
by this grant. —
1) Number of Units where development has been started as of report date: ’7
2) Wumber of Units where development has been completed as of report date: S - B
3) Number of Units proj to d by 12/31/2009: ection
4) Comprehensive total number of units proj to be duration of the grant: ’7
—

Please provide the physical address of a unit that is at the approximate geographic center of the work activity that is
being accomplished with the Recavery Act funding provided by this grant.:

Address Line 1 Address Line 2 City: State: Zip Code: : ,,1,:;?& .
\ \ | | [

To retain the data entered on this page and/or to return to the
project list, press the "Back To Project List” button to the right. BACK TO PROJECT LIST PRINT PAGE

Figure 19: The Project Data screen asks you to provide specific information relative to the units where funding from this
grant will be used.

If grant funds will only by used to rehabilitate or modernize existing units, you will only need to fill out
Section A and Section C. In the event you will only be adding new units with funds from this grant, you
would complete only Section B and Section C. In the event you will be rehabilitating or modernizing
existing units and adding new units with grant funds, you will need to complete all three sections
(Sections A, B and C). Figure 20 shows how a completed screen might look for new units being
developed with grant funds.

R ——
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Enter Project Data @

PIC Development Number:

Provide the following information with respect to any units to be rehabilitated/ modernized with the Recovery Act
funding provided by this grant.

Hote: The categories below are not mutually exclusive (e.g. units started per question 1 would also be counted for question 2 if they

were also completed).
1) Number of Units where rehabilitation/modernization has been started as of report date:
2) Number of Units where rehabilitatic ization has been as of report date:
3) Number of Units projected to complete rehabilitation/modernization by 12/31/2009: ,7
4) Comprehensive total number of units projected to be i dernized throughout the duration ’7
of the grant:

Provide the following information with respect to any units to be developed with the Recovery Act funding provided
by this grant.

1) Number of Units where development has been started as of report date: =00
2) umber of Units where development has been completed as of report date: [e
3) Number of Units projected to complete development by 12/31/2009: 00
4) Comprehensive total number of units projected to be developed throughout the duration of the grant: 300

Please provide the physical address of a unit that is at the approximate geographic center of the work activity that is
being accomplished with the Recovery Act funding provided by this grant.:

+4onZipIf

Address Line 1 Address Line 2 City: State: ZipCode:  ,pojicable

111 Main Avenue #400 South Anytown XX | 55555 | |

To retain the data entered on this page and/or to return to the — 1l e nacs |
project list, press the "Back To Project List” button to the right. S TR IR = ]

Figure 20: This screen shows data for new units being developed with grant funds.

Note that where the screen asks for unit counts related to modernization, one should count all units

that are impacted by the modernization activity. For instance, if a PHA is replacing the roof on a

building that has 5 units, it is to count all 5 units in the unit totals reported on the screen. If a PHA is
modernizing common area space in a building (e.g. the lobby of a building or the hallway on a floor of
a building), it should count all of the units in the building that are supported by the common area.
Similarly if a PHA is modernizing a separate building that supports units (e.g. a building that provides
water treatment or supplies heat for units in other buildings), it is to count all of the units supported
by the facility. A PHA should not count units as modernized if the PHA is spending its Capital Fund
Recovery Act funds on a community center structure that is available for use by residents of the units.

After you have added the requested data for the selected development, you may elect to print the
information you have entered by selecting the “Print Page” button at the bottom right side of the
screen. When you are finished, press the “Back to Project List” button. You will be returned to the
Project List screen. (See Figure 21.)

Pressing the “Back to Project List” button also serves to retain the data you have entered. Note that the
value in the “Updated” column of the List of Projects screen will change from “No” to “Yes” for each
development where you provide information (Figure 21).

If a particular grant is funding modernization and/or development activity at more than one
development, provide the required information for the first development and then select the next
development until you have provided information for all of the developments where the PHA will be
modernizing and/or developing units using Recovery Act funds for the grant on which you are reporting.

|
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List Of Projects.
The following data comes from the Public Housing i enter (PIC) Management System as of: 10/16/2009

Select one or more PIC Developments by DOUBLE CLICKING on the row for the development(s) or by selecting a
development and clicking the "View/Edit" button and provide the data required on the page that displays.

The “Updated”

PIC Development  PIC Development DOFA Date Standing Units  Removed Units Updated

fumber Name column will change
ATOD1000020  Anytown Gardens 4/10/1338 1000 0 [ . o
ATOD1000040  Anytown Meadows 10/31/1939 2000 0 N
ATOD10000S0  Anytown Commens  3/15/1940 1500 0 to “Yes” after data
ATOD1000140  Anytown Circle 2/24/1344 1800 0
ATO01000160  Anytown War 7125/1977 o has been entered for

AT001000180 __ Anytown Towers 8/1/2009 View [Edit

Selected
Development
Data

a development.

If you are expending Recovery Act funds from this grant to rehabilitate/modernize or develop units that are in 2

development that is not listed in the above list (e.g. you are using grant funds to develop a new project that is not yet

induded in the PIC system), dick on the "Add a Development” button. Once you dick on the button, fill in the

information for any unlisted tsin tbeblanks it Ifyouneedta add more thananedeveubpment, dlick the
"Add a Development” button again and provide the req d ir for each ‘0 be added. Once you have

provided the information, the list will display an additional row for each adabdpm)e\ct thatmucan then select by double

dlicking to provide the required information.

Add A Development BACK ‘ PRINT PAGE ‘

SAVE CLOSE |

Figure 21: When you return to the List of Projects, you will note that the "Updated" column reflects the fact that your data
has been recorded.

Click the “Save”
button to save your
edits.

You can review or edit the data recorded for any development by highlighting it and double-clicking on it
or by clicking the “View/Edit Selected Development Data” button.

You may save your data and exit the application at any time by clicking the Save button on the List of
Projects Screen (see Figure 21 above). Continue with the Save procedures described in Figure 7 through
Figure 11 above. IMPORTANT: While pressing the “Back to Project List” button retains the data you
have entered into the spreadsheet’s memory, the spreadsheet itself is not saved until you follow the
Save procedures previously described. Any data retained in the spreadsheet’s memory will be lost if the
application crashes or if your computer loses power. However, following the Save procedures
permanently saves the spreadsheet to your computer’s hard drive.

Each time you save your application, a slightly different name will be assigned to it. The part of the
name that will change is that which appears after the underscore. It represents the date and time you
saved the spreadsheet. For example, a file named AT36500150109_119200944952PM.xls indicates that
it is for grant AT36500150109, and that it was saved on 11/9/2009 at 4:49:52 pm. You will always be
able to tell the most recent file by examining the file name.

The screen shown below in Figure 22 shows 4 copies of the sample Anytown spreadsheet application.
Only the first part of the file name is visible.
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» O

My Documents iTunes

= @

My Computer Sharepoint....

T @

My Network  AT3650015...

v This Desktop has 4 different
Recyde Bin  AT3650015... ) COpieS Of the AnytOWn
o = spreadsheet application.

Internet AT3650015...
Explorer

=
Microsoft  AT3650015...
Office Outlook.

Mai e
Applications

Windows
Media Player

'
QuickTime
Player

Tistart ([ @ € [[® mbox-Maosoftout.. a Q:J-r_‘: ® o3amM
Figure 22: Only the first part of the file name is visible on the desktop.

To see the last part of the file name, position your mouse cursor over the file name. You do not need to
click. A file information box will appear (Figure 23). The box displays the full file name, and also
indicates the date and time the file was saved. Move your mouse cursor over all the file names until you
locate the most recent one, and then double-click its icon to open it.
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» 6

My Documents iTunes

¥ 4
ix By positioning the mouse cursor over
My Computer Sharepoint.... . . q
the spreadsheet application icon, one
is able to view the full file name as
well as the date and time the file was
saved.

Type: Microsoft Office Excel 97-2003 Worksheet

M Date Modified: 11/10/2009 9:26 AM

3| Size: 73.9KB
hl

Microsoft  AT3650015...
Office Outlook

Figure 23: Position your mouse cursor over the file name to view the complete file name and the date and time it was saved.

You may reopen the spreadsheet and save your data as many times as necessary. You need to
complete the data entry process for each development where grant funds will be used.

Returning your Completed Spreadsheet Application to HUD
After completing your data entry, you will need to e-mail your completed Excel spreadsheet to HUD at
CapFundRecovery@HUD.gov.

Open your e-mail program and create a new e-mail message with CapFundRecovery@HUD.gov in the
“TO:” line. To attach your completed spreadsheet, click the “Insert” tab then click the “Attach File” icon
(Figure 24).

o)\ H206 29 )+ Completed Capital Fund Recovery Act Performance Report - Message (HTML)

< e — To attach your spreadsheet to the
0=t = M 4268 il | ek | Ereoec = e-mail, click the “Insert” tab.

A& Bookmark || 5] Quick Parts - 5} Date &1,

[Attach | Agach Business catendar Signature || Table || Picture Clip Shapes SmartArt Chart N
File Card~ 5 - Art S <l wordart - 'gd Object =
[ Tables Tiustrations Links Text Symbols

This message has not been sent.

=

Send

Message | Inserit

[_to.. ] [capFundrecovervarp.gav |

=) '

[(account - | [[Bec.. | |

Subject: | Completed Capital Fund Recovery Act Performance Repart CIICk the "/\ttach File" iCOn, WhICh iS
the first item on the Insert menu.

Figure 24: Create a new e-mail message addressed to CapFundRecovery@HUD.gov, and then click the Insert tab and the
Attach File icon.

From the Insert File box, select Desktop from the items on the left (Figure 25). Follow the procedures
described above to identify the most recent copy of your spreadsheet application (Figures 22 and 23).
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| Insert File

Lookin: | (2} Desktop ¥ @ 3| XGCiE-
Trusted LMy Documents

O rempiates | |53
Select Desktop on the left IR |- Wi
side of the Insert File box. are?

| unes
[yMy Recent | [ lluainframe Appicatons
¢ Microsoft Office Excel 2007
[} Desktop |3 Microsoft Office PowerPoint 2007
& Microsoft Office Word 2007

oy My
| O psaments Notes

My |64 QuickTime Player

L} Computer 36500150109_119200944952PM. xls
My Network 36500150109 _111020099 16 14AM XI5

- Js 36500150109 _1110200992553AM xls

: ) AT35500150109_1110200933406AM s
1 My Site i

ining

Use the procedures >
described above to
identify the most recent Fleneme: | 2
copy of your spreadsheet. Flesoftper [l Fies (. ~|

Date Modified: 11/10/2009 9:34 AM
Size: 74.0 KB

? Jar= n, 00T Te
Type: Microsoft Office Excel 97-2003 Worksheet

Figure 25: Select Desktop on the left side of the Insert File box. Use the procedures previously described to identify your
newest spreadsheet.

When you locate the newest file, select it by clicking on it and then click on the Insert button. Once you
have completed attaching the spreadsheet to the e-mail message, double check that you have attached
the correct version of the spreadsheet. The e-mail will display the name of your spreadsheet file below
the Subject line (Figure 26). Note: While the Subject line in the examples is “Completed Capital Fund
Act Recovery Report,” you may put whatever is meaningful to you as the Subject.

(a W H9 0 a9+ - Completed Capital Fund Act Recovery Report - Message (HTM... - = X
ey ————
| Message [ Insert Options  Format Text Developer (7}

i o -n - (A A=) ) @ ig' v ?‘ v 4
‘ Faste é H/m”ay.—ﬂ.“§|§ EHA;:::S ﬁ?ﬁi’ﬁ ” & Fﬂléﬂ:a 3 HSpelFi'ng‘
Ma

Clipboard ™

Basic Text Names  ||Indude || Options 5 | Proofing

This message has not been sent.

|canFundrecovery; |

Subject: |Comp|eted Capital Fund Act Recovery Report

The name of the attached
spreadsheet file will appear below the
Subiject line of your e-mail.

Attached:

Aﬁﬁiﬂﬂlﬁﬂlﬂﬁ 1110200993406 AM.xls (74 KB

Figure 26: The attachment appears below the Subject line.

Click the Send button to e-mail your completed spreadsheet application to Headquarters.

If you have sent the e-mail to the proper e-mail address, you will receive an e-mail acknowledgment of
receipt within 24 hours. If you do not get an acknowledgement from HUD, please double check the e-
mail address and resubmit your report.
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