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Tenant Folder User Guide

1 Introduction

1.1 Scope and Purpose

The purpose of this document is to provide instructions and examples for each tab of the
Tenant Folder. Each individual TAB is presented as a major Section and individual
activities and/or areas within that tab are presented as sub-sections.

1.2 Overview

The tenant folder is divided into a number of individual tabs. The explanation of each tab is
shown in the table below.

Tab

Main

Status

Members

Location

Worksheets

Documents

Ledgers

Description

The Main tab has general information on the tenant. This is also
where ten tenant’s status can be changed (active/vacated, etc.)

The Status tab shows the current status for the tenant. In addition
to the Main tab, the tenant status can be changed on this tab.

The Members tab shows all of the family members associated with
the tenant/household. The default is to include only active
members, but you can isolate to inactive members only or you can
show both active and inactive members. This is also where any new
family members would be added and where a change of head-of-
household would be done.

The Location tab shows the tenant’s current unit address. If the
tenant is conventional you also have an option to transfer the tenant
to a new housing unit. In addition, you can view Unit History from
this tab.

The Worksheets tab has references to all worksheets prepared for
the tenant. A majority of the work processed for a tenant is done
through this tab.

The Documents tab contains lists of any applicable documents for
the tenant. It would include any merge-template documents
uploaded for your agency, any applicable HUD forms as well as any
scanned documents that you have for the tenant.

The Ledgers tab is where any tenant accounting can be viewed and
managed. It contains separate tabs for the Tenant ledger, the
Regular Repayment Ledger, the Fraud Ledger and any Deposit
ledgers that you may have setup. In addition, you can manage the
tenant’s recurring charges through this tab. The Ledgers tab is
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History

Notes

Other

where all tenant-related TAR transactions are recorded and
managed.

The History tab has sections for the tenants Location history, their
Rent/HAP history, Work Order history, Inspection history and the
tenant’s Activity log.

The Notes tab is where any regular tenant notes can be recorded
and viewed. It is also where sticky notes are setup.

The Other tab is used to record any custom-data elements that have
been setup for your agency.
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2 The Main tab

The Main tab of the tenant folder contains some general information about the tenant such
as their current status, housing program, unit and contact information. Below is a screen
image of a tenant folder on the Main tab.

{ Tenant ID: 1249

HPS &3

e =R

Status Members Location

Worksheets

Documents

Ledgers

History Notes Other

Tenant Name
Current Status
Next Reexam
Next Inspection
Date of Birth
S.S.N.

Current Program

Current Unit

Email Address

Emergency Contact

Home Telephone
Mobile Telephone
Work Telephone

Spoken Language
Tenant Record Type

RAP Dev ID
Assoc. Agency (if applicable)

Ethnicity

Race

Returned Form

Former HOH Champ ID
Date Entered Waiting List

Zip Prior to Admit

Homeless at Admit?

Connor Sample

Active

6/1/2023
— me

1/12/1959

|Age:63 |

027-55-9102

FPH - Federal Public Housing

83 Main Street

Apt. A

Brandenburg, NY 55555

connersample59@gmail.com

EX |

Davis Sample (Brother), Mobile:

774.999.8888
4%

(unspecified)

® Regular Tenant
O Issuance of Voucher Only

® No - this is not a RAP Tenant
***All Sites***

DHCD (MA) Data Collection Settings
O Yes - Disclose Ethnicity

® No - Do not Disclose Ethnicity

O Yes - Disclose Race

® No - Do not Disclose Race

O Yes - Tenant returned DHCD form

RAP Tenant O Yes - this is a RAP Tenant (tenant ledger only)

® No - Tenant did not return DHCD form

® No - tenant has not appliced for SHERA

CHAMP376374

4/19/2022 Dv

02347 |
O Yes @No

View/Edit

SHERA Participant O Yes - tenant has applied for SHERA (emergency rental assistance)

Save ChangesH Cancel Edit ‘
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This particular tenant includes a tenant image if you have chosen to include tenant photos
in the tenant folder (setup through Tenant System options). Most of the information is
read-only for quick access, however, there are a few items that can be changed. Also, there
are some links that will take you either to other tabs or procedures. The table below
identifies all of the activities that can be managed through the Main tab.

Area/Description

Action(s)

Current Status

Next Reexam

Next Inspection

Current Program

Current Unit

Email Address

Emergency Contact

Home/Mobile/Work
Telephone

Clicking the Change link will allow you to change the current
status of the tenant. The status options are...

- Active
- Vacated
- Temporarily Vacated

The next reexam date for the tenant is shown here. This is
maintained and updated through the rent calculation
worksheets.

You can enter the date for the next inspection for this tenant
or you can use the dropdown arrow to open a calendar and
select the date. If the inspection system is in use and an
inspection has been scheduled, this date will be filled in
automatically. (Must click [Save Changes] to save)

Clicking on the Change/View link will allow you to view
and/or change the tenant’s current housing program and to
view their program history.

Clicking on the Change link will allow you to change the
tenant’s current unit.

You can enter or update the tenant’s email address here.
(Must click [Save Changes] to save)

You can click on View/Edit to enter or update the primary
emergency contact for this tenant.

NOTE: You can have multiple emergency contacts and you can
assign a priority to each one. The highest priority will appear
on the Main tab.

You can update any of the telephone numbers for the tenant.

(Must click [Save Changes] to save)
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Spoken Language

Tenant Record Type

RAP Tenant

RAP Dev ID

Assoc. Agency

DHCD (MA) Data
Collection Settings

SHERA Participant

Former HOH CHAMP
ID

If desired, you can select the tenant’s spoken language.
(Must click [Save Changes] to save)

Be default all tenants are entered as regular tenants. If you
change the option to Issuance of Voucher Only the tenant will
not be part of any housing program. These types of tenants are
entered simply for the ability to create an IOV action that can
be submitted to HUD through the PIC system.

(Must click [Save Changes] to save)

If this tenant is in a RAP program for the purposes of recording
rents and tracking payments, then choose Yes for this option.
Otherwise choose No.

Typically, a tenant with this designation is entered twice and
the second instance is used to create the Housing Assistance
Payment.

When Yes is selected for this option, you will also need to
identify the RAP Development to which this tenant belongs.

If you have identified this tenant as a RAP tenant, then select
the Development ID in which this tenant resides.

If this tenant is associated with a housing agency other than
your own, you can click the Lookup button to select that
agency.

The settings under this section are specific to Massachusetts
public and leased housing tenants managed under the
Department of Housing and Community Development (DHCD).
The relate to the annual Data Collection process.

(Must click [Save Changes] to save)

Indicate if the tenant is participating in the SHERA (Subsidized
Housing Emergency Relief Act) program. If this is set to yes,
any export of SHERA data will include this tenant. Otherwise,
the tenant will be excluded.

If known, enter the CHAMP Waiting List ID for the head of
household (MA PHA’s only)

10
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Date Entered Waiting | If known, enter the date the tenant entered the waiting list.
List

Zip Prior to Admit Enter the Zip code of the tenant prior to admission.

Homeless at Admit Indicate if the tenant was homeless at admission

If indicated above, you must click the [Save Changes] button to save any information
changed.

2.1 Tenant Warning Messages

When you open any tenant folder, the system does a thorough scan do detect any possible
issues with the tenant. If any issues are found, you will immediately see a message similar to
the following when you open the tenant folder.

Close Issues Window

Action Error Code Issue

@ 002 Mo housing unit has been found for this tenant as of 07/04/2021

Any errors or found during the scan will be shown along with an error code and a
description of the error. Additionally, if you click the @ icon, a help window will appear
with additional information on that error as shown below.

System Error Code 002

When you see error code 002, it means that no housing unit
has been selected for this tenant. You must specify the unit
that the tenant will be occupying. If the program type is leased
housing (not project-based), then the unit location will be
entered as part of the worksheet.

For any public housing or project-based tenants, you can click
on the Lecation tab and then click either Transfer to a new
unit or View unit history. Either option will allow you to
enter the tenant's housing unit,

After closing the Issues window, you will see an indicator in the top/left portion of the

tenant folder (:’i: ) that when clicked will show the issues window again.

11
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3 The Status Tab

The Status tab is where the tenant’s current status is managed. The current status is shown
in large bold letters and then the new status (if any) can be selected below that along with
the effective date of the change. You can also update the initial move-in date if desired.
Making a change to this date will result in the [Update] button becoming enabled so that
you can click the button to effect the change. If you are making a Status change, you must
click the [Continue] button to move to the next step of the status change.

The Status tab is shown in the screen capture below.

Tenant ID; 1226

©

Location Waorkshaels Documants Ladgars Histary Hatas Char

Tenant Name Ms. Susan Ramos
Current Status | Active

New Status {selecl} () Active () Vacated O Temporarily Vacated

Status Change Date | 5/5/2021 E
Continue
Initial Move-In | 4/1/2019 EI

Savel:‘.hanges_ Cancel Edit |

3.1 Changing a Tenant’s Status

If you need to change a tenant’s status from Active to Vacated (or Vacated back to Active),
make sure that the appropriate New Status entry is selected and that you have entered the
effective date of the status change and then click the [Continue] button. The next step in
this process will be shown as follows.

12
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{ Tenant I0:; 1226 |

ad
Main m Memibars Location Workshaets Documants Ladgears Histary Matas Ohar

Tenant Name Ms. Susan Ramos

Vacated Date | 5/5/2021

Developiment [ 99.2
Building [ GG4
Unit| 108C
'vaca1e the above unit as of 5/5/2021
Manthly rent as of 552021 :5(] 00 .
Tenant Ledger Balance ' 30.00
Repayment Ledger Balance | 1100.00
Fraud Ledger Batance | 50,00
Deposit Ledger Balance(s >: $0.00

Frorated Rent Charge [ [

Post Prorated Rent () g - Past prorated rent charge

(®) Mo - Do not post a prorated charge
Vacancy Action ( Initiate a vacaney action for this unit

(®) Do not initiate & vacancy action for this unit

Create EOP Action () Yas - Creats an EOP action
(®) No - Da nat creats an EOP action

Create \Vacancy Wark Order (8) yas - create a vacancy wark order for this unit,
(O Mo - do not create a vacancy work order.
Note: A vacancy template must be setup before vacant unit work orders can be created,

Pravious acate

In this case, the tenant is a public housing tenant, and we are in the process of vacating the
tenant. If a prorated rent charge is applicable, it will be calculated and shown. The default is
NOT to post a prorated rent charge, but you can change this. If you would like to initiate a
vacancy action for this unit, you can choose that option as well. A vacancy action will
prepare the unit information for turnover and allow you to document the entire process.

If you would like to create an End-of-Participation (EOP) action, select the Yes option.

If a Work Order Template has been setup for a unit turnover, you can have the system
generate a vacancy work order for this housing unit. Note that the name of the template as
setup in Work Orders must be Unit Turnaround.

Once you click the [Vacate] button, the desired actions will take place.

4 The Members Tab

The Members tab shows each active member of the household. This is also where you
would add additional family members or remove active members from the household. The
screen appears as follows.

Tenant ID: 1249

RIS

Main | Status Location | Worksheets | Documents | Ledgers | History | MNotes | Othe

Tenant Name| Connor Sample

@® Active Only O Inactive Only O Both &

Relationship Other Relation

2 $ |Connor Sample 6/1/2021 1/12/1959 027-55-9102 63 |Head of Household Not Applicable Active No
o¥ $& lJanice Connor 6/1/2021 11121968 099-55-3593 54 |Spouse Not Applicable Active No
Add new family membar

13
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By default, when you open the tenant folder, only the currently active members are shown.
You can view Inactive members only or both. Changing this setting automatically refreshes
the members grid to reflect the status.

Under the Action column in the Members grid, there are two icons. The # icon will allow

you to edit the member’s information. Clicking on the 8 icon will allow you to remove the
member from the household. Each function is described below.

4.1 Editing a Family Member

When you click the #¥ button or click on the member’s name, you can edit a family member,
and a screen similar to the following will appear.

Connor Sample

{ Details

L
@ Im Addresses Races Photo ID
Prefix |
First Name | Connor | @
Initial |
Last Name | Sample | ?

Check to see if this person already exists
Gender ® Male O Female O Non-Binary (MA/State Only) O Other (MA/State Only)

Date Of Birth| 1/12/1959 —
Social Security No. | 027-55-9102

Alien Reg. No. |
Disabled []

Ethnicity O Hispanic ® Non-Hispanic O Undeclared
Races | White

Black/African American

American Indian/Alaskan Native

Asian

Native Hawaiian/Other Pacific Islander

Other

Multi Racial []

Race Undeclared [ ]

Email AddfeSS| connersample59@gmail.com

‘ Save/Return || Save/ContinueH Cancel Edit |

The Main tab of the member information contains the personal information for this person.
You can enter, select and check-off various elements to identify this person. Note that at the
present time, the only accepted options for Gender for Federal tenants are Male or Female.

If the member happens to be multi-racial, you can select multiple races by holding down the
[Ctr]] key and then clicking each additional race.

14
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Clicking [Save/Return] will save any changes that you have made and will return you to
the Tenant Folder on the Members tab. The members grid will be updated to reflect any
changes that you have made.

Clicking the [Save/Continue] button will save any changes that you have made, but will
leave you in the Edit Member area so that you can continue editing other elements of this
person.

The Addresses tab allows you to enter additional mailing addresses, emergency contacts,
work addresses, etc.

Susan Ramos
[ Datails]

Main Arkdrassas Races Phato 1D

5’9 “ Primary 18 Clinton Street Bridgewater MA S06.697.0340
Add Mew Addrass

save/Return || SaveiContinue| | Gancel Edit

You can edit any existing address shown by clicking on the # icon, or you can click the Add
New Address link to add a new address. An example of the address entry/edit information
is shown below.

Susan Ramos

©

Main Races Photo ID
Type ® Primary O Billing O Emergency O Other
Address 1| 18 Clinton Street
Address 2

City | Bridgewater

State| Massachusetts M
Zip Gode [ 02333 |
Telephone | 508.697.0340
Mobile Phone

Work Phone

Note: The following entries are used primarily for an emergency contact or billing
address.

Name

Relationship

Priority | 1~

‘ Save Address || Cancel Edit ‘

| Save/Return H SaveIContinueH Cancel Edit ‘

The Type of the address must be selected. The following table describes each available type.

Type Purpose

Primary The primary address pertains to the tenants’ main address. Generally
speaking, this address is only used when the member is entered as an

15
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Applicant into the Applicant Waiting List. After that, the primary address
should be the tenant’s unit address or leased-housing address.

Billing The billing address can be used to direct tenant statements or tenant
invoices to a different location, for example to a son or daughter, or maybe
a P.0. box.

Emergency The emergency contact information is entered as a separate address. This
information can and should include a contact name and telephone number.

NOTE: The emergency contact list is sourced on this information.

Other Any other addresses or contacts for this person can be designated as other.

4.2 Adding or Editing an Address

The form used to add or edit an address is shown below.

Connor Sample

-| Details

@ Main Races Photo ID

Type O Primary O Billing ® Emergency O other
Address 1| 278 Park Drive
Address 2

City | Brandenburg

State| Massachusetts -

Zip Code | 55555 ‘
Telephone
Mobile Phone | 774 999 8888
Work Phone

Note: The following entries are used primarily for an emergency contact or billing
address.

Name | Davis Sample

Relationship | Brother
Priority [ 1

| Save Address H Cancel Edit ‘

‘ Save/Return H Save/Continue H Cancel Edit ‘
The address types are described in the table on the previous page.
Click the [Save Address] button to save the address.

Click the [Cancel Edit] button to cancel the changes and return to the previous screen.

16
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4.3 Changing a Member’s Effective Date

It may be necessary to change the effective date that a particular family member joined the
household. By default, all family members will have an effective date equal to the original
move-in date. If a member subsequently joins the household, the effective date will be
specified during that process and will be shown in the Effective Date column of the
Members grid.

To change the date, click on the effective date for that member. You will be asked for the
new effective date. Enter that date and then click the [Save Change] button.

NOTE: Changing a member’s effective date can have an effect on rent calculation
worksheets. If you change a date to one that is later than an existing worksheet, then that
member will be removed from the worksheet when that worksheet is opened for editing.
This could potentially have an effect on the calculated amount for that rent calculation
worksheet.

4.4 Changing a Member’s Relation

You can change a family member’s relationship to the head-of-household by clicking on the
current relationship in the Relationship column of the Members grid. The current
relationship will be shown and then you will be asked to choose a different relationship.
Once you have selected the new relationship click the [Save Change] button. The new
relationship will be saved and will be reflected in the Members Grid.

Note that if you have an existing 50058 or 50059 worksheet that needs to reflect the new
relationship, you must change that relationship within the 50058 or 50059 in the
appropriate section of that form.

4.5 Changing Head-of-Household

If you need to change the head-of-household for a family, click on the relationship for the
new head-of-household in the Members Grid. Choose Head-of-Household from the list of
relationships and then click the [Save Change] button. The prior head-of-household will
automatically be switched to an Other Adult. If necessary, you can select a new relationship
for the prior head-of-household.

4.6 Adding a new Family Member

To add a new family member, click the Add new family member link located below the
Members Grid. When you save the new family member it will ask for the effective date the
person joined the household, and the relationship to the head-of-household.

You can also add a new family member by searching for existing members from other
households.

5 The Location Tab

17
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The format of the Location tab will vary depending upon the type of program that the
tenant is in. If the tenant is in a conventional housing program, they will have an option to
Transfer to a new Unit. If they are in a leased housing program, they will only have the
option of viewing unit history.

An example of the Location tab is shown below for a conventional housing tenant.

Tenant Folder

«{TenamlD 1249
PSS &

Main m Members Worksheets Documents Ledgers History Notes Other

Tenant Name Connor Sample |

Show Unit as Of | 10/20/2022 -

Development| Gallery Gardens - (99-2) |
Building| GG4
Unit| 108A
Address| 108 Main Street
Apt. A
Brandenburg, NY 55555

Transfer to a new unit View unit history.

If a tenant has a primary mailing address where all correspondence should be sent, that
mailing address will also be shown in the Location tab as shown here.

Tenant ID: 2421
~ & ®
®
Tenant Name| Dawn Williams
Show Unit as Of| 1/21/2022 ﬂ
Development| Beaconwood Housing 705-1 - (705-1)
Building BFH
Unit| 20
Address| 23 Wilson Circle
Newton Highlands, MA 02451

Primary Malling Address| .0, Box 1296
(setup through HOH)

Lakeville, MA 02347

Transfer to a new unit View unit history

Save Changes|| Cancel Edit

As shown above, the primary mailing address, in this case a P.O. Box is shown. If you need to
edit or remove the primary mailing address you need to click on the name of the head-of-
household in the Members tab. See the section on editing members for more information.

5.1 Transferring a Conventional Housing Tenant to a New Unit

To transfer a tenant to a new program, click Transfer to a new unit. The unit transfer
process will appear as follows.

18
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Tenant Folder

Tenant ID: 1226

S

@ Kan Status Kesmibars Workshasls Documants Ledgers Hislory Mates Oiihear

Tenant Name Ms. Susan Ramos

This precess will allew you to transfer this tanant from thelr current hausing unit o a new
unit, Click the [Continue] button to procsed

Current Unit
Deveinpment| Gallery Gardens - (99-2)
Building | G54
Unit| 106G
| Continue Cancel

Save Changea. Cancel Edit

The current housing unit is shown along with a message explaining the process. To proceed,
click the [Continue] button. The next step in the process is shown below.

Tenant Folder

Tenant ID: 1226
i
Kan Stabus. Klesmibears WVorkshesls Docurmenls Ladgpars Hislory Hates, Ofhear

Tenant Name Ms, Susan Ramos

Effective date of Transter | 5,5/2021
Select New Unit
Dev ID| Mayflower House o
Bldg ln: Mavflower
UnitID| 140 MyTown Avenue100 (100)

B

Confinue Previous

Save Changes. Cancel Edit

Start by entering or selecting the effective date of the transfer to the new unit.

Next, select the Development first, then the building and finally the housing unit. Then, click
the [Continue] button to proceed to the next step.

Tenant Folder

Tenant I0: 1228

Q Man Status. Memibers m Worksheels, Documents Ledgers Histary Matas, Other

Tenant Name | Ms, Susan Ramos |

Transfer/Move-In Date | 5052021
Transfer From | Dey |0} 99-2, Bldg 1D GG4, Unit 1D 1080 |
Transfer To| Dav ID 689-1, Bldg 1D MH1, Unit ID 100 |

Continue Previous

Sa\reChanges. Cancal Edit |

The information for both the prior and new units are shown along with the selected
effective date. Click the [Continue] button to proceed to the next step to perform the unit
transfer.

19
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Tenant Folder

il 1
: Tenant ID: 1226 Unit Transfer Complete!
i

Mam Status Mesnbers Worksheets Documeants Ladgers History Notas Othar

Tenant Name Ms. Susan Ramos ’

The specified unit transfer has been completed, Click the [Finish] button to retumn to the
location tab. You can view the unit history from there to verify the transfer.

Finish

Save Changes' Cancel Edit

A message appears indicating that the unit transfer has been completed. Click the [Finish]
button to return to the Location tab.

5.2 Deleting/Removing a Location History Entry

From time-to-time it may be necessary to remove or undo a unit transfer. This can easily be
done from the Location history area. To get the location history from the Location tab, click
View Unit History link. The unit history process will appear as follows.

Tenant Folder

| Tenant I0: 1236 |
%
e Mein Status Memibers m Workeheets Documents Ladgers Histary Hates, Other

Tenant Name | Ms. Susan Ramos

Retum to Location Tab Mew Unit History Entry

Action Move-in Dev ID Bidg ID Unit 1D Vacated Last Updated
8 D 552021 688-1 MH1 100 Last updated by Bob Hill on 5/5/2021 2:36:22 PM
8 D 412020 a9-2 GG4 108C 50412021 &2

Clicking on the $8 icon under the Action column will delete the unit history entry. You will
be asked to confirm first.

www.phanetwork.net says

Please confirm| Delete this unit history entry?

“ Fancel

Click the [OK] button to delete the entry. Otherwise, click [Cancel].

If you want to designate the current unit, click the 2 icon. This will designate that unit as
the tenant’s current unit.
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6 The Worksheets Tab

The Worksheets tab is where the vast majority of your time will be spent when working in
the Tenant Folder. It is through the worksheets tab that rents and housing assistance
payments (HAP) are calculated. This is also where recertifications are done and documents
and/or templates are merged. Information for electronic filing requirements for Federal
programs such as PIC and TRACS are managed through the Worksheets tab.

An example of the Worksheets tab of a tenant folder is shown below.

e 2330
<@ S ®
Tenart Name Raquel J. Balboni

‘Show Wioeksheets For | Section B Vouches

As 1112021 =
tion = Purpase
r - 3 % 1112023 o Federal Leased Housing S8V Interim Certification Section 8 Notice of Rent Change W] ves No 13742
Y- FOx 71/2022* 1 Foderal Laasad Housing S8V Intarim Certification Revision: Update on income from fenant | Section 8 Notice of Rent Change: W  ves Mo ¥ 3700
=) @ x 7112022 o Federal Leased Housing  (S8V Interim Certiication Section 8 Notice of Rent Change |W]  Fes Mo T 13675
r Jwj-] @O X S112022 0 Federal Leased Housing SV Interim Certification Section 8 Notice of Rent Change W ves No ¥ 3583
r =)} @0 X Q wmz = oo Fedoral Luased Howsing (S8 Interim Cerification - Change of Landlord Section 8 Notice of Rent Change W e yes I 13439
W8 S5@0 xR 3z 0 Federal Laasad Housing 58V Section 8 Notice of Rent Change W Vs ves U 3422
rInl-] F K 2112022 0 Fedaral Laasad Housing (S8 Ro-Exam [sarching] Section 8 Notice of Rent Change |8 Vs Mo ¥ [3320
& B85S0 R 10172022 o Federal Leased Housing SV Interim Certification ‘Change in HAP, Change in Contract Rent | Section 8 Notice of Rent Change | ves No £ 3418
POASSITX aiz021 o Fodaral Leased Housing (58Y Section 8 Notice of Rent Change (W] ves Yas U [3325
* Revised
Below is an example of the Worksheets tab showing an incomplete worksheet and a
revision.
TeneatID: 2390
HEPS O A
@
ain_|_Sisius w Lea
Y Tenant Name Raguel J. Balbonl
‘Shaw Worksheets For| Section B Voucher
A0t 171/2021 =
PN 1] 11172023 + r 40 Federal Leased Housing  SBV Interim Cartification ‘Seclion 8 Nolice of Rent Change | No No T 3742
POaSSO X oz 1 Federal Laased Housing S8V Interim Cartiication Revision: Update an incom from tenant | Section 8 Notice of Rent Change  -|[W]  Yes No & 3700
woaseox 2022 0 Federal Leased Housing  S&V Interim Certiication ‘Secticn & Notice of Rent Change | ves No ¥ 3875
"] -] Ik} 5M/2022 o Fodoral Leased Housing S8V Interim Cartificabion Section 8 Notice of Rent Change. CE No 3503
BO8 SES0 X O [z o Federal Leased Housing S8V Interim Cartification - Chang of Landlord Section & Notice of Rent Change | ves Yes U 3438
WESFEORO vz 0 Fodaral Laased Housing S8V ‘Section & Notics of Rent Change | ves Yes 422
- a @ x 2172022 o Federal Leased Housing S8V Re-Exam (ssarching) Saction 8 Notice of Rent Change | ves No 20
BO8 @0 % 1172022 0 Foudaral Laasad Housing S8V Interim Cartification Changa in HAR, Changa in Cantract Rent | Section & Notice of Rent Change | ves No ¥ 3418
IIEFEX VK] b2 0 Feeral Laased Housing S8V Section 8 Notice of Rent Change __-| W]  Yes ves U 3325
*Ravisad
+Incompiets

In the example above the effective date of the incomplete worksheet is shown in red and
there is a footnote below the worksheets grid. Once the worksheet is marked complete, the
date will be shown in black and the footnote will disappear.

This figure also shows a revised worksheet, identified by an asterisk(*).

Additionally, the - symbol shown next to the first worksheet in the list indicates that a
recalculation of that worksheet may be necessary. It determines that by examining if any
income, assets, deductions or exclusions have been saved AFTER the last calculation of the
worksheet is done. When this is shown you should review the calculation section of that

worksheet by clicking on the - button.

The Action column of the Worksheets grid contains the following options.
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Icon Action

Edit the worksheet details (General, Income, Assets, Deductions, Exclusions)
LI View/Edit the worksheet sections (50058/50059, State Calcs, etc.)

~- /== Lockor Unlock the worksheet

Revise the worksheet (creates a new worksheet with the same effective date)

@

Preview/Print the Summary Worksheet

l If the worksheet is a 50058 or 50059 form, clicking this button will download
the completed form for previewing and/or printing.

x Delete the Worksheet

() Void the specified 50058 worksheet (must be a submitted 50058 action with
an effective date within the last 365 days).

“F3 If this icon/button is shown, you can click on it to open the legacy version of
this tenant folder in order to view the original worksheet created in the legacy
Tenant version.

NOTE: (important)

When you click on the -/ icon to open up worksheets calculation section, a full
recalculation of the worksheet is performed. Assuming that the worksheet is
marked complete, this will result in an update of the Tenant Rent/HAP schedule for
the effective date of this worksheet. If there have been any corrections and/or
changes to include assets, etc. the ending result might be a change in the Rent or
HAP amount for this tenant. Please be sure to check the Rent/HAP history for this
tenant after completing this operation.

If you want to make sure that the Rent/HAP schedule is not updated for any prior,
completed worksheets, then you should lock the worksheet by clicking on the -
icon.

Above the Worksheets grid, there is an option to add a new worksheet by clicking the 97
icon.

Additionally, there is a selection for the type of worksheets to include in the grid. The
default is for the tenant’s current program. If the tenant has history in in more than one
program you can change the program to include only those worksheets or you can choose
to include worksheets from all programs for the tenant.
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The As Of date determines how far back the Worksheets grid will go to include worksheets.
The columns of the Worksheets grid are explained as follows.

Column/Heading Purpose

Action This column contains the action icons that perform certain
activities (see table on previous page)

Effective Date The effective date of the worksheet. There should only be one
worksheet for any given effective date unless there is a revision of a
worksheet.

==R-a-p 4 This column shows the locked status (:-), the

submitted/transmitted status (=) for any electronic filing action,
and the recalculation status (?/?).

If the lock icon appears the worksheet is locked.

If the cloud-computer icon appears, the worksheet has been
electronically submitted.

If the yellow-flag icon appears, the worksheet may need to be
recalculated.

Revision If the worksheet has been revised, this column will show the self-
incrementing revision number.

Type The type of the worksheet. Valid types are...

- State Public Housing (MA 667, 705, 200)

- Federal Public Housing (50058 PH)

- State Leased Housing (MA, MRVP, AHVP, DMH)

- Federal Leased Housing (50058 PB, VO, MR, HO)
- Managed/Leased Housing (50058 /TRACS)

Purpose The purpose of the worksheet is specified when it is created. Some
examples would be Annual Re-Exam, Interim Certification, Gross
Rent Change, Move-In, etc.)

Notes Any notes entered about the worksheet would appear in this
column.

Changes from This column indicates any changes from the prior worksheet. This

Prior Action is controlled through a setting in the main worksheet tab. See

Editing Worksheet Details for more information.
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Merge With If you have uploaded templates applicable to this worksheet type,
they will be listed in this column. Simply select the desired
template and then click the [W]icon to open the document in

Microsoft Word.

Completed Indicates if the worksheet has been marked as completed by the
user.

Transmitted Shows the status of any electronic filing.

© Not transmitted - Clicking this toggles the setting to
transmitted.

J Transmitted - Clicking this toggles the setting to not
transmitted.

ID The internally assigned ID number for this worksheet. This can be
helpful to technical support, so it is advisable to include this
number in any Help Desk requests.

6.1 Adding a New Worksheet
When you click the =F icon to add a new worksheet, you will see the following screen.

-|Tenant ID: 1233
b @

Tenant Name | Mrs. Helen Tonnacci |

Effective Date | (new)

Worksheet Type | (new) |

New Worksheet

Worksheet Type | Federal Leased Housing v|

Effective Date | 11/1/2021 -

Copy From Worksheet...| 9/1/2021 HQS Inspection /|
Purpose |
Select purpose or enter purpose above v|

‘ Continue H Cancel ‘

The top section is read-only and is simply showing the Tenant’s name and the fact that this
is a new worksheet. Below the New Worksheet text, you see the information that needs to
be entered, selected or updated. That information is summarized here.
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Item Description/Purpose

Worksheet Type This will default to the type of program in which this
tenant is currently placed. You can select any program
type, however, you should take caution not to select a
worksheet type for which the tenant is not currently, nor
has ever been enrolled.

Effective Date Enter or select the effective date of this worksheet/action.
The date will usually default to the first day of the coming
month.

Copy From Worksheet... By default, the worksheet will be copied from the most

recent prior worksheet. However, you have the option of
choosing any earlier worksheet as the basis for the new
worksheet.

Purpose You should enter the purpose of this worksheet (i.e.
Annual Recertification, Change of Unit, Interim Change,
Change in Income, etc.). You can also select from the list of
standard items. Once you select one, it will automatically
be placed into the Purpose entry.

Note: The purpose Issuance of Voucher has a special
meaning and will create a simple, HUD Issuance of
Voucher 50058 (see Issuance of Voucher).

Also, choosing Annual Certification or Interim Certification
for this option on a 50058 worksheet will result in the
corresponding action type in item 2a being set.

Once you have made your selections, click the [Continue] button to continue creating and
editing this worksheet.

6.2 Revising a Worksheet

Occasionally, you may need to revise a worksheet in order to preserve the information on
the original worksheet. An example might be when you do an annual recertification for a
tenant and do not have all of the worksheet details, such as income updates, asset
information and/or tenant medical deductions. In these cases, you could simply edit the
existing worksheet, however, revising the worksheet allows you to retain the worksheet as
it was originally entered while still capturing the updated tenant worksheet details.

To revise a worksheet, click the =" button. The Revise Worksheet screen will appear as
shown here.
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Tenant Folder

o S 20 |[Quick Action] ~ ~| ik
Tenant Name | Connor Sample |
Effective Date | 8/1/2024

Worksheet Type | Federal Public Housing | (190302)

Revision to Existing Worksheet
Revision Date | 9/25/2024 E

Revision Reason ‘ Correction | @

‘ Save H Cancel ‘

The initial worksheet information is shown for reference purposes. In this case, we are
revising the 8/1/2024 worksheet for this tenant. The revision date defaults to the current
date. This is simply the date the revision was done and has nothing to do with the

worksheet effective date. Even on the revised worksheet, the effective date will remain the
same as the original worksheet.

The Revision Reason is listed and defaults to Correction. This should be updated to more-

accurately describe why the worksheet is being revised. The updated information is shown
here.

Tenant Folder

| Tenant ID: 1249
oS &0 Quick Action] | i
Tenant Name Connor Sample |

Effective Date | 8/1/2024 [
Worksheet Type | Federal Public Housing | (190302)

Revision to Existing Worksheet
Revision Date | 9/25/2024 E

Revision ReaSOﬂ‘ Received updates assets after recert. | @

‘ Save H Cancel ‘
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Once you have updated the Revision Reason, click the [Save] button to save this button.
You can click the [Cancel] button to cancel the revision of the worksheet and no action will
be taken. However, if you click the [Save] button, a new version of this worksheet will be
created, it will be set to an incomplete status, and the original worksheet will also be set to
an incomplete status. In addition, the effective date of this revised worksheet will be shown
in italics as shown below.

Effective Date : Revision

PSR 8/1/2024" 1
POLES 00 8/1/2024 8 2o
POLE5$T O 71112024 B Fl
POO8SFIRO 3/1/2024 0 j
POLES$0 0@ 1/1/2024 =] 0 S
POLES$00Q 10/1/2023 = 0
POLS5$0 @ 8/1/2023 a8 o ‘{
POLS5$01 @ 6/20/2023 =] 0
POLE5$T O 3/1/2023 2% o
POBSF I RO 10/1/2022 ey |0
POLS5S]@ 8/1/2022 a8 Do {

* Revised j
A SN V" hﬂ‘ﬁwm

You can now edit the revised worksheet in the same manner that you would edit any other
worksheet. Everything works the same, and when the worksheet is marked as complete, the
Rent or HAP amount associated with this worksheet calculation will be placed into the
Rent/HAP history for the effective date, in this case 8/1/2024.

6.3 Editing Worksheet Details — The General Worksheet Information

The general worksheet information contains the basic information about the rent
calculation worksheet such as the effective date, the corresponding lease start and lease end
dates, the next re-exam date, and other information specific to the resulting rent calculation.

Note: Regardless of the type of program that a tenant is in, the Worksheet Details will
always be the same. It will include the General tab of the worksheet along with tabs to
record Income, Assets, Deductions and identify Income Exclusions.

An example of the General tab of the Worksheets details is shown below.

27



Tenant Folder User Guide

Tenant ID: 1226

HE

Tenant Name Ms. Susan Ramos |
Effective Date| 4/1/2020 ‘
Warksheet Type Federal Public Housing
Last Updated 2/7/2022 9:46:02 AM by Bob Hill;

<+ Retun ”;Ic‘.heckLisl |L¥ Save ”g Income ”[jn Assets |theducﬁons |P.,Exclusions “:_l Sections ”J Prorate |

Effective Date| 4/1/2020 ’E

Purpose’ Annual Certification |
Change in Tenant Rent?| Yes u‘
Action Notes |

Notes/Comments

Lease Start| 4/1/2019 -
Lease End 4/1/2020 -

Lease Execule| 4/1/2019 E

Next Reexam | 4/1/2021 -

Passbook Rate 0.0750
Utility Allowance 45.00
Ceiling Rent 900
Minimum Rent 50

Annual Income Limit 60950
Mobility A ity O Yes - Requested (® No - Not Requested
O Yes - Received ® No - Not Received
Sensory Accessibilty O Yes - Requested ® No - Not Requested
O Yes - Received ®) No - Not Received
Worksheet Locked (O Yes - no modifications can be done
® No - modifications can still be done
Worksheet Complete (®) Yes O No
Lease Signed O yes O No @ N/A
Prepared By Bob Hill
Title of Preparer, Program Manager
Conference Date 12/17/2020 E Calendar

Housing Program| Federal Public Housing 4
Worksheet ID| 10204

The top three (3) lines show the information on the current worksheet, including the
tenant’s name, the effective date of the action and the worksheet type. These cannot be
changed.

Below that is a note indicating the date and time that the worksheet was last updated along
with the user who did the update.

After that, there is a ribbon of buttons that perform certain actions. These buttons are
explained in the table below.

Button Action/Activity
Return Clicking this button will return to the Worksheets Grid.
¢

Check List The Check List button will take you to your agency-defined check list for
worksheets of this program type. The checklist must be setup from the
Program Setup/Maintenance area. For more information on setting up
your check list, view the Tenant Setup/Maintenance User Guide.

[
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Exclusions

=

Sections

—_uJ

Prorate

&

H

Clicking this icon will Save any changes made to the worksheet. This also
usually triggers a recalculation of the worksheet. If the worksheet is
currently locked, this button will not be available.

This button takes you to the income entry area where you can enter
and/or update any income entries for the rent calculation worksheet.

This button takes you to the asset entry area where you can enter and/or
update any income entries for the rent calculation worksheet.

This button takes you to the deduction entry area where you can define
any deductions that should be included in the rent calculation.

If any income should be excluded from the final income calculation,
clicking this button will take you to the grid where you an itemize those
income exclusions.

The Sections button takes you to the sections specific to the particular
program for which this worksheet is defined. This might be a single
section for a State (MA) worksheet, or it could be the 50058 form for a
Federal Public or Leased Housing worksheet or the 50059 for a TRACS
worksheet.

Clicking the Prorate button will allow you to post a prorated rent charge
to the tenant’s ledger based on the move-in date and the calculated rent
for the worksheet.

6.4 Editing the General Worksheet Information

The summary entries for the worksheet are explained in the following table.

Prompt

Effective Date

Purpose

Description

Enter or select the effective date of this worksheet. This
should be a unique date as it is not advisable to have multiple
worksheets for the same date unless through the Revise
option.

This entry should have been entered or selecting when the
worksheet was initially added.

Enter the purpose of the worksheet. This should have been
entered or selected with the worksheet was initially added.
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Change in Tenant Rent
(Public Housing)

Change in HAP (Leased
Housing Only)

Change on Contract
Rent (Leased Housing
Only)

Action Notes

Notes/Comments

Lease Start

Lease End

Lease Execute

Next Reexam

Passbook Rate

Utility Allowance

Ceiling Rent

If this worksheet is for a public housing tenant, this entry
allows you to indicate if this worksheet results in a change in
tenant rent from the previous worksheet. The options are as
follows.

e Yes - this is a change in rent

e No - this is not a change in rent

e N/A - change is not applicable in this instance

e Auto - Let system decide after saving worksheet

As with the change in tenant rent described above, you can
specify a change in HAP in the same fashion.

You can also specify a change in contract rent for a leased
housing tenant using the same options described in the
change to Rent (above.)

Here you can enter any brief notes specific to this worksheet
action.

You can enter more detailed notes or comments in this area.

Enter or select the date that the tenant’s lease will start for
this worksheet.

Enter or select the date that the tenant’s lease will end for this
worksheet.

Specify the lease execute date associated with this worksheet.

Enter or select the date of the next annual re-exam for this
tenant based on this worksheet.

Enter the passbook rate (as a percentage) for this worksheet.
You can override this in some instances such as on the HUD-
50058 and the HUD-50059. The passbook rates are setup by
program so on a new worksheet for a tenant, the passbook
rate will default to the rate setup in that program.

Enter the utility allowance. This will be superseded through
the HUD-50058 and HUD-50059, and in some cases, this is for
informational purposes only.

If applicable, enter the ceiling rent for this tenant and
program. This will affect certain calculations such as the State
Public Housing worksheet calculation.
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Minimum Rent

Annual Income Limit

Mobility Accessibility

Sensory Accessibility

Worksheet Locked

Lease Signed

Prepared By

Title of Preparer

Conference Date

Housing Program

Worksheet ID

If applicable, enter the minimum rent for this tenant and
program. This will affect certain calculations such as the State
Public Housing worksheet calculation.

This is for informational purposes only and will be
superseded by the amounts calculated on the HUD-50058 and
HUD-50059.

You can identify if any accessibility options have been
requested by this tenant and if they have been received.

You can also identify if any sensory-accessibility options have
been requested by this tenant and if they have been received.

You can lock or unlock a worksheet using this setting. If the
worksheet is locked, the entries are read-only and no
calculations will be done.

You can indicate whether or not the tenant has signed the
lease associated with this worksheet.

Enter the name of the person who prepared this worksheet.
This should default to your name.

Indicate the title of the person who is preparing this
worksheet.

If you have requested and scheduled a conference with this
tenant. The date will appear here.

The housing program will be selected automatically based on
the effective date of this worksheet and the tenant’s program
history. However, you can change this if necessary.

This is the internally assigned ID number for this worksheet.
If you need to post a technical support issue through the help
desk for this worksheet, this information is helpful to the
technical support rep.

6.5 Adding a Conference to the Calendar
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One of the last items on the General section of the worksheet allows you to schedule a
conference with the tenant and place it on the agency-wide calendar. This is done by
clicking on the Calendar link next to the Conference Date entry. An example of the agency-
wide calendar is shown below.

Schedule an Event

Schedule Event

Date 5/5/2021 T|
Time ' 9:00 AM 0
Subject| Conference ¢
Regarding Annual Re-exam conference

Memo | sch

Private (®) Yas - place on my private schedule
O No - place on schedule for organization
Email Reminder () Yas (® No
Emall Address

Send Emall | 30 Minutes Prior
60 Minutes Prior
2 Hours Prior
4 Hours Prior
24 Hours Prior

Save Cancel

You will select the date and time of the conference and then decide if you want this on your
private calendar or on the agency-wide calendar. You can also have an email alert sent to
remind you of the meeting. Once you click the [Save] button, the scheduled date will be
placed into the Conference Date entry for the worksheet.

6.6 Setting the Housing Program

If necessary, you can update and/or correct the Housing Program associated with the
worksheet. This is done by selecting that program and then clicking the button. If
you do change the program this way, please note that the detail section of the worksheet
may change if the program is a new type (i.e. changing from Federal Public Housing to
Federal Housing Choice Voucher.)
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6.7 Working with the Worksheet Checklist
When you click the [Check List] button, assuming a check list has been setup for the
tenant’s program, it will look similar to the following.

Tenant Folder

Tenant ID: 1226

FORV.Y
Tenant Name Ms. Susan Ramos |
Effective Date 4/1/2020
Workshee! Type| Federal Public Housing
[= Rewm [ save |l mcome || Assets | Deductons |{wExclusions || Sections |
Save Changes
Chocked  Action o Category Ttem Mandatory
[ T Complets and Sign: Continued Occupancy Form Yes
[ Q9 General Authorization Yes
%] @ Fair Practices Act of Rights Form Yes.
=) ] Emergency Contact Form Yes
0 ) Pet Owner Packet™ o
B4 @ Frovide Copies: w2 No
O @ Bank Statements* No
| ] Vehicle Registration* No

The items shown here are agency-defined items. For more information on setting up a check
list consult the Tenant Setup User Guide.

You can check off each item by clicking the check box in the Checked column. Some of the
items are designated as mandatory which means that the worksheet cannot be marked as
completed unless these items are checked off.

You can also scan and save any applicable documents associated with a check list entry. To
do this, click on the @ icon. The scan/acquire page will appear as follows.

Scan Image/Document
Scan

Select Scanning Device | Canon P-21511 TWAIN v
= _ Scan la Load | o Cancel |§ Help |
' Rotate Left [;Rotale Right ||u Mirror |F Flip |

»  Edit
E UEIoed

Dalton Phumbing, Inc NVOICE

Clicking the [Scan] button will access your scanner and allow you to scan page(s) that can
be saved. Once you have completed the scan, click the [Upload] button to save it.

| 33



Tenant Folder User Guide

Once you have completed working with the check list, click the [Save Changes] button.

6.8 Adding/Updating Income
The income entries that make up the tenant’s gross income are added by clicking on the
[Income] button or the = icon. The income entry is shown below.

Family Income
=LY T ]

Action Member Income Amount Fraquency Annual Amount Income Code Income Source Notes | SSN Benefits Claim  GOLA Dis. Vaterans Benefit Excluded Amount
45 W . [sample, Connor $535.96|Waekly $27,870.00 W=Other Wage Employment No  |Ne $0.00
42 8 S sample, Connor $485.00 Monthly $5,820008=88] No  [No $0.00
& 8 o sample, Connor $135.00 Weekly $7,020.00 W=Other Wage Part-time employment No  |Ne $0.00
=S Total Income $40,710.00 To Assets §0.00

You must select the household member who is responsible for any given income entry.
Then, you enter the Income Amount. This next entry shows the frequency on which this
income amount is paid. The choices are Annually, Weekly, Bi-Weekly, Semi-Monthly,
Monthly, Quarterly and Semiannually. If you have chosen a frequency, you can skip over
the Annual Amount as this will be calculated once the income entry has been saved.

Next, you need to select the appropriate income code from the list of available options. For
the Income Source, you can enter any additional information about the income code
selected to help describe this income entry. You can enter any notes that you would like to
further describe the income entry.

If there is a SSN Benefits Claim number associated with this income entry you can enter
that in the designated entry.

The COLA check box indicates whether or not this income entry can be automatically
increased due to a cost-of-living increase. This is primarily used for those situations where
biannual recertifications are done.

If any portion of the income should be excluded, you can enter that in the Excluded
Amount entry.

Once you have completed the entry, click the '&icon. To cancel editing without saving, click
the ‘< icon.

The == icon in the Actions column is used to designated that particular income entry as
excluded from the rent calculation. The result is that the income line will be automatically
placed into the Income Exclusions area for State (MA) worksheets. For Federal 50058
worksheets, the excluded amount will be placed in the same entry as the income amount in
the Excluded income column and will be factored into the income calculation on the 50058.

If for any reason you need to delete an income entry, click the & icon.

The completed Income entries are shown below.
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Family Income
cO#oBEEON

Momber Income Amount Froquency ‘Annual Amount
Sample, Gonnor $535.06 Weaskly $27 870,00 W=Cther Wage Employment No No

Income Code Income Source Notes  SSH Benefits Claim  COLA Dis. Vaterans Benefit Excluded Amount

A
$0.00

g

XS

49 §8 o [Sample. Connor $485.00Monthly $5.820,003-88 No Mo $0.00
4% $8 o sample, Connor §135.00 Weekly $7.020.00 W=Other Wage Parti | No  No 50.00
S Total Income $40,710.00 ToAssels $0.00

6.9 Full-page Editing of Income

In addition to the method described above, you also have the option of editing the income
full screen. This allows you to edit all income entries at once without having to save each
one after editing. All income entries are saved at once when you are complete.

To enter the full-page editing option click on the B3 button on the toolbar. You will see the a
screen similar to the following.

Worksheet Income
®
Tenant Narme | Connor Sample |
Effective Date| 10/1/2022
Pupose| Interim Cerlitation |
Aulo-rd Feature. @ Automatically add new fine afler saving
©) Do not automatically add new line - | il add by mysell
Show Hints Next Hint

Done Save | New Entry |

ToAssels || ToDeductions | | To Exclusions | | To Section(s)

SSN Benefits Claim COLA Dis. Excluded Amount
Veterans.

Income Amount Frequency Annual Amount

Benefit

9% g | Sample, Connor 535.96 /5 Weekly o 27869.92 | W=Other Wage || Empioyment | 0 o 000
}ai_Sampla‘Cunnw 485,00/ Monthly .| 582000 | 8=38 -] | | o |E 0.00
4% o | Sampie, Gonnor - 135,002 Weekly - 7020.00 || W=Other Wage || Part-time empioyment ] ] o g 000

Total Income $40,709.92 | $0.00

Each income line is in edit mode which means that you can move from entry to entry by
pressing the [Tab] key on your keyboard.

By default, the Auto-Add Feature is set to Automatically add a new line after saving.
When this is set, each time you save, a new entry is added to the end and the screen cursor
is placed into the Income Amount entry for that new line. If you choose Do not
automatically add new line - I will add by myself, you will need to click either the [New

Entry] button or the =F button below the income editing grid.
There are several buttons above the income grid which are explained here.
Button Purpose

[Done] Click the [Done] button when you are finished editing income
entries. This will return you to the Rent Worksheet.

[Save] Click [Save] to save the income entries. You will stay in the income
editor but any changes you have made will be saved.

[New Entry] Click this button to add a new income line. The screen cursor will
automatically be placed into the Income Amount for the new entry.

[To Assets] Click this button to go directly to the full-page Asset editing section.
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Button Purpose

[To Deductions]  Click this button to go directly to the full-page Deductions editing
section.

[To Exclusions] Click this button to go directly to the full-page Exclusions editing
section. Note that this section has different meaning for 50058 and
50058 worksheets.

[To Section(s)] Clicking on this button will take you directly to the worksheet
calculation section (or sections) for the type of worksheet you are
editing.

NOTE: If there are blank entries (i.e., entries with no income amounts, the entry will not be
saved)

6.10 Adding/Updating Worksheet Assets
Any assets that need to be recorded for the rent worksheet are entered into the Assets grid.

[ =)

Asset Type Real Estato?

o

e a Sample, Connor §1.685.00 Checking Account $0.00) 0.000 $0.00 Unspecified No

e * Sample, Conner §3,250.00 Savings Account $0.00 0.000 $0.00 Current No

e s Sampla, Connor $16.418.00 CD $0.00 0.000 $0.00 Current No
Total Assets $21,353.00 To Income: To Deductions $0.00 $0.00

As with the income entry, you would first select the household member who is responsible
for the asset. Next you would enter the Annual Asset value. In the description column you
would enter a description of the asset such as Savings Account or IRA. If you know the
anticipated income for the asset, you can enter that in the Anticipated Income entry.

By default, assets are calculated at the default passbook rate entered along with the
worksheet, and which is designated in the program setup. However, if a particular asset
involves a higher interest rate, you can enter that rate into the Interest Rate column. If you
enter an interest rate there, upon saving the asset, the Interest Earned will be calculated
for you automatically based upon the Annual Asset Value.

You can select the asset type as either Current, Imputed or Unspecified. NOTE: If this asset
is to be reported on a 50059 worksheet then you must select either Current or Imputed.

If the asset was divested and you know the date divested you can enter that date as well.

Once you have completed the entry, click the '@l icon. To cancel editing without saving, click
the < icon.

If for any reason you need to delete an asset entry, click the 8 icon.
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The completed Asset entries are shown below.

Family Assets
« D Ft=O
Action Member Annual Asset Value Description Anticipated Income Interest Rate Interest Earned Asset Type Date Divested
42 & Ramos, Susan §1,285 76 Chacking account $1.00 0.000 $0.00 Current
ye 8 Ramos, Susan §1,305.00 Savings Account $0.00 0.000 $0.00 Current
42 & Ramos, Susan §7 40800 IRA $0.00 2,500 $185.20 Imputed
Total Assets $10,008.76 To Income  To Deductions $1.00 $185.20

6.11 Asset Calculator

When editing assets for a rent worksheet, you can click on the " next to any asset entry to
bring up the Asset Calculator. This calculator allows you to calculate the exact value of the
asset including any expenses incurred while converting the asset to cash. An example of the
Asset Calculator is shown below.

| Tenant I0: 1236 |
A
Tenant Name Ms. Susan Ramos |
Effective Date | 4/1/2020
Worksheel Type | Federal Public Housing |

Rent Worksheet - Asset Calculation

a. Asset Value 7590.0
(Expenses)

Early Withdrawal 188.75
Pct. for Early Withdrawal 25
Mongage Balance 0.0
R.E. Commission 0.0
Cost of Sale 0.0
Other Expense 0.0

b. Total Expenses| 189,75

Cash Valve (a-b) $7,400.00

Save Cance|

If you click the [Save] button the cash value of the asset will be saved for this entry.

6.12 Using the Full-Page Asset Editor

As with the income section, you can also edit assets in full-page mode by clicking on the (4]
button. The screen will appear as shown here.

L‘Wulkshezl Assets.
®
Tenant Name | Connor Sample I
Effective Date 10/1/2022
Purpose | Interim Certification ]
Show Hints  Next Hint

Done Save New Entry
To Income: To Deductions | To Exclusions To Section(s)

Annual Asset Value Description Anticipated Income Interest Rate Interest Earned Real Estate? Date Divested
® Sample, Connor 1685.00] I | Checking Account | 0008 00 0.00/% Unspecified - [m] Il
® Sample, Connar - 3250.00| & | Savings Account | 000 % 00] 0.00/= Current ~ m] "ﬂ
® | Sample, Gonnor - 16418.00| & cD | 0.00/% 0.0 000/ Curent - [m] =
b d $21,353.00 $0.00 $0.00

For more information, see the section entitled Full Page Editing of Income.
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6.13 Entering and Updating Worksheet Deductions
Any deductions that are used to reduce the Gross Annual Income are entered through the

Deductions area. To get there click either the [Deductions] button or the ™ icon. An
example of the Deductions grid is shown below.

Tenan: I0: 1226

Tenant Name Ms. Susan Ramos

Effocive Dale 4/1/2020 |
worenest Type Federal Public Housing
Family Deductions

« CepE B EO

]

£ R Ramos. Susan [Prescriptions: Yes Yes No. §42.00 Monthly 5504.00)
&R Ramos. Stsan [Actna Insurance Yes | Ves e §95.00 Monthly §1.140.0q|

Total Dt i | | $1,644.00]

In addition to entering a description of the deduction, you can identify if it is a medical
deduction and if it is an unreimbursed medical deduction. You can also designate if the
deduction is for heat. The deduction amount is entered and then the frequency of the
deduction is selected. When you save the deduction, the Annual Amount is calculated
automatically.

For a Federal tenant reporting on the 50058 Family Report, any deductions listed as
medical and unreimbursed will automatically be reported on field 8k on section 8 of the
50058. From the 50058 entry for 8k, you can click on the - icon and it will bring you to the
deductions entry.

Also note, that only unreimbursed medical deductions will be recognized on the 50058
form. All other deductions/allowances should be entered through the 50058 form itself.

As with income and assets, clicking on the I&! icon will save the deduction and clicking on
the & icon will cancel the editing of the deduction. If for any reason you need to delete a
deduction, click the icon.

6.14 Using the Full-Page Deductions Editor

You can edit the Deductions in full-page mode by clicking on the &4 button. A screen similar
to below will appear.

Workshee! Deductions
®
Tenant Name| Connor Sample
Eflective Date | 10/1/2022 ‘
Purpase  Interim Certification |
Show Hinls  Mext Hint

Done Save New Entry

To Income To Assets To Exclusions | To Section(s)

Heat Deduction Amount Frequency ‘Annual Amount
3 Sample, Connor Prescriptions | = = 320.00/% Monthly -] 3840,00

3 Sample, Cannor Other Medical | =} ) 400.00 /% Annually B 400,00
art Total Deductions $4,240.00
6.15 Entering Excluded Income

If any income identified through the Income section should be excluded for any reason,
enter those through the Exclusions area. You can get to the Exclusions by either clicking the
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[Exclusions] button or by clicking on the “& icon. An example of the exclusions grid is
shown below.

Tenant 10: 1226

i~

Tenant Name Ms. Susan |
Eficclive Dale 4172020 |
warkahest Tyoe Federal Public | ing |

Exclusion Amount Fraguency Annual Amount Reason

EE 3 Ramas. Susan $100.00 Annually $100.00 Other Permissible

[Total i | $100.00

6.16 Editing Exclusions on Full-Page Mode
You can edit income exclusions (State (MA) worksheets) in full page mode by clicking on the

B3 button. The screen will appear as follows.

Worksheet Income |
5 [
Tenant Name  Phyllis Anderson ‘
Effective Date| 9/1/2022
Purpose| Annual Certification ‘
Show Hints  Next Hint

Dane Save New Entry
To Income ToAssets | | ToDeductions || To Section(s)

r n
® Anderson, Phyllis - Foo  J&Amualy - 0.00

4 Total Income Exclusions | so,oo|M line added

6.17 State (MA) Public Housing Worksheet

The State (MA) Public Housing Worksheet is fairly simple and required almost no editing.
Most of the calculation is entered through the Income, Assets, Deductions and Exclusions
section.

An example of a State (MA) Public Housing Worksheet is shown below.
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Tenant ID: 1024
Tenant Name Ms. Joan Banks |
Effective Date | 3/1/2021
Workshest Type State Public Housing |
Rent Worksheet Calculation
Last Updated 3/16/2021 12:28:40 PM by Bob Hill;
[~.= Retum |L§i Save ”J Print ”r Complete

Bedrooms in Unit| 2

Members in Famlry

Over-Housed Pet. | 150 .00%

Caleulation Rate (%) () 30% - No Utilities
O 27% - Some Utilities
O 25% - All Utilities
O (other - specify)
Other Rate (if appicable} | () (0
Pays for Heat () Ygg - Tenant pays for heat
® Mo - Tenant does net pay for heat
Gross Family Income 16,473 60 | (ncome + assats)
liemized Income: Exclusicns. 100,00

Other Income Excluded | 0.00

Adpusted Annual lnwme. 16.373.60 | (Gross - lemized - Other)
Total Medical Deductions 0.00
Allowabie Medical Deductions | 0.00 | ftotal medical - 3% of adjusted income)
Total Non-Medical Dec..ctiuns: 0,00
Total Deo ..cnons. 0.00
et Annual Income 16.373.60 | (Adjusted income - total deductions)
Net Moninly Income | 1.364.47 | (Net Annual Income | 12)
Montily Calculated Rent| 409 | (monthly net X 30%)
Utility Allowance [ 0.00
Total Tenant Payment (TTF} 409.00 | (Caleulated rent - wlility allowanee)
Minimum Rent .00
Adjusted Foenl: 409.00 | (larger of TTP and Minimum Rent)
Additional Rent Increasa 0.00
Tetal Rent Amount 409.00 | (adjusted rent + additional increase)

Worksheel Stalus| Worksheet is Complete |

The calculation rates shown come from the Program setup. If these do not reflect the
accurate percentages, you should check the program setup. In some cases, the percentage
will be different depending upon whether or not utilities are included, so you can choose
the percentage that applies to this tenant.

You can also indicate whether or not the tenant pays for heat.

The remaining entries are all part of the rent calculation and cannot be edited. The final
tenant calculated rent amount is shown in bold at the bottom of the form as well as the
completion status of the worksheet (complete or incomplete).

6.18 State (NJ) Low Income Tax Credit (LITC) Worksheet

The State (N]) LITC Public Housing Worksheet conforms to the New Jersey LITC program
and produces both the one-page Tenant Income (self) Certification form as well as the four-
page Tenant Income Certification form.

The calculation sheet is shown below.
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Tenant Name | Mrs. Evana T. Cummings |
Effective Date | 5/1/2022 ‘
Worksheet Type | State Public Housing |

LITC Rent Worksheet Calculation

¢ Retun L. Save I;ﬁ Print |
E Self-Cert 2, Income-Cert

Include Instructions on form? O Yas - include instructions for Income Certification form
® No - do not include instructions for Income Certification form

Action Type (select one)| Recertification v‘

Income Limit| 28300.00 |

Income Restriction At| 30% V‘
Other Restriction % | 30.0

Maximum Rent| 1250.00

1 =
Unit Restriction At| 30%  ~

Other Restriction % | 30.0 |
HOME Income Status | <= 80% AMGI ~
Tax Exempt Income Status | <= 60% AMGI ~
AHDP Income Status | Not Applicable ~

All full-time students? (® Yas O No
Student Explanation | 3-Single Parent/dependent child ~
Rental Assistance | 0.00

Bedrooms

Other Charges | 16.00

Bedrooms in Unit| 4

Members in Family

Over-Housed Pct. | 0.00%

Galculation Rate (%) (®) 30% - No Utilities
O 25% - Some Utilities
O 27% - All Utilities
O (other - specify)

Other Rate (ifapplicable)|:|
Pays for He t pa he

AN NN AN A P AR TN NN, i P P AN Ny
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Other Rate (if applicable)

Pays for Heat

Gross Family Income
Itemized Income Exclusions
Other Income Excluded
Adjusted Annual Income

Total Medical Deductions
Allowable Medical Deductions
Total Non-Medical Deductions
Total Deductions

Net Annual Income

Net Monthly Income

Monthly Calculated Rent
Utility Allowance

Total Tenant Payment (TTP)
Minimum Rent

Adjusted Rent

Additional Rent Increase
Total Rent Amount

Last HQS Inspection
Last Passed Inspection

Worksheet Status

Mark Worksheet Complete

]

O Yes - Tenant pays for heat
® No - Tenant does not pay for heat
37,909.00 | (income + assets)

0.00
0.00
37,909.00 | (Gross - ltemized - Other)
0.00
0.00] (total medical - 3% of adjusted income)
0.00
0.00
37,909.00 (Adjusted income - total deductions)
3,159.08 | (Net Annual Income / 12)
948 | (monthly net X 30%)

0.00

948.00 | (Calculated rent - utility allowance)
0.00

948.00 | (larger of TTP and Minimum Rent)
0.00

948.00 | (adjusted rent + additional increase)
L&
[ ¥

‘ Worksheet is NOT complete |

Completed

N AN N NN A Mg A A N

To preview and download the self-certification form, simply click the

Fl Self-Cert

button. You will be prompted to download the completed form.

M_‘»W

The preview and download the full Tenant Certification form, click the

2, Income-Cert

Button. You will be prompted to download the completed form. By default, the instruction

pages are not included in this form. However, if you choose Yes to include instructions for
Income Certification form, the instruction pages will be added.

You must select the Action Type. The possible selections are Move-In, Initial Certification,
Recertification and Other.
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The entries in the calculation refer directly to the NJ-LITC forms. For detailed instructions
on these entries consult the Tenant Income Certification form by including the instructions.

The final /total rent amount will be calculated and shown in bold. You can also specify the
last date of the HQS inspection as well as the last date that the unit passed inspection.

The completion status of the worksheet will be shown. In the example above, the worksheet
is shown as NOT complete. If you have reviewed the worksheet for accuracy and are sure
that the calculation is correct, you can click the [Completed] button to mark the worksheet
as complete.

6.19 State (MA) Leased Housing Worksheet

The State (MA) Leased Housing Worksheet is slightly more in depth than the State Public
Housing worksheet as there are a few additional required entries. An example of the State
(MA) MRVP worksheet is shown below.

6.19.1 MRVP Mobile Worksheet
Tenant I0: 1078
Tenant Name Tracey Carley |
Effective Date | 44/1/2020

Worksheel Ts'nej State Leased Housing |

MRVP Mobile Worksheet Calculation

[l.-- Retum “;ﬁ Save |1hpartmem ”,3 Print

Mumber of Bedrooms | 2 | {on vaucher)

Calculation Rate IMII‘I%}. a0 g
Calculation Rate (Max%) 40 g

I5 heat includest In rent? (8 Yag - Heat is included in the rent
() No - Heat is NOT included in the rent

Gross Family Income | $12.284.00 | {income + asssts)
Itemized Income Ex:clusmnsl S0.00
Adjusted Annual Income §12.284.00 | (Gross - temized)
Total Dehuetions | 795,00
Net Annual Income | $11.489.00 | (Adjusted income - total deductions)
Hat Moty Income | $957 | (Net Annual Income ! 12)
‘iouchar Value 5847 | (from schadule)
Tenant Share | $93 | (with Voucher Value)
Minirmum Tenant Rent snare: $287 | 30% of Manthly Met
Maximum Tenant Rent Share 5382 | 40% of Monthly Nat
Contract Rent
Tenant Rent Share | 5287
Voucher Payment [HAP) : $653

For the MRVP Mobile Worksheet calculation, you must specify the number of bedrooms and
the contract rent amount. The minimum and maximum calculation rates will be filled in
automatically from the program setup. The remaining entries are calculated.
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6.19.2 AHVP Worksheet

| Tenant 10: 2332 |
Fo

Tenant Name | Jackie Debrusk |
Effecilve Date| 4712019 |
WMW State Leased Housing |

AHVP Worksheet Calculation

[ e @ v |oamen @ e

Mumber of Bedrooms | 4 | {on voucher)
Galculation Rate (%) 55 |4

Is Heat Included? () ves - heat is included in the rent
O No - heat is not included in the rant

Giass Family Income £10.625.00 | (income + assets)
Iiemized Income Exclusions | 50.00
Adpusted Annual Inmmem {Gross - Nemized)
Total Decuctions|  §0.00 |
NetAnnual Income| £10.625.00 | (Adjusted income - total deductions)
Net Monithly Income | $885 | (Net Annual Income / 12)
Tenant Rent Share $221
Contract mmﬁ
Voucher Payrment $604

6.19.3 DMH Worksheet

| Tenant ID: 2353 |
o

Tenant Name Ms. Heather V. Watsgrove |
Eieciie Date | 3/1/2021 |
Worksiiee! Type | State Leased Housing |

DMH (MA) Worksheet Calculation

[e Roum [EF sew [{faamert [|g e

Number of Beuroorns
Calculation Rate (%) <

Is Heat Included? () Yes - heat is included in the rent
(® No - heat is not included in the rant

Gross Family Income £12,654.00 | {income + assets)
lemized Income: Emluslons: $0.00

Adpusted Annual Income | 812.664.00 | {Gross - emized)
Total Deductions | $400.00 |

Net Annual Income | §12.254.00 | (Adjusted income - total deductions)
Net Manthly Income | $1,021.00 | (Net Annual Income 1 12)

Tenant Share £306.00
Contract Rent 0.00
Viucher Payment ($306.00)
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6.19.4 MRVP Project-Based Worksheet
Tenant Folder

| Tenant I0: 2384 |
%

Tenant Name Michelle Philips |
Efleciive Date | 3/1/2021 |

Wiorksheet Type | State Leased Housing |

MRVP Project-Based Worksheet Calculation

[ e | sowJamemen |[@_emi

Is Heat Included? () Vs - heat |s includad in the rant
(& No - heat is not included in the rent
30% Rent Share Waiver? () ygs - there is a 30% rent share waiver
Mem share walvar

Gross Family Income £11.268.00 | {income + assats)
liemized Income Exclusions $0.00

Adjusted Annual Inmme: $11.268.00 | (Gross - ltemized)
Total Deductions 1563.40

Het Annual Inmmem (Adjusted income - tatal daductions)
Met Manthly Income 5892 | (Net Annual Income | 12)

Tenant Rent Share | $312
Contract Rent 739
Tenant Share 5312
Voueher Payment 427
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6.20 Federal Public Housing and Leased Housing Worksheets

Federal Public Housing and Leased Housing Worksheets are calculated using the HUD-
50058 form. Since the functionality of the 50058 form is well-documented by HUD and
there are numerous publications with instructions on completing this form, the User Guide

will merely illustrate how to open and navigate the 50058 form.

An example 50058 form is shown below starting with the first page of the 50058.

| Tenant ID: 1226 |

5

Tenant Name | Ms. Susan Ramos
Effective Date | 4/1/2020
Worksheet Type | Federal Public Housing

HUD-50058 Family Report
+ Ratum | U Save | |@ Print | l;l Form | |¢ Validate |
01/02 |[ 03 |[oaws ][ o7 [ 08 |[ oe |[ 10 | [ = ][ tes ]
| (HUD Forms) ~| | Go
1. Agency
fa.  Agancy Nama E!randenburg Housing Authority | a
b PHAGoda MASIS e
e Progam FH 1
73 Froject Number (PUBIC Housing oaly) 00002 sume | | i
e Buldng number (Public Housing only) GG 1e
¥ Buldng antrance number (PUblic Housmg ary) 2 i
i Unit number {Pubiic Housing cnly ) 1088 g
2. Action
Ia Typa of action 1=New Admission 2a
i Effactive date (mm'dd'yyyy) of action 4112020 2
I Carreclion? o es =
@ No
Zd. INcomeclion (select prmary reesan) (ot applicable) | Zu
2h Date immiddseyy) of admission to program 4/1/2019 !—]'
a Projectad sfactive dale (mmiddyyyy) of next reexamination -7l 5
A Projectad date (mm'cd'yyyy) of naxt fat annual updata 4112020 F], El
2k F55 participation now o in tha last year? C“ Yas B
® Mo
Im. Gpacial program: {vouchars oniy) [ Enhancad Vaucher
O Wellare ta Wark
In. Other spacial programs: Number 01 None = o
n Othar spacial programs: Number (12 MNone .| n
2 PHA Lsa only 2
ar PHA 158 only ar
75 PHAwse only =
o PHA =2 only 2
U PHAwSE oly u

Entry fields are highlighted in a light, tan color. The button-bar above the form will allow
you to quickly go to any section of the 50058. For example, clicking the [04/05] button will
take you to sections 4 and 5 of the 50058 as shown in the following screen capture.

46



Tenant Folder User Guide

HUD-50058 Family Report

+ Return |L¥ Save |h Print ”j Form "f Validate |

Diate of last annual HOS inspaction (Section & oy

o1/02 |[ 03 [ o405 ][ oewn7 ][ o8 [ o J[ 10 J[ < J[ > ][ Loa |
[{HUD Forms) -| Go
4. Background at Admission
da. Date immicdiyyy) entarad wailing kst 4/1/2019 'jv =
4. ZIF code bafors admission 02333 o
4c Homeless atacmission? (@] Yag 4
® Mo
dd Diaess Tarmily gualify for admission ower the very-low income IMi? (vouchers enly) [@] Yes ad
® e
Applicabia Low Incama Limit $6:0,850.00
Apolicable Very-Low Income Limit $28,100,00
Applicatie Extremely-Low Income Lima $22,850.00
de Comtinuously assisted under the 1937 Housing Act? O Yeg de
® ho
a 15 there a HUD approved noome 1aeting d=reqand? () ves af
] o
5. Unit to be Occupied on Effective date of Action Injtialize P/H Unit
Sa.  Unit Address - number and street |1ug Main Street
Aol | |
City |[Brandenburg |
State New York -
Zp Code {=4) 55555
Sb. Is mailing address same as unil address? @ Yeg Sb.
O Mo
S Famiy's mailing address. - numbsr and strest 108 Main Street
Api A
City Erandenburg
State Mew York
T Gode (=4) 55555
Ed. Numiber of bedrocems in uni E ’Al! 5d
Sa Has the: PHA idesttified this unit s an accessile unit? (Puilic Howsing anly) O a5 e
® ho
ST Fia e Tarmly (BQURSIE SCOESANTY TRINIERT (FUDIK OGS g Gy [) es £l
® o
50, Has e Tamdy received accessinlity feanires? (PUEIC Housing ank) O a. Yes Fully e
O b. Yes, partialy
O . Wi, not at al
[ . Action pending
Sh Date unit @st passed HOAS inspacion (Section & anky Dv 5h.
I
0

YR (7] UL Wi DU (SEC00n B ank )

Structure type (Section & only)

Single family detached

Liiity Adowance - 5tracturs Type

Single family detached -

| HUD 52667

Fealng Trpe Other o
Cooking Type Not Applicable ~|
Hot Water Type

Not Applicable -

Cither Tenant Expenses

jopooooo

iher Electric
Alr Concitioning
water

Sawer

Trash Collecion

Tenant-cored Rangemicioware

If any changes are made to any section of the 50058 form you must click the [Save] button
to save those changes.

Clicking the [Form] button will create a printable copy of the HUD-50058 form for this rent
worksheet.

Clicking the [ <] and [ > ] buttons will save the current section’s information and then move

either back to the previous section or forward to the next section.
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6.20.1 Viewing the 50058 Activity Log
Changes to the 50058 are automatically logged so that you can see who has made changes
to any worksheet. An example of the 50058 activity log is shown here.

Tenant ID: 1226 S0058 Worksheet Saved!

e
Tenant Mame Ms. Susan Ramos |

Efective Date | 4/1/2020
Workshee! Type Federal Public Housing |
= Return 4§ Preview |Effective Date 4/1/2020

Log Date Log Time Login ID Message
05/05/2021 15:12-27-533 Beb Hill Saved 50058 Sections 04 - Background at Admission
05052021 15:12:28:040 Bob Hill Saved 50058 Sections 05 - Unit to be occupled
05/06/2021 15:12:30:073 Bob Hill Saved 50058 Section 06 - Assels
05/06/2021 15:12:33:010 Bob Hill Saved 50058 Section 02 - Actlon

The log shows the date and time of the activity, the logged in user and a description of what

was saved. Clicking the [ Peven button will allow you preview and/or print a hard copy of
the log.

Clicking the button will return you to the 50058.

6.20.2 50058 Validation
Clicking the [Validate] button will perform a validation check of the 50058 and will report
any errors.

The following screen capture shows an example of an error reported on a 50058 form.

Clicking the [Validate] button will perform a validation check of the 50058 and will report
any errors.

HUD-50058 Family Report

« Rewm | sae |G Pt |01 Fom |l vaidate |

o102 || 03 | o408 ]| oeor || o8 |[ oo |l 10 | [ = ][ o0 ]
(HUD Forms) - Go
50058 Form Validation Results
2 erroriwarning message(s) logged. |
SO05E Fieid # Severity Erroc'Waming Message
2h Fatal If this is & new admission, the effective date must equal the date of admission to program,
2 Fatal The next re-exam date must be valued,

The error is shown along with the severity of the error. In addition, there is a reference to
the exact entry on the 50058 that caused the error.

If there are no errors, or once you have corrected any errors, the validation will indicate
that the 50058 form has passed validation. You also have the option to set the status of the
worksheet complete by clicking the [Mark Complete] button as shown in the following
screen capture.
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50058 Form Validation Results
0 errorfwarning message(s) logged. |

Show Hist.
Mark Compleie

Ma emorsiwamings logged!

You can also view the Rent and/or HAP history for this tenant. This allows you to determine
if the calculated amount is consistent with prior years. An example of the history is shown
here.

Rent History

History
Tenant Name | Susan Ramos

Rent Amount

A5 OF [ 4/1/2020 3
Return
S
Effective Rent Amaunt
4172020 $710.00
41172018 $50.00

6.21 Creating an Issuance of Voucher Action

You can easily create an Issuance of Voucher action for a Federal Leased Housing tenant.
This simplified entry collects the minimal required information to submit an Issuance of
Voucher action to PIC. To create an Issuance of Voucher action, click the iii icon. The New
Worksheet process will appear as follows.

Tenant Folder

4Tenam ID: 1248
M S [Quick Action] | Lt

Tenant Name  Paula Johfison |

Effective Date | {(new) ‘

Worksheet Type (new) |

New Worksheet

Worksheet Type | Federal Leased Housing v|

Effective Date | 5/1/2021 'jv
Copy From Worksheet... | (None Available) ~

Purpose |

Select purpose or enter purpose above v|
Create Issuance of Voucher O Yes - create an Issuance of Voucher action

® No - do not create an Issuance of Voucher action

‘ Continue H Cancel ‘

Choose Yes - create an issuance of Voucher Action and then click the [Continue] button.

When you do, the Issuance of Voucher area will appear as follows.
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Issuance of Voucher

Issuance of Woucher
Tenant Mama Paula Johnson
2a. Effective Date | 5/1/2021 3

2b. Correction () yas ® No
2d, Reason for cormection [4/4
2k FS5 Panicipant O Yas () No
4b. Zip Code

4, Homeless (O vias () No
12a. Bedrooms on vouchar 0 g

Program | Section 8 Voucher

Save Cancel

Complete the information shown and then click the [Save] button. When you do, the
process will look similar to below.

Issuance of Voucher

10V Craated

Tenant Name ' Paula Johnson
The Issuance of Voucher Action has been created. You can download the action to
submit to PIC by clicking an the link balaw
PIC File for Download PIC File
* NOTE: Right-Click and than choose "Save Target As and change extension to ASC"
Update Warksheet Status (8) \ark worksheets as submittediuploaded to PIC
O Leave workshests unmarked for resubmission to PIC

Finish

You can right-click on the PIC File link to download and save the PIC file to be uploaded into
the HUD PIC system. Choose Save Target As and then change the extension of the file from
.TXT to .ASC. NOTE: This is a required step. If you try to upload a .TXT file to PIC, it will be
rejected. However, due to security reasons, your browser will not allow you to download a
file with a .ASC extension. Therefore, the file must be downloaded as a .TXT file, and when
you save it, you change the extension of the file from .TXT to .ASC.

il 1as | MYSAYT000 PIC 222 ASC

S s bypes | Al il

licdr | ollenss Sare Cancel

Once the file has been saved to your computer, you can sign in to HUD-PIC and upload the
action.

6.22 Voiding a 50058 Action

If you have a 50058 action submitted in PIC and you need to remove it, the process involves
sending a Void action for the same effective date.

To create the void, simply locate that worksheet in the tenant folder and click the < button.
This will change the action type for this worksheet to a void. When you do this, a copy of
this worksheet will be created with an Action Type of Void.

50



Tenant Folder User Guide

At this point, you need to download the PIC Action through the Create PIC File Transmission
process and then upload the resulting file to PIC. This will remove this action from PIC.

Once you have confirmed that the action has in fact been voided (removed) from PIC, you
can then delete the voided worksheet.

Tenant Folder
Tenant 1D: 1249
<P S O 24
. froses
Tenant Name Connor Sample
- A new "vold" worksheet

‘Snow Worksheets For | Federal Public Housing - a 50058 worksheet
AsOf 11/1/2017

Action ghecivepae B R Revision Type Program Pupose Notes Changes From Prior Action mpictes
) =) & | Q] 312023 A Federal Public Housing ~ FPH 8l interim Certiication Recert Package | Yes U © Yes U 130035
» 3 O x 3172023 t 0 Federal Public Housing  FPH No © No ¥ 143657
P IBSSO RO 1012022 5 0 Foderal Public Housing  FPH i Recert Package 1M ves F © Yes U 84938
&0 & U xXO w202 e 0 Federal Public Housing  FPH Interim Certification Recert Package 1M ves & © Yes U 70927
» £ @0 X O w022 3% o Federal Public Housing ~ FPH Annual Certification Recert Package |0 ves G ® Yes U 46005
SO & SO0 x 8112021 5 0 Federal Public Housing ~ FPH Initial Move-in Not Applicable Recert Package W ves U © Yes U 45685

6.23 Editing the 50058 Housing Choice Vouchers Section

If the tenant is in a Housing Choice Voucher program, the information is recorded on tab 12
of the 50058 Family Report. In PHAnetwork, there is an additional requirement that you
connect the tenant’s HAP to a specific vendor/landlord. This is done by clicking the Show
Owner link on Section 12. When you do, you will see something similar to the following.

Landlord Information h:l Close ”ﬁ Cancel |

el

Langlors Name |
cty |
State| Massachusetls
Zip Code
Address 1 |
Address 2 |
Address 3 |
Ackiress 4 |
Tax 1D Mumber
Contact Person ) |
Talephone
Email Address |

Direct Deposit? (=) yas
CiMo

This form allows you to select a landlord or add a new landlord. If the landlord already
exists in your system you can click on the Blicon to select the vendor/landlord. The
following screen shows the vendor/landlord selection screen.
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Select Landlord

Close Vendor Window

5 i Name:

seb 1 Landlord found
Action Vendor Name Mail Address

] Sabastian Miller 178 Parkway Driva

You can enter part of the landlord’s name in the entry box and then click the “Sicon to
search for that landlord. Then, click the P to select that landlord. The landlord’s name and
address will be returned to the Landlord Information window. The landlord information
will be filled in as follows.

Landlord Information h’_l Close |b Gancel |

il

Landlord Name | Sahastian Miller
City| Brandenburg
state| Massachusetls
Zip Code | 02555
Address 1| Sebastian Miller
Address 2| 178 Parkway Drive
Address 2| Brandenburg, MA 02555
Address 4
Tax 1D Number | 04-359395
Contact Person . |

Telephone
Email Address| sebastian_1_miller@eomeast.net |

Direct Depasit? () Yas
® No

Click the [Close] button to close the landlord information window. Then click the [Save
Changes] button to save that information on section 12 of the 50058 form.

Note: The procedure is similar for Project-Based Vouchers and Moderate Rehab.

6.24 Working with Portability-Out Tenants

Portability-out tenants do not need 50058 worksheets since they are porting-out to another
agency who will be responsible for the management of the voucher. For a port-out tenant,
you only need to create a HAP (rent) schedule entry and indicate through that process that
the tenant is a port-out.

To create a port-out entry, go to the History tab and then click &P as shown below.
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Tenant Folder

[Tenart 0: 1287, s
S A [[QuickAction] |13
@ Main Status IMembers Location Worksheets Documents Ledgers Notes
Tenant Nﬂme| Eliza Mellsdore

Location History Rent History Rents/HAPs Work Orders Inspections Service Activity Lag

Dates/Range (®) Range O All Start [

‘?ﬂl iii t«—-é Leased Housing HAP History

When you do, the following section will appear.

4New HAP Entry

<
Effective Date | 7/1/2023 E
Contract Rent 0.0
HAP Amount 465.0
Utility Reimbursement 0.0
FSS Escrow 0.0
Tenant Rent 0.0 E
Portability-Out (®) Yes - this is a portability out tenant
L

O No - this is not a portability out tenant
Admin Fee NP‘ 79. 35‘

Receiving Authority| BOSTON, MA E

Unit Address (street)| 105 Bellmore Street
Apartment Number| 2C ‘

City, State, Zip Brandenburg | [ Massachusetts -| 55555
Bedrooms [, |§|

Landlord Name | Boston Housing Authority | =

Save ‘ ‘ Cancel ‘

You will need to enter the Effective Date, the HAP amount and the Admin Fee A/P

(Accounts Payable). You can optionally specify the receiving authority by clicking on the =
button.
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In addition, you will need to enter the apartment/unit that the tenant will be occupying and
specify the number of bedrooms. Finally, you must select the landlord which will be the
receiving authority. In the example above, the landlord is the Boston Housing Authority.

Once this entry is saved, the Boston Housing Authority will receive a monthly HAP of $465

along with an admin fee of $79.35.

6.25 Federal TRACS/50059 Worksheets

If you have a program whose rent calculation is done through the TRACS program on a
HUD-50059 form, the worksheet will closely resemble that form. Below is an example of a

TRACS tenant worksheet.

| Tenant ID: 1225 |
RN
Tenant Name  Cyndi Lopes
Eneciive Date| 10/1/2019

Worksheet Type | Leased/Managed Housing

HUD-50059 - Owner's Certification of Compliance

e Reum |k save |l Pt |[T) Form |l validate |
Bl || B2 || c1 | c2 || o || E || F1 || F2 || F2 || imax]
Section B, Summary Information (Part 2)
6. Project Move-in Data 9/1/2019 ':] 16
7. Cerlification Type Move-In |::..-.'n_1.5 17

Beszline Cerification

Mot & Baseline Certification -

18 Action Procesgsad

Carrection to a prior 50059 -|

i Carrection Typs

Mo Corraction B

m EIV Indicatar

Mot the result of EIV system ~

i Prav. Subsidy Typa

Mo previous history ~

2 Uit Mumbar

20

3 Ka. of Bednooms

D..

24 Buldng I

CH1

5 Uit Transter Cade

Unit Transfer

6 Prayious Lnit Mo

=

L Securdy Dapasit 0.00 a7
8. 235 BasiBMIR Rent 0.00 @
7 Wakel Rent 0,00 29
0 Carntrac Rent 475,00 30
ka ) LMty Allowance 0,00 H
T s Ren 975.00 i
33 TTF &t RAD Conversian 0,00 =

The band of buttons labeled B1 through F3 correlate to the various sections of the HUD-
50059 form. Clicking on any button will take you to that section. For example, clicking on
the [F1] button will take you to section F1 as shown below.
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| Tenant ID: 1228 |
A
Tenant Name Cyndi Lopes |
Effective Dale 10/1/2019
Worksheel Type | Leased/Managed Housing

_ |
HUD-50059 - Owner's Certification of Compliance

= Rewn [ save |lG Pt |7 Fom ||v validate

B1 | B2 || c1 |[ c2 || D || E |[ F1 | F2 |[ F3 |[imax]

Section F. All and Rent C. i (Part 1)

T Toml A incama $19,830.00 o
B Low Incoms Lt 59200.00 b
B0 very Low Income Limit 37000.00 0
" Extremety Low Incoma Limit 2220000 "
B2, Current Income Status Mot Applicable - =
5. Eligibily Liniverse Code HAP Contract in effect after 10/1/1981 - o
B4 Sec BAssst 1984 Indicator (sae MAT User Guide) Mot Section 8§ -| fad
% Income Exception Coge (see HUD MAT Usar Guide) Mot Applicable - &
[ Poiice | Sacuity Tanant Mo~ 46
o7 Sunvoe of Cualifie? No -~ b
56 Howsenod Cilizenship Elgibility Mot su'bject to Non-Citizen Rule | &8

Depending upon the Certification Type shown in item #17 on section B2, additional
options may appear to provide more detail. The list of actions below explains the additional
information available.

Certification Type Additional Information Available

Move-In A link to the MAT15 address information

MAT-40 Move-Out A link to the move-out details for the MAT-40 action
MAT-65 Termination Alink to the details for the MAT-65 termination action

MAT-70 UT/Gross Rent | Alink to the details for the MAT-70 Gross Rent change or
Unit Transfer

6.26 Validating a HUD-50059

To check if all of the information is correct on a HUD-50059 form, click on the %
button. If there are any errors, they will be reported as shown below.

[TenantiD: 1229 | Errors have been found in the HUD-50058 worksheet. View the logged errors and correct them through the worksheet details.,

PN .
Tenant Name Cyndi Lopes |
Effective Date | 10/1/2020

Worksheet Type | Leased/Managed Housing

|
HUD-50059 - Owner's Certification of Compliance

& Retum |§ Save ”@ Print ”;‘ Form || Validate
B ][ B2 | i ez [ o ][ e e [F2 J[Fe ][max

HUD-50059 Error Log

2] 84 If Section 8, the Sec. 8 Assist 1984 indicator must be selected.

The error is shown along with the item number and a link to the section where the item can
be found and corrected.
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6.27 Preview/Printing a HUD-50059

You can get a copy of the HUD-50059 for any worksheet by clicking on the U rom | button.
When you do you will get a hardcopy of the form similar to the following.

Owner's Certification of Compliance U.S. Department of Housing For Personal Records ONLY - not for
with HUD's Tenant Eligibility And Urban Developmant Submission 1o the Federal Government
Office of Housing Record to Landlords
and Rent Procedures Federal Housing Commissioner (Exp. 00/00/0000)
Section B. Summary Information
;(:3:"’:?::"“ 12. Effective Date 10112020 22, Unit Number
. 13. Anticipated Voucher Date Y2019 23. No. of Bedrooms 0

2. Subsidy Type Section 8 14. Next Recertification Date 912020 24. Building 1D

3. Secondary Subsidy Type  Nonc 15. Fixed-Income Household?  No 25. Unit Transfer Code Unit Transfer

4. Property 1D 046 26. Previcus Unit No

5. Project Number 202 27. Security Deposit $0.00

6. Contract Number CAIMI2773 16. Project Move-In Date 912019 28.236 Basi/BMIR Rent  $0.00

7. Project iMAX ID TRACMIS79? 17. Certification Type Gross Rent Change 29. Market Rent 0,00

8. Plan of Action Code Title 11 18. Action Processed Carrection 1o prior $0059 30. Contract Rent $975.00

9, HUD-Owned Project? Yes 19. Correction Type No correction 31. Utility Allowance $0.00

10. Previous Housing Code  Conventional P/H | 20- EIV Indicator Not the result of IEV system |32 Gross Rent $975.00

11. Displacement Status Code Not Displaced 21. Prev. Subsidy Type  No previous history 33. TTP at RAD Conversion $0.00

Section C. Household Information
a4 a5, a8 37.38.139 40, 41 42. 43 44, 45. 46. 47 48, 49. | S0
No Last Name First name MI RelSex Race Eth  Both | Special Stdnt| 1D Code SSN Cuzn| Alien Reg. age Work
| | .| Date |Status |Stat. | (SSN) Excp Code Number Codes

01 |Lopes Cyndi H |F N 6121992 555.33.2222 28

02 |Garcia Justyn D M N 5122007 099.33.5939 13

03

04

05

06

07
_("‘ 4 1 i . 1 1 i

51. Family has Mobility Disability? No 54. Number of Family Members 2 58. Expected Family Addition - Adoption 0

52. Family has Hearing Disability? No 55. Number of Non-Family Members 0 59. Expected Family Addition - Pregnancy 0

53. Family has Visual Disability? No 56. Number of Dependents a 60. Expected Family Addition - Foster Chadren 0

57. Number of Elgible Members 0

61. Previous Head Last Name 64, Active Full Cert. Effective Date

62. Previous Head First Name 65. Previous Head ID

63. Previous Head Middse Initial 66. Previous Head Birth Date

6.28 Creating a MAT Transmission

If you have completed the entry of the HUD-50059 worksheet and you are ready to upload
the action to iMAX for submission to TRACS, click the [iMAX] button. The screen will appear
as follows.

[Tenant I0: 12248 | Transmission Detalls Created. The TRACS/IMAT submission f

oA

Tenant Name  Cyndi Lopes |
Effecive Dale 10/1/2020
Worksheel Type | Leased/Managed Housing |

HUD-50059 - Owner's Certification of Compliance

e Rewm [ save |l Pt [T Fom  [|v veldete |
B1 || B2 |l c1 || c2 || o |[ € |[ F1 || F2 || Fa |[imax]

HUD/(IMAX File Upload Submission
iMAX Upinad Fie |w
|HURAMAX Login

To download the generated MAT file, right-click on the TRACS/MAT File link, and then
choose Save Link As or Saved Link Content As and then save the file to your computer.
Note that the exact menu option will vary depending upon which browser and browser
version you are working with.
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You will be prompted to save the file to a location on your computer. It is best to setup a
standard folder where all submissions will be saved, and perhaps to setup sub-folders by
Year and Month.

Once the file has been saved, you can click the HUD/iMAX Login link to take you to the HUD
Secure Systems sign in.

User Login faq | hetp | search | home

Secure Systems

Single Sign On

User ID

Password |ssssssss

Login Cancel

ATTENTION:
* Your User ID will be locked after three incorrect login attempts.
+ Forgot your password? Click this link to access Reset Password and other useful information.
+ There is an inactivity timeout of 30 minutes. Please save your work periodically to avoid being logged out.
+ There is a session timeout of 4 hours. Once reached, you will need to re-authenticate after which you can resume
work where you left off.

+ This computer system, and all the systems iated with this sy for User Authorization and Authentication, are
protected by a computer security system; unauthorized access to these systems is not permitted; and usage may be
monitored.

Content updated January 6, 2018

@ U.5. Department of Housing and Urban Development Home | Privacy Statement
451 Tth 5.W., Washington, DC 20410
+ [202) TOB-1112 TTY: (2

Elephio

6.29 Creating Multiple MAT Actions

You can create each Monthly Activity Transmission (MAT) file as you complete them, or you
can create a single file with multiple MAT actions. This is done through the Prepare MAT
File(s) menu option in the Tenant Management module. Consult the TRACS/MAT User
Guide for more information on creating a submission with multiple files.
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7 The Documents Tab

The Documents tab contains a variety of documents that you can print, view and upload for
tenants. The tab is sub-divided into three separate tabs as shown below.

- Tenant ID: 1592 |

oK
@

Main_|_Status | Members | Location | Workshests Ledgers | _History | MNotes | Other
Tenant Name Madeline Anzivino |

DS Forms | Other Docs.
| Documents |
Effective Date | 7/30/2022 v
Action Document Name
W Late Notice
W Conference Notice
W FPA Letter
W Lease Package
W L/H Merge Test
W Test Late Fee Notice
W Section 8 Notice of Rent Change

assachusetts Public Housing Lease
P/H Lease inc. no-smoking policy
Reexamination with Inspection Letter

ili]iii =
§ =

‘Tenant Merge Document

7.1.1 Merge Documents

The first tab, Documents, includes any uploaded Word merge templates for your agency
that are applicable for this tenant. Clicking on the (W] icon will merge that template with
tenant information and the resulting Word document will be opened for review, further
editing or printing.

7.1.2 Forms

The second tab, Forms will include any applicable Federal or State forms for the user. As
shown below, for this particular tenant there are five HUD forms that can be generated for
preview.

r Tenant ID: 1592 |

Jol
@ Main | Stalus | Members | Location | Worksheets Ledgers | History | Notes | Ofther
Tenant le"" Madeline Anzivino ‘
Documents [[ESNCINl  Other Docs.
Forms |
Effective Date| 7/30/2022 3
Action Form Name

E HUD-50058 (Family Report)

E HUD-52517 (Request for Tenancy Approval)

E HUD-52665 (Family Portability Information)

E HUD-9886

& HUD-52646 (Voucher)
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Click on the & icon to open that document as shown in the following screen prints.

_Head of household name Mr. Glenn McAndrews. Social Security Number  3030¢-X-5538 | Date modified (mmiddfyyyy) 552021

Famlly Repﬂrt .5, Depariment of Housing and Urban Development
Office of Public and Indian Housing
1. Agency
ia Agency Name  Brandenburg Housing Authority
ib. PHA code

OME Appeoval fasmiber 2577-0063

ia

[M] [a] [9] [8] [2] &

1e.  Program PePublic, CEvSec. 8 Canicales, VO=Sac. B Vouchars, MEt= Sac. 8 Mod Remab [v] [o] 1
1d. Project number (Pubic Housing only) [I0T0 0010100000 st [0 T[] 10
1e.  Bulding number (Public Housing only) BEREREREE Te
1. Builting entrance number (Public Housing anly) [1T 1110111 1t
1g Unit number (Public Housing only) BERERENENEEnEnEn 1g
2. Action
Za Type of action 3 2a
b Effective date (mm/ddiyyyy) of action sM/2021 .
Zo. Cormection? (¥ or N) ] 2c.
2d. i eomection: (check primary resson) Family eomection of income PHA eomection of tamily income
| Family corection {non-income) PHA commection (non-income)
2h Date (mmdddiyyyy) of admission to program 11172000 Zh.
3. Projected effective date (mmiddiyyyy) of nexdt reexamination | 123172003 A,
. Projected date (mm/dd’yyyy) of next fial annual update (Public Housing flat rent only) 3.
2k, F55 participation now or in the last year? (¥ or M) N .
2m.  Special program: (vouchers only) (check onty one)
Enhanced Voucher Welfare to Work Voucher

n. Other special programs: Mumbes 01 2n.
n Cther special programs: Mumber 02 2n.
29 PHAuse only Aceaunt ID: 1017 2q.
. PHA use only F.
s PHA use only 2.
2. PHA use only 2
Zu. PHA use only 2u.

1= Miw Admssan %= End 11 = Expiration of Vusher (W0 enly}

2= Annual Reexaminaton 7 = Oher Grange of Unt 12 = Flat Rent Annual Lipsaie (PH oniy)

3= Imerim Resxaminanon 8 = FESWIN Addendum Onky 13 = Annual MOS inspection Only 58 oniy)

A= Portabiity Move-in (VO cnly) # = Anvual Ressamination Ssarching (V0 only) 14 = Historical Adpsment.

8.5 Pertitalty Misvi-ut (V0 enhy) A0 s Iesire ol Vohar (VO eiy) 18 = Veid

7.1.3 Other Documents

The final tab on the Documents section is labeled Other Docs. This section is used to save
scanned documents for the tenant. Basically, any form or document that you need to save
for the tenant can be uploaded with a few restrictions to size and number of pages. The

following screen capture shows the details of the Other Docs tab.

1 Tenant ID: 1592 |

Jol |

Main Status Members Location Worksheets Ledgers. History Naotes. Other

Tenant Nama‘ Madeline Anzivino ‘

Documents, Forms. Other Docs,

Effective Date| 7/30/2022 3

Action Form Name
El HUD-50058 (Family Report)
E HUD-52517 (Request for Tenancy Approval)
E HUD-52665 (Family Portability Information)
I HUD-9886
)i HUD-52646 (Voucher)
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Click on the ®l icon to open and view the previously saved document. If you need to remove

a document for any reason, click the ﬁ icon.

You can also narrow down your search by date. The default is to include All Dates, but you
can click the Range option and then enter the starting and ending date for the range. Next,

click the S icon to reload the documents for the specified range of dates.

7.1.4 Scanning and Uploading Documents

To scan a new document, click the 5P button. The scan/acquire option will appear as shown

here.
| WpIoad LUocument f

|
Scan Dmummg Sean |

Description/Purpose
Notes [up 1o 500 char's)

0 characters

Jpload || Cancel Upload

When you click on the "B ] button, the following screen will appear.

Scan Image/Document
{ Scan

¢ Select Scanning Device| Canon P-2151l TWAIN ~~ +|
Rotate Left | [Rotate Right | [l Mirror | Fip |
Edit

U

The various buttons in the Scan Image/Document area are explained as follows...

Button Description
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Scan

Load

Cancel

Help

Rotate Left/Right

Mirror

Flip

Edit

Upload

Scan will initiate the scan and will present the resulting scan in
the Preview window.

Load will allow you to load a previously scanned and saved
document from your computer.

Cancel will exit the process.

Clicking [Help] will show a help document explaining all of the
options.

The rotate will allow you to rotate the document either left or
right in the preview window.

Mirror will create a mirror image of the scanned document.

The Flip button will result in the image being flipped upside
down (useful if the document was scanned upside down).

This will open the document/image editor allowing you to make
additional changes/edits.

Once you have scanned and adjusted your document, click the
Upload button to upload it so that it can be saved with the
tenant’s folder.
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8 The Ledgers Tab

The Ledgers tab, like the Worksheets tab is a fairly comprehensive section of the tenant
folder. It is through the Ledgers tab that you will manage the tenant accounts receivable
(TAR) elements of the tenant. This includes posting of various charges, recording of cash
receipts, managing and updating repayment ledgers, tracking tenant deposits (security, pet,
etc.), and setting up any tenant recurring charges.

An example of the Ledger tab is shown below. The currently selected ledger tab is for the
Tenant Ledger.

Tenant ID: 1226

e

@ Man Status, Members LOCation WWorksnesls Documents HisLony. Notes. Oner
Tenant Name s, Susen Ramas
Repayment Ledgers Deposit Ledgers. Other Ledgars. Racurring Charges ACH Satup
Dates/Range (&) Range Al Start Date | 1/1/2020 E' End Date| 5/1/2021 E'
Custom Dates | Custom
S & Tenant Ledger
Action Date Code Description DevID  Charge/Debit  Payment/Credit Balance

BBAL  Beginning Balance 0.00 $0.00
o 31/2020  RENT  March Rent A 902 0.00 $0.00
5 = 9112020 RENT  September Rent ¥ oop 0.00 $0.00
= 5 10172020 |RENT  October Rent A oon 0.00 $0.00
- = 121/2020 | RENT  December Rent ¥ oop 50.00 $50.00
FERE 12172020 [CATV  Cable TV! =TT 15.00 $65.00
=-E 3 12/%2020 OTHER |Lockout Charge! ¥ og? 15.00. $80.00
ST 40 88 B [ 122020 PAYMT  Payment Received! check # 1862) A gn2 80,00 $0.00
- AR = 2112021 CATY Cable TV ¥ oo 15.00 $15.00
AR 32021 [cATV  [CableTV ¥ 002 15.00 $30.00
$30.00

Each separate tab is explained in the table below.
Tab Description

Tenant Ledger The tenant ledger is where normal automated rent charges are
posted as well as any tenant-ledger related charges, payments
and credits.

Repayment Ledgers @ The repayment ledgers tab is where any repayments are tracked
for either regular repayments or fraud repayments.

Deposit Ledgers The deposit ledgers tab is the area where any deposits for
agency-defined deposit ledgers are recorded. You can setup as
many different deposit ledgers as you need to such as a security
deposit ledger, a pet deposit ledger, and FSS escrow deposit
ledger, etc.

Other Ledgers This ledger tab is for future use and is currently not available.
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Recurring Charges Any recurring monthly charges such as cable TV, excess utilities,
etc. are setup and managed through this tab.

ACH Setup ACH setup is used to setup the Automated Clearing House (ACH)
information for any tenant participating in automatic direct
deposits. The information on this tab would include the tenants
bank routing number and bank account number.

8.1 Working with the Tenant Ledger Tab

The tenant ledger tab will show any recorded tenant ledger charges such as automated rent
charges, manually posted charges and payments and the tenant’s running balance. You can
specify a date range for which to view or you can optionally choose to show transactions for
all dates. In addition, you can select any of the following custom date ranges.

e Current Month - Shows first to the end of the current month

e Prior Month - Shows first to the end of the previous month

e Current Year-to-date - Shows from the first day of the year through the current
date

e Current Year - Shows from the first day of the year to the last day of the year

An example of the tenant ledger showing the current year-to-date is shown below.

Tenant I0: 1226

4 Men || Staws | Members || Location Worksheets | Documents History | Mates | Ciher
TenantName Ms, Susan Ramos
RegaymeniLedgers | Depost Ledgers | Other Ladgars. | Recurring Charges. || AGH Setup
Dates/Range @) Range O Al Start Date | 1/1/2021 3 End Date | 5/5/2021 3
Custom Dates | Gurrent Year-to-date -
G Tenant Ledger
Action Date Code Description Dev ID Charge/Debit = Payment/Credit Balance
BBAL Beginning Balance 0.00 50.00
T o RS 2112021 CATY  Cable TV ! w2 15.00 $15.00
EN-F 3= 3112021 CATV  (Cable TV f w2 15.00 $30.00

$30.00

If you manually change the starting and/or ending dates, you will need to click the refresh
icon (=) to refresh the tenant ledger grid.

Additional icons above the Tenant Ledger grid have the following actions:

4 Add a new transaction (charge, adjustment, payment, etc.)
@ Preview/Print a hardcopy of the tenant ledger as shown
- Preview/Print a tenant statement
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The columns within the tenant ledger are described as follows.
Column Heading Description

Action This column includes various icons that when clicked, will
perform certain actions.

i View the details of the transaction (read-only)

$¢ | Delete the transaction

Edit the transaction

= Show an aging summary

Date This is the date of the transaction

Code The code representing the type of charge, credit, payment, etc.
RENT Rent Charge - automatically posted from Rent

Roll process

RRENT Retro-Rent charge - manually posted

PRENT Partial-Rent charge - can be manually posted or
automatically posted through a calculated
proration.

OTHER Other charge such as a maintenance charge,

recurring charge, etc.

PBAL Prior balance - shown when tenant ledger was
converted from a prior software application.

LATE Late Fee

LEGAL Legal Fee

CATV Cable-TV charge

WRITE A write-off transaction

PAYMT Payment by check or direct debit

AD] Adjusting transaction

RETCK Returned Check

Description This column shows the description of the transaction.
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DevID The associated development ID when the transaction was
posted (Public Housing types only)

Charge/Debit The charge/debit amount of the transaction. This will include
any types of charges or debit adjustments.

Payment/Credit The payment/credit amount of the transaction. This will
include any payments and credit adjustments.

Balance The balance after the debit/credit amount of the transaction
has been applied to the immediate previous balance shown.

8.2 Adding a new Tenant Ledger Transaction

To add a new transaction to the tenant ledger, click the =F icon. You will be guided step-by-
step through the process. The first step will appear as shown below.

Tenant ID: 1226
7%

G Main Status. Memibars Location Worksheets Documents Histary. Matas, Cher
Tenant Name Ms. Susan Ramos
_m Repayment Ledgers_| _Deposd Ledgers_ | _Other Ledgars.__ | Recuming Charges. | AGH Satup
Dates/Range (8 Rangs O Al Start Date | 1/1/2021 E' End Date | 5/5/2021 E

Custom Dates| Current Year-to-date -

{ New Transaction - Seleci Type
Transaction Type| Payment/CR

Continua Cancel

Select the type of transaction from the dropdown list. The default transaction type for the
tenant ledger is a Payment/CR. A full list of transaction types and their purposes are shown
in the table below.

Transaction Type Description
Retro-Rent Charge A charge to account for retro-active rent not previously charged.

Partial Rent Charge | A partial rent charge, or it could also be for a full-month’s rent
charge if necessary. Usually full-month rent charges are posted
through the Rent Roll process.

Other Charge Any type of other charge, such as a maintenance charge that
cannot be classified though the other charge types available.

Prior Balance The tenant’s prior balance before starting tenant ledger with
PHAnetwork.
Late Fee A late fee charge. The late fee charges are usually posted through

the Late Charge process, but they can also be manually posted.
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Legal Fee

Cable TV

Write-Off

Adjustment

Returned Check

Reverse C/R

Any charge to recover legal fees.

A charge for cable-tv service. These charges are usually setup
through the Recurring Charge process and posted automatically,
but they can also be posted manually if necessary.

A write-off transaction where the tenant’s balance, or a portion
of that balance, is written-off for accounting purposes.

A debit or credit adjustment to the tenant’s account. These are
mainly used to correct a prior error and to either increase or
decrease the tenant’s balance.

A returned check transaction. For these types of transactions
you must select the check that was returned. The system will
automatically create a debit adjustment for the check amount,
and then you will have the option of also charging a service fee
for the returned check.

Similar to a returned check, the reverse C/R will undo a previous
payment.

In our example, we will post a maintenance charge to the tenant for a lockout and will
choose the Other Charge transaction type.

Tenant LEIllj-&‘f - Charge

Transaction Type

Other Charge Type
ChargeTransaction Date

Other Charge
Lockout Charge

S50 'ﬂ

Description | |_ockout Charge
Amaciunt 15.00
Save SavelMNew Cancel

In this example, the transaction type selected was for an Other Charge. As a result, the
Other Charge Type dropdown list is shown where you can select the type of the other

charge. These are agency-defined, custom charge types which can be setup through the
Tenants Accounts Receivable (TAR) section of PHAnetwork.

Because Lockout Charge was selected, the description of the transaction was set, and

because we have setup a default amount of $15.00 for a lockout charge, the amount was also

filled in.

Click [Save] to save the transaction and return to the tenant ledger grid.
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Click [Save/New] to save the transaction and then add another transaction.

Click [Cancel] to cancel the entry of the transaction.

The result of saving this transaction is shown below.

Tenant Ledier

Repayment Ledgers

Deposi Ledgess Ciher Ledgers Recurring Charges ACH Setup

¢

Y
%

o<

#®
#®
®

Dates/Range () Ranga O Al

Start Date | 112021 "a

Custom Dates | Current Year-lo-date -

F @ Tenant Ledger
Action Date Code Description Dev ID Charge/Debit  Payment/Credit Balance
0.00

End Date | 5/52021 'a

BBAL Beginning Balancs $0.00

5] 2/1(2021 [CATV [Cabla TV f ooz | 15.00 $15.00
= o (CATV |Cabie TV |f ooz | 15.00 $30.00
= 5/5(2021 |OTHER |Lockout Chargs ¥ sz | 15.00 $45.00
$45.00
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8.3 Entering a Payment

To enter a payment, click the & icon and then select Payment/CR as the transaction type.
Then click the [Continue] button. The payment entry will appear as shown below.

Tenant Ladger - Cash Recaipt

Fayment Date | 5/5/2021 ?
Deposit Date| 5/5/2021 —
Payment Type () Check
O Manay Order
) Onlina/Direct Dapasit
() Cash

Description| Payment Recelved
Check Number |

Payment Amount 0

Spiit Payment () Yas - split among two or mare ledgers
(®) Mo - just post fo this ledger.
Save Save/New Cancel

The payment date and the deposit date will default to the current date. If you change the

deposit date to a later date, then each subsequent payment that you enter will use that new
date.

Select the type of the payment. The choices are Check, Money Order, Online/Direct Deposit
and Cash.

The description will default to Payment Received, but you can change this if necessary.
If the payment is from a check or money order, enter the check number.
Enter the amount of the payment next to payment amount.

If this is a single payment to be posted fully to the tenant ledger, then the default response
for split payment is fine. However, if the tenant is making a payment to be posted to the
tenant ledger and also the repayment ledger, the fraud ledger or both, change the option for
split payment to Yes. The following additional entries will appear.
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i Tenant Ledger - Cash Receipt |

Payment Date| 5/5/2021 q

Deposit Date| 5/5/2021 -'1

Payment Type (® Check
O Money Order
O Online/Direct Deposit
O cash
Deseription| Payment Recelved
Check Number| 1903

Payment Amount | 1 3000

Split Payment (8) yes . split among two or more ledgers
() No - just post fo this ledger.
Enter the amounts for each type of ledger below. The total must equal $130.00.

Tenant Ledger | 80.00

Normal Repay Ledger i 50 00

Fraud Repay Ledger 0.00

Total of Split Payments $130.00
Save Save/New Cancel

In this example, check #1903 was entered for a total amount of $130. The payment will be
split between the tenant ledger and the repayment ledger where $80 will be posted to the
tenant ledger, and the balance of $50 will be posted to the repayment ledger.

Click [Save] to save the payment and return to the tenant ledger grid.
Click [Save/New] to save the payment and then add another payment.
Click [Cancel] to cancel the entry of the payment.

The result of saving this payment is shown below.

Tenant I0: 1224 | B

e

)

e || Statis | Members || Location || Worksheets || Documents Histary_|_Motes || _Other
Tenant Name Ms. Susan Ramos

Repaymeant Ledgers Deposit Ledgers Other Ledgers Racurring Chargas ACH Satup

DatesiRange @) Range AN Start Date | 1/1/2021 3 End Date| 5/5/2021 3

Guslom Dates Curment Year-lo-date v:

Sdk @ Tenant Ledger
Action Date Code Description Dev ID Charge/Debit = Payment/Credit Balance
BBAL Beginning Balancs 0.00 $0.00
Pl 21112021 |CATV Cable TV A an2 15.00 $15.00
- AR 312021 |CATV Cabla TV ¥ o2 15.00 $30.00
g e 5/52021 |OTHER Lockout Charge A oo 15.00 $45.00
- A RE 552021 |PAYMT  Paymant Recelved (check # 1503 ¥ oo 80.00 ($35.00)

($35.00)

If we view the repayment ledger for this tenant we will see the $50 payment as shown
below.
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Tenant Ledges m Deposd Ledgers. Orher Ledgers Racurring Chargas ACH Satup

Dates/Range @Range Can Start Date | 3/6/2021 '3 End Date | 6/1/2021 '3
Repayment Type @ Normal O Fraud e
Si4r & | Repayment Ledger
Action Date Code Description Dev ID Charge/Debit = Payment/Credit Balance
BBAL  Beginning Balance 1,100.00 §1,100.00
S 42§ ) [ 552021 PAYMT [Payment Received (check # 7903) f sa2 | 5000 $1,050.00
$1,050.00

8.4 Transferring a Balance

In the event that a tenant transfers from one development to another, the tenant may be left
with tenant ledger balances for each development. In most cases, it is acceptable to transfer
the balance left in the prior development/unit to the new development/unit. When this
condition exists (tenant has balances in more than one development), you will see the
additional button above the Action column.

Tenant ID: 1011
MG #A® [QuickAcion |
9 Main Status Members Location. Worksheats. Documents. History Notes Other

Tenant Name Julia Seavey

m Repayment Ledgers | Deposit Ledgers | Recuring Charges | ACH Setup

DatesiRange (@) Range O Al Start Date | 5/9/2024 E End Date| 8/1/2024 a

Development| (Any Development) ~ Custom Dates Custom <

Transfer Devel t Balance

'

(Select Report) @ enant Ledger
Description Dev ID Charge/Debit = Payment/Credit Balance
BBAL Beginning Balance 2,392.00 $2,392.00

$2,392.00

When you click on this button, you will be taken to the Transfer Tenant Development
Balance area. From there, the balance for each development will be listed as shown here.

.
~J Transfer Tenant Development Balance

Transfer Dev. Balance |

Tenant Name ‘ Julia Seavey ‘

Cancel

Action Dev ID Dev. Name As Of Balance
£ 667-1 Echo Ridge Apt. 667-1 1/3/2023 $515.00
=) 667-3 Nonantum Village 667-3 11/2024 $1,877.00

Click on the “% button next to development whose balance you would like to transfer. The
transfer option will appear as shown.
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d Transfer Tenant Development Balance

4Transer Balance

Tenant Name | Julia Seavey |
Development ID | §67-1

Balance to Transfer | 515.00
To Dev. ID| 667-3 ~

Date of Transfer | 7/8/2024 -

Transfer H Return |

Select the development to which the balance should be transferred. Assuming the tenant
has only been an occupant of two (2) developments, this list will contain only a single
development, which is different from the development selected in the prior step.

Enter or select the date of the transfer and then click the [Transfer] button. Once you do
that, you will see the following confirmation message.

L

localhost:3017 says

Please confirm: Transfer balance to the selected development?

Click the [OK] button to continue with the transfer, or click the [Cancel] button to cancel
this process. Once you click the [OK] button you should see a screen similar to this.

Transfer Tenant Development Balance

4Transer Balance

Tenant Name | Julia Seavey |
Development ID | §67-1

Balance to Transfer 515.00
To Dev. ID| 667-3 ~

Date of Transfer | 7/8/2024 -

Click the [Finish] button to return to the tenant ledger. The balance in the prior
development should now be $0 and the previous balance for that development has now

been transferred to the selected development.
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8.5 Working with the Repayment Ledgers

The Repayment Ledger tab is actually two separate ledgers. The default ledger to view is
the normal repayment ledger. You can also check the fraud button to switch to the fraud
ledger. Each tenant can have separate repayment transactions for regular or normal
repayments and for the collection of fraudulent, retro-rent charges.

When you are viewing the normal repayment ledger, in addition to the Normal button
being selected, the grid lines will have a yellow background.

When you are viewing the fraud repayment ledger, the selected grid lines will have a light-
red background.

Entering transactions into the Repayment Ledgers is identical to the earlier discussion on
the Tenant Ledger, so please refer to that section for instructions. The only variance is that
there is a limited set of charge types for the repayment ledger.

8.6 Working with Deposit Ledgers

Before you can work with Deposit Ledgers in the Ledgers tab of the tenant folder, each
deposit ledger that your agency uses must be setup through the Setup/Maintain Deposit
Ledgers menu option in the Tenant Accounts Receivable area. For more information,
consult the user guide for the Tenant Accounts Receivable module.

For our example, we have previously setup two (2) deposit ledgers. One will manage
Security Deposits and the other will manage Pet Deposits.

viher Ledgars Recurring Chargas AGH Satup

DatesiRange (®) Range O ANl Start Date | 3/6/2021 3 End Date | 51,2021 3

Select Ledger| Manage and Track Pet Depasits u|

G @ Deposit Ledger
Action Date Code Description Dev ID PaymentDebit  DepositiCredit Balance
0.00

BBAL Baginning Balance 30.00
50.00

In addition to the range of dates available in the Tenant and Repayment ledgers, you also
have an additional selection for the deposit ledger to work with. We are currently working
with the Pet Deposit ledger. If we wanted to switch to the security deposit ledger for this
tenant we would just select that from the drop-down list. When you select a different
deposit ledger, the deposit ledger grid automatically refreshes to show the details of that
ledger.

We'll enter a new pet deposit for $50. To do this, we’ll click the '::":I'F' icon. When we do, the
following screen appears.
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Tanant Ledger Repaymant Ledgers Daposd Ledgers Crther Ledgers Racurring Charges ACH Satup

DatesiRange (&) Range AN Start Date | 3/6/2021 E'

Select Leuger' Manage and Track Pet Deposits v|
{ Deposit Ledger - Deposit | =

Depesit Date | 5/5/2021 ?‘
Description - |
Depasil Ameunt| 0.00]
Save Sava/New Cancel

The transaction types available to use are to record a Deposit, make a Payment to the
tenant, enter an Adjustment, or create a Forfeiture transaction against the tenant’s deposit
ledger. We will choose the Deposit option for this transaction and then click the [Continue]
button.

Tenant Ledger Repayment Ledgers Dapns Ledgers Crthier Ledgears Racurring Chargss ALH Satup

Dates/Range &) Ranga O Al Start Date | 3/6/2021 El

Select Leugerj Manage and Track Pet Depaosits v|
{ Deposit Ledger - Deposit |

Depesit Date | 5/5/2021 T‘
Description| Initial Pet Deposit |
Depasit Amount | 50,000
Save Save/New Cancel

After entering the information for the transaction we’ll click the [Save] button. The result of
the new transaction as shown as follows.

Tenant Leager | Repayment Lecgers  [ESCTERIRSNEENN  Other Leagers | Recuming Charges | ACH Satup

Daes/Range @) Ranga O Al Stant Date| 3/6/2021 7| Ena Date | 61,2021 T‘
Select Lecger Manage and Track Pet Deposits | - )

S @
) Deposit Ledger
Action Date Code Description Dev ID Payment/Debit  Deposit/Credit Balance
0.00

cti
BEAL Beginning Balance $0.00

o 0 R |sszoz DEPOS  Initial Pet Deposit 1 w2 50.00 $50.00
$50.00

The new transaction is shown in the Deposit ledger grid. In the Action column we have the
following four options.

-

View the details of this transaction

Edit this transaction

£ %

Delete this transaction

[

Show an aging summary

8.7 Paying a Tenant from the Deposit Ledger

If you need to refund a tenant’s deposit ledger amount, you can do this easily through a
Payment transaction. The screen below shows what this will look like.
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Tanant Ledger Repayment Ledgers Drapos# Ledgers Crihver Ledgars Racurring Charges ACH Satup

Dates/Range () Range O All Start Date | 3/6/2021 'E|

Seleat Ledger| Manage and Track Pet Deposits |
| Deposit Ledger - Payment -

Payment Date | 5/5/2021 E
Description | Payment/Reimbursement |
Payment Ameunt 50.00

AP Interface () Yas - Create paymant In AP Registar
O No - Just record the payment

| Save || SavelNew || Cancel |

If you would like to issue and print a check through the Accounts Payable system, then
choose the default Yes response. Otherwise, choose No. Once you save the application, the
Deposit ledger grid will look like the following.

Tenant Ledger Repaymant Ledgers Daposst Ledgers Cither Ladgars Racurring Charges ACH Satup.

Dates/Range (8 Range O All Start Date | 3/6/2021 '3 End Date | 6/1/2021 '3

Select Leuger: Manage and Track Pet Deposits |

| |BBAL Beginning Balanca | $0.00
Uf Y $8 1 552021 DEPOS  Initial Pet Deposit I w2 50,00 $50.00
o & WS |sszon PAYMT Payment/Reimbursement o w2 50.00 $0.00
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8.8 Recurring Charges

Recurring charges are used to record special monthly charges and fees such as Cable TV,
Excess Utilities or any other miscellaneous charge that you may need to post on a recurring
monthly basis.

An example of the Recurring Charges grid is shown below.

Tenani Ledges Repaymeant Ledgers Deposit Ledgers Orher Ledgers Racurring Chargas AGH Satup.

48 §§ Cable TV $15.00 Cable TV Yes 10/1/2020 9/30/2021

Each recurring charge for a tenant will be shown. To edit a recurring charge click on the
icon. If you would like to delete a recurring charge, click on the icon.

The setup information on a recurring charge is shown below.

REcumng Charge |
Ledger (%) Tanant Ledger

) Repaymant Ladger
O Fraud Ledger
Charge Type | Cable TV «f
Wonthly Arount | 15,00/

Description | Cable TV
Include on Werkeheet (7} Yas - include on rent worksheet
(®) o - do nat include on rant warksheet
Starting Date | 10/1/2020 E

Ending Date | 9/30/2021 EI

Mo End Date () vas - no ending date for this charge
) N - charge ends at specified ending date
Suspended () Yag - this recumring charge is currently suspended,
(®) No - this recurring charge is not suspanded.
Reason Suspended

Save Cancel

The table below describes the various entries for a recurring ledger along with a detailed
explanation.
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Prompt Description/Explanation

Ledger You must choose to which ledger a recurring charge will be
posted. Your options are...

e Tenant Ledger
e Repayment Ledger
e Fraud Ledger

Charge Type Select the appropriate charge type from the list. Options
include...

e Excess Utilities

e (ableTV

e Other
Monthly Amount Enter the full, monthly amount to be charged to the tenant.
Description Enter a description of the charge. This description will be the

transaction description in the specified ledger when the
charge is processed.

Include on Worksheet  Ifyou choose Yes for this option, this charge will appear as an
itemized fee at the end of the tenant’s summary worksheet.
The idea is to show the tenant what their full monthly
payment will be with their calculated rent amount plus any
additional recurring charges. I

If you choose No, the charge will not appear on the summary
worksheet.

Starting Date Enter or select the starting date on which this recurring
charge should become active.

Ending Date Enter the ending date after which this charge will no longer
be active. The No End Date option below the Ending Date, if
set to Yes will override this end date and the charge will
continue until a change is made.

No End Date If Yes is selected here, the charge will continue indefinitely.
The only thing that would stop the charge is if it were deleted
or if this entry were changed to No, and the specified ending
date had expired. Additionally if Suspended (see below) is
Yes the charge will not be posted.
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Suspended You can temporarily suspend any recurring charge if
necessary. An example might be for an Air Conditioning
charge that you only post during the summer months. After
the summer has ended, you can suspend the charge until the
following spring when you would remove the suspension.

Reason Suspended If you do choose to suspend a recurring charge you need to
specify the reason for the suspension.

Click the [Save] button to save the changes to the recurring charge.
Click the [Cancel] button to cancel any editing you have done without saving.

Entering Recurring charges for a tenant does not result in any immediate posting to the
tenant’s ledgers. You must run the monthly Recurring Charge process in order to create and
release recurring charges to the tenant ledgers. Consult the Tenant Accounts Receivable
user guide for more information on processing recurring charges.

8.9 ACH Setup

Under the ACH setup tab, you identify the information required to process an automated,
direct-debit banking charge from the tenant’s bank account directly into your agency’s bank
account. You can also identify if the tenant participates in the internal automated cash-
receipts process (explained in more detail below).

An example of the ACH Setup information is shown below.

| ACH Setup |
Cash Recaipts Method () pone - Mat enrollad
(®) Tanant pays by check

) Direct Debit - Tenant is included in ACH file upload
Payment Day (of manth} | 1

Bank Routing Mumber
Bank Account Number

Bank Account Type | *** Selact ***

Manthly Repayment Andnt 0
Manihly Fraud Amdaunt 0
Save

An explanation of the entries is as follows.
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Prompt Description/Explanation

Cash Receipts Method Here you define the automated cash receipts method used
for this tenant. The options are...

e None - Not Enrolled
e Tenant Pays by check
e Direct Debit - Tenant is included in ACH file upload

If you choose Tenant pays by check, then the tenant will
appear in the automatic cash receipts process in the Tenant
Accounts Receivable module. This is typically used for those
tenants that faithfully pay their rent to make the process of
creating cash payments easier.

If you choose Direct Debit, then you will need to enter the
bank routing number, the bank account number and select
the bank account type. These tenants will be included in the
ACH direct debit process where you process and create a
file that can be downloaded, and then uploaded through
your online banking system.

Payment Day (of month) | You can select the day on which this tenant typically pays
their rent. This is used for any tenants that pay by check so
that you can group tenants by their likely payment dates. It
has no effect if the tenant participates in the direct debit

process.

Bank Routing Number Enter a valid bank routing number for the tenant’s bank
account.

Bank Account Number Enter the tenant’s bank account number.

Bank Account Type Choose the type of the tenant’s bank account. The options

available are...

e Checking Account
e Savings Account

When you have completed the entry of the ACH information, click the [Save] button.
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9 The History Tab

The History tab shows history for the tenant’s location, rent history, work order history,
unit inspection history and an activity log that shows a variety of activities involving the
tenant.

9.1 Location History

The location history shows a tenant’s historical locations (units) over a period of time. You
can specify a range of dates or you can include all dates. Below is an example of the location
history for a tenant.

Tenant ID: 1226
°

Mein_ || Status | Members || Location | Wedwhests ||_Documents | Ledgers Mates | Other

TenantName| Ms, Susan Ramos

—m Rant History. Wik Ordars nspactions Activity Log

DatesiRange @ Range O Al Stan Date| 5/6/2016 = End Date | 6/6/2021 =
L
Move-In Address
41112020 108 Main Street

9.2 Rent History

Rent history (or HAP history for leased housing tenants) shows the tenant’s calculated, or
manually entered rent or HAP amounts over a period of time. You can specify a range of
dates or you can include all dates. Below is an example of the rent history for a tenant.

Tenant I0: 1226

e

Main | Status | Members|[_Location || Werksheets || Documents || Ledpers Moles_ | Other
Tenant Name s, Susan Ramos
Location History lm Work Orders | _Inspections_ | Actvity Log

Detes/Range ) Rangs O Al Start Date| 1/1/2016 | EndDate|12/31/2021 3

'S 4l Public Housing Rent Histo
4112020 $710.00 Ne
4112018 $60.00 Nes

If the rent (or HAP) entry shown was entered manually, then the Action column will have
icons to edit () or delete (ﬁ) the rent history entry. You can also add a manual rent or
HAP entry by clicking on the &P button. If you need to enter a manual rent amount, it will
look like the following.

Public Housing - Rent History

hew Rent History Entry
Tenant Name | Susan Ramos
Effective Date | 511/2021 3

Rent Amaunt

Save Cancel
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Enter or select the effective date for the new rent history entry, enter the amount and then
click the [Save] button to save the new rent amount. Click the [Cancel] button to cancel the
entry of the new rent amount.

In general, rent history is created by the rent worksheets that are entered over time, either
for an annual certification or some interim change. You should not be entering manual rent
entries unless you have a reason for not creating a rent calculation worksheet.

The rent history is the deciding factor when posting a rent charge to the tenant’s ledger. The
Rent Roll process looks to the rent history for every tenant and determines the latest rent
entry in the history as of the date of the rent roll. If you are not sure why a particular rent
amount was posted, review the rent history and it will show where the amount originated.
All of this applies similarly to HAP amounts for leased housing tenants.

9.3 Work Orders

Any work orders generated for this tenant will appear under the Work Order history tab. As
always, you can include a range of dates or you can show all work orders for a particular
tenant. Below is an example of the Work Order history for a tenant.

Tenant ID: 1226

® Main_||_Staus | Wembers || Location ||, Worksheets || Documents | Ledpars Notes_ || _Other
Tenant Name s, Susan Ramos
Location Histary Rant History. Wik Owdars nspechons. Activity Log
DatesiRange (&) Rangs O AN Start Date| 1/1/2017 ==t End Date | 5/7/2021 3
s s
Action Work Order No Requested Description Status

17984 121712020 Light bulb is out in apartment enfrance foyer. Incomplste

The work order number and date requested are shown along with the description of the
work order and the current status of each work order.

Clicking the @ icon will allow you to preview and/or print a copy of the work order.
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9.4 Unit Inspections

Any unit inspections scheduled for the tenant’s unit (public housing or leased housing) will
be shown in the Inspections history tab. This would include any past inspections as well as
any future inspections scheduled. You can also click on the = icon to schedule an inspection
for the tenant.

An example of the unit inspection history for a tenant is shown below.

Tenant ID: 1226

® Men || Stats | Members | Location Werksheets || Documents || Ledgers Nates || _Gther
Tenant Name Ms. Susan Ramos
Location History Rant Hestory Work Ordars nspections Activity Log
Dates/Range (=) Range Can Start Date| 5/6/2019 imsg End Date | 5/7/2021 3
S 5
Action Date Scheduled Purpose Inspection Type Status Result
& = 121772020 Annual Unit Inspection Annual In Progress. Inconclusive

The action column includes two (2) icons for each inspection. They are defined as follows...

& Preview/Print a full inspection report
-8 Preview/Print a summary inspection report showing only recorded
discrepancies

In addition, the following information is shown for each inspection.

e Date Scheduled

e Purpose

e Inspection Type

e Status (in progress, completed, etc.)
e Result (passed, failed, inconclusive)

9.5 The Activity Log

The activity log shows any logged activities that concern the tenant. The number of reasons
for activity log entries is too numerous to list, but they would include any changes to tenant
rent or HAP amounts, deletions of transactions, deletions or modifications of tenant
worksheets and rent/HAP calculations, removal of household members, etc.

An example of the Activity Log is shown below.
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| Tenant 10: 1226 |

Pl

)

Main Status. Members Logation Workshests Diocuments

Lo (TR o | v

Tenant Name Mg, Susan Ramos

Location History | _Rent Histore | Work Orders_ | _Inspactians
Dates/Range (8} Range O AJ Stant Date| 4/1/2021 j
Area** Any * .
Log Message

Bob Hill 50058 worksheet dated 41172020 has been saved,
/512021 3:19:00 PM |Bob Hill 150058 worksheet dated 4/1/2020 has been saved,
51512021 3:19:00 PM Bob Hill 50058 worksheet dated 4/1/2020 has been saved,
/512021 3:19:00 PM |Bob Hill 150058 worksheet dated 4/1/2020 has been saved,
51512021 3:19:00 PM Bob Hill 50058 worksheet dated 4/1/2020 has been saved,
/512021 3:18:00 PM |Bob Hill 150058 worksheet dated 4/1/2020 has been saved,
5/5/2021 3:13:00 PM Bob Hill 50058 worksheet dated 4/1/2020 has besn saved,
5/5/2021 3:13:00 PM |Bob Hill 150058 worksheet dated 4/1/2020 has been saved,
5/5/2021 3:12:00 PM Bob Hill 50058 worksheet dated 4/1/2020 has besn saved,
5/5/2021 3:10:00 PM |Bob Hill |Dedeted worksheet for tenant Rames, Susan for worksheet dated 05/05/2021.
5/5/2021 3:10:00 PM Bob Hill Dedeted workshest for tenant Ramos, Susan for worksheet dated 05/05/2021
552021 3:10:00 PM |Bob Hill \Program history entry for 5/5/2021 12:00:00 AM has been deleted for tenant Susan Ramos.
5/5/2021 2:48:00 PM Bob Hill Added family member 2214 to workshest 17414 for worksheet dated 05/06/2021
5/5/2021 2:48:00 PM |Bob Hill Added family member 2219 to 7414 for dated 05/05/2021.
5/5/2021 2:37:00 PM Bob Hill Dedeted unit history eniry for fenant (B86-1, MH1, 100)
5/5/2021 2:37:00 PM |Bob Hill \Unit histary on 5/5/2021 for Ms, Susan Ramos has been deleted!
5/5/2021 2:36:00 PM Bob Hill Dedeted unit history eniry for fenant (B86-1, MH1, 100)
5/5/2021 2:36:00 PM |Bob Hill \Unit histary on 5/5/2021 for Ms, Susan Ramos has been deleted!
5/5/2021 2:23:00 PM Bob Hill Deleted unit history eniry for tenant (89-2, GG4, 108C)
5/5/2021 2:23:00 PM |Bob Hill |Unit histary on 4/1/2020 for Ms, Susan Ramos has been deleted!

The following columns are included in the activity log.

Log Date (date and time of the event)

End Date | 57/2021 D

Area
Tenants
Tenants
Tenants
Tenants
Tenants
Tenants
Tenants.
Tenants
Tenants.
Tenants
Tenants.
Tenants
Tenants
Tenants
Tenants
Tenants
Tenants
Tenants
Tenants.
Tenants.

Login Name (user login ID of user who triggered/created the activity)

Log Message
Area
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10 Tenant Notes

The Notes tab allows for detailed note-taking for a tenant. You can enter regular
chronological notes and you can also create sticky notes that popup when you open a
tenant’s folder.

An example of the Notes tab is shown below.

Tenant ID: 1226
%

Main Stafus. Membars Locaion Workshasts Documents Ladgars Histiory Other

Tenant Name Ms. Susan Ramos |

Tenant Notebook

f& ewnote || new stexy |
{ Filter/Search Tenant Notes -
Entry Dates (8} o) Dates Starting Data 3
5

O specified Range Ending Dale

HNate Types| Regular Notes
L

Action [Enlry Dale Type Tg Mote = S

]
Lock Status | Locked or Unlocked -

& ﬁ o 120712020( /| recert g‘ergggf salup T’I Zoom mesting with this tenant for 01152021 al 11:304M to discuss go over the re-certification documents for her Mai 1H?|.‘f10.‘2020 by Bob .1_1_2';10-’2020 by Bob
e annual il ll

From this example, we can see that we have a single note saved for this tenant. The default

is to include notes from all dates, but you can specify a range of dates to isolate to a

specified period of time. You can also choose to show regular notes, sticky notes or both

types. In addition, you can filter out locked or unlocked notes.

When you create a new regular note by clicking M the note entry will appear as
follows.

Tenant ID: 1226
e
Tenant Name Ms. Susan Ramos

Tenant Notebook

Note Type  #
Entry Date| 5/6/2021 a

Tag <& recert

Note Entry T

0 of 2500 characters

Save Cancel

The Note Type shows this as a regular note. Enter or select the entry date for the note. You
can specify a tag for the note if you want to categorize the note. For example, if the note is
related to a re-certification process, you can create a tag called re-cert. The note will be
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associated with that tag. After you have created some tags, you can recall them by selecting

them from the dropdown list to the right and then click the ** [button.

For the note entry, you can enter up to 2500 characters. As you type, it will tell you how
many characters you have used and how many you have remaining. When you near the end
of the note capacity, the indicators will change to red to let you know you are reaching the
limit.

Below is the completed note information ready for saving.

Tenant ID: 1226
e
Tenant Name Ms. Susan Ramos

Tenant Notebook

Note Type | f
Entry Date | 12/7/2020 3

Tag | recert & racert -

146 of 2500 characters

Save Cancel

Click the [Save] button to save the note or click [Cancel] to exit without saving. After
saving, the note will be displayed in the Notes grid.

Tenant I0: 1225
o

Idamn Slatus, hlembers Localion Workshesls Documents Ledgers Histary Oiher
Tenant Name Ms, Susan Ramos

Tenant Notebook

F New Note || New stieky |

Filter/Search Tenant Netas

Entry Dates (8} &) Dates Starting Date E
O spacified Rangs Ending Date |

Mote Types | Regular Motes F 7‘
5 Lock Status | Locked or Linlocked -

Eniry Date Type Tag

& R AT 7 |recert We have setup a Zoom meating with this tenant for 011572021 at 11:304M to discuss go over tha re-cedtification documents for her

M 121012020 by Bab | 1210/2020 by Bob
3172021 annual e il Hin

Once a note is saved, the following icons appear in the Action column. They are described
as follows...

Edit the note entry

)4 Delete the note.
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Lock this note (see details on locked notes below)

= |

Unlock this note

10.1 Locking Notes

If a note is locked, and a particular user does not have full note-taking permissions, they
will not be able to see the note in the tenant’s Notes tab. This is a way of hiding sensitive
information from those users who should not have permissions to see them.

10.2 Sticky Notes

Sticky notes are a special type of note that appears as a pop-up when you open a tenant
folder. You can specify on which tab the note will appear and you can specify the
background color of the note. This is helpful if you would like to further categorize your
sticky notes by color. For example regular notes could have a yellow background while any
notes regarding tenant ledger could have a green background.

An example of the entry of a sticky note is shown below.
Tenant I0: 1228

Tenant Name | Ms. Susan Ramos

Tenant Notebook

Naite Type
Entry Date | 5/6/2021 EI

Tag “F | recert
Sticky Color | Yellow
Show On | Main Tab
Mate Entry | A zoo

at 10

64 of 2500 characters

Save Cancel

In this example, the sticky color has been set to yellow and we have chosen to show this
sticky note when the tenant is on the Main tab, which is the default tab when the tenant
folder is opened. The other choices for tabs are...

e Status Tab

e Members Tab

e Location Tab

e Worksheets Tab
e Ledger Tab

85



Tenant Folder User Guide

Click the [Save] button to save the sticky note or click [Cancel] to exit without saving.
NOTE: You can only have up to 3 sticky notes for a single tenant.

After the stick note has been saved, the Notes grid will look similar to the following.

Tenant ID: 1226 111 WUE BTIUY 1ds DEEN Saveu,
m [
Mom || Stats | Members || Location || Worksheets | Doguments | Ledgers || History Other
Tenant Name Ms. Susan Ramos

Tenant Notebook

thwNota ||_Nawslidcy |

Filter/Saarch Tenant Motas

Eniry Dates @ Al Datas

Starting Date| 3
O Spedified Range Ending Date }
Note Types| Both Types - ld
< Lock Status | Locked or Unlocked -

Entry Date Type Tag

g F We have setup a Zoom meeting with this fenant for 01/15/2021 at 11:30AM to discuss go over the re-certification documents for her 12/10f2020 by Bob | 12/10/2020 by Bob
PR D | 127020204 frmearty o Main i Hil

P Wm0 1A zoom meating Is schedulad for this Friday, May 7th at 10:304M. [Main 51612021 by Bob Hill |§/6/2021 by Bob Hil

An example of the sticky note as it appears on the Main tab is shown below.

{ Tenant ID; 1226 1T e Suy e veTn aveu.
e -
’,.m.. ”“i"r.ﬁ '._"“".'f'"v BT e 2V EShests Docurments

— Other.

"_ # A zoom meeting is scheduled for‘.: e
€ this Friday, May 7th at 10:30AM. =
“

“

ST ) k]
PTG et ¥ PN TN el

Emergency Comam{

Home Telephone | 508.697.0340 1
Moblle Telephone
Work Telephone |
Spoken Languagej (unspecified)
Tenant Record Type (®) Regular Tenant
O Issuance of Voucher Only

DHCD (MA) Data Collection Settings
Ethnicity (®) Yes - Disclose Ethnicity
O No - Do not Disclose Ethnicity
Race (®) Yes - Disclose Race
O No - Do not Disclose Race
Retumed Form (®) Yes - Tenant retumned DHCD form
O No - Tenant did not return DHCD form
SHERA Participant () Yes - tenant has applied for SHERA (emergency rental assistance)
) No - tenant has not appliced for SHERA

You can click the & icon to close the sticky note. At the top/left corner of the tenant folder,

you will see a stack of sticky notes (- ). Clicking on the button will bring the sticky note
back into view.
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11 The Other Tab

The Other tab is used for any user-defined data-fields that you would like to capture for

each tenant. The next section will show how to setup custom data fields. An example of the
Other tab for a tenant is shown below.

[Tenant ID: 1226 | The note entry has been saved.

!

Ll

Kam Stabus Mlemibars Location Workshaels Dicumants Ladgars Histary Hotas

& Parking Decal # BO-9065
& Vahicle Registration Number MA B0E-TKY
& Vehicle Type Compact
& Tenant usas axygen? N

Every custom field setup for your agency will be shown in the grid along with the response
(if any). To edit a response, click the = icon.

The entry will vary depending upon the setup of the custom field. There are three (3) types
of entries that you can create.

e Text Entries - simple text
e Yes/No Entries

e Lists - select one option for a predefined list

11.1 Custom Entry — Text Type

Below is an example of responding to a custom text field.

Tanant 10: 1236 |

(| Exti Text Data |

Data Item'Parhlng Decal # |
Data Value | BD-9065 |

Save f:hangea_ Cancel Edit

11.2 Custom Entry — Yes/No Type
Below is an example of responding to a custom yes/no field.

{ Tenant ID: 1226 |

‘f Edil Yes/Mo Data

Data ltem | Tenant uses axygen?
Data Value () yes (&) No

Eava-Changes' Cancel Edit |
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11.3 Custom Entry — List Selection

Below is an example of responding to a custom list field.

| Temant 1D: 1236 |
‘f'Edﬂ List Data |
Data ltem | Vehicle Type
Data Value | Compact w
| Sedan
Save Changes || Cancel gy
- Compact
Save Changes_ Cancel
Van/Minivan
Othar

As you can see from the above example, a list of vehicle types was setup for this custom

entry. We just need to select the appropriate entry and then click the [Save Changes]
button.
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12 Custom Data Setup

You can setup as many custom data fields as necessary through the Setup Custom Data
menu option in the Tenant Management module.

When you click on the menu option, the Setup Custom Data screen appears as follows.

Custom Data Setup

Search Filters

Include Type | (Any Type) - include Status| Active Only -
SeK 4 Custom Data found — Show:| 10~
& $& Parking Decal# Text Entry 100 Active
#7 $8 Tenantuses oxygen? Yes/No Entry N 130 Active
42 & Vehicle Registration Number Teut Entry 10 Active
44 §& vehicle Type List Entry 120 Active

In the Search Filters section, you can choose to include any type of custom field or you can
choose a specific type (text, yes/no or list). You can also filter your list to show only active
custom fields, inactive custom fields or either status.

To edit an existing custom field, click the # icon.

To delete a custom field, click the ﬁ icon. NOTE: you will not be allowed to delete a custom
field if it has been used in any tenant folder. If you would no longer like to include that
custom data entry on tenant folders, you can change the status of the entry to inactive.

12.1 Entering a Custom Data Field

To enter a new custom data field, click the = icon. The entry screen will appear as follows.

Custom Data Setup

Details
Frompt | @
Gustom Data Type | Text -
Default Value |

L)

Sart Order | 140

Data Status. () Active Data Valus
) Inactive Data Value

Save Changes Cancel Edit

The default type for a new entry is a text custom field. The prompt will be the description
that the user sees in the tenant folder.
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The custom data type can be a text entry, a yes/no entry or a list entry. The setup area will
change depending upon what type of data element is being entered.

You can setup a default response for a text entry or a yes/no entry. For yes/no, the default
response should reflect the majority of responses you will get. For example, if you had a
question about an oxygen tank in use, the default response would be “N” for no.

Below is an example of a list type custom field.

Custom Data Setup

Dietails
Prompt| \fehicle Type | @

Custom Data Type | List
Default Value |

Sort Qrder 120

Selections (one per ling) | 3=dan
it

Data Status (®) pctive Data Value
( Inactive Data Valus

Save Changes Cancel Edit

In the Selections entry, enter each list item on a single line.

Click the [Save Changes] button to save the custom field.
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13 Index

C

Calendar, Adding a Conference, 33
Custom Data Setup, 91

D
Documents, 59

E
Email Address, 9

F

Family Member - Addresses, 15

Family Member, Adding New, 17

Family Member, Changing Effective Date, 17
Family Member, Changing Relationship, 17
Family Member, New Head-of-Household, 17
Family Members, 13

H

History, 80

History, Inspections, 82
History, Rent/HAP, 80
History, Work Orders, 81

L

Ledgers, 63

Ledgers, Deposit, 73

Ledgers, Recording Payments, 69
Ledgers, Repayment, 73

Ledgers, Tenant, 64

Location, Deleting/Removing History, 20
Location, tenant location/unit, 18
Location, Transfer to new P/H Unit, 19

M

Main, 8

Next Inspection, 9

0)
Other Tab, 89

R
Recurring Charges, 76

S
SHERA Participant, 10
Spoken Language, 10

T

Tenant Notes, 84

Tenant Notes, Locking, 86
Tenant Notes, Sticky, 87
Tenant Photos, 9

Tenant Status, 12

Tenant Status, Changing, 12
Tenant Warning Messages, 11

w

Worksheet Checklist, 34

Worksheet, 50058, 47

Worksheet, 50058 Activity Log, 49
Worksheet, 50058, Issuance of Voucher, 50
Worksheet, Adding New, 25

Worksheet, Assets, 37

Worksheet, Deductions, 39

Worksheet, Income, 35

Worksheet, Income Exclusions, 39
Worksheet, Revising, 26

Worksheet, State AHVP, 45

Worksheet, State DMH, 45

Worksheet, State Leased, 44

Worksheet, State MRVP, 44

Worksheet, State MRVP, Project-Based, 46
Worksheet, State Public, 40

Worksheet, TRACS 50059, 55
Worksheets, 22
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