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Rev.1 10/30/09 Previous Participation List page and the Step.3 Edit Previous
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previous participation information.

Rev.2 7/3/10 The N/A (not applicable) option was added to the Loan Status drop down

list on the previous participation detail page. There was also a “check if
current” selection box added to the loan status information section.
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5.0 Baseline Submissions Introduction:

A Baseline Submission will be the first submission that an organization enters in
APPS. Through this submission an organization will establish its Baseline Organization
Structure and Previous Participation. Baseline Submissions will not require HUD review
- they are simply a means for Industry to set up their 2530-related information in APPS.

In order to submit a Baseline:

e The Applicant must be an organization and must have a Participant record in
APPS or REMS. (If you need to submit information as an individual use the
Edit Previous Participation option from the APPS Home Page to update your
Previous Participation information if any. Then proceed to create a
submission which will take you to the What submission would you like to
create screen, select the appropriate submission and follow the wizard

process to submit your submission to HUD)

e Ifthe principal being added into the applicant’s organization is an
organization, that organization being added must have completed a Baseline
submission in APPS. If the principal being added is an individual, that

individual must be registered in the system.

e There are currently four types of submission: Baseline, Property, Organization

Change, and ldentity Change.

25 Note: You must add at least one individual principal to the Organization
Structure in order to submit a Baseline. Note: You can only modify principals

within the applicant’s first tier.

25 Note: Organizations added as principals must have previously submitted a

Baseline Submission in APPS.
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5.1 Creating a Baseline Submission

1. The Baseline Submission Process is a Wizard process that will take you through each

of the steps. On the APPS home page select “Create Submission” from the

Submission Processing drop-down list.

Housing

HUD Home

User 1D:
MXXXX

Online Help
Glossary

2. Click L&°

Active Partners Performance System

APPS Home Page

Submission Processing:
View My Submissions In Process ]

Create S

Edit Submission

Yiew My Submissions In Process
View My Submissions In Review
Verify Submission History

xeCpoTe:

|
&d {Go

Public reporting burden for this collection of information 15 estunated to average 30 minutes per
response, including the time for reviewing instructions, searching existing data sources,
gathenng, and maintaining the data needed, and submitting the information. This information 1s
required to obtain benefits and is mandatory. HUD may not collect this information, and you are
not required to complete this fonm, unless it displays 2 currently valid OMB control number.

The regulations at 24 CFR Section 200210 to 200 245 authorizes the US. Department of Housing
and Urban Development (HUD) to request information from all principals applying to participate
in multifamily housing programs. The information will enable HUD to evaluate whether or not
principal participants will honor their fegal, financial and contractual obligations and deternune if
they pose an unsatisfactory underwnting risk.

Figure 5-1: APPS Home Page

The “Create Submission” screen displays.
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Active Partners Performance System

Create Submission

TIN: {no dashes)
or
SSN: {no dashes)
HUD Home
HUD LDPs APPS Home Page

SCRTRTE Last Updated: IMay 12, 2004

2530 Contacts

User ID:
M11125

Online Help
Glossary

Figure 5-2: Create Submission Screen

3. Enter the applicant’s TIN.

Subrnit

4. Click
display.

The 2530 Submission, Step 1. Edit Contact Information screen will
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Active Partners Performance System

2530 Submission
Step 1. Edit Contact Information

Submission ID: 1163Z Reason: Basebne Organzation Definition
Applicant Test Orgaruzation (444555666)

Cwrent Status: In Process, 04/1072006

Conract Information

* Name: {Jane Doe

User ID: *Phione: |777-777-7777
RO

Fax:
Online Help Email: |
Glossary

Pager:

VNe;.1 Step Jl Save & Exit | [ Cancel Suhm‘.ssic«nr
[APPS Home Page]

Figure 5-3: 2530 Submission Step 1 Edit Contact Information Screen

Data Element Description
2530 SUBMISSION
Submission ID A system generated number used to track submissions throughout APPS
Current Status Describes the current status of the submission
APPLICANT
Select Radio buttons by which Users select an applicant and/or participant
Name Organization Name
TIN/SSN The applicant’s and/or participant’s TIN or SSN
Direct Previous Indicates whether the applicant has had any direct previous participation with
Participation a property
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Data Element

Description

Certified

Indicates whether the applicant has completed previous participation

certification

&5

APPS will not process a submission until all applicants have

certified.

Select Participant

Processing

A drop-down list containing participant process options

CONTACT INFORMATION

* Name Contact name

* Phone Contact telephone number
Fax Contact fax number

Email Contact e-mail address
Pager Contact pager number

Applicant Comments

A field in which the applicant can enter comments

Current Submission Status

Describes the current status of the submission

Select Query

A drop-down list containing various queries and reports that the applicant can

request about the submission.

5. Enter the Contact Information. (Note that the Fields marked with an asterisk are

mandatory.) Click on_Mextsten |

6. The 2530 Submission, Step 2. Edit Organization Structure screen will display
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Active Partners Performance System

2530 Submission
Step 2. Edit Organization Structure

Submission ID: 11633 Reason: Baseline Organization
Definition
ER Applicant: Test Organization Cwrrent Status: In Process, 04/10/2006
HUD Home {444555666)

Parent Participant: Test Organization (444555666), Fairfax, VIR GINLA

HUD LDPs

GSA EFLS

PERSFE1D Ownership

Select Name Type Role Porconi Begin Date in Organization
User ID: No principals within this organization.
MXXXXX
Add Principal
Oniline Halp
Glossary [ Previous Step | | Save&Exit | [ Cancel Submission |

You must add an individual to your organization struction before moving to the next step.

APPS Home Page

Figure 5-4: 2530 Submission Step 2 Edit Organization Structure Screen

5.1.1 Adding Principles to Organization Structure

1. Onthe 2530 Submission, Step 2. Edit Organization Structure screen you can add

Add Principal | bution

Principals to your organization structure by selecting the

Frevious Step |

(You can go back to the previous screen at any time by selecting

if you need to change any information during the baseline submission process.)

2. The Participant Search Screen will display.
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Active Partners Performance System

Participant Search

TIIN: ino dashes)
or
_ SSN: {no dashes)
Housing
HUL Home
s

HUD LDPs

| Organization Structure |

FLS

AFPPE Home Page
Last Updated: August 17, 2004

PPRSIF19

2520 Contacts

Figure 5-5: Participant Search Screen

3. Enter the principals TIN or SSN.

&5 Please note that the TIN or SSN numbers should have a record in APPS before
you can add a participant to the organization structure. If the participant does not
exist you would need to register the participant in APPS and complete requesting
necessary authorizations. Please refer to Chapter 3 for information on the

Registration Process.

4. Select Search, the Add Principal within Organization screen will display
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Active Partners Performance System

Add Principal to Organization

Prefix: v
* Furst Name: Jomes
Maddie:
* Last Nane: Dos
Suffix: v
*SSN: 111222656
Phvsacal dehvery adidross
* Address:  239234Kngway
User ID:
XXX <G e
Online Help * State: VIRGINIA .
Glossary
* Zip Code: 22312
* Comntry: USA w
If comntry not United States
Tearitory: v
* Postal Code:
* Phone: 12342340234
Fax:
E-nal:
Pagor-
Parent Particapant: Test Organizabon
* Role i Entity: Member v
Role Covunent:
* Percent Ownershap in Entiey: 0 % (100 00)
* Starting Date in Eutity: 12 B2 2005 {taa-dd-yyyy)
| Farert Grganization Syuchse J

EAR & |
2530 Submission |

Figure 5-6: Add Principal to Organization Screen
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Data Element Description

INDIVIDUAL

Prefix Select a prefix from the drop-down list, if applicable.

* First Name Principal’s first name

Middle Principal’s middle name

* Last Name Principal’s last name

Suffix Select a suffix from the drop-down list, if applicable

SSN Principal’s Social Security Number (pre-populated from the Participant
Search screen)

* Address The parent organization’s street address (pre-populated from the organization’s
data in APPS; this information can be edited)

* City The participant’s city (pre-populated from the organization’s data in APPS this
information can be edited)

* State A drop-down list displays a list of states (pre-populated from the organization’s
data in APPS this information can be edited)

* Zip Code The participant’s zip code (pre-populated from the organization’s data in APPS
this information can be edited)

* Country A drop-down list displays a list of counties (pre-populated from the

organization’s data in APPS this information can be edited)

Foreign Territory

The foreign territory, if applicable (pre-populated from the organization’s data

in APPS this information can be edited)

* Foreign Postal Code

The foreign postal code, if applicable (pre-populated from the organization’s
data in APPS this information can be edited)

* Phone The organization’s telephone number (pre-populated from the organization’s
data in APPS this information can be edited)

Fax The organization’s fax number (pre-populated from the organization’s data in
APPS this information can be edited)

E-mail The organization’s e-mail address (pre-populated from the organization’s data
in APPS this information can be edited)
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Data Element

Description

Pager

An organization’s contact pager number (pre-populated from the

organization’s data in APPS this information can be edited)

Parent Participant

A pre-populated field displaying the name of the parent participant

* Role in Entity

A drop-down list displaying roles

Role Comment

A field for any comments about the role

* Percent Ownership in
Entity

Percent of the organization that the participant owns

* Starting Date in Entity

Date the participant became associate with the organization

ORGANIZATION

* Name

Current name of the organization.

TIN

The organization’s Tax Identification Number (pre-populated from the

Participant Search screen)

Legal Structure

A drop-down list displays a list of legal structure types.

Type of Ownership

A drop-down list displays a list of ownership types.

* Address The participant’s street address

* City The participant’s city

* State A drop-down list displays a list of states

* Zip Code The participant’s zip code

* Country A drop-down list displays a list of countries.

Foreign Territory

Enter the foreign territory if applicable.

* Foreign Postal Code

Enter the foreign postal code if applicable.

* Phone The organization’s telephone number
Fax The organization’s fax number

E-mail The organization’s e-mail address

Pager An organization’s contact pager number

Parent Participant

A pre-populated field displaying the name of the parent participant

July 2010
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Data Element

Description

* Role in Entity

A drop-down list displaying roles

Role Comment

A field for any comments about the role

* Percent Ownership in
Entity

Percent of the organization that the participant owns

* Starting Date in Entity

Date the participant became associate with the organization

5. Enter the following principal’s information: Role in Entity, Percent ownership in

entity and Starting Date in Entity. (Fields marked with an asterisk are required).

25 Ifthe role is “Other” you must enter comments.

July 2010
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6. Click L | The screen refreshes with the message, “Principal has been added

successfully.”

Active Partners Performance System

2530 Submission
Step 2. Edit Organization Structure

Prmeipal has been added successfully.

- Submission ID: 11633 Reason: Baseline Organization
HUD Home Debnitiot
HUD LOPs Applicant: Test Organization Curent Status: In Process, 04/10/2006
{444555666)

Parent Participant: Test Organization (444555666), Farfax, VIR GINIA

User ID:
MXXXXX :
Select Name Type Role 0;:';’:’:? Begin Date in Organization
Online Help r [
Glossary (O Doe, James (111222666) Individual Member 0 12/12/2005
[ Add Principal l [ Edit Principal ] [ Remawve Principal ]
[ Previous Step ][ Next Step l[ Save & Exit ] ’ Cancel Submission ]

APPS Home Page

Figure 5-7 — 2530 Submission Step 2 Edit Organization Structure Screen

7. To add another principal repeat this process.

8. If the information was added incorrectly, you may modify the principal’s information

by selecting the principal and clicking on modify the principal’s information, select

Edit Principal

the principal and click ] OR to remove the principal click

on  Remove Principal | You can also cancel the submission at any time by

Cancel Submission |

selecting

9. Selectml.
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*Please note you must have one individual in your organization structure before you
can move to the next step.
5.1.2 Editing Principals

1. Toedit aprincipal from the 2530 Submission Step. 2 Edit Organization Structure
screen; select the principal to be edited by clicking on the radio button next to
TIN/SSN.

2. The Edit Principal within Organization Structure Screen will display.
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Active Partners Performance System

Edit Principal within Organization

Prefix: v

* Fust Name: |James
Niddle:

* Last Name: [Doe i
Suffix: v

* SSN: 111222666

Physical delivery addvess

* Address: 234234 King way

20 Contects

User ID:
* City: {Alexandria
Online Help

* State: VIRGINIA ~
*Zip Code: [22312 -] )
* Comntry: USA v

If county not Unated States

Glossary

Tertory: v
* Postal Code:
* Phone: {234-234-2234 5
Fax:
E-mail:
Pager:
Parent Participant: Test Organization
* Role in Entity: Member v
Role Comunent:
* Percent Ownership in Entity: 0 % {100.00)
* Starting Date m Entity: 12 £i23 Li2005 {ram-dd-yvyv)
o)
| Parent Organization Structure |

| 2530 Submission |

Figure 5-8: Edit Principal within Organization Screen

3. Edit the principal’s information. (Fields marked with an asterisk are required)
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4. Click L] The Edit Principal within Organization screen refreshes with the

message, “Save was successful.”

Active Partners Performance System

| ,
i Edit Principal within Organization
@ﬁ Save was successful
Eaedback
Secure Syaieos Prefix: G
Hasen * First Name: |James i
HUD Horme Middle: |
HUD LOPe * Last Name: |Doe
Suffix: v
* SSN: 111222666

Physioal debvery address
User 1D: VATV, SRS B
MEXXX * Address: 234234 King way

Online Help [

Glossary * City: |Alexandria

* State: VIRGINIA v
* Zip Code:  [22312 | '

= Country: USA v

If conmtry not United States

Tenritory: v
* Postal Code:
* Phone: (2342342234
Fax:
E-mail: |
Pager:
Parent Participant: Test Organization
* Role m Entity: Member v
Role Comment:
* Percent Ownership in Entity: 0 % {100.00)
* Starting Date in Entity: 12 =21 =|2005 (ion- dd-yyyy)

Save |

[ Parent Organization Structure ]

[ ATAD O, it i |

Figure 5-9: Edit Principal within Organization Screen

July 2010 FINAL 5-17



APPS Users’ Guide—Industry Chapter 5
Baseline Submissions

5.1.3 Removing Principal

1. Toremove a principal, from the 2530 Submission Step. 2 Edit Organization Structure

screen; select the principal to be removed by clicking on the radio button next to
TIN/SSN.

Active Partners Performance System

2530 Submission
Step 2. Edit Organization Structure

Subinission ID: 11653 Reason: Baseline Organization
Defintion
Applicant: Test Organization Cwvent Status: In Process, 05/01/2006
(444555666)

Parent Participant: Test Organization (444555666), Faurfax, VIRGINLA

Select Name Type  Role 3P Begin Date in Organization
(O Doe, James (111222666) Individual Member 0 12021/2005
(O Test2Corp (1112228388) Organization Member 0 12402/2005

[ Add Principal l[ Edit Prncipal J[ Remove Principal J

[ PreviousStep ][ NexiStep |[ Save8Exit | [ CancelSubmission |

[APPS Home Page

Figure 5-10: 2530 Submission Step 2 Edit Organization Structure Screen

2. Click Rermaove Principal

The Remove Principal from Organization screen displays.
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Active Partners Performance System

Remove Principal from Organization

Name: Test 2 Corp
* TIN: 111222888
HEs Legal Sttuctwre: Corporation
HUD Home Ty £
YpeoL Profit Motivated
Owmership:
Physical delivery address

Address: 2 Test Way
MXXXXX City: Springfield
Online Help State: VIRGINLA
Glossary

Zip Code: 22315

Country: USA

If country not United States
Ternitory:
Postal Code:

Phone: 234-234-4523

Fax:

E-mail:

Pager:

Parent Participant: Test Organization
Role in Entity: Member

Role Comment:
Percent Ovwmnership in Entity: 0%

Starting Date in Entity: 12/02/2005 (maa-dd-yyvyy)

Ending Date in Entity: | | | (roxa-dd-yvyy)
or
Check here if principal origmally added in ervor: []

r Remove Principal ]

[ Parent Organization Structure J

[ 2530 Submission ]

APPS Home Page

Figure 5-11: Remove Principal from Organization Screen
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3. Enter the principals ending date in the entity.

4. Click | Remave Principal | The Organization Structure screen displays with the message,

“Principal has been removed successfully,” and the radio button next to the removed

principal will not display.

5. You also have the option of selecting the checkbox for principal added in error.
Please note that you have to have atleast one individual in your organization structure
even if you select this step and remove the principals from your organization tier

structure.

Active Partners Performance System

2530 Submission
Step 2. Edit Organization Structure

Pimcipal has been removed successfully

Submission ID: 11653 Reason: Baseline Organization
HUD ne R
= Definition
HUD LDPs Applicant: Test Organization Cwirent Status: In Process, 05/01/2006
(444555666)

Parent Participant: Test Organization (444555666), Fairfax, VIR GINLA

User ID:
MEXXXX i z
Select Name Type Role 0;::::‘? Begin Date in Organization
Online Help -
Glossary (> Doe, James (111222666) Individual Member 0 12/21/2005
[ Add Principal ] [ Edit Principal ] [ Remowve Principal ]
[ Previous Step H Next Step H Save & Exit J [ Cancel Submission ]

APPS Home Page

Figure 5-12: 2530 Submission Step 2 Edit Organization Structure Screen

5.2 Previous Participation

25 You can only add/edit Previous Participation while entering a submission and

prior to sending the submission to HUD.
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25 Previous Participation is accessible from the APPS Home Page in the Participant
Processing drop-down list, the 2530 Submission screen, the Organization
Structure screen, and the Submission List screen from the Select participant

processing drop-down list.

5.2.1 Establishing Previous Participation
1. The next step in the submission process is the Previous Participation.

2. From the 2530 Submission, Step 3 Edit Previous Participation screen

select Previous Paricipation !
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e

Eaedback

User ID:
MXXXXX

Online Help
Glossary

Active Partners Performance System

2530 Submission
Step 3. Edit Previous Participation

Submission ID: 11633 Reason: Basehne Organization Defimtion
Applicant: Test Orgamzation {444555666)

Cwmivent Status: In Process, 04/10/2006

Apphicant
Direct
Select Name TIN/SSN  Previous
Participation
Test Organization 444555666 No
Participants
0 Divect
Select  Name Type Role Hore enk:’ %:;h D‘. uﬂ’:‘ Previous
Participation
Doe, James e A 2
ai 1’22266?) Individual Member 0 12/1242005 No

|  Previous Participation |

j' Previous Step J[ Next Step ] Save & Exit ] [ Cancel Submission

Figure 5-13: 2530 Submission Step 3 Edit Previous Participation Screen

3. The Previous Participation List screen will display
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Active Partners Performance System

Previous Participation List

Submission ITY: 67451 | Reason: |Organization Change (Mfajor)
Applicant: “Willew Street Apartments

Cwrent Status: [In Process
Housing

HUD Home Participant: Willow Street Apartments
Pt wer, COLOBADO

HUD

Direct Previous Participation Eecords (1 - 1) of 1

Last Management Review
andfor
Physical Inspection
Homr 16 2007 5:00:04 44000 Mz
R

User ID: o
= Select|  Property Name Originated HUD Property |p omDate ToDate | L25tURd2IE

Name Muliifamily? Role Date

Online Help
Glossary

Satisfuctony
WILLOW STREET ¥, 2004-08-17 00:00:00.0
. &8 HUD/ Coztrartor
o APARTMENTS Willon St | Denver Field Ownet! | gom) 1996 | Cumrent | 11/16/2007

. Mottgagor Phy s:
DENVER, CO Office) Scoe: 52
s Ho: 244392
2006-09-01 00:00:00.0
HUD/Contractor

[ Add Participation | [ Edit Participation

[ Delete Participation

[ 2530 Submission Edit Previous Participation ]

Figure 5-14: Previous Participation List Screen

Add Faricipation

4. Click on
will display.

. The Previous Participation Property Search screen
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User ID:
MXXXXK

Online Help
Glossary

Active Partners Performance System

*

Previous Participation Property Search

Property Role: v |

(+) HUD Property: () Other Property:

HUD Multifamily Property

Coniract
Nows: L] or
FHA Number: [ | or
PropertyD: [ | or
Property Name: |

Searcﬂ

APPS Home Page

Figure 5-15: Previous Participation Property Search Screen

5. Select a Property Role (note the fields marked with an asterisk are mandatory.) Fill in

the HUD Multifamily Property section or Other Property information in the fields

provided.

Data Element

Description

PREVIOUS PARTICIPATION PROPERTY SEARCH

Property Role | Drop Down List of Property Roles

HUD MULTIFAMILY PROPERTY

Contract Number Contract number associated with the property (Section 8, Rent Supplement,
etc.)

FHA Number Code representing a specific grant, loan, or insurance on a property.

Property ID REMS system-generated identification number given to a property.

Property Name Current name of property
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Data Element

Description

OTHER PROPERTY

ID

Identification number given to the property by responsible agency.

Type A drop-down list displays types of hon-HUD Multifamily properties
Name Current name of the property

City City in which the property exists

State A drop-down list displays a list of states

6. Click L=8arh

7. The Previous Participation Property List screen will display. If there are several

properties displayed, select the property for which you want to establish Previous

Participation by clicking the radio button next to the Property Name.

8. Click L_PemsPartcntin | The previous Participation Detail screen displays.

25 Note: for Other Properties, using the above chart as a guide, enter the
appropriate data.

25 Please ensure that the following mandatory fields have information in them
before you click save on this page; The “From” and “To” dates, the “Loan
Status”, “As of date” and “Was Loan in default”

If you did not receive a physical inspection or a management review score during
the time you were part of the property, you may enter comments in the comments
field as to why no score was received.

25 Note: Inherited Previous Participation information is no longer available.

July 2010
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Active Partners Performance System

Previous Participation Detail

PARTICIPANT:
PROPERTY MAME: #/A
PROPERTY 1D:
PROPERTY TYPE: M)
CONTRACT NO{S):
CONTRACT AMOUNT:
LOAN AMOUNT:

o =1

User iDx

FHA NO(S):

Online Help
Chossany

Agency: HUL
From Date:
(mem /) dd /yyyy) ~ — =
Affilkation Camments:

1“

| |
‘ Loan Status As of Date

(mm/Sd/yyvy)

] {5

e

Imspoction Number | |
REAC Score ] ~

Performed By v
Explanation for Rating

poct Informal otr
Tmspaction Number:

REAC Score
Parformed By

Rating ¥

Explamation for Rating

Rating

Satiafecte

PFerfornmved By wLO Caatracte

Performed By v

Project Raole:

Ta Date:
{men/dd/yyyy)

Loan States
Comment

Imspection Date:
{mmn /dd/yyyy) |
Rating

tepection Date:
(men/dd/yyyy)
Rating

Review Date: |
(men/dd/yyyy) |

Keview Date
{men/dd/yyyy)

Matar v

[Was Preject in [
DefaukM Explanation for

during your Froject default

participation

! No scores recebved

—

i g

-

1 agres to this score

No scores received

-

§222, ¢

| 1 agres to this score

Figure 5-16: Previous Participation Detail Screen
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Data Element Description

PREVIOUS PARTICIPATION DETAIL

Submission ID System-generated identification number given to a submission

Participant Name of the participant (pre-populated from the 2530 Submission screen)
Reason Reason for the submission (pre-populated from the 2530 Submission screen)
Applicant Name of the applicant (pre-populated from the 2530 Submission screen)
Current Status Current Status the submission is in

Property Name Pre-populated field displaying the current property name

Participation Property ID | Pre-populated field displaying the REMS property ID.

Property Type Multifamily or Other property

Contract No(s): Contract number associated with the property (Section 8, Rent Supplement,
etc.)

FHA No(s): Pre-populated code representing a specific grant, loan, or insurance on a
property

AGENCY/ROLE INFORMATION

Agency: Select the agency with which the previous participation was associated from

the drop-down list

Z5 Note: Agencies for HUD properties and Non HUD properties differ.

See the descriptions in the Drop-down lists at the end of the chapter.

Project Role: Select the project role held in previous participation from the drop-down list
From Date: The date from which the participant participated in the property
To Date: The date until which the participant participated in the property. This field

should be left blank if the “Current” field is selected.
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Data Element

Description

Affiliation Comments:

Text field for any comments related to affiliation

LOAN STATUS INFORMATION

Loan Status

A drop-down list displays loan statuses

As of Date:

The date as of which the loan was at the above status. The date must fall

between the “From” and “To” dates.

Loan Status Comment

Text field for comments related to the loan status

Was Project in default

during your participation?

Radio button indication Yes or No

Explanation For Project
Default(s):

Text field for explanation for project defaults

LAST PHYSICAL INSPE

CTION

REAC Score:

The first field is for the numbered score. Select the letter score from the drop-

down list. Both fields must be completed.

Inspection Number:

Unique identifier for physical inspections from PASS.

Rating:

A drop-down list displays ratings

Performed By:

A drop-down list displays groups that perform inspections

Inspection Date:

Date inspection took place

Explanation for Rating:

Text field for explanation for rating (required if below average or less)

LAST MANAGEMENT REVIEW

Rating:

A drop-down list displays ratings

Performed By:

A drop-down list displays groups that perform reviews

Review Date:

Date review took place

Explanation for Rating:

Text field for explanation for rating (required if below average or less)
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9. When all required information has been entered, click Save . The Screen refreshes

with the message, “Save was successful.”

11. Click |_Previous Participation List |45 g6 hack to the Previous Participation List screen.

5.2.2 Editing Previous Participation

25 Note: APPS now allows previous participation to roll down to all the participants
when added via the Edit Previous Participation option.

25 Note: Please ensure that the following mandatory fields have information in them
before you click save on this page; The “From” and “To” dates, the “Loan
Status”, “As of date” and “Was Loan in default”

25 Note: Once a Property Submission is approved by HUD please ensure that the
previous participation for the new property is added to the participants in your
organization structure.

1. From the APPS home page select “Edit Previous Participation” from the Select

Participant Processing drop-down list.

OR

From the 2530 Submission screen, select “Previous Participation” from the Select

participant processing drop-down list.

2. Click 52| The Previous Participation Search screen or the Previous Participation List
screen displays depending on where you started. (Enter Participant TIN or SSN if at

Search page and Previous Participation List screen will display)
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Active Partners Performance System

Previous Participation List

Submission ITY: 67451 | Reason: |Organization Change (Mfajor)
Applicant: “Willew Street Apartments

Cwrent Status: [In Process

Housing

HUD Home Participant: Willow Street Apartments
Pt wer, COLOBADO

HUD LDPs

L8

ttacts . . L
. Direct Previous Participation Eecords (1 - 1) of 1
o qg Last Management Review
User ID: Originated HUD Property Last Update
Select Property Name R From Date To Date and/or
Name RMuliifamily? Role Date Physical Inspection
Online Hel o 16 2007 5:09:04 44070 Mz
Unline Help Fana:
Glossary Satisfactory
WILLOW STREET Ves 2004-08-17 00:00:00.0
. HULY Coritractor
o) APARTMENTS willew St | pyonecemiend | O on) 1006 | Current | 1171672007
. Aputmimts Office) Mottgagor Phy s:
DENVEE, CO Seore: #2b
Tis Ho: 244802
2006-09-01 00:00:00.0
HULY Covitractor

[ Add Participation | [ Edit Participation

[ Delete Participation

[ 2530 Submission Edit Previous Participation ]

Figure 5-17: Previous Participation List screen

3. Select Previous Participation to edit by clicking the radio button next to the Property

Name.
4. Click Edit Participation.

5. Edit the appropriate fields.
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Active Partners Performance System

Previous Participation Detail

PARTICIPANT:
PROPERTY MAME: ©'A) E INNER APARTM
PROPERTY LD:
PROFERTY TYPE: M
CONTRACT NO{S):
CONTRACT ANOUNT:

LOAN AMOUNT:
User i FHA NO(S):
Online Help
Chossary
Agency:  HUL Project Role:  Ma—ter v
From Dete: | Ta Date: Yy |
(mm/dd/yyyy) —1 3958 (men/dd/yyyy) * i £ x o
Affikation Camwmens:
|
| [ |was Preject in
Loan Loan Status As of Date Loan States Defauk Explanation for
2 ‘ (o /8d/yyvy) Comment during your Froject default
! participation
-
3 hd
Yook if sune ez
Ad
! No scores recebved
Inspaction Number | st ori >
HEAC Score | | - Rating -
Performed By -

Explanation for Rating

I Inwpect Informati otn ' " ! L 2 _| 1 sgres 1o this score
Inspection Date:
(men/dd/yyyv)
REAC Score Rating
Parformed By

Tmapaction Numhber:

I Mar ¢ Rov No scores received
Review Date: | o v
Rating (men/dd/ yyyy) | _| Y
Performed By 3

Explanation for Rating

ment K v Tntormatior trieved from J atn | 1 agres to this score
Rating Zabalecte
Keview Date

Perfarmed By L0 Tantraste {men/dd/ yyyy)

Figure 5-18: Previous Participation Detail screen
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6. Click 23] Screen displays with the message, “Save was successful.”

7. When you are finished, click |_Previous Participatian List | The previous Participation

List screen will display with your new information.

Active Partners Performance System

Previous Participation List

Submission ITY: 67451 | Reason: |Organization Change (Mfajor)
Applicant: “Willew Street Apartments

Cwivent Status: In Frocess

“Willew Street Apartments

Participant: 1y er COLORADO

Direct Previous Participation Eecords (1 - 1 of 1

User ID: Originated HUD Property Last Updaie Last Management Review
Select Property Name - From Date To Date andfor
Tame Multifamily? Role Date Physical Inspection
Online Hel Howr 16 2007 5:09:04 40P Mgmt
Unline Help Fanar:
Glossary Satisfactory
WILLCW STREET Ves 200;—00;1; 00:00:00.0
o) APARTMENTS “;p“l"“’ St | Tenver Field M?g’;:;’; _ [06m111996 | Cusent | 1141642007
DENVER, CO Office) Seom t
T Ho: 244892
2006-09-01 00:00:00.0
HIUD/ Cordractor
[ Add Participation | [ Edit Patticipation
[ Delete Participation
[ 2530 Submission Edit Previous Participation ]
Figure 5-19: Previous Participation List Screen
8. Click on |_ 2b3l Submission Edit Frewvious Farticipation to return to the 2530

Submission page.
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5.3 Adding Comments
1. The 4th step in the Baseline submission process is the Applicant comments section.

From the Edit Previous Participation screen click on ml. The 2530
Submission Step 3, Edit Applicant Comments screen will display.

Active Partners Performance System

2530 Submission
Step 4. Edit Applicant Comments

Submission ID: | 11633 | Reason: Baseline Organization Definition

Applicant: . Test Organization (444555666)

Cwirent Status: In Process, [
HUD Home

HUD LDPs

Applicant Comments:

User ID:
MXXXXX

Online Help

losmary (Finish| [ Cancel Submission

Figure 5-20: 2530 Submission Step 4. Edit Applicant Comments screen

2. Add comments and Click on. You will redirected back to the APPS Home

page with the message that your Baseline Submission is completed.
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Secure Sy
Hec

HUD Home
HUD LDPs

GSAEPLS

User ID:

Online Help
Glossary

Active Partners Performance System

APPS Home Page
Baseline Submission completed.

Submission Processing:
View My Submissions In Process v

Participant Processing:

e

Reports:

e

Public reporting hurden for this collection of information is estimated to average 30 minutes per
response, including the time for reviewing instructions, searching existing data sources,
gathering, and maintaining the data needed, and submitting the information. This information is
required to obtain benefits and is mandatory. HUD may not collect this information, and you are
not required to complete this form, unless it displays a currently valid OMB control number.

The regulations at 24 CFR Section 200.210 to 200.245 authorizes the U.3. Department of Housing
and Uthan Development (HUD) to request information from all principals applying to participate
in multifamily housing programs. The information will enable HUD to evaluate whether or not
principal participants will honor their legal, financial, and contractual obligations and determine if
they pose an unsatisfactory undenwriting risk.

Figure 5-21: APPS Home Page- Baseline Submission completed.
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