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1.0 Introduction to the Active Partners Performance System (APPS) 

 The Active Partners Performance System (APPS) was developed to automate the 

submission and review of the HUD Previous Participation Certification Process (Form 

2530).  This User guide provides the basic steps to perform necessary functions within 

APPS. The HUD-2530 form initiates the approval process for Industry entities who 

would participate in a HUD project.  The HUD-2530 contains data concerning principal 

participants in Multifamily Housing projects, including their previous participation with 

HUD and other housing agencies.  An approved Previous Participation Certification is a 

prerequisite for approval of various applications to do business with HUD.   Data 

originating with the Previous Participation Certification process will support Housing 

Asset Management, Project Development activities, the Real Estate Assessment Center 

and Enforcement Center activities. 

1.1 Background 

In order for individuals or corporate entities to “participate” or play a role in a 

Multifamily Housing property, they must obtain HUD’s approval.  Applicants may 

request HUD’s approval by submitting a HUD-2530 (Previous Participation 

Certification) form to the Field Office responsible for overseeing the specific property.  

Applicants must submit a 2530 when one of these conditions is met: 

• An issue relevant to their participation in a property changes.  For example, the entity 

has applied to refinance or rehabilitate the property, or has a change in their 

organization structure that must be disclosed to HUD. 

• An entity that currently participates in a property and wants to assume an additional 

role. 

• An entity wants to participate in a property in which they do not currently have a 

participating role. 
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The HUD-2530 form requires applicants to provide detailed information 

concerning their current organization makeup, their past participation, and their 

performance in housing projects.  When describing their current organization makeup, 

applicants must describe the current organization structure, (i.e., the principal 

organizations and individuals; the applicant tier and principal tiers – those tiers that 

define the structure of organizations in the applicant tier,) as well as each principal’s per 

cent ownership and organization role in its parent entity.  In the “History of 

Participation” portion of the HUD-2530, applicants must identify the HUD Multifamily 

and other projects that the principals have previously or are currently participating in, and 

note significant problems (e.g., mortgage default) as well as the results of the latest 

management and physical inspection reviews during their project tenure.  All 

organizations and individuals listed on a HUD-2530, or their designee, must certify to the 

authenticity of the information on the form. 

HUD reviews each HUD-2530 that is submitted and determines the applicant’s 

suitability to participate in light of their record in carrying out past financial, legal and 

contractual obligations in a satisfactory and timely manner.  HUD receives approximately 

10,000 submissions annually.  Most are decided at the local Field Office.  The Field 

Office forwards HUD-2530s with significant prior participation problems, numbering 

about 1,000 submissions annually, to Headquarters for review and disposition. 

In 1998, a housing re-engineering task group met with major Industry partners to 

discuss their suggestions for improving the prior 2530 process.  The Active Partners 

Performance System is the result of these joint HUD and Industry sessions.  APPS re-

engineers the HUD-2530 process and is the replacement for the current Previous 

Participation Review System (PPRS)F19.  APPS automates both the process Industry 

participants use to submit HUD-2530 information and the process HUD staff use to 

review and approve the submissions.  Using the internet as the communications vehicle, 

the principal participants will enter their data directly into APPS.  APPS will then present 

any possible findings to HUD staff for review.  
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Housing has designed APPS to satisfy four major objectives: 

• Automate the HUD-2530 processes — APPS allows Industry Business Partners to 

enter submissions and to check on the status of submissions via the internet, and 

enables HUD staff to review these submissions on-line. 

• Reduce the significant paperwork burden and preparation time for HUD-2530s - 

APPS maintains the repetitive Industry information, such as principals in each 

organization, and incorporates it automatically into the 2530 submissions, enabling 

Industry to create a submission in significantly less time. 

• Standardize the HUD-2530 processes nationwide - APPS tracks submissions 

through each stage of the life cycle, checks the 2530 applicants and their principals 

against relevant information sources, and presents the findings automatically to the 

HUD reviewer. 

• Enable HUD to track Industry Business Partners that are currently 

participating or have sought a role in Multifamily properties - APPS maintains a 

history of HUD-2530 submissions and the principals in each Industry entity. 

 

APPS Provides: 

• Information Tracking - facilitates tracking of submissions and the changes 

Users make to information in APPS. 

• User Security - security requirements are defined for HUD and Industry users. 

• Participant and Organization Structure Information - information is 

maintained that Industry Business Partners must supply about each entity, and 

the structure of their organizations. 
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1.2 Submissions 

There are four types of HUD-2530 submissions: 

• Baseline - allows an organization to identify their principals and Previous 

Participation. 

• Property - allows an entity to seek HUD’s approval to play a specific role in a 

particular property. 

• Organization Change - enables an organization to add, edit, or remove 

principals, or to change a principal’s role, ownership percentage, starting date 

within an entity. 

• Identity Change - enables an individual to change their SSN, or an organization 

to change its TIN, legal structure, and type of ownership. 

 

Several of the submission types have specific sub-types that constitute the reason for the 

submission: 

• Property Submissions 

- New Application for Mortgage Insurance 

- Refinance Application for Mortgage Insurance 

- New Application for Capital Advance Grants 

- New Application for Other Subsidies 

- New Role for Property 

- Transfer of Physical Assets 

- Mark-to-Market 
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• Organization Change Submissions 

- Corporate Buyout 

- Major Organization Change (adding a principal, changing a principal’s role 

within an organization, changing the percentage of ownership) 

- Court Order\Inheritance 

- Minor Organization Change (Removing a principal) 

1.3 Submission Review 

Certain submissions require review by HUD staff, whereas others do not. 
 

• Baseline Submissions do not require a review and therefore would not go 

through the review process. Until a True Submission is submitted.  True 

Submissions are proper Organization Changes, Identity Changes, Corporate 

Buyouts and Major Organization Changes and Property Submissions.) 

• Property Submissions do require a review in order to be approved. The Field 

Office must first review Property Submissions. 

• Organization Change Submissions Major Organization Change and Corporate 

Buyout require a Headquarters review.  Other Organization Change Submissions 

(Court Order\ Inheritance and Minor Organization Changes) do not require a 

review. The system identifies whether the organization change is major or minor. 

• Identity Change Submissions require a Headquarters review in order to be 

approved. 
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2.0 Getting Started Introduction  

 Industry access to the Active Partners Performance System (APPS) is obtained 
via the internet, through the website of the Department of Housing and Urban 
Development (HUD).  APPS is an automated management tool that utilizes the 
advantages of internet technology so that HUD may improve communication on policy 
and procedural matters throughout the Department, increases its management and 
oversight activities with its Industry business partners, and serves as a clearinghouse for 
Participant information. 

APPS is accessed through the Secure Connections function. All internet systems 
within Multifamily Housing contain sensitive information and require User IDs and 
passwords to be authorized to change information. 

Registration is required prior to gaining access to APPS internet application. Only 
after registering in HUD’s Secure Systems, receiving a Coordinator/User ID by mail, and 
being assigned a system role, can an internet User access the APPS application.  

Detailed steps and explanation of the Secure Systems procedures can be found in 
Chapter 3: Registration Process. The following steps outline the registration process: 

 

Step 1 - Establishing Your Organization in APPS 

 Note: A good rule of thumb is if your company has filed a financial statement, then 
your company should be registered and all that is needed is a Coordinator or User 
ID.   

 If your company has never done business with HUD you need to register by 
clicking on the APPS Registration Link on the APPS Home Page at 
http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm  

• After completing this screen, you will be able to access your information the next 
business day before applying for your Coordinator or User ID. 

 
 
Step 2 - Registering for a Coordinator/User ID for a Company or Individual 

 Note: If you do not have a Participant Record in APPS, you must establish your 
identity within APPS before registering for a Coordinator or User ID. Please refer 
to Step 1 

 If you have a participant record for all Address changes some proof of the new 
address must be sent to HUD.  This could be in the form of a memo on the company 
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letterhead, a lease agreement or any other documentation that shows the correct 
address for the participant.   Once your fax or email is received, HUD can correct 
the address.    The information can be sent via email to the apps mailbox listed on 
the APPS home page or faxed, Attn PPSD Division along with a cover letter stating 
the details of the request to 202-708-0684. 
 
 

Types of Users in Secure Systems:  

• Coordinator:  Controls access to the system and performs system administration 
functions, such as retrieving IDs, and assigning rights to users.  For more 
information please refer to Chapter 3 of the Online User Guide. 
 

Note: The system limits each Business Partner to two Coordinators.  It is 
recommended that the Business Partner Executive Director designate two 
Coordinators to ensure backup of daily system administration needs. 
 
• User: A User can be an employee of the Business Partner or a third party (e.g., 

CPA) authorized by the Business Partner’s Coordinator to submit data for the 
Business Partner.   
 

Note:  Please use your parent company Tax ID when registering for 
Coordinatorship 
 

Note:  Initial Coordinator Registration will only register one company/individual.  
 

Note:  To request Coordinatorship for multiple companies/individuals, you must 
have first completed Steps 2 through 5 for your first Coordinatorship.  You may 
then go directly to Step 6 to request additional Coordinatorships. 
 
• Register for Coordinator/User ID by selecting  

http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm   
• Receiving Your Coordinator/User ID: 

- Allow two week to process the Coordinator ID request.    
- User registration applications are processed nightly.  (Can only be 

retrieved by Coordinator) 
 

Step 3 - Assigning yourself as a Coordinator  

Once you have registered and have received your Coordinator ID, you will need to assign 
yourself as a Coordinator for the company/individual 

• On the APPS Web Page http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm 
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• Click Secure Systems Login 
• Enter User name (which is your M ID) and Password (The password you selected 

during registration.) 
• Click “OK” 
• On the User Login Legal prompt screen, Click “Continue”  
• Select “User Maintenance”  
• Enter your Coordinator ID (M ID) 
• Click on “Search for User” 
• Select “Maintain User Profile – Actions” from the “Choose a Function” drop 

down menu 
• Click “Submit”  
• Check “COR – Coordinator” checkbox and “UPD- Update” checkbox  
• Click “Assign/Unassign Actions”  
• Select “OK”.  You have now assigned yourself as a Coordinator 

 

Step 4 - Assigning yourself role and User roles 

• On the “Secure Systems Main Menu”, select “User Maintenance”  
• Enter your “Coordinator ID” or “User ID” (M ID) 
• Select “Maintain User Roles” from the “ Choose a Function” drop down menu 
• Click “Submit” 
• Check “AUP– APPS Update” checkbox  
• Click “Assign/Unassigned Action” 
• Select “OK”.  You have now assigned yourself roles  

 

Note:  Please reboot your system at this point for your new assignments and roles 
to be activated. 

 
 

Step 5 - Assigning yourself rights to Company/Companies/Individuals 

• From the Secure Systems Main Menu page, select “Participant Assignment 
Maintenance”  

• Enter your User ID (M ID) 
• Select “Assign Participant” from the “Choose a Function” drop down menu 
• Select “AUP - APPS Update” from the Choose a Role section 
• Select the company/companies/individuals you want to assign rights to from the 

Participant section ( You can select multiple participants by using the Control key 
on your keyboard) 

• Click “Submit”  
• Verify the list of company/companies/individuals you are requesting relationships 

for 
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• Click “Confirm” 
• Click “OK” 

 

Step 6 - Registering Coordinatorship for multiple Companies/Individuals 

Note:   You must complete Steps 2 through 5 before you can request 
Coordinatorship for multiple companies/individuals. 

• From The “Secure Systems Main Menu”, select “Business Partners Maintenance”  
• Enter your User ID  
• Select “Request New/Delete Existing Relationships” from the “Please enter a 

Function” drop down menu 
• Enter the Taxpayer Identification Number (TIN)/Social Security Number (SSN) 

for the companies/individuals  you would like to assign rights to 
• Click “Submit” 
• Verify names and addresses (To ensure activation keys are mailed to the proper 

address) 
• Click “Confirm”  
• Click “OK” 

 

Note: You will need to wait at least two weeks to receive your activation keys from 
HUD. 

• To activate your relationships: 
- From the Secure Systems Main Menu page, select “Business Partners 

Maintenance”  
- Select “Activate Relationships” from the “Please enter a Function” drop down 

menu. 
- Enter Activation Keys  
- Click “Submit” 
- Verify information 
- Click “Confirm” 
- Click “OK” 

 
 
Step 7- Assigning yourself rights to Company/Companies/Individuals 

• Repeat Step 5 
 

Step 8 - Assigning the User System Roles by the Coordinator 

• For the Coordinator to retrieve the User ID: 
- From the Secure Systems Main Menu page, select “User Maintenance”  



APPS Users’ Guide—Industry                                                            Chapter 2 
National Release                                                    Getting Started 

April 2007 FINAL 2-6 

- Enter “First Name” and “Last Name” of the User  
- Select “Search Users” 
- Retrieve User ID  

• To assign the User System Roles: 
- From the Secure Systems Main Menu, select “Participant Assignment 

Maintenance”  
- Enter the retrieved User ID (M ID), select Assign Participant from the 

“Choose a Function” drop down menu 
- Select “AUP/APPS Update”  
- Select the company/individual you want to assign user roles to ( You can 

select multiple companies/individuals by using the Control key on your 
keyboard) 

- Click “Submit” 
- Verify information 
- Click “Confirm”   
- Click “OK” 

• The User will now be able to submit data for the company/individual. 
 
 

2.1 Accessing the HUD Home Page 

1. Open your Internet browser. The instructions in this guide reflect the HUD standard 
browser, Netscape Communicator 4.7.5.  As such, some screens may appear 
differently if you are accessing APPS via another web browser. 

2.  Type http://www.hud.gov in the Netsite or Address field and press the Enter key. 
The HUD home page displays. 
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Figure 2-1: HUD Internet Home Page 
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2.2 Accessing APPS  

2.2.1 To Access the APPS Login page: 

1. Select the Multifamily Industry link under the Information for Housing Industry 
heading on the right-hand side of the HUD home page. The Multifamily Industry 
screen displays. 

 

Figure 2-2: Multifamily Industry Screen 

2.  In the lower right-hand of the page under the Systems Just for you, select the Work 
Online/audience group matrix link, which will bring up the Systems for the Housing 
Industry screen.   

3.  Select the Active Partners Performance System (APPS) link. The Active Partners 
Performance System (APPS) home page displays. 
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Figure 2-3: APPS Project Web Page 
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2.2.2 Accessing the APPS Home Page 

Click on the Active Partners Performance System link on the Secure Systems home 
page. The APPS home page displays. 
 

  

Figure 2-4: Active Partners Performance System Home Page 
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The Navigation Pane (sidebar) contains several useful links: 

• By clicking the  button from any screen within APPS returns you to the Home Page. 

• By clicking the  button, you can send an e-mail to the HUD Representative/APPS 
System Administrator with feedback about the system. 

• Secure Systems – this link returns you to the Secure Systems logon page. 

• Housing – this link takes you to the Office of Housing website. 

• HUD Home – this link takes you to HUD’s home page. 

• HUD LDPs – the link allows you to view Limited Denial of Participation. Details on viewing 
LDPs can be found in Chapter 18. 

• GSA EPLS – the link allows you to view the GSA Excluded Party List Search. Details on 
viewing GSA EPLS can be found in Chapter 18. 

• 2530 Contacts – the link allows you to view the HUD contact name for your servicing Field 
Office. 

• Online Help – Provides you help when working on a specific function. 

• Glossary  - Provides you a glossary of terms. 
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3.0 Registration Process 

3.1 Establishing Your Organization in APPS 

To make it easy for Industry entities to establish their identity in the HUD 

Multifamily system, APPS will have an internet function that will allow Industry to 

create the required Participant record within APPS. 

 A good rule of thumb is if your company has filed a financial statement then your 
company is registered and all that is needed is a Coordinator or User ID  

 If your company has never done business with HUD you need to register by 
clicking on the APPS Registration Link on the APPS Home Page at 
http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm  

 All companies must have their own EIN/TAX ID’s.  No Company should use their 
individual SSN as their Tax ID.   

 Sole proprietors cannot use their Individual SSN # in APPS.  They need to have a 
EIN/Tax ID for their sole proprietorship.   

     For all Address changes some proof of the new address must be sent to HUD.  

This could be in the form of a memo on the company letterhead, a lease agreement or 

any other documentation that shows the correct address for the participant.   Once 

your fax or email is received, HUD can correct the address.    

The information can be sent via email to the apps mailbox listed on the APPS home 

page or faxed, Attn PPSD Division along with a cover letter stating the details of the 

request to 202-708-0684. 

 

1. On the APPS Web Page, click the APPS Participant Registration link. The APPS 
Participant Registration screen displays. 
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Figure 3-1: APPS Participant Registration Screen 

 

2.  Enter the participant’s TIN or SSN (no dashes).  

3.  Click . The Register APPS Participant screen displays. 
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Figure 3-2: Register APPS Participant Screen (for Organization) 
 

 Note: The screen for Organization Participants differs slightly from that for 
Individuals. See the following data chart for details. 
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4.  Using the following chart as a guide, enter the participant’s information.  (Fields 
marked with an asterisk are required) 
 

Data Element Description 

CREATE PARTICIPANT (Organization) 
* Name Current name of the organization. 

TIN The organization’s Tax Identification Number. 

* 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 

CREATE PARTICIPANT (Individual) 
Prefix Select a prefix from the drop-down list, if applicable. 

* First Name Participant’s first name 

 Middle Participant’s middle name 

* Last Name Participant’s last name 

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

SSN Participant’s Social Security Number 
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Data Element Description 

* 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 The foreign territory, if applicable. 

* Foreign Postal Code The foreign postal code, if applicable. 

* Phone The participant’s telephone number 

Fax The participant’s fax number 

E-mail The participant’s e-mail address 

Pager An participant’s contact pager number 

 

5.  Click  . The Confirm Participant screen displays. 
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Figure 3-3 Confirm Participant Screen 
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6.  Click  again. The Participant Successfully Registered screen displays. 

 

 

Figure 3-4 Participant Successfully Registered Screen 

 

Note: After completing this screen, wait at least overnight before applying for your 

Coordinator or User ID 
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3.2 Registering for a Coordinator/User ID for a Company or Individual 

 Note: If you do not have a Participant Record in APPS, you must establish your 
identity within APPS before registering for a Coordinator or User ID.  
 

3.2.1 Types of Users 

There are two types of Users in the Secure Systems: “Coordinators” and “Users”. 

A business entity or a representative of the business entity must register as a Coordinator. 

The Coordinator serves as the Business Partner’s Executive Director’s representative in 

controlling access to the system and performing other system administration functions 

such as retrieving IDs, and assigning rights to Users. The Coordinator then establishes 

other representatives as Standard Users. The Coordinator controls which Users have 

access to enter, view, or submit data.  Although a User can enter or submit data to HUD, 

they cannot control access to the system. A User depends on the Coordinator for the 

necessary system rights to enter, view, or submit data. 

A Coordinator is also responsible for forwarding information received 

electronically from HUD to the Business Partner Executive Director.   

In order for a standard User to act on behalf of an entity in APPS, the Coordinator 

must associate the User to that entity through the Participant Assignment Maintenance 

screen of the Secure Systems.(This is how a business entity User receives access to 

APPS) 

 

3.2.1.1 Coordinator 

Because Coordinator/Users access HUD-sensitive information over the internet, security 
registration for a Coordinator/User ID is required.  An internet User can access system 
information only after registering and receiving their Coordinator/User ID.   

Each Business Partner must designate a Coordinator, typically an employee, to 

act as their representative in providing system access to Users.  The Coordinator is then 
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responsible for retrieving a User ID for the User, establishing the User’s role in the 

system. 

A Coordinator can also serve as a User for the Business Partner. Therefore, if an 

individual will be responsible for system administration (Coordinator) and will also 

submit data (User), the individual should register as a Coordinator. 

3.2.1.2 User 

A User can be an employee of the Business Partner or a third party (e.g., CPA)  

authorized by the Business Partner’s Coordinator to submit data for the Business Partner.   

Unlike a Coordinator, registered Users cannot control system access or perform 

system maintenance functions.  The User is dependent on the Coordinator for system 

access as well as updating User information (e.g., email address).  

 NOTE: The term “User” is a generic term for individuals following the 

instructions of this guide. If “User” (with a capital ‘U’) is discussed, it refers to a 

specific type of internet User (User v. Coordinator). 

 

All Coordinators and Users must submit a completed registration application to 

HUD to obtain a User ID.  Required registration information includes name and social 

security number, the Business Partner’s name and TIN/SSN, email address, desired 

password, and mother’s maiden name. The registration form is available on the APPS 

Home Page http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm by clicking on the 

Multifamily Coordinator and User Registration link. 
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3.2.2 Coordinator Registration 

To register as a Coordinator use the following steps: 

Note: If you do not have a Participant Record in APPS, you must establish your 
identity within APPS before registering for a Secure Systems Coordinator or User 
ID. Please refer to Section 3.1, Establishing Your Organization in APPS 

Note:  Please use your parent company Tax ID when registering for Coordinatorship.   

Note:  Initial Coordinator Registration will only register one company/individual.  
 

Note:  To request Coordinatorship for multiple companies/individuals, you must 
have first completed Section 3.2 through 3.5 for your first Coordinatorship. You 
may then go directly to Section 3.6 to request additional Coordinatorships. 
 

Note: The system limits each Business Partner to two Coordinators.  It is 
recommended that the Business Partner Executive Director designate two 
Coordinators to ensure backup for daily system administration needs. 
 

 

1. Enter the following URL http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm  

in the address/location of your browser.  The APPS Home Page will display.  Select 

the Multifamily Coordinator and User Registration link. 

2. The Multifamily Coordinator and User Registration screen will display. 
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Figure 3-5: Multifamily Coordinator and User Registration Screen 
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3. Select the option to designate a Coordinator.   

 

4. Enter all information into the registration form. 

5. When completed, click the Print icon from your browser .  You will need to save 

this information for future reference. 

 

6. If you make a single error, simply click in the field and make the correction.  If you 

would like to start over, click
Clear Fields

.    

NOTE: Be sure to review all the information for accuracy, before sending the 

application. 

7. Click 
Send Application

  when completed. 

8. The System Coordinator Registration Confirmation information page displays. 
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Figure 3-6: System Coordinator Registration Screen 

 

9. If all information is correct, click .      

3.2.2.1 Receiving Your Coordinator ID 

Once the HUD Secure Systems receives the Coordinators Registration a letter will be 

generated with the Coordinator ID  and sent to the CEO/Owner of Company for which 

Coordination rights is requested.  If CEO/Owner agrees to the request, they will forward 

the letter to the Coordinator.   

 Allow two weeks to receive Coordinator ID letter. 
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3.2.3 User Registration 

To Register as a User: 

 Note: If you do not have a Participant Record in APPS, you must establish your 

identity within APPS before registering for a Secure Syetems Coordinator or 

User ID. Please refer to Section 3.1, Establishing Your Organization in APPS. 

1. Click the User radio button located next to the Application Type on the Multifamily 

Coordinator and User Registration screen.  

 

2. Enter your First Name, Middle Initial, Last Name, and Social Security Number in the 

appropriate fields.  

 

 NOTE: You can use the Tab key to move to the next field.  

 

3.   Enter the name of the Business Partner in the Organization Name field.  Enter the 

Business  

      Partner’s TIN in the Organization ID field. 

  NOTE: This must be the TIN for the Business Partner of the associated 

Coordinator. 
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 NOTE:  You must provide this information to receive your User ID. 

4.   Type your e-mail address in the E-mail Address field. 

 

 NOTE:  It is important to provide your e-mail address so that HUD can 

communicate with you.  

5.  Enter your password. Your password must be six characters, and can consist of letters 

and/or Numbers. 

 

 Note: Important: Your password is recorded EXACTLY as you type it, so 

remember how you enter any letters—uppercase or lowercase.  Also, this 

password will be used each time you access the HUD’s Secure System. 
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6.  Enter your Mother’s Maiden Name.  This information is used for future verification 

(e.g., if you forget your password) 

 

7. Check to ensure the information in each field is correct.   

8.  Click on the  button to submit the application information. 

A       confirmation page displays. 

 

 Note: If you do not have a Participant Record in APPS, you will be unable to 

register for a User ID. Please refer to Section 3.1, Establishing Your 

Organization in APPS. 

 Alternative Option 

  

To correct a single entry, double-click in the field and enter the correct information.  To 

clear all the fields, click on the  button and re-enter all the information. 
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Figure 3-7: Standard User Registration Screen 

 NOTE: The mailing address appears only for Coordinators (not Users).  Do not 

proceed with the application if this mailing address is inaccurate or you will not 

receive your User ID.  If the Business Partner’s mailing address is incorrect, 

contact your local HUD Field Office to have it corrected and click on the 

 button. 

9. If the information is accurate, click on the  button to submit the 

application to HUD.  A message displays acknowledging acceptance of the 

registration application for further processing. 

 

 Note:  Review all the information for accuracy, especially the application type 

and Business Partner information. 
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Figure -3-8: User Registration Confirmation Screen  

 

10. If the information is accurate, click on the  button to submit the 

application to HUD.  A message displays acknowledging acceptance of the 

registration application for further processing.  

 
3.2.3.1 Receiving Your User ID 

User registration applications are processed nightly. The Business Partner’s 

information is verified and a User ID is generated. 

To obtain their User ID, the User must notify the Coordinator that they have 

registered for a User ID.  Allow at least 24 hours after registering before your User ID is 

posted.  The Coordinator can retrieve the User’s ID from the system and provide this 

information to the User.  A User can access the system after they receive their User ID 

from the Coordinator and after the Coordinator assigns them system roles. 
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3.3 Assigning yourself as a Coordinator  

 Note:  Some information on the screenshots like name, User ID have been 

blocked and may look different from your screen. 

 

Once you have registered and have received your Coordinator ID you need to assign 
yourself as a Coordinator for the company 

1.  To assign yourself as a Coordinator login to Secure Systems from the APPS main 
page using your new Coordinator ID. 

2.  The User Login Page will display.  Click on Accept. 
 

3.  The Secure Systems Main Menu page will display 

 

Figure 3-9: Secure Systems Main Menu Screen 

4.  Select the User Maintenance link from the System Administration section 

5.  The User Maintenance screen will display 
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Figure 3-10: Secure Systems User Maintenance Screen 

6.  Enter your Coordinator ID under the Search by User ID section. 

7.  The Maintain User ID page will display. 
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Figure 3-11: Secure Systems Maintain User ID Screen   

 

8.  Select Maintain User Profile – Actions from the Choose a Function drop down menu. 
 

9.  Click on . 
 

10. The Assign/Unassign Actions for User ID page will display 
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Figure 3-12: Secure Systems Assign/Unassign Actions for User Screen 
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11. Check the COR - Coordinator checkbox and the UPD- Update checkbox under APPS 
– Active Partners Performance System section. 
 

12. Click on  button. 
 

13. The Successful Transaction page will display.   
 

 

Figure 3-13: Secure Systems Successful Transaction Screen 

 

14. Select OK.  You have now assigned yourself as a Coordinator 
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3.4 Assigning yourself role and User roles 

 Note:  Some information on the screenshots like name, User ID have been 

blocked and may look different from your screen. 

 

1. To assign yourself a role, login to Secure Systems from the APPS main page using 
your new Coordinator ID. 

2. The Secure Systems Main Menu page will display. 
 

 

Figure 3-14: Secure Systems Main Menu Screen 
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3. Select the User Maintenance link from the System Administration section. 

4. The User Maintenance screen will display. 
 

 
 

Figure 3-15: Secure Systems User Maintenance Screen 

5. Enter your Coordinator ID under the Search by User ID section. 

6. The Maintain User ID page will display. 
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Figure 3-16: Secure Systems Maintain User ID Screen  

 

7. Select Maintain User- Roles – Actions from the Choose a Function drop down menu 

Figure 3-16: Maintain User ID Screen 
 

8. Click on . 

9. The Assign/Unassign Roles for User ID page will display. 
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Figure 3-17: Secure Systems Assign/Unassign Roles for User ID Screen 

 

10. Check the AUP – APPS Update checkbox under APPS – Active Partners 
Performance System section. 
 

11. Click the  button. 
 

12. The Successful Transaction page will display.   
 



APPS Users’ Guide—Industry                                                            Chapter 3 
National Release                                           Registration Process 

April 2007 FINAL  3-29

 

Figure 3-18: Secure Systems Successful Transaction Screen 

 

13. Select OK.  You have now assigned yourself roles. 
 

14.   Please reboot your system at this point for your new assignments 
and roles to be activated. 
 

Note: When you logon to the Secure Systems Main Menu screen, the 
Active Partners Performance System (APPS) under the Systems section 
and Participant Assignment Maintenance and Property Assignment 
Maintenance under the System Administration section will now be 
accessible. 
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3.5 Assigning yourself rights to Company/Companies/Individuals 

After you have registered as a coordinator for multiple companies you need to assign 

yourself rights to those companies. 

1.  From the Secure Systems Main Menu page Select the Participant Assignment 

Maintenance link under the System Administration section 

 

 

Figure 3-19: Secure Systems Main Menu Screen 
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2.  The Participant Assignment Maintenance screen will display 

 

Figure 3-20: Secure Systems Participant Assignment Maintenance Screen 

 

3.  Enter your User ID and select Assign Participant from the Choose a Function drop 
down menu 
 

4.  The Assign Participant for User screen will display 
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Figure 3-21: Secure Systems Assign Participant for User Screen 

 

5.  Select AUP – APPS Update from the Role Code – Role Description section and select 
the participant you want to assign rights to, from the Participant Name – TIN – 
Participant Type Section. 
 

6.  Click on  
 

7.  The Assign Participant Confirmation for User screen will display 
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Figure 3-22: Secure Systems Assign Participant Confirmation for User Screen 

 

8.  Click on . You will receive a successful transaction confirmation for your 
assignment. 
 

9.  You have now assigned yourself Coordinator rights to the companies you have 
selected.   
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3.6 Registering Coordinatorship for multiple Companies/Individuals 

Note:   You must complete Steps 3.2 through 3.5 before you can request 
Coordinatorship for multiple companies/individuals. 
 

1.  Registering for a Coordinator lets you register for only one company.  To register 

Coordinatorship for multiple companies:  Login to Secure Systems from the APPS 

main page using your new Coordinator ID. 

2.  The Secure Systems Main Menu page will display.  

 

Figure 3-23: Secure Systems Main Menu Screen 
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3.  Select Business Partners Maintenance from the System Administration section  

4.  The Business Partner Maintenance screen will display. 

 

Figure 3-24: Secure Systems Business Partners Maintenance Screen 

5.  Enter your User ID and select Request New/Delete Existing Relationships from the 

Please enter a Function drop down menu. 

 

6.  The Request/Delete Relationships screen will display 
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Figure 3-25: Secure Systems Request/Delete Relationships Screen 

 

7.  Enter TIN for the Companies you would like to assign rights in the Relationships to 

request subsection. 

8.  Select   

9.  The Request / Delete Relationships Confirmation screen will display. 
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Figure 3-26: Secure Systems Request/Delete Relationships Confirmation Screen 

10. Click on . You will receive a successful transaction confirmation for your 

request. 

Note:  You will need to wait for two weeks to receive your activation keys from HUD. 

11. Once you have received your activation keys you must activate your relationships. 

12. From the Secure Systems Main Menu page select Business Partners Maintenance 

from the System Administration section 

 



APPS Users’ Guide—Industry                                                            Chapter 3 
National Release                                           Registration Process 

April 2007 FINAL  3-38

 

 

Figure 3-27: Secure Systems Main Menu Screen 

 

13. The Business Partner Maintenance screen will display.   
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Figure 3-28: Secure Systems Business Partners Maintenance Screen 

Figure 3-28: Business Partners Maintenance Screen 

 

14.  Select Activate Relationships from the Please enter a Function drop down menu. 
 

15. The Activate Relationships screen will display.   
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Figure 3-29: Secure Systems Activate Relationships for User ID Screen 

16. Enter the Activation Keys you have just received and click on Submit. 
 

17. The Successful Transaction Screen will display.   
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Figure 3-30: Secure Systems Successful Transaction Screen 

 

18. Click on OK.  You have now assigned Coordinatorship.  

 

3.7 Assigning yourself rights to Company/Companies/Individuals 

• Repeat Step 3.5 
 

3.8 Assigning the User System Roles by the Coordinator 

3.8.1  Retrieving Your User ID by Coordinator 

1. From the Secure Systems Main Menu page select the User Maintenance link under 

the System Administration section 
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Figure 3-31: Secure Systems Main Menu Screen 

 

2. The User Maintenance Screen will display 
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Figure 3-32: Secure Systems User Maintenance Screen 

 

3. Enter the First Name and Last Name of the User in the Search Users Section. And 

select  

4. The User List Screen will display with the User ID. 
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Figure 3-33: Secure Systems User List Screen 
 

Once the Coordinator has retrieved your User ID he can assign the User System roles 
 

1. From the Secure Systems Main Menu page select the Participant Assignment 

Maintenance link under the System Administration section 
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Figure 3-34: Secure Systems Main Menu Screen 

2. The Participant Assignment Maintenance Screen will display 
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Figure 3-35: Secure Systems Participant Assignment Maintenance Screen 
 
 

3. Use your User ID just retrieved and select Assign Participant from the Choose a 
Function drop down menu. 
 

4. The Assign Participant for User screen will display 
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Figure 3-36: Secure Systems Assign Participant for User Screen 

 

5. Select AUP – APPS Update from the Role Code – Role Description section and the 
participant you want to assign user roles to from the Participant Name – TIN – 
Participant Type Section 
 

6. Click on  
 

7. The Assign Participant Confirmation for User screen will display. 
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Figure 3-37: Secure Systems Assign Participant for Confirmation User Screen 
 

8. Click on .  You will receive a successful transaction confirmation for your 
assignment. 
 

9. The User can now submit data for the company/individual 
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4 
Making a Secure Connection 
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4.0 Making a Secure Connection 

To make a secure connection to HUD’s secure systems, you must log in with your 

User ID and password. Because the password is case-sensitive, it must be entered exactly 

as you requested it on the online registration application.  For example, a password 

entered in lowercase letters during registration must always be entered in lowercase 

letters upon login to successfully log in to secure systems.   

4.1 Accessing the System 

There are two methods of accessing APPS: 

Method 1 

1. Type https://hudapps.hud.gov/HUD_Systems into the Address of your web 

browser.   Press the Enter key. 

 

2. A Security Alert will display (This window may or may not display based on your 

browser setting.) Click  

 

3. The Connect to hudapps.hud.gov login box will display. 
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4. Enter your User ID and Password.  Click . 

5. The Secure Systems screen will display. 
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Figure -4-1: Secure Systems Screen 

 

6. Click the link Active Partners Performance System.  The APPS Home Page will 

display. 
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Figure -4-2: APPS Home Page Screen 

 

Method 2  

1. From the APPS web page, click the link Secure Systems Login. 
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Figure -4-3: APPS login page Screen 

 

 

2. A Security Alert will display (This window may or may not display based on your 

browser setting.) Click  

 

3. The Connect to hudapps.hud.gov login box will display 
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4. Enter your User ID and Password.  Click . 

5. The APPS Home Page will display. 

 

Figure 4-4: Apps Home Page 
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NOTE:  To return to the APPS Home Page from any screen within APPS, simply click 

the  button from the Navigation pane on the left. 

 

4.2 Exiting the System 

You can exit and return to the Secure Systems screen at any time. Because it is a secure 
system containing sensitive information, you should always exit the system when leaving 
the computer to ensure that data security is maintained.   

To exit the Secure Systems Web page: 

1. Save any changes on a screen using the appropriate buttons.   

2. Click on the Close  control icon in the top right corner of the screen.  The 
application closes and the desktop displays. 

4.3 Your Password  

On the Secure Systems page, under System Administration, the Password Change option 
allows Users and Coordinators to change their own passwords. 

 NOTE:  Unlike User IDs, User passwords are not accessible to Coordinators. 

4.3.1 Resetting your password 

1. From the Secure Systems screen, click on the  button.  The Reset 
Password screen displays: 
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Figure 4-5: Reset Password Screen 

 

4-6: Change Password Screen 

2. Enter your old password as indicated by the appropriate field. 

3. Enter your new password as indicated by the appropriate field. 
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4. Retype the new password to verify it. 

5. Click on the  button.  The old password is changed to the new password and the 
Secure Systems screen displays. 

 

 

 

Figure -4-7: Secure Systems Screen 
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Figure -4-8: Secure Systems Screen 
 

 NOTE:  The password change is not instantaneous; it may take up to 15 to 30 
minutes to take effect.  Your old password is valid until the new password takes 
effect. 
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4.3.2 Password Expiration 

User passwords expire every 21 calendar days.  The system automatically 

prompts you to change your password.  You must remember how you saved your new 

password (i.e., uppercase or lowercase). 

If you have gone beyond the 21 calendar days, you will not be able to reset your 

password. Password resets can only be performed by Secure Systems Helpdesk, because 

it involves security verification of the User’s SSN and mother's maiden name.  For 

password assistance call the Secure Systems Helpdesk 202-708-0614 x3279.  

The hours of operation are: 7am to 5pm EST 
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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: 

• 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) 

• If the 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. 

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

Change, and Identity Change. 

 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. 

 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 Baseline” from the Submission 

Processing drop-down list. 

 

 

Figure 5-1: APPS Home Page 

 

2.  Click . The “Create Submission” screen displays. 
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Figure 5-2: Create Submission Screen 

 

3.  Enter the applicant’s TIN. 

4.  Click . The 2530 Submission, Step 1. Edit Contact Information screen will 

display. 
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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 
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Data Element Description 

Direct Previous 

Participation 

Indicates whether the applicant has had any direct previous participation with 

a property 

Certified Indicates whether the applicant has completed previous participation 

certification 

 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 .  

6.  The 2530 Submission, Step 2. Edit Organization Structure screen will display 
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Figure 5-4: 2530 Submission Step 2 Edit Organization Structure Screen 
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5.1.1 Adding Principles to Organization Structure 

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

Principals to your organization structure by selecting the  button. 

(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. 

 

Figure 5-5: Participant Search Screen 

3. Enter the principals TIN or SSN.   

 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. 
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4. Select Search, the Add Principal within Organization screen will display 

 

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) 



APPS Users’ Guide—Industry                                                  Chapter 5 
National Release                                                                                    Baseline Submissions 

April 2007 FINAL  5-11

Data Element Description 

E-mail The organization’s e-mail address (pre-populated from the organization’s data 

in APPS this information can be edited) 

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 
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Data Element Description 

Pager An organization’s contact pager number 

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 

 

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). 

 If the role is “Other” you must enter comments. 

 

6.  Click  . The screen refreshes with the message, “Principal has been added 

successfully.”  
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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 

the principal and click .  OR to remove the principal click 

on .  You can also cancel the submission at any time by 

selecting . 

9.  Select .   
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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. To edit a principal 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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Figure 5-8: Edit Principal within Organization Screen 
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3. Edit the principal’s information.  (Fields marked with an asterisk are required) 

 

4. Click . The Edit Principal within Organization screen refreshes with the 

message, “Save was successful.” 
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Figure 5-9: Edit Principal within Organization Screen 
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5.1.3 Removing Principal 

1. To remove 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. 

 

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

 

 

2. Click . The Remove Principal from Organization screen displays. 
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Figure 5-11: Remove Principal from Organization Screen 
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3. Enter the principals ending date in the entity. 

4. Click . 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 principally 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.  

 

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

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

prior to sending the submission to HUD. 

 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 . 



APPS Users’ Guide—Industry                                                  Chapter 5 
National Release                                                                                    Baseline Submissions 

April 2007 FINAL  5-22

 

 

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

 

3. The Previous Participation List screen will display 
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Figure 5-14: Previous Participation List Screen 

 

4. Click on .  The Previous Participation Property Search screen 

will display. 



APPS Users’ Guide—Industry                                                  Chapter 5 
National Release                                                                                    Baseline Submissions 

April 2007 FINAL  5-24

 

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. 
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Data Element Description 

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

Property Name Current name of property 

OTHER PROPERTY 
ID Identification number given to the property by responsible agency. 

Type A drop-down list displays types of non-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  . 

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  . The Previous Participation Detail screen displays. 

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

 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, ensure that all the field in those two 
sections are cleared before saving the previous participation information. 
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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 

 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 INSPECTION 
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  . The Screen refreshes 

with the message, “Save was successful.” 

11. Click  to go back to the Previous Participation List screen. 

 Editing Previous Participation 

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

 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”  

 Note: If you did not receive a physical inspection or a management review score 
during the time you were part of the property, ensure that all the fields in those 
two sections are cleared before saving the previous participation information. 

 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 . 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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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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Figure 5-18: Previous Participation Detail screen 

6.  Click . Screen displays with the message, “Save was successful.” 
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7.  When you are finished, click . The Previous Participation 

List screen will display with your new information. 

 

Figure 5-19: Previous Participation List Screen 
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8.  Click on   to return to the 2530 

Submission page. 

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 .  The 2530 
Submission Step 3, Edit Applicant Comments screen will display.  

 

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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 Figure 5-21: APPS Home Page- Baseline Submission completed. 
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6 
Editing Participants 

 
 

6.0 Editing Participants Introduction: ................................................ 6-2 

6.1 Editing a Participant.................................................................... 6-2 
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6.0 Editing Participants Introduction: 

APPS re-engineers the HUD 2530 submission process, automating the process 

Industry participants use to submit 2530 information. APPS will allow Industry Users to 

enter submissions and check the status of submissions via the internet. 

To ensure that Industry and HUD staff can easily track and reference submissions, 

APPS will assign each submission a unique Submission ID. In addition, APPS will 

maintain a Status History to ensure changes to the status of a submission can be traced. 

6.1 Editing a Participant 

1.  On the home page, select “Edit Participant Detail” from the Participant Processing 

drop-down list.  

2.  Click . The Participant Search—Participant Detail screen displays. 
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Figure 6-1: Participant Search—Participant Detail Screen 

 

3.  Enter the participant’s TIN or SSN 

 

4.  Click .The Participant Detail screen displays either for the organization or for 

the individual. 
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Figure 6-2: Participant Detail Screen (Organization) 
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Figure 6-3: Participant Detail Screen (Individual) 
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5.  Using the following chart as a guide, edit the participant’s information. 

Data Element Description 

PARTICIPANT DETAIL (Organization) 
Name Current name of the organization. 

TIN The organization’s Tax Identification Number (To edit these fields you need 
an Identity Change 2530 submission) pre-populated from the Participant 
Search screen) 

Legal Structure A drop-down list displays a list of legal structure types. (To edit these fields 
you need an Identity Change 2530 submission) 

Type of Ownership A drop-down list displays a list of ownership types. (To edit these fields you 
need an Identity Change 2530 submission) 

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 
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PARTICIPANT DETAIL (Individual) 
Prefix Select a prefix from the drop-down list, if applicable. 

First Name Participant’s first name 

Middle Participant’s middle name 

Last Name Participant’s last name 

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

SSN Participant’s Social Security Number  (To edit these fields you need an 
Identity Change 2530 Submission) 

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 The foreign territory, if applicable. 

Foreign Postal Code The foreign postal code, if applicable. 

Phone The participant’s telephone number 

Fax The participant’s fax number 

E-mail The participant’s e-mail address 

Pager An participant’s contact pager number 

 

6.  Click  . Screen refreshes with the message, “Save was successful.” 

 

 Note: You can always view a participant’s information; however, you can only 
edit the information if the participant does not have a coordinator.
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7 
Editing, Sending, Canceling, 

Withdrawing Submissions 

 

7.0 Editing, Sending, Canceling, Withdrawing Submissions ............ 7-2 

7.1 Editing a Submission........................................................................ 7-2 

7.2 Sending the Submission to HUD..................................................... 7-5 

7.3 Canceling a Submission ................................................................... 7-6 

7.4 Withdrawing the Submission .......................................................... 7-7 
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7.0 Editing, Sending, Canceling, Withdrawing Submissions 

7.1 Editing a Submission 

1.  On the APPS home page select “Edit Submission” from the Submission Processing 

drop-down list. 

 

Figure 7-1: Submission Search Screen 

2.  Click . The Submission Search screen displays. 
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Figure 7-2: Submission Search Screen 

 

3.  Using the chart below, enter the appropriate search criteria. 

Data Element Description 

Submission ID System-generated identifying number unique to each submission 

TIN (no dashes) Tax Identification Number of a participant 

SSN (no dashes) Social Security Number of a participant 
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Search For: Select the radio button for either Applicant Submissions (submissions in 

which the participant in the search criteria is the applicant) or All 

Submissions.  

With Status of: Select the radio button for either All, In process, In HUD Review, or  

with Final Disposition. 

Created Date: 
From: Date range from (mm-dd-yyyy) (optional) 

To : Date range to (mm-dd-yyyy) 

 

4. Click . The Submission List screen displays. 

 

Figure 7-3: Submission List Screen 



APPS Users’ Guide—Industry                                                         Chapter 7 
National Release                                      Editing, Sending, Canceling, Withdrawing Submissions 

April 2007 FINAL  7-5

 

5.  If more than one submission is listed, select the submission you wish to edit, then 

click  . The 2530 Submission screen displays. 

OR 

Select another process from the Select participant processing drop-down list. 

OR 

Click   to return to the Submission Search screen. 

 

7.2 Sending the Submission to HUD 

 Note: Do not forget to get your certification and send your 2530 submission 

package. 

 Note:  Make sure at least one individual is in the company before sending it to 
HUD. 

 If the participants in your organization structure have previous participation that 
is different from the applicant, they are required to submit their own 2530 for this 
submission. 

 

 

1.  On the 2530 Submission Send to HUD screen you can click   if you are 

ready to submit your submission. A warning will display. 
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2.  If you still wish to send the submission to HUD, click . Once the submission 

has been sent to HUD, the 2530 Submission screen displays with the message, 

“Submission sent to HUD successfully.” 

 Once sent to HUD the status will change from “In Process” to a new status 

depending on the type of submission sent to HUD. Please refer to specific 

Chapters for more information. 

7.3 Canceling a Submission 

 Note: Canceling a submission is only possible while the submission is still “In 

Progress”  

1.  If you entered incorrect information or no longer wish to send the 2530 submission to 

HUD 

2.  From the APPS Home Page, Select View my Submissions in Process from the 

Submission Processing drop down list. Click  

3.  The Submission List screen will display 

4.  Select the Submission you would like to cancel and click on .  

The 2530 Submission screen will display. 

5.  Select the Cancel button under the Current Submission Status section  

6.  The following window will display 
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7.  Click  to cancel the submission. 

8.  You will receive a message saying the submission was cancelled. 

7.4 Withdrawing the Submission 

 Note: You may only withdraw a submission after it has been sent to HUD and 

before it has been reviewed. 

1.  From the APPS Home Page, Select View my Submissions in Review from the 

Submission Processing drops down list. Click  

2.  The Submission List screen will display 

3.  Select the Submission you would like to withdraw and click on 

.  The 2530 Submission screen will display. 

4.  Enter explanatory comments in the Applicant Comments (for Withdraw only) field. 

5.  Click . A warning displays. 
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6.  Click . The screen refreshes with a message that the submission has been 

withdrawn successfully. 
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8 
Property Submissions 
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8.0 Property Submissions Introduction 

Property submissions are the original reason for preparing and reviewing 2530s.  Entities 

will use this submission when they want HUD's approval to assume either a specific role 

for a property or additional financial responsibility for a property in which they currently 

play a role.  Every property submission will have to have a reason, which the User will 

select from.  Under the reason drop down on the 2530 submission screen select from the 

following list:  

• Existing Application for other Subsidies 

• Mark-to-Market 

• New Application for Capital Advance Grants  

• New Application for Mortgage Insurance 

• New Role for Property 

• Proposed New Property 

• Refinance Application for Mortgage Insurance  

• Rehabilitation 

• Transfer of Physical Assets 

In addition to identifying the reason for a submission, the applicant will have to identify 

the specific property role for which they are applying.  Under the role drop down on the 

2530 submission screen select from the following valid property roles:   

• Assoc. Vice President 
• Board Member 
• Board Officer 
• CEO 
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• CFO 
• Chairperson 
• COO 
• Consultant/Packager 
• Consultant 
• Contractor 
• Director 
• Facility Lessee 
• Facility Operator 
• General Contractor 
• General Partner 
• Investor Limited Partner in Limited Partnership 
• Investor Limited Partner 
• Key Principal 
• Leasee/Operator 
• Limited Partner 
• Management Agent 
• Managing Director 
• Member 
• Managing General Partner 
• Managing Limited Partner 
• Managing Member 
• Nursing Home Administrator 
• Officer 
• Owner/Mortgagor 
• President 

HUD field staff will review Property submissions, and if further review is required, the 

process will continue at HUD headquarters. 

The business rules for Property submissions are: 

• The Applicant of a property submission may be an individual or an organization 

and they must exist in APPS.  If the applicant is an organization, it must have 

completed a Baseline submission and must be an "active" organization (i.e., has not 

been bought out by another organization). 



APPS Users’ Guide—Industry                                                             Chapter 8 
National Release                                          Property Submissions 

April 2007 FINAL  8-4

• The property the User specifies for the submission must be an active Multifamily 

property. 

• If the submission reason is ‘Transfer of Physical Assets’, then the property role 

must be ‘Owner/Mortgagor.’   

 Note: This submission is available to organizations only if a baseline has been 

established.  

    Note:  Starting a Property Submission will lock the baseline in process. 

 Note: After the submission has been sent to HUD, the comments field will only 

accept comments for a withdrawal of the submission. 

 Note: Only active properties (those with active FHA or Contract numbers) can 

have a 2530 submission. 

If you are not an authorized user/coordinator for the  participants listed in your 

organization structure, the participants will be appear to be greyed  out on the 

certification screen.  You have two options to continue with the 2530: 

Option 1:  The Coordinator/User should request authorization for the participant, 

complete certifications and continue with the 2530 Submission process.   

Option 2:  If authorization cannot be obtained: 

a. The Coordinator/Users must complete the 2530 Submission with authorized 

certifications and send it to HUD for review.   

b. The Coordinator/Users must advise the unauthorized participants to send their 

own 2530 for the same Property. 
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8.1 Creating a Property Submission 

1.  On the APPS home select “Create Submission” from the Submission Processing drop-

down list. 

2.  Click  . The Create Submission screen will display. 

 

Figure 8-1: Create Property Submission Screen 

3.  Enter the applicant’s TIN or SSN.  

4.  Click  . The Create Submission screen will display.  Select Property 

Submission from the Select the type of submission you would like to create: drop down 

menu.  Click on  
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Figure 8-2: Create Submission, Screen 
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5.  The Property Search Screen will display 

 

 

Figure 8-3: Property Search Screen 

 

6.  Enter the Contract Number 

OR 

FHA Number  

OR 

Property ID 

OR 

Property Name (you may enter a partial name) 

7.  Click  .  
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8.  A warning will appear. 

 

9.  By selecting OK you are now locking your baseline and cannot make any changes.  If 

you would like to proceed, select OK 

10. The Property List screen displays. 

 

Figure 8-4: Property List screen 

11. If there are several properties displayed, select the property for which you are 

submitting the 2530. 
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12. Click  . The 2530 Submission Select Role and Reason screen 

displays. 

 

Figure 8-5: 2530 Submission Select Reason and Role Screen 

13. Select a Reason for the submission. 

14. Select a Role for the submission.  

 Note: If the reason is “Transfer of Physical Assets,” the role must be 

Owner/Mortgagor.  

 

15. Click  . The 2530 Submission Edit Contact information screen displays  
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Figure 8-6: 2530 Submission Edit Contact Information Screen 

 

16. You may edit contact information from this screen or click on  .  The 2530 

submission, Edit Applicant Comments screen will display. 
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Figure 8-7: 2530 Submission Edit Applicant Comments Screen 

 

17. If you wish to enter comments you may do so in the comments field.  

18. When comments are entered, click  . The 2530 Submission, Certify 

Submission screen displays 
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Figure 8-8: 2530 Submission Certify Submission Screen 

 

19. If you have not certified your submission, you may do so by selecting the  

button.   

 If you are not an authorized Coordinator/User for the  participants listed in your 

organization structure, the participants will be appear to be greyed  out on the 

screen.  You have two options to continue with the 2530:. 

Option 1:  The Coordinator/User should request authorization for the participant, 

complete certifications and continue with the 2530 Submission process.   

Option 2:  If authorization cannot be obtained: 
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a. The Coordinator/Users must complete the 2530 Submission with authorized 

certifications and send it to HUD for review.   

b. The Coordinator/Users must advise the unauthorized participants to send their 

own 2530 for the same Property. 

20. The Participant Certification screen will display. 
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Figure 8-9: Participant Certification Screen (1 of 3) 
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Figure 8-10: Participant Certification Screen (2 of 3) 
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Figure 8-11: Participant Certification Screen (3 of 3) 

 

 

21. The screen will refresh with the message “Save has been successful”. 
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Figure 8-12: Participant Certification Screen  

 

22. Click on 2530 Submission button at the bottom of the page.  The 2530 Submission 

Certify Submission screen will display with “Yes” listed in the Certified column. 

23. Click on .  The 2530 Submission Send to HUD screen will display 
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Figure 8-13: 2530 Submission Send to HUD screen 
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8.2 Sending to HUD 

1. From the 2530 Submission Send to HUD page, If all information is accurate click on 

 

2. A message will appear.  If you would like to proceed, click on OK. 

 

3. The screen will refresh with the message “Submission sent to HUD Successfully” at 

the top of the page. 
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Figure 8-14: 2530 Submission Send to HUD screen 
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 Note: Once sent to HUD the status will change from “In Process” to “F.O. 

Review.” 

 Note:  Make sure at least one individual is in the company before sending it to 
HUD. 

 If the participants in your organization structure have previous participation that is 

different from the applicant, they are required to submit their own 2530 for this 

submission. 

 Once the Property Submission has been approved the new property should be 

added to the previous participation of all the participants in your organization 

structure via the Edit Previous Participation option on the APPS home page. ( 

Please refer to Section 5.2.2 for more information) 

 

 

8.3 Canceling the Submission 

1. You may cancel the submission if you entered incorrect information or no longer wish 

to send the 2530 submission, by clicking  .  

2. A warning displays. 

 

3. Click  to cancel the submission. 



APPS Users’ Guide—Industry                                                             Chapter 8 
National Release                                          Property Submissions 

April 2007 FINAL  8-22

8.4 Printing the Signature List and Previous Participation Certification 

1. You will need to print the Submission, after you have successfully sent to HUD and 

Submit the hard copy along with the signatures to the Address listed on the Submission 

Package.  Click on  button on the 2530 Submission 

page. 

2. The 2530 Submission Package Screen will appear. 

 

Figure 8-15: 2530 Submission Package screen (1 of 3) 
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Figure 8-16: 2530 Submission Package screen (2 of 3) 
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Figure 8-17: 2530 Submission Package screen (3 of 3) 

 

3. Click  on your browser’s toolbar.  Once you print the Submission Package you 

need to obtain signatures and send the hard copy to HUD.   

4. Click  on you browser’s toolbar to exit the 2530 Submission Package. 

 8.5 Querying the Submission  

Refer to Chapter 16, Submission Queries 

 

8.6 Withdrawing the Submission 

 Note: You may only withdraw a submission after it has been sent to HUD and 

before it has been reviewed. 
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Refer to Chapter 7, Editing, Sending, Canceling, Withdrawing Submissions, Section 7.4 

Withdrawing the Submission 
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9 
Certification 

 
 

9.0 Certification ..................................................................................... 9-2 

9.1 Establishing Certification ................................................................ 9-2 
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9.0 Certification 

9.1 Establishing Certification 

1.  On the APPS Home Page select “Edit Certification” from the Participant processing 

drop down menu. 

2.  The Participant Search screen will display 

 

 

Figure 9-1: Participant Search screen  

 

4.  Enter the TIN or SSN for the participant you would like to establish Certification and 

click on Search. 
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5. The Participant Certification screen displays. 

 

Figure 9-2: Participant Certification screen (1 of 4) 
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Figure 9-3: Participant Certification screen (2 of 4) 
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Figure 9-4: Participant Certification screen (3 of 4) 
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Figure 9-5: Participant Certification screen (4 of 4) 

 

5. Select “True” or False” for each statement (the default position is “True”). 

6. Enter Explanation if “False” is selected (required). 

7. Click . “Save has been successful” message displays. 

 Note: The Participant Certification screen is also accessible from the 2530 

Submission Page, the Participant Detail screen, and the Organization Structure 

screen. 

 



APPS Users’ Guide—Industry                                                       Chapter 10 
National Release                                                        Organization Change Submissions- Major 

April 2007 FINAL  10-1

10 
Organization Change Submissions – 

Major 
 

 

10.0 Introduction - Organization Change Submissions ................. 10-2 

10.1 Major Organization Change Submissions ................................. 10-4 

10.2 Creating a Major Organization Change Submission ............... 10-5 

10.3 Adding a Principal...................................................................... 10-10 

10.4 Editing Information ................................................................... 10-13 

10.5 Sending the Submission to HUD............................................... 10-21 

10.6 Canceling the Submission.......................................................... 10-21 

10.7 Querying the Submission........................................................... 10-22 

10.8 Printing the Signature List and Previous Participation 
Certification ........................................................................................ 10-22 

10.9 Withdrawing the Submission .................................................... 10-22 
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10.0 Introduction - Organization Change Submissions 

Organization Change submissions will enable an organization to make changes 

to the principals in the first tier of its organization structure.  Since the structure of an 

organization has to be the same for every property in which it plays a role, changes to the 

structure will apply "across the board" or globally.   

APPS allows Users to view the prior and new value for each principal’s 

organization role and ownership per cent. 

Every organization change submission must have one of the following reasons: 

• Major Organization Change  

• Corporate Buyout  

• Court Order/Inheritance 

• Minor Organization Change  

HUD will review two of the four types of organization change submissions - major 

organization changes and corporate buyouts - because these changes will have a 

significant impact on the organization.  HUD staff will not review submissions for minor 

organization changes and court order/inheritance.   Please refer to Chapter 12 for more 

information on Minor Organization Changes. 

   Note:  These submissions are available to organizations only if a baseline has been 

established. Use these submissions to add, edit, or remove principals, or to change a 

principal’s role, ownership percentage, or starting date within entity. 

 Note: A General Partner, Managing General Partner, or Limited Partner may 

change their percentage of ownership to greater than 25%. All other roles may 

change their percentage of ownership to greater than 10%. 
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 Note: After the submission has been sent to HUD, the comments field will only 

accept comments for a withdrawal of the submission. 

 Note: If you send a Property Submission to HUD and subsequently send an 

Organization Change submission, APPS will allow the Property Submission to be 

reviewed. If, however, you send an Organization Change to HUD and 

subsequently send a Property Submission, APPS will hold the Property 

Submission until the Organization Change Submission has been reviewed. If at 

that time the Organization Change is approved, the Property Submission will then 

be reviewed. 

 For all Address changes some proof of the new address must be sent to HUD.  

This could be in the form of a memo on the company letterhead, a lease 

agreement or any other documentation that shows the correct address for the 

participant.   Once your fax or email is received, HUD can correct the address.    

  The information can be sent via email to the apps mailbox listed on the APPS 

home page or faxed, Attn PPSD Division along with a cover letter stating the 

details of the request to 202-708-0684. 
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10.1 Major Organization Change Submissions 

 Note:  The System Identifies whether a submission is a major or minor 

organization change 

Major Organization Change Submissions will allow an entity to add, change 

principals from its organization structure.  Only Headquarters staff will review these type 

of submissions because adding an entity can affect several Field Offices nationwide..  

Users can add either individuals or organizations as principals in the applicant 

organization.  

 If the principal being added is an organization, that organization must have 

completed a Baseline submission and must be an "active" organization (i.e., has not been 

bought out by another organization).  If the principal being added is an individual, that 

individual may either exist within APPS or the User can create them. 

Users can change the following information for principals in the applicant tier: 

• Starting date in the organization 

• Role in the organization (including changes to Limited Partner, General 

Partner or Managing General Partner) 

• Ownership percent (including changing a partner’s ownership to more than 

25% or a non-partner’s ownership to more than 10%) 

• The same principal can exist only once in the applicant tier and only once in a 

principal’s organization chain.  
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10.2 Creating a Major Organization Change Submission 

1. The Organization Change Submission 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. 

 

Figure 10-1: APPS Home Page 

2. Click  . The Create Submission screen displays. 
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Figure 10-2 Create Submission 

 

3. Enter the applicant’s TIN or SSN.  

4. Click  . The Create Submission screen will display.   
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Figure 10-3: Create Submission  

5. Select Organization Change from the type of submission you would like to create 

drop down menu.  Click on Submit. 
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6. The screen will refresh with a warning that by clicking on the Submit button it would 

lock your baseline.   

 

Figure 10-4: Create a Submission Screen 

 

7. If you would still like to proceed Click   . The 2530 Submission Select a 

Reason screen will display. 
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Figure 10-5: 2530 Submission Select a Reason Screen 

8. Select the Organization Change Reason for the submission from the Select A Reason 

drop-down menu. (“Organization Change [Major]”). 

9. Click  . The 2530 Edit Organization Structure screen will display 
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Figure 10-6: Edit Organization Structure Screen 

10.3 Adding a Principal 

1.  From the Edit Organization screen Click  . The Participant Search 

screen displays. 
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Figure 10-7: Participant Search Screen 

2.  Enter the participant’s TIN or SSN. 

3.  Click  . The Add Principal to Organization screen displays. 
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Figure 10-8: Add Principal to Organization Screen 
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 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.  Enter the Role in Entity, Percent Ownership in Entity and Starting Date in Entity . 

Fields marked with a red asterisk are required. 

5.  Click  . The Add Principal within Organization screen refreshes with the 

message, “Principal has been added successfully.”  

6.  Click on 2530 Submission.  The 2530 Submission Edit Organization Structure screen 

will display with the new principal information. 

10.4 Editing Information 

 You may also edit the organization structure, contact information, comments and 

certification  from the APPS Home page under the participant processing drop 

down list  

 

1.  On the 2530 Submission Edit Organization Structure screen, select the principal to be 

edited. 
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Figure 10-9: 2530 Submission Edit Organization Structure Screen 

2.  Click  . The Edit Principal within an Organization screen displays. 
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Figure 10-10: Edit Principal within Organization Screen 
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3.  Make the necessary edits to the principal. 

4.  Click  . The screen refreshes with the message, “Save was successful.” 

5.  Click . The 2530 Submission Edit Organization Structure 

screen displays.  

6.  Repeat the process if necessary. 

7.  Click on .  The 2530 Submission Edit Contact Information screen will 

display 

 

Figure 10-11: 2530 Submission Edit Contact Information screen 
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8.  Edit necessary contact information and click on .  The 2530 Submission 

Edit Applicant Comments screen will display. 

 

Figure 10-12: 2530 Submission Edit Applicant Comments screen 

9.  Enter necessary comments and click on .  The 2530 Submission Certify 

Submission screen will display 
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Figure 10-13: 2530 Submission Certify Submission screen 

 

 Click on Certify and complete certification.   

 

If you are not an authorized user/coordinator for the  participants listed in your 

organization structure, the participants will be appear to be greyed  out on the 

screen.  You have two options to continue with the 2530: 

Option 1:  The Coordinator/User should request authorization for the participant, 

complete certifications and continue with the 2530 Submission process.   

Option 2:  If authorization cannot be obtained: 

a. The Coordinator/Users must complete the 2530 Submission with authorized 

certifications and send it to HUD for review.   



APPS Users’ Guide—Industry                                                       Chapter 10 
National Release                                                        Organization Change Submissions- Major 

April 2007 FINAL  10-19

b. The Coordinator/Users must advise the unauthorized participants to send their 

own 2530 for the same submission. 

10. Click on .  The 2530 Submission Send to HUD screen will display 
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Figure 10-14: 2530 Submission Send to HUD screen 

11. To view the applicant’s entire organization structure select the Organization Tier 

Structure Report from the select query drop down menu (please refer to Chapter 16.4)   
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10.5 Sending the Submission to HUD 

1. From the 2530 Submission Send to HUD page, If all information is accurate click on 

 

2. A message will appear.  If you would like to proceed, click on OK. 

 

3. The screen will refresh with the message “Submission sent to HUD Successfully” at 

the top of the page. 

 Once sent to HUD the status will change from “In Process” to “PPSD Review.” 

 Note:  Make sure at least one individual is in the company before sending it to 
HUD. 

 If the participants in your organization structure have previous participation that 

is different from the applicant, they are required to submit their own 2530 for this 

submission. 

10.6 Canceling the Submission  

1. You may cancel the submission if you entered incorrect information or no longer 

wish to send the 2530 submission, by clicking  .  

2. A warning displays. 
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3. Click  to cancel the submission. 

10.7 Querying the Submission  

Refer to Chapter 16, Submission Queries 

10.8 Printing the Signature List and Previous Participation 

Certification 

Refer to Chapter 15, Printing Submissions 

10.9 Withdrawing the Submission 

Refer to Chapter 7, Editing Sending, Canceling, Withdrawing Submissions, Section 7.4, 

Withdrawing a Submission 
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11 
Organization Change – Corporate Buyout 
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11.0 Organization Change –Corporate Buyout Submission 

11.1 Creating a Corporate Buyout Submission 

Note: Once a Corporate Buyout is approved by HUD, the Buyee will cease to exist in 

APPS. The applicant will then inherit the Buyee’s previous participation and all 

Participant Flags. 

1. The Organization Change Submission 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. 

 

 

Figure 11-1: APPS Home Page 
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2. Click  . The Create Submission screen displays. 

 

Figure 11-2: Create Submission 

3. Enter the applicant’s TIN or SSN.  

4. Click  . The Create Submission screen will display.   
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Figure 11-3: Create Submission Select the type screen 

5. Select Organization Change from the type of submission you would like to create 

drop down menu.  Click on Submit. 
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6. The screen will refresh with a warning that by clicking on the Submit button it would 

lock your baseline.   

 

Figure 11-4: Create a Submission Screen 

 

7. If you would still like to proceed Click   . The 2530 Submission Select a 

Reason screen will display. 
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Figure 11-5: 2530 Submission Select a Reason screen 

8. Select “Corporate Buyout” from the Organization Change Reason drop-down menu.  

Click on Next Step 

9. The 2530 Submission Participant Search screen will display 
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Figure 11-6: 2530 Submission Participant Search 

10. Enter the Buyee TIN or Organization Name in the appropriate field. Click Next Step 

11. The 2530 Edit Organization Structure screen will display 

12. Follow steps 11.2 to 11.3 to add a Principal and Edit Contact information.  Click on 

Next Step 

13. The 2530 Select a Reason and Role screen will display with the Buyee’s information 
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Figure 11-7: 2530 Submission Select a Reason and Role screen 

 

14. Enter a New TIN/SNN and click on Verify TIN. 

15. The Edit Principal within Organization screen will display. Fill in the information and  

Click on Save.  The screen will refresh with the message Save was successful. 

16. Click on 2530 Submission 

17. The 2530 Submission Select Reason and Role screen will display 
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18. Click on Next Step.  This will take you through edit contact information, edit 

comments, and complete certification screens until you get to the 2530 Submission 

Send to HUD screen. 

 If the participants in your organization structure have previous participation that 
is different from the applicant, they are required to submit their own 2530 for this 
submission. 

 

11.2 Adding a Principal 

Refer to Chapter 10, Organization Change- Major Section 10.3, Adding a Principal 
 

11.3 Editing Information 

Refer to Chapter 10, Organization Change- Major Section 10.4, Editing a Principal 
 

11.4 Sending Submission to HUD 

1. From the 2530 Submission Send to HUD page, If all information is accurate click on 

 

2. A message will appear.  If you would like to proceed, click on OK. 

 

3. The screen will refresh with the message “Submission sent to HUD Successfully” at 

the top of the page. 
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4. Once sent to HUD the status will change from “In Process” to “PPSD Review.” 

 Note:  Make sure at least one individual is in the company before sending it to 

HUD. 

 If the participants in your organization structure have previous participation that 

is different from the applicant, they are required to submit their own 2530 for this 

submission. 

11.5 Canceling the Submission 

1. You may cancel the submission if you entered incorrect information or no longer 

wish to send the 2530 submission, by clicking  .  

2. A warning displays. 

 

3. Click  to cancel the submission. 

11.6 Printing the Signature List and Previous Participation 

Certification 

Refer to Chapter 15, Printing Submissions 

11.7 Querying the Submission  

Refer to Chapter 16, Submission Queries 
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11.8 Withdrawing the Submission 

Refer to Chapter 7, Editing Sending, Canceling, Withdrawing Submissions, Section 7.4, 

withdrawing a submission 
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12 
Organization Change – Minor 
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12.0 Organization Change- Minor Introduction 
 

 Note:  The System identifies whether a submission is a major or 
minor organization change.   
 

Minor Organization Change Submissions will allow an entity to make minor changes 
to its organization structure.  These submissions will not require HUD review.   

• The organization must have completed a Baseline Submission and must be an 
"active" organization (i.e., have not been bought out by another organization). 

• Users can change only the following information for principals in the applicant 
organization: 

• Starting date in the organization 

• Role in the organization (except for changes to Limited Partner, General 
Partner or Managing General Partner) 

• Ownership percent (other than changing a partner’s ownership to more than 
25% or a non-partner’s ownership to more than 10%). 

• Users can remove principals from the applicant tier.  When removing a principal, the 
User must specify their ending date in the applicant organization.  The ending date 
must be greater than or equal to the principal’s beginning date in the applicant 
organization.  After removing principals, an organization must have at least one 
principal left who is an individual. 

 Note: Use this submission to edit or remove principals, change a principal’s role, 
or starting date in an organization. 

 Note: A principal’s role within an organization can be changed to anything other 
than Limited Partner, General Partner, or Managing General Partner.  

 Note: A General Partner, Managing General Partner, or Limited Partner may 
change their percentage of ownership to less than 25%. All other roles may 
change their percentage of ownership to less than 10%. 
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12.1 Editing a Principal 

1.  Follow the process for an Organization Change Major submission. (Refer to Chapter 

10.2)   

2.  The 2530 Submission Edit Organization Structure screen will display, select the 

principal to be edited. 

 

Figure 12-1: 2530 Submission Edit Organization Structure Screen 

3.  Click  . The Edit Principal within an Organization screen displays. 
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Figure 12-2: Edit Principal within Organization Screen 
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4.  Make the necessary edits to the principal. 

5.  Click  . The screen refreshes with the message, “Save was successful.” 

6.  Click . The Organization Structure screen displays.  

7.  Repeat the process if necessary. 

8.  Click on .  The 2530 Submission Edit Contact Information screen will 

display 

 

Figure 12-3: 2530 Submission Edit Contact Information screen 
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9.  Edit necessary Contact Information and click on .  The 2530 

Submission Edit Applicant Comments screen will display 

 

Figure 12-4: 2530 Submission Edit Applicant Comments screen 

10. Enter necessary comments 

12.2  Removing a Principal 

1. To remove a Principal, on the 2530 Submission, Edit Organization Structure screen, 

select the principal to be removed. 



APPS Users’ Guide—Industry                                                        Chapter 12 
National Release                                                   Organization Change Submissions- Minor 

April 2007 FINAL  12-7

 

Figure 12-5: Organization Structure Screen 
 

 

2. Click  . The Remove Principal from Organization screen displays. 
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Figure 12-6: Remove Principal from Organization Screen 
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5.  Enter the Ending Date in the Entity. 

6.  Click   . The Organization Structure screen displays with the 

message, “Principal has been removed successfully.” 

7.  The Organization Structure screen displays the new structure. 

12.3 Sending a Submission to HUD 

Click Next Step till you reach the 2530 Submission Send to HUD screen.   

Refer to Chapter 7, Editing Sending, Canceling, Withdrawing Submissions, Section 7.2, 

Sending a Submission to HUD 

 Once sent to HUD the status will change from “In Process” to “PPSD Review.” 
 

 Note:  Make sure at least one individual is in the company before sending it to 
HUD. 

 If the participants in your organization structure have previous participation that 

is different from the applicant, they are required to submit their own 2530 for this 

submission. 

 

12.4 Printing the Signature List and Previous Participation Certification 

Refer to Chapter 15, Printing Submissions 
 

12.5 Querying the Submission  

Refer to Chapter 16, Submission Queries 
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13 
Organization Change – Court 

Order/Inheritance 
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13.0 Organization Change – Court Order/Inheritance 

13.1 Creating a Court Order/Inheritance Submission 

1. The Organization Change Submission 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. 

 

Figure 13-1: APPS Home Page 

2. Click  . The Create Submission screen displays. 
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Figure 13-2: Create Submission 

3. Enter the applicant’s TIN or SSN.  

4. Click  . The Create Submission screen will display.   
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Figure 13-3: Create Submission  

5. Select Organization Change from the type of submission you would like to create 

drop down menu. 
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6. The screen will refresh with a warning that by clicking on the Submit button it would 

lock your baseline.   

 

Figure 13-4: Create a Submission Screen 

7. If you would still like to proceed Click   . The 2530 Submission Select a 

Reason screen will display. 

8. Click   . The 2530 Submission Select a Reason screen will display. 

 If the applicant is involved in a submission currently under review, the warning, 
“The applicant currently has (or is part of) a submission in process or in review” 
will display. 

9. Select the Reason for the submission from the Organization Change reason drop-

down menu. (“Court Order/Inheritance”). 
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Figure 13-5: 2530 Submission Select a Reason Screen 

 

10. Click  . The 2530 Edit Organization Structure screen will display 
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Figure 13-6: 2530 Submission Edit Organization Structure Screen 

 

13.2 Adding a Principal (Individual) 

Refer to Chapter 10, Organization Change- Major Section 10.2, Adding a Principal  

 Note: You can add an individual, but not an organization, as a principal in a 
Court Order/Inheritance Submission. 

 If you enter the TIN of an organization that is not in the APPS database the 
message,” The organization does not exist. Contact HUD to create the 
organization record” will display. 
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13.3 Sending a Submission to HUD 

1. Click on Next Step until you reach the 2530 Submission Send to HUD page.    If all 

information is accurate click on  

2. A message will appear.  If you would like to proceed, click on OK. 

 

3. The screen will refresh with the message “Submission sent to HUD Successfully” at 

the top of the page. 

 Once sent to HUD the status will change from “In Process” to Approved without 
Review” 

 Note:  Make sure at least one individual is in the company before sending it to 
HUD. 

 If the participants in your organization structure have previous participation that 

is different from the applicant, they are required to submit their own 2530 for this 

submission. 
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13.4 Printing the Signature List and Previous Participation 

Certification 

Refer to Chapter 15, Printing Submissions 
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14 
Identity Change Submissions 
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14.0 Identity Change Submissions Introduction: 

Identity Change enables an individual to change their SSN, or an organization to change 
its TIN, legal structure, and type of ownership.  Identity Change Submissions require a 
Headquarters review in order to be approved. 
 

 Identity Change Submissions are only available from the Create Submission 
Screen after a Property submission has been sent to HUD.  

 Identity Change Submissions should not be confused with Corporate Buyouts.  A 
corporate name change cannot be considered Identity Change but is a Corporate 
Buyout. 

 An Identity change is when the company has entered the wrong TAX ID for the 
company example changing the following TIN 111111118 ABC Company to the 
correct TAX ID # 111111119 ABC Company. 

 

14.1 Identity Change Submissions 

 Note: After the submission has been sent to HUD, the comments field will only 

accept comments for a withdrawal of the submission. 

 

1.  On the APPS home page select “Create Submission” from the Submission Processing 

drop-down list. 

2.  Click  . The Create Submission screen displays.   
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Figure 14-1: Create Submission Screen 

 

3.  Enter the applicants TIN. Click on  

4.  The Create Submission screen will display.  Select Identity Change Submission from 

the Select type of submission you would like to create: drop down menu.  (Note: The 

Identity Change Submission option is only available after a Submission is sent to 

HUD)  Click on  
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Figure 14-2: Create Submission Screen 

 
5.  The 2530 Submission screen Select Reason and Role screen will display 



APPS Users’ Guide—Industry                                                     Chapter 14 
National Release                                                           Identity Change Submissions 

April 2007 FINAL  14-5

 

 

Figure 14-3: 2530 Submission—Reason and Role screen  

 

14.2 Changing Tax ID 

1.  Enter the New TIN/SSN in the New TIN field  

2.  Click  or .The Participant Detail screen will display with new 

TIN/SSN. 
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Figure 14-4: Participant Detail Screen 

3. Click  to verify the new SSN/TIN. The Participant Detail screen refreshes with 

the message “Save was successful.” 
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4. Click . The 2530 Submission Select Reason and Role page 

displays the New TIN/SSN under the heading “Current Participant Information (at 

time of this submission),” and the old TIN/SSN under the heading “Previous 

Participant Information (at time prior to this submission).” 

 

Figure 14-5: 2530 Submission Screen 

5. Click on Next Step and go through the Edit Contact information, adding Comments, 

and completing Certification information till you reach the 2530 Submission Send to 

HUD page. 
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14.3 Changing Participant Ownership Type and Legal Structure 

1. From the 2530 [pronounced twenty five thirty] Submission Select Reason and Role 

screen.  

2. Change the Legal Structure and/or the Type of Ownership. Click on Go. 

3. Click on Next Step until you reach the 2530 [pronounced twenty five thirty] 

Submission Send to HUD page.     

OR 

4. On the 2530 Submission Send to HUD screen click on the organization or TIN 

hyperlink.  

5. The Participant Detail screen will display. 

6. Change the Legal Structure and/or the Type of Ownership. Click on Save.  The page 

will refresh with the message “Save was successful”. 

7. Click . The 2530 Submission displays with the new values 

shown beneath “Current Participant Information (at time of this submission),” and the 

former information shown beneath “Previous Participant Information (at time prior to 

this submission).” 

8. You may enter comments in the Applicant Comments field in the 2530 Submission. 

 

14.4 Sending a Submission to HUD 

1. If all information is accurate click on . 

2. A message will appear.  If you would like to proceed, click on OK. 
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3. The screen will refresh with the message “Submission sent to HUD Successfully” at 

the top of the page. 

 Once sent to HUD the status will change from “In Process” to “PPSD Review.” 

 Note:  Make sure at least one individual is in the company before sending it to 
HUD. 

 If the participants in your organization structure have previous participation that 

is different from the applicant, they are required to submit their own 2530 for this 

submission. 

14.5 Canceling the Submission 

1. You may cancel the submission if you entered incorrect information or no longer 

wish to send the 2530 submission, by clicking  .  

2. A warning displays. 

 

3. Click  to cancel the submission. 

14.6 Querying the Submission  

Refer to Chapter, 16, Submission Queries
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15 
Printing Submissions 
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15.0 Printing Submissions 

15.1 Printing 2530 Submissions 

 Note: The participant names that appear on the bottom of the 2530 Submission 
are required to sign the submission. 

 Note: Only those submissions that require a HUD review will have a 2530 
Signature List. 
 

1.  From either the 2530 Submission screen or the Submission List screen select “2530 

Submission Package” from the Select query drop-down list. The 2530 Submission 

Package displays. 
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Figure 15-1: 2530 Submission Package 
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2.  Click  on your browser’s toolbar. 

3.  Click  on you browser’s toolbar to exit the 2530 Submission Package. ( In this 

case the Back button can be used) 

 

15.2 To Print any screen in APPS: 

1. Click  on your browser’s toolbar. 

OR 

Go to File on your Toolbar and select the Print option 
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16 
Submission Queries 
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16.0 Submission Queries 

16.1  Submission Status History 

1.  To view the chronological history of submission statuses, from the APPS Home Page. 

Select View my Submissions in Process, from the Submission Processing drop down 

menu.   

2.  The Submission List screen will display.   

3.  Select “Submission Status History” from the Select Query drop-down. Click .  

4.  The Submission Status History screen displays. 

 

Figure 16-1: Submission Status History Screen 
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5.  To return to the Home Page click the logo on the upper left side of the navigation 

page or click on  to take you to the 2530 Submission screen. 

16.2 2530 - Previous Participation Report 

1.  From the APPS Home Page under the Reports section or in the 2530 Submission from 

the select query drop down list or from the Submission List screen, select “2530 

Previous Participation” from the Select participant processing drop-down list. The 

2530 Previous Participation Report displays. 

 

Figure 16-2: 2530 Previous Participation Report 
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2.  Click  on your browser’s toolbar. 

3.  Click  on you browser’s toolbar to exit the 2530 Submission form. (In this 

case the Back button can be used) 

 

16.3 2530 Submission Directory Report 

1. To see a list of the principals in the submission with all of their participant 

information, from the APPS Home Page. Select View my Submissions in Process, 

from the Submission Processing drop down menu.   

2. The Submission List screen will display.   

3. Select “Submission Directory Report” from the Select Query drop-down list.  

4. Click . The 2530 Submission Directory Report displays. 
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Figure 16-3: 2530 Submission Directory Report 

5. To print the report, click the browser’s  button. 
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6. To exit the 2530 Submission Directory Report, click the browser’s  button. 

(In this case the Back button can be used) 

16.4  Organization Tier Structure Report 

1.  To view an Organization’s Structure, from the APPS Home Page. Select View my 

Submissions in Process, from the Submission Processing drop down menu.   

2.  The Submission List screen will display.   

3.  Select “Organization Tier Structure Report” from the Select participant processing 

drop-down list. The Organization Tier Structure Report displays. 

 

Figure 16-4: Organization Tier Structure Report 
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4.  Use the browser’s  button to exit the Organization Tier Structure Report.         

( In this case the Back button can be used) 

16.5 Participant Property Approval Report 

 Note: Once a submission has been sent to HUD it cannot be edited and can only 
be viewed. 

1. To view the dates on which a participant last had a 2530 approved, from the APPS 

Home Page. Select View my Submissions in Process, from the Submission 

Processing drop down menu.   

2. The Submission List screen will display.   

3. Select “Participant Property Approval Report” from the Select Query drop-down 

menu. 

4. Click . The Participant Property Approval Report displays. 
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Figure 16-5: Participant Property Approval Report 

5. To print the report, click the browser’s  button. 

6. To exit the Participant Property Approval Report, click the browser’s  button. 

(In this case the Back button can be used) 

16.6 Verify Submission History 

1. To view the 2530 submissions with view only rights to final disposition. From the 

APPS Home Page. Select Verify Submission History from the Submission Processing 

drop down menu.   
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Figure 16-6: APPS Home Page 

2. The Final disposition for 2530 Submission screen will display.   
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Figure 16-7: Final Disposition for 2530 Submission 
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HUD Limited Denials of Participation (HUD LDPs), GSA Excluded Party List Search 
(GSA EPLS) functions are accessible from the navigation pane (blue sidebar) located on 
the left of the screen. 

17.0 Introduction GSA EPLS, Entity Flag Report, HUD LDP Inquiries: 

One of the main functions of APPS is to aid the HUD reviewers by generating 
findings on the submission entities.  (Findings are derogatory information that APPS has 
discovered concerning the submission entities by searching various HUD and non-HUD 
data sources.)  APPS automatically generates an initial set of findings when a submission 
is sent to HUD that requires review and approval.  While a submission is in review, the 
current HUD reviewer can request a new set of findings, at any time.  This ensures that 
when a reviewer makes a decision concerning a submission, that the most recent 
information about the submission entities is available -- in case some time has elapsed 
since APPS generated the initial set of findings. 

APPS identifies of there are any critical findings from the following sources: 

• GSA Excluded Parties List  

• Entity Flag Report (Participant can view all flags pertaining to them) 
 

 Note:  APPS cannot search for critical findings in the HUD LDP’s list.  Refer to 
Section 17.3 of this Chapter for instructions on Researching HUD LDP’s. 

 

17.1 Researching the GSA Excluded Party List Search (GSA EPLS) 

 An GSA EPLS name match is a critical finding. 
 

1. Click  on the APPS Home Page blue sidebar. The GSA Excluded Party List 
Search screen displays. 
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Figure 17-1: GSA Excluded Party List Search Screen 

 

2. Enter the Organization Name  

OR 

Individual name.  
 
 

3.  Indicate whether or not you wish to search HUD Only (optional), by clicking the 
checkbox. 
 
 

4.  Click  . The GSA Excluded Party List screen displays. 
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Figure 17-2: GSA Excluded Party List  

 

5.  To view detailed information on a participant click on the name, which serves as a 
hyperlink. The GSA Excluded Party List Detail screen displays. 
 

Alternative Option 
 
To view the cause of the EPLS flag click on the letter(s) hyperlink under the 
“Causes” heading. The GSA Excluded Party Cause and Treatment Description screen 
displays (See #3).  

 

 

Figure 17-3: GSA Excluded Party List Detail Screen 
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6.  To view the definitions of the causes for HUD EPLS flags, click on its corresponding 
hyperlink at the bottom of the page under the heading, “Cause Code Definition.”. The 
Excluded Party Cause and Treatment Description screen displays. 
 

 

Figure 17-4: Excluded Party Cause and Treatment Description Screen 
 

7.  To return to the Excluded Party List screen click  . 

8.  To return to the Excluded Party List screen click  . 

Alternate Option 
To exit the Excluded Party List screen click  . 

 

17.2 Entity Flag Report 

The Entity Flag Report allows a Participant to view all flags pertaining to them.  

1. From the APPS Home Page, Select Entity Flag Report from the Participant 
Processing drop down list. 
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Figure 17-5: APPS Home Page 
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2. The Entity Flag Search Screen will display. 
 

 

Figure 17-6: Entity Flag Search Screen 

 

3. Enter TIN/SSN or Organization Name or Last Name or First Name. You may also 
include search by organization or within organization.  Click on Search. 

4. The Entity Flag Report displays 
 

 

Figure 17-7: Entity Flag Report Screen 
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17.3 Researching HUD Limited Denials of Participation (HUD LDPs) 

1. Click  on the APPS Home Page blue sidebar. The Limited Denials of 
Participation screen displays.  
 

 

Figure 17-8: Limited Denials of Participation Web Page 

 

2.  Click  The Limited Denials of Participation 
and Voluntary Abstention List as of 06/13/2003 screen displays.  The names are listed 
alphabetically. 



APPS Users’ Guide—Industry                                                   Chapter 17 
National Release                                       GSA EPLS, Entity Flag Report, HUD LDP Inquiries 

April 2007 FINAL  17-9

 

Figure 17-9: Limited Denials of Participation and Voluntary Abstention List  
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18.0 Appendix (Drop Down Lists)  

The following tables list the options for each of the APPS drop down lists, as specified, 
per each selection category. 

18.1 Register APPS Participant (TIN and SSN) 

 

Field Options 

Prefix 

(for SSN only) 

Ambassador 
Col. 
Dr. 
Honorable 
Miss 
Mr, 
Mrs. 
Ms. 
Professor 
Rabbi 
Rep 
Reverend 
Sister 
The Hon. 

Legal Structure 

(For TIN only) 

Cooperative Corporation 
Corporation 
General Partnership 
Joint Venture 
Limited Liability Company 
Limited Liability Corporation (LLC) 
Limited Liability Partnership (LLP) 
Limited Partnership 
Real Estate Investment Trust (REIT) 
Sole Proprietor 
Stock Fund 
Tenants in Common 
Trust 

Type of 
Ownership(For 
TIN only) 

Limited Dividend 
Non-Profit 
Profit Motivated 
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Field Options 

State Alabama 

Alaska 

American Samoa 

Arizona 

Arkansas 

California 

Canal Zone 

Colorado 

Connecticut 

Delaware 

District of Columbia 

Federated States of 

Micronesia 

Florida 

Georgia 

Guam 

Hawaii 

Idaho 

Illinois 

Indiana 

Iowa 

Kansas 

Kentucky 

Louisiana 

Maine 

Maryland 

Massachusetts 

Michigan 

Minnesota 

Mississippi 

Missouri 

Montana 

N Marianas 

Nebraska 

Nevada 

New Hampshire 

New Jersey 

New Mexico 

New York 

North Carolina 

North Dakota 

Ohio 

Oklahoma 

Oregon 

Pennsylvania 

Puerto Rico 

Republic of Palau 

Rhode Island 

South Carolina 

South Dakota 

Tennessee 

Texas 

Utah 

Vermont 

Virginia 

Washington 

West Virginia 

Wisconsin 

Wyoming 
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Field Options 

Country Afghanistan 

Albania                               

Algeria                                 

Andorra                               

Angola                                 

Antigua and Barbuda           

Argentina                             

Armenia                              

Australia                              

Austria                                 

Azerbaijan                           

Bahamas                              

Bahrain                                

Bangladesh                          

Barbados                              

Belarus                                 

Belgium                               

Belize                                   

Benin                                   

Bhutan                                 

Bolivia                                 

Bosnia and Herzegovina      

Botswana                             

Brazil                                   

Brunei                                  

Bulgaria                               

Burkina Faso                       

Burundi                                

Cambodia                            

Cameroon                            

Canada                                 

Cape Verde                          

Central African Republic     

Chad                                    

Chile                                    

China    

Colombia                                 

Comoros                                  

Congo                                    

Congo, Democratic 
Republic of the         

Costa Rica                               

Croatia                                   

Cuba                                      

Cyprus                                   

Czech Republic                       

Denmark                                 

Djibouti                                 

Dominica                                 

Dominican Republic               

East Timor                               

Ecuador                                  

Egypt                                     

El Salvador                              

Equatorial Guinea                   

Eritrea                                   

Estonia                                   

Ethiopia                                 

Fiji                                      

Finland                                  

France                                    

Gabon                                    

Gambia                                   

Georgia                                  

Germany                                 

Ghana                                    

Greece                                   

Grenada                                  

Guatemala                               

Guinea                                   

Guinea-Bissau   

Guyana              

Haiti                  

Honduras          

Hungary            

Iceland              

India                  

Indonesia          

Iran                    

Iraq                    

Ireland               

Israel                 

Italy                   

Jamaica             

Japan                 

Jordan               

Kazakhstan       

Kenya                

Kiribati              

Kuwait              

Kyrgyzstan        

Laos                  

Latvia                

Lebanon            

Lesotho             

Liberia              

Libya                 

Liechtenstein     

Lithuania           

Luxembourg     

Macedonia        

Madagascar       

Malawi              

Malaysia           

Maldives           

Mali 

Malta                 

Marshall 
Islands               

Mauritania         

Mauritius          

Mexico              

Micronesia        

Moldova            

Monaco             

Mongolia          

Montenegro      

Morocco            

Mozambique     

Myanmar           

Namibia            

Nauru                

Nepal                

Netherlands       

New Zealand     

Nicaragua          

Nigeria              

North Korea      

Norway             

Oman                

Pakistan            

Palau                 

Panama             

Papua New 
Guinea              

Paraguay           

Peru                   

Peru                   

Philippines        

Poland               

Portugal            

Qatar      
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Field Options 

Country 
continued 

Romania                              

Russia                                  

Rwanda                                

Saint Kitts and Nevis           

Saint Lucia                           

Saint Vincent and The 
Grenadines          

Samoa                                  

San Marino                          

Sao Tome and Principe        

Saudi Arabia                        

Senegal                                

Serbia                                  

Seychelles                            

Sierra Leone                        

Singapore         

Slovakia                                 

Slovenia                                 

Solomon Islands                      

Somalia                                  

South Africa                            

South Korea                            

Spain                                     

Sri Lanka                                

Sudan                                     

Suriname                                

Swaziland                                

Sweden                                   

Switzerland                             

Syria                                     

Taiwan                                   

Tajikistan                               

 

Tanzania  
Thailand            

Togo                  

Tonga                

Trinidad and 
Tobago              

Tunisia              

Turkey               

Turkmenistan    

Tuvalu               

USA                  

Uganda              

Ukraine             

United Arab 
Emirates            

United 
Kingdom           

                         

 

Uruguay            

Uzbekistan        

Vanuatu            

Vatican City      

Venezuela         

Vietnam            

Western 
Sahara               

Yemen              

Zambia              

Zimbabwe      

Territory British Columbia 

Ontario 

 

18.2 APPS Home Page 

Field Options 

Submission 
Processing 

Create Submission 
Edit Submission 
View My Submission in Process 
View My Submission in Review 
View All Submission in Process 
Verify Submission History 

Participant 
Processing  

Edit Certification 
Edit Organization Structure 
Edit Participant Detail 
Edit Previous Participation 
Entity Flag Report 
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Reports Previous Participation Report 

 

18.3 Create Submission 

Field Options 

Select the type of 
submission you 
would like to 
create: 

 

Organization Change 
Property Submission 
Corporate Buyout Submission 
Identity Submission (only available after Property Submission has been sent to HUD) 

 

18.4 Add Principal To Organization and Edit Principal  

Field Options 

 

Prefix Ambassador 
Col. 
Dr. 
Honorable 
Miss 

Mr. 
Mrs. 
Professor 
Rabbi 

Rep. 
Reverend 
Sister 
The Hon. 

Suffix Esq 
II 
III 
IV 
Jr. 
Sr. 
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Field Options 

State Alabama 

Alaska 

American Samoa 

Arizona 

Arkansas 

California 

Canal Zone 

Colorado 

Connecticut 

Delaware 

District of Columbia 

Federated States of 

Micronesia 

Florida 

Georgia 

Guam 

Hawaii 

Idaho 

Illinois 

Indiana 

Iowa 

Kansas 

Kentucky 

Louisiana 

Maine 

Maryland 

Massachusetts 

Michigan 

Minnesota 

Mississippi 

Missouri 

Montana 

N Marianas 

Nebraska 

Nevada 

New Hampshire 

New Jersey 

New Mexico 

New York 

North Carolina 

North Dakota 

Ohio 

Oklahoma 

Oregon 

Pennsylvania 

Puerto Rico 

Republic of Palau 

Rhode Island 

South Carolina 

South Dakota 

Tennessee 

Texas 

Utah 

Vermont 

Virginia 

Washington 

West Virginia 

Wisconsin 

Wyoming 
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Field Options 

Country Albania                             

Algeria                            

Andorra                            

Angola                             

Antigua and Barbuda       

Argentina                         

Armenia                           

Australia                          

Austria                             

Azerbaijan                        

Bahamas                           

Bahrain                             

Bangladesh                       

Barbados                          

Belarus                             

Belgium                            

Belize                               

Benin                                

Bhutan                              

Bolivia                              

Bosnia and 
Herzegovina                   

Botswana                          

Brazil                                

Brunei                              

Bulgaria                            

Burkina Faso                    

Burundi                            

Cambodia                         

Cameroon                         

Canada                             

Cape Verde                      

Central African 
Republic                  

Chad                                 

Chile                                 

China    

Colombia                      

Comoros                       

Congo                           

Congo, Democratic 
Republic of the         

Costa Rica                    

Croatia                          

Cuba                             

Cyprus                          

Czech Republic            

Denmark                       

Djibouti                        

Dominica                      

Dominican Republic     

East Timor                    

Ecuador                        

Egypt                            

El Salvador                   

Equatorial Guinea         

Eritrea                           

Estonia                          

Ethiopia                        

Fiji                                

Finland                        

France                           

Gabon                           

Gambia                         

Georgia                         

Germany                       

Ghana                          

Greece                          

Grenada                        

Guatemala                    

Guinea                          

Guinea-Bissau   

Guyana                       

Haiti                            

Honduras                    

Hungary                      

Iceland                        

India                            

Indonesia                    

Iran                            

Iraq                             

Ireland                        

Israel                           

Italy                            

Jamaica                       

Japan                           

Jordan                         

Kazakhstan                 

Kenya                         

Kiribati                       

Kuwait                        

Kyrgyzstan                 

Laos                            

Latvia                          

Lebanon                      

Lesotho                       

Liberia                        

Libya                          

Liechtenstein              

Lithuania                    

Luxembourg               

Macedonia                  

Madagascar                 

Malawi                        

Malaysia                     

Maldives                     

Mali 

Malta                     

Marshall Islands    

Mauritania             

Mauritius               

Mexico                  

Micronesia            

Moldova                

Monaco                 

Mongolia               

Montenegro           

Morocco                

Mozambique         

Myanmar               

Namibia                

Nauru                    

Nepal                     

Netherlands           

New Zealand         

Nicaragua              

Nigeria                  

North Korea          

Norway                 

Oman                    

Pakistan                 

Palau                     

Panama                  

Papua New 
Guinea                   

Paraguay               

Peru                       

Peru                       

Philippines            

Poland                   

Portugal                 

Qatar      
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Field Options 

Country 
continued 

Romania                           

Russia                               

Rwanda                            

Saint Kitts and Nevis       

Saint Lucia                       

Saint Vincent and The 
Grenadines          

Samoa                              

San Marino                       

Sao Tome and Principe    

Saudi Arabia                    

Senegal                             

Serbia                               

Seychelles                       

Sierra Leone                     

Singapore         

Slovakia                        

Slovenia                        

Solomon Islands           

Somalia                         

South Africa                 

South Korea                  

Spain                             

Sri Lanka                      

Sudan                            

Suriname                      

Swaziland                    

Sweden                         

Switzerland                   

Syria                             

Taiwan                          

Tajikistan                      

 

Tanzania  Thailand     

Togo                           

Tonga                          

Trinidad and 
Tobago                       

Tunisia                        

Turkey                        

Turkmenistan              

Tuvalu                        

USA                            

Uganda                       

Ukraine                       

United Arab 
Emirates                      

United Kingdom         

                             

 

Uruguay                

Uzbekistan            

Vanuatu                 

Vatican City          

Venezuela             

Vietnam                

Western Sahara     

Yemen                   

Zambia                  

Zimbabwe      
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Field Options 

Role in Entity Assistant Secretary 
Assistant Treasurer 
Assistant Vice President 
Assoc. Vice President 
Board Member 
Board Officer 
CEO 
CFo 
COO 
Chairperson 
Consultant 
Director 
Executive Vice President 
General Partner 
Investor Limited partner 
Investor Limited Partner in Limited Partnership 
Key Principal 
Limited Partner 
Managing Agent 
Managing Director 
Managing General Partner 
Managing Limited Partner 
Managing Member 
Member 
Officer 
Operating Manager 
Owner 
Passive Investor 
President 
Secretary 
Senior Vice President 
Shareholder of General Contractor 
Stockholder 
Treasurer 
Trustee 
Vice President 
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18.5 Previous Participation Property Search 

Field Options 

 

Type Single Family 
Public & Indian Housing 
Non-HUD 

State Alabama 

Alaska 

Arizona 

Arkansas 

California 

Colorado 

Connecticut 

Delaware 

District of Columbia 

Florida 

Georgia 

Hawaii 

Idaho 

Illinois 

Indiana 

Iowa 

Kansas 

Kentucky 

Louisiana 

Maine 

Maryland 

Massachusetts 

Michigan 

Minnesota 

Mississippi 

Missouri 

Montana 

Nebraska 

Nevada 

New Hampshire 

New Jersey 

New Mexico 

New York 

North Carolina 

North Dakota 

Ohio 

Oklahoma 

Oregon 

Pennsylvania 

Rhode Island 

South Carolina 

South Dakota 

Tennessee 

Texas 

Utah 

Vermont 

Virginia 

Washington 

West Virginia 

Wisconsin 

Wyoming 
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18.6 Previous Participation Detail 

Field Options 

 

Agency/Role Information 
(For Non-HUD 
properties only) 

Local Housing Authority 
RHS USDA 
State Agency 

Project Role Consultant/Packager 
General Contractor 
Leasee/Operator 
Management Agent 
Nursing Home Administrator 
Owner/Mortgagor 
Sponsor/Developer 
Turnkey Developer 

Loan Status Information 
Loan Status Assigned 

Current 
Defaulted 
Foreclosed 
Modified 
Paid Off 

Last Physical Inspection 
REAC Score a 

a* 
b 
b* 
c 
c* 

Rating Below Average 
Satisfactory 
Superior 
Unsatisfactory 

Performed By Contract Administrator 
HUD/Contractor 
Mortagagee 
Mortgagor/Contractor 
PAE 
State Agency 
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Field Options 

Last Management Review 
Rating Below Average 

Satisfactory 
Superior 
Unsatisfactory 

Performed By Contract Administrator 
HUD/Contractor 
Mortagagee 
Mortgagor/Contractor 
PAE 
State Agency 

 

18.7 2530 Submission—Organization Change 

Field Options 

 

Reason Organization Change (Major) 
Corporate Buyout 
Organization Change (Minor) 
Organization Change (Court Order/Inheritance) 

Select Participant 
Processing 

Certification  
Organization Structure 
Participant Flags  
Previous Participation 

Select Query 2530 Submission Package 
Submission Status History 
2530 Previous Participation Report 
2530 Submission Directory Report 
Participant Property Approval Report 
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18.8 2530 Submission—Property 

Field Options 

Reason Assignment/Assumption of HAP Contract 
Existing Application for other Subsidies 
Mark-to-Market 
New Application for Capital Advance Grants  
New Application for Mortgage Insurance 
New Role for Property 
Property  Disposition  Sale/Foreclosure  Sale 
Proposed New Property 
Refinance Application for Mortgage Insurance  
Rehabilitation 
Transfer of Physical Assets 
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Field Options 

Role Assoc. Vice President 
Board Member 
Board Officer 
CEO 
CFO 
Chairperson 
COO 
Consultant/Packager 
Consultant 
Contractor 
Director 
Facility Lessee 
Facility Operator 
General Contractor 
General Partner 
Investor Limited Partner in Limited Partnership 
Investor Limited Partner 
Key Principal 
Leasee/Operator 
Limited Partner 
Management Agent 
Managing Director 
Member 
Managing General Partner 
Managing Limited Partner 
Managing Member 
Nursing Home Administrator 
Officer 
Owner/Mortgagor 
President 
Sponsor/Developer 
Shareholder of General Contractor 
Stockholder 
Turnkey Developer 
Vice President 

Select Participant 
Processing 

Certification  
Organization Structure 
Previous Participation 
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Field Options 

Select Query 2530 Submission Package 
Submission Status History 
2530 Previous Participation Report 
2530 Submission Directory Report 
Participant Property Approval Report 

 

18.9 Submission List 

 

Field Options 

 
Select Query 2530 Submission Package 

Submission Status History 
2530 Previous Participation Report 
Organization Tier Structure Report 
Participant Property Approval Report 
2530 Submission Directory Report 


