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5.0 CREATING FINANCIAL SUBMISSIONS

5.1 Inbox

The Inbox page is the first page in FASS-PH. The table on the Inbox page displays all financial
data submissions assigned to the authorized user to date. The table may be blank the first time you
access FASS-PH; submissions cannot be displayed until they are created in the system.

FINANCIAL ASSESSMENT - INBOX (ALL DATA IS FICTITIOUS TEST DATA

Financial Assessn:lent . R
Electronic Submission

U.5. Department of Housing and Urban Development §

( Real Estate Assessment Center (REAC)
Available Links:
- Inbox
- Delete Draft < | Inboyx | Delete Draft Submission |
Submissions
- Additional Help OAdditional Hel
\
. PHA Code Subrmission Type Instructions:
P To create a new submission, select
?:‘r’ii::i:s'on AL & [arL =] | the desired PHA and hit the GO
button.Then select the Create MNew
Dropdowns: Status Fiscal End Vear Submission link.
- PHA Code WWARNING - Only open one
[ submission at a time to avoid data
- hd «| |2001
g;ﬁ;mlsswn Type L =l [ = Gof carmuption problams.
- Status
- Fiscal Year End L PREVIOUS PAGE NEXT PAGE
PHA FISCAL YEAR DATE FAsSS
f SIS CODE EHANME THFE END RECEIVED ANALYST
OUSING ' Chris
Submission Table: Appraved | AKDO1 FINANCE Unaudited/A-133  0B/30/2001 08032001 -
- displays CORPORATION
submi;sigms in the fed KS022 A“"’;Stw?t;s'”g Unausited/Non A-133  03/31/2001 0652001 51
user’s inbox
ANNAPOLIS Rochelle
Approved | MOOO1 HOUSING Unaudited/o Audit | 0BE0/2001 | 08032001 (& -
AUTHORITY 4
Instructions PREWIOUS PAGE MEXT PAGE
| Top of Page |
Additional Links: | Inbox | Delete Oraft Submission |
- User Guide and
System @ sasivional Hel
Documentation
- Technical
Assistance Center | User Guide and Systemn Documentation | Technical Assistance Center |
- Top of Page
- Previous Page
- Next Page
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The submission table on the Inbox page can be filtered by: PHA Code, Submission Type, Status,
Fiscal End Year (month and date), and Fiscal End Year (year).

In order to create a new submission, PHA users must access the Inbox and perform a query based

on the desired submission. How to query: Click on the down-arrow [ buttons adjacent to the
dropdown boxes to view the selections for each field. From the dropdowns, click on the desired

selections and enter the desired Fiscal End Year (year) in the text box. Then click on the
button. When the page is refreshed, the user must click on the Create New Submission link and
enter information in the PHA Info page.

The following steps to create a financial submission will be based on the following sample PHA:

PHA Code: CA999

Submission Type: Unaudited and Audited/ A-133
Fiscal End Year (month/date): 09/30

Fiscal End Year (year): 2002

Component Unit (No Separate Financial Statement)

ﬂ A PHA can edit or save a submission only if the submission is in Draft or IPA

Disagree status and if the user is assigned to the PHA.
Note

Only one Audited and one Unaudited submission is allowed for each Reporting End
Date of a specified PHA. For example, an error message will display if the user is
attempting to create a second audited draft submission for the same Reporting End
Date and PHA.

Creating a Financial Submission

The following steps demonstrate how to create a financial submission.

Step 1: After single clicking on the Financial Assessment Subsystem (FASPHA) Link, you
will arrive in your inbox.

Perform a query on the screen by entering information for your PHA submission.
For example:

A Select CA999 from the PHA Code dropdown.
A Select 09/30 from the Fiscal End Year (month/date) dropdown.
A Enter 2002 in the Fiscal End Year (year) dropdown.

A Click on the button.
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The Inbox will refresh and will display the following additional links at the top of your
screen:

A Create New Submission
A Unusual Circumstance Request (not available for Section 8 only entities)
A Reports

FINANCIAL ASSESSMENT - INBOX (CREATE NEW SUBMISSION LINK

Click on the p | Create MNew Submizsion | Unusual Circumstance Request |

Create New
Submission | Inbox | Beports | Delete Draft Subrission |
link.
OAdditionaI Hel
PHA Code Submission Type Instructions:
To create a new submission, select
Select PHA CAZ99 x JALL | |the desired PHA and hit the GO
Code and button. Then select the Create MNew
Fiscal End Year Status Fiscal End Year Subrnigsion link.
from the WARNING - Only open one
dropdowns. - <l ooz submission at a time to avoid data
P IALL J IQGD J I ﬂ corruption problems.
STATUS =~ PHACODE =~ FHAMAME | TYPE FISCAL YEAR END DATE RECEIVED FASS ANALYST
Step 2: Click on the Create New Submission link to continue to the PHA Info page.
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5.2 PHA Info Page

The PHA Info page allows users to verify and enter basic information about a PHA and the type of
programs under which they are funded. Based on this information, the system generates the
appropriate data entry pages for the user to complete and submit the financial data to HUD. The
PHA Info page contains two tabs — PHA Info and Program Selection. Users can change pages
by clicking on the tab names. A page is active if the tab name appears in dark bold.

Remember to save your work before leaving a page. To avoid losing work, use the underlined
system links to move from page to page, instead of the browser Back and Forward buttons.

The Program Selection tab does not appear below because the new submission has
not yet been created. Once the fields on the PHA Info page contain information and
the information has been saved, the new submission will be created and the

Note Program Selection tab will appear.
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FINANCIAL ASSESSMENT — PHA INFO PAGE

| Inbox | Reparts |

eAddmnna\ Help

Instructions:
Flease enter the Reporting Ending Date year,
select a submission type, select a blank
submigsion or download the last submission
version and click the Save button.

Please verify that the PHA information is correct. If

there are any discrepancies with the data shown Submissions prior to 09/30/2001:

helow please contact your Fisld Office to update Select the Program Selection tab to continue.

the information.
09/30/2001 or later submissions:
The PHA Info screen will reappear and you will
need to input the Reparting Beginning Date and
click the Save button. Then select the Pragram
Selection tab to continue.

PHA Code CAS99
PHA Mame HOMETOWN HOUSING AUTHORITY
EIM Mumber

Street Address(line 1) 1234 HOMETOWMN HyWY
Street Address(line 2)

City HOMETOWYN
State CA
Zip Code 94102
[ Reparting Ending Date IDSBD 'l I
& Unaudited! £-133 Audit
€ Unaudited! Nan- A-133 Audit
Report’ng End’ng Date: Submission Type © Unaudited! Ma Audit
Month/Day: defaulted
Year: Enter year < © Audited! A-133
. € Audited! Mon- A-133
SubmissionType:
Select radio button. @ Blank Submission
Download Option
€ Daownload Last Submission Yersion

Download Option: \
Select radio button.

Save

| Top of Page |
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5.2.1 PHA Info Tab

After the PHA User clicks on the Create New Submission link on the Inbox, the PHA Info tab
displays.

The PHA Info tab contains basic information about the PHA, including name, PHA code, address,
and fiscal year end date. To create a new submission in the system, you must select Reporting
Ending Date (month/day), enter a Reporting Ending Date (year), and select the appropriate
Submission Type and Download Option.

The following steps to create a financial submission will be based on the following sample PHA:

PHA Code: CA999

Submission Type: Unaudited and Audited/ A-133
Fiscal End Year (month/date): 09/30

Fiscal End Year (year): 2002

Component Unit (No Separate Financial Statement)

Step 1: Reporting End Date (month/ day): Select one of the 4 month/day options from the
dropdown (03/31, 06/30, 09/30, 12/31).

For this example, we will keep the defaulted date, 09/30, selected in the dropdown.
Step 2: Reporting End Date (year): Enter a four-digit fiscal year end date.
Enter 2002 in the text box.
Step 3: Submission Type: Select a radio button from one of the 5 submission types
(Unaudited/A-133 Audit, Unaudited/ Non A-133 Audit, Unaudited/ No Audit, Audited/
A-133, and Audited/ Non A-133). An Unaudited submission must be created in the

system before an Audited submission can be created.

Select the Unaudited/ A-133 Audit radio button.

If a PHA would like to change the submission type for a submission he or she is
currently working on, the PHA should go to the PHA Info screen, change the
submission type, and press the Save pushbutton.
Note
Step 4: Download Option: Select one of the two download options (Blank Submission or

Download Last Submission Version).

Select the Blank Submission radio button.
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Note

Note

Step 5:

Step 6:

When selecting the Download Last Submission Version button, the user will receive
an error message if downloading a rejected submission into a draft when he or she
has selected a different Submission Type on the PHA Info screen for the new
submission than the Submission Type that was specified for the rejected
submission. When downloading rejected data into a new submission, ensure that
the submissions type for the resubmission matches the submission type of the
original submission.

If a PHA is resubmitting data after receiving a Late Presumptive Failure, the
user must select the 'Blank Submission' download option when creating the
resubmission. This will allow the user to select the correct Reporting Beginning
Date. The user should confirm that the Reporting Beginning Date and Reporting
Ending Date are accurate prior to completing its submission.

Click on the button.

For any submission dated 09/30/2001 and beyond, a pop-up message will appear
reminding the PHA user to complete the Reporting Beginning Date and Component
Unit fields. Skip the next paragraph and continue on to Step 6.

If a submission is dated prior to 9/30/2001, the pop-up message will not display.
Instead, the information for the new submission will be saved and the Program
Selection tab appear. Skip to Step 12.

www?2 hud._goy - [JavaScrpt Application]

@ Flease complete the 'Reporting Beginning Date' and ‘Compaonent Unit' fields and click Save to create submission.

0K |

Click OK.

The PHA Info tab refreshes and will display a Component Unit check box and a
Reporting Beginning Date dropdown box and textbox (for 09/30/2001 PHAs and
beyond).

The following screen is displayed (for all submissions dated 9/30/2001 and beyond):

Final
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FINANCIAL ASSESSMENT — PHA INFO PAGE (REFRESHED

PHA Code

PHA Mame

EIN Murnber

Street Address(line 1)
Street Address(line 2)
City

State

Zip Code

Reporting Beginning Date

Reporting Beginning
Date:

Month/Day: defaulted
Year. defaulted

Repaorting Ending Date

Reporting Ending Date:
Year. defaulted Submission Type
SubmissionType: <
Select radio button.

Component Unit:
Check box.

Download Option:
Select radio button.
Download Option

| Top of Page |

CA993
HOMETOWWMN HOUSING AUTHORITY

1234 HOMETOWYN HWY

HORMET DMWY
CA
94102

[10m1 =] ¢[zo01

09,30/ [2002
& Unauditeds A-133 Audit

" Unaudited! Nor- £-133 Audit
 Unauditeds Mo Audit
© Audited! A-133

 Audited! Non- A-133

#Cnmponent Lnit (Mo Separate Financial
Statement)

% Blank Submizsion

 Download Last Submission Yersion

Save |

Reporting Beginning Date is a dropdown box that was implemented in FASS-PH
Release 7.0.0.0. With this functionality, FASS-PH is able to handle fiscal year end

Note

changes, long reporting periods, and short reporting periods. Please confirm the

reporting period beginning and ending dates prior to entering financial data.
The system does not allow overlapping submission periods.

Step 7:

Reporting Beginning Date: Select a Reporting Beginning Date (month/date) from

the dropdown box and enter the Reporting Beginning Date year in the textbox.

Step 8:

Component Unit: PHAs reporting as a component unit of a larger entity must check

this checkbox when creating a new submission.

Check the Component Unit (No Separate Financial Statement) checkbox.
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Step 9:

Step 10:

Step 11:

Step 12:

Confirm the Submission Type and Download Option selected in Steps 3 and 4,
respectively.

Select the Unaudited/ A-133 Audit and Blank Submission radio buttons.

Click on the button.

A pop-up message appears on the screen to confirm whether the PHA is reporting
as a component unit of a larger entity. The PHA user has an option to click OK or
cancel.

www? hud_gov - [JavaScrpt Application] E3

@ Submizsion iz being filed az a component unit of a larger entity.  Are you sure you want to zave’?

k. | Cancel |

PHA Users reporting as a component unit of a larger entity must click OK to close
the message and to continue to create a new submission in the system. Otherwise,
click Cancel, make any desired changes to the PHA Info page, and save changes.

Since CA999 (sample PHA) is reporting as a component unit of a larger entity, click
OK.

Click on the Program Selection tab at the top of the table to continue to the Program
Selection tab page.

Final
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5.2.2 Program Selection Tab

After the PHA User clicks on the Program Selection tab, the Program Selection screen of the PHA
Info page will display.

The Program Selection tab includes a list of federal programs that provide funding to PHAs.
Generic programs (circled below) were added to the Program Selection page in Release 6.0.0.0.
The “Other Federal Programs 1, 2, and 3” do not have numbers listed in the CFDA column. These
programs can be used when a federal program does not have a CFDA number. See steps 4 - 11
for instructions on adding programs. PHA Users must select the appropriate programs by clicking
the corresponding checkboxes in the Select column.

FINANCIAL ASSESSMENT — PROGRAM SELECTION TAB

[ PHAIno " Program Selection
CFOA NAME OF PROGRAM SELECT
[ 14.182  N/C S/R Section B Programs r
14.238  Shelter Plus Care r
14.241  Housing Opportunities for Persons with AIDS r
14.243  Opportunities for Youth_Youthbuild Program r
14.850a  Low Rent Public Housing r
14.850b  Development r
14.882  Public Housing_Comprehensive Improvement Agsistance Program r
14.853  Public Housing_Tenant Opportunities Program r
14.854  Public and Indian Housing Drug Elimination Program r
14.855  Section 8 Rental Woucher Program r
14.856  Lower Income Housing Assistance Program_Section § Moderate Rehabilitat [Details]
CFDA # 14.857  Section B Rental Certificate Program r
Corresponds to programs. 14858 Fope
14.858  Public Housing_Comprehensive Grant Prograrm

Name of Program_- 14.860  Head Start Public Housing Early Childhood/Development Dermonstration
List of all programs. 14.861  PIH - Family Investment Corporation
New programs include 14.863  PIH- Youth Sports Program
gﬂ;il(’/f;‘dera/ Program 1’ 14.6864  Economic Development and Supportive Serices Program
14.866  Revitalization of Severely Distressed Public Housing
Select: 148668  Mew Approach Anti-Drug Grants
Check the box 14.871  Housing Choice Youchers
Corresponding to 14.6872  Public Housing Capital Fund Program

appropriate program.
PProp. prog Business Activities

StateiLocal

Internal Service Fund

General Fixed Assets Account Group
General Long-Term Debt Account Group
Fiduciary

Component Units

Debt Sepire

Other Federal Program 1
Other Federal Prograrm 2

O O|ojooja|ajajaajajajajaajaaia apa o

Other Federal Program 3

Savel Reset |

Add a Prograrn
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The following steps to create a financial submission will be based on the following

sample PHA:
PHA Code: CA999
Fiscal End Year (year): 2002
Component Unit
Program: Low Rent
Step 1: From the Program Selection tab on the PHA Info page, click the checkboxes in

the Select column to select the program(s) under which the PHA receives funding.
A checkmark 0O appears in the box. Click the checkbox again to deselect the
program. Check as many programs as are applicable.

Select the Low Rent Public Housing program by clicking on the Select column
checkbox.

FINANCIAL ASSESSMENT — PROGRAM SELECTION TAB (TOP OF PAGE)
Low Rent m Program Selection

Public Housing CROs NAME OF FROGRAM SELECT

is checked. If

you are 14182  M/C 3/R Section 8 Programs r

reporting

multiple 14.238  Shelter Plus Care » v

programs,

please place a 14,241 |Housing Opportunities for Persons with AIDS r

checkmark by

all appropriate 14.243  Opportunities for Youth ¥outhbuild Program v

programs on 5

this page. 14.850a Low Rent Public Housing ~
14,3500 Development r
14.852  Public Housing_Comprehensive Improvement Assistance Pragram r
14.853  Public Housing_Tenant Opportunities Program r
14.854  Public and Indian Housing Drug Elimination Program r
14.855  Section 8 Rental %oucher Program r
14.856 | Lower Income Housing Assistance Program_Section 8 Moderate Rehahilitat [Details]

Step 2: Click on the button to save the data in the system. A confirmation message

displays.

@ Are wou sure that you would like to select these programs?

OK —
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P Click on the Leweson o button to save your data, or the Cancel button to
cancel.
Click on OK to continue with the creation of a financial submission and skip to
Section 5.3 Financial Data Schedule if you do not want to select a Section 8
Moderate Rehabilitation project or add a program not listed on the program
selection page.
Some programs may require users to identify a specific project(s). On the
Program Selection page, click on the underlined Details link in the Select column
Note for Lower Income Housing Assistance Program Section 8 Moderate Rehabilitation.
The Project Selection tab displays.
FINANCIAL ASSESSMENT — PROJECT SELECTION TAB
PHA Code: CA999
PHA Name: HOMETOWN HOUSING AUTHORITY
Section § MOD Rehab. Project Selection
P~ PHainto Y Program Selection
Project #:
List of all projects r FPROJECT & SELECT
for the designated
oA CAJYAMRO001 r ,.
CAIIEMRONN2 i
Select: i
Check the box < CAZ99MRO003 r
corresponding to
appropriate CAI99MRO004 r
project.
CAISIMRO00S r
~ CAZZSMRON07 r

Save |

| Top of Page | Back to Program Selection |

* If you are submitting information on Section 8 Moderate Rehabilitation projects:

A Click in the checkbox to select the applicable project(s).

A Click on the button to save the data in the system.
A Click on the underlined Back to Program Selection link at the bottom of the
page to return to the Program Selection tab page.
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Programs can be added if they do not appear on the Program Selection tab. Use
the Add a Program link at the bottom of the page to add programs to the list.

Note How 10 ADD PROGRAMS: If you would like to add a program not displayed on the
Program Selection tab, proceed with steps 4 - 11. Otherwise, skip to Section 5.3
Financial Data Schedule.

FINANCIAL ASSESSMENT — PROGRAM SELECTION TAB (BOTTOM OF PAGE)

Other Federal Pragram 2 r
Other Federal Pragram 3 r
Click on the
Add a Program -
link. aue—oaget
\P Add a Prograrm
| Top of Page |
Step 4: At the bottom of the Program Selection tab of the PHA Info page, click on the

Add a Program link to add program(s) not included in the list.

The Add Program page displays.

FINANCIAL ASSESSMENT — ADD PROGRAM PAGE

Instructions:
To add a new prograrm:

1) Enter a CFDA# in the appropriate box and click the Go button. Click the Add Pragram
button. If you are unsure of the CFDA#,

2) Select a Federal Agency from the Federal Agency drop-down box and click the Go
buttan. Select the new Federal Program from the Federal Program drop-down box. Click

the Add Pragram button.
Federal Agency:

Select a federal

P oY, Prosiam selecion
dropdown box.
\> Federal Agency
CFDA#

|HOUSING, DEPARTMENT OF HOUSING AND URBAN DEVELOPME =] ﬂ|
CFDA#:
Enter CFDA 4>| ﬂl

number.

Program Marme

IInterest Reduction Payments_Rental and Cooperative Housing for Lo j

Program Name:
Select a program Add Pragram |

from the
dropdown box.

| Top of Page | Back to Program Selection |
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Step 5: If you know the CFDA# of the program you wish to add, enter it in the blank field,

click the button, and skip to Step #8.

If you don’t know the CFDA#, click on the Arrow [ button to the right of the
Federal Agency field to view a list of federal agencies. If a specific federaency

is not listed in the dropdown, select Other Federal Programs, click on the
button, and select Other Federal Program 1, 2 or 3 from the Program Name
dropdown.

m Program Selection Project Selection

Federal Agency

CFDAH
Select a |Dther Federal Programs - El
Federal Agency
from the
Frogram Marme

dropdown and
Cither Federal P

click the Go \

button. Then,

rogram 1

select a

Program Name

from the second Add Program |

dropdown and

click the Add

Program

pushbutton.
| Top of Page | Back to Program Selection |

Step 6: Click on an agency to select it; then, click on the button. A list of programs
displays in the Program Name field.

Step 7: Click on the drop-down menu to view a list of Program Names. Click on a program
to select it.

Step 8: Finally, click on the |_AddProgam | b ,tton to add the program and return to the
Program Selection tab page. A checked box displays next to the new program
indicating that it was automatically selected.

92001  Mational Council on Disahility rd

Step 9: Click on the button to save the data in the system. A confirmation message

displays.
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170.97 95120 - [JavaScnpt Application]

@ Are you sure thatyou would like to select these programs?

Step 10: . Cancel
P Click on the L 4| button to save your data or the hee button to
cancel.
Step 11: After selecting and saving all the applicable programs, click on the underlined
Financial Data Schedule link at the top of the PHA Info page to continue to the
Financial Data Schedule page.
Fihancial Assessnllent . .
Electronic Submission @
U.5. Department of Heusing and Urban Development M
Real Estate Assessment Center (REAC)
e
| Inbox | RegnWancial Diata Sche@ Data Collection Forrm | Submit | Late Reasaon |
Click on the —— 0
Financial Data s
Schedule link. Additional Hel
L PHAlnfo Y Program Selection
CFDAR HAME OF PROGRAM SELECT
14182 |N/C S/R Section 8 Programs r
14.850a Low Rent Public Housing ¥
Final 5-15 05/31/2002



Office of Public and Indian Housing, Real Estate Assessment Center (PIH-REAC)
Financial Assessment Subsystem — Public Housing (FASS-PH)
II“I Release 7.2.1.0

*Il

5.0 Creating Financial Submissions

5.3 Financial Data Schedule

The Financial Data Schedule page allows users to enter financial data for each of the programs
selected on the PHA Info page. Use the scroll bar to view the entire page. The Financial Data
Schedule page contains two tabs — the Balance Sheet tab and the Revenue & Expense tab.
Users enter specific line item amounts in the fields on these two tabs.

Remember to save your entries frequently using the button at the bottom of the table. To
change tabs, click on the tab at the top of the table, or click on the links at the bottom of the table.
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FINANCIAL ASSESSMENT — FDS: BALANCE SHEET

Program:
Select the SELECT A PROGRAM Instructions:
i ow Rent Public Housin hd i
program for which ||_ Rent Public Housing J Eﬂelehctda ;}rogram andhAcceogntbmg
. ethod. Then press the "GO0 button to
you will be SELECT AM ACCOUNTING METHOD refrash the page.

entering data. [Full Accrual - Post GASE 34 7] 60

Accounting PHA Code: CA999
Method: PHA Name: Hometown Housing Authority
Select the
accounting Revenue & Expense
method for the LINE ITEM # DESCRIFTION WALUE DETAILS
selected nroaram Assets Current Assets
Cash:
/ 111 Cash - Unrestricted $|
Cash - Restricted for Payment of Current
115 N $|
Liabilities
112 Cash - Restricted - Modemization and li
Line Item # Development §
and Account 13 Cash - Other Restricted $|
Description:
Lists all line 114 Cash - Tenant Security Deposits $|
items. 100 Total Cash $0
Enter va}lue f.OF Receivahles:
appropriate line
items. 121 Accounts Receivable - PHA Projects $|
Note: This 17 Accounts Receivable - HUD Other $|—
screen print Frojects
d’Splays a 124 Accounts Receivable - Other Gavernment $|
truncated
version of the 125 Accounts Receivable - Miscellaneous $|
Balance, S,heet 126 Accounts Receivable - Tenants - Dwelling l—
due to limited Rents i
Space. - Allowance for Doubtful Accounts -
1261 : $|
Duwelling Rents
1262 Allowance for Doubtful Accounts - Other $|
_> 127 Motes, Loans, & Mortgages Receivable - $|7
Current
128 Fraud Recovery $|
1281 Allowance for Doubtful Accounts - Fraud $|
Line ltem #s —p>
marked with -
an asterisk(s) Entire FDS not shown.
are
mandatory -
fields.
— *511.1 Restricted Met Assets $| =
Undesignated Fund Balance/Retained
512 Earni $| -
arnings
*512.1 Unrestricted Met Assets $| =
513 Total Equity/Net Assets $0 -
600 Total Liahilities and Equity/Net Assets $0 -
Pushbuttons: Savel Reset | Clearl
- Save
- Reset * mandatory field
- Clear ** Allowance accounts (1261, 126.2, 128.1, and 143.1) are mandatory fields only if data has been
reported in the corresponding asset account. Leasehold improvements and accumulated depreciation
(165 and 166) are rmandatory fields only if other fixed assets line items are reported. Zero is an
Mandatory I acceptable value.
field
footnotes | Top of Page | Balance Sheet | Revenue & Expense |
FASS-PH
Release | Inbox | Reports | PHA Info | Financial Data Schedule | Data Collection Form | Motes & Findings |
7.2.0.0

| Corntments | Subrnit | Late Reason | Material Difference Reason | LOCCS/HUDCAPS |
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FINANCIAL ASSESSMENT — FDS: REVENUE & EXPENSE

SELECT A PROGRAM Instructions:
|Low Rent Public Housing j Select a Program and Accounting
) SELECT AN ACCOUNTING METHOD Wethod. Then press the "GO buttan to
Program: refresh the page.
Select the program for IFuII Accrual - Post GAZE 34 j GOl
which you will be
entering data. PHA Code: CA999
PHA Name: Hometown Housing Authority
Accounting Method:
Select the acoourting Balance Sheet
method for the
selected program. LINE ITEM # DESCRIPTION WALUE DETAILS
[ 703 Met Tenant Rental Revenue $|
704 Tenant Revenue - Other $|
705 Total Tenant Revenue $0
Line Item # and 706 HUD PHA Operating Grants g
Account

Description: . l—

: L 7061 Capital Grant

Lists all line items. aptal rants §

Enter Va_lue f_or 708 COther Government Grants $|

appropriate line

items. 71 Imvestmeant Income - Unrestricted $|

712 Wortgage Interest Income $|
Proceeds from Disposition of Assets Held

713 $|
for Sale

\ > 713 Cost of Sale of Assets $|

Line Items
marked with an
asterisk(s) are
mandatory
fields. -

Y: *1120 Unit Maonths Available [Details]
Save and 11 Mumber of Unit Months Leased I
Validate Button:
Must save and :
validate the FDS > Save | Reset | Clearl/iahdate |
before submitting
the data. * mandatary field
™ Irvestment income (711 and 720) are mandatory fields anly if data has been reported in the
corresponding cash and investment account. Cost of sale of assets (713.1) is mandatary only if
?Aandatory ——— P proceeds from disposition of assets held for sale is reported. Zero is an acceptable valug,
ield

Entire FDS not shown.

footnotes

FASS-PH | Top of Page | Balance Sheet | Revenue & Expense |

Release

7.2.0.0 | Inbox | Reports | PHA Infa | Financial Data Schedule | Data Collection Farm | Motes & Findings |

| Comments | Submit | Late Beason | Material Difference Reason | LOCCSHUDCAPS |
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5.3.1 Balance Sheet

After the PHA User clicks on the Financial Data Schedule link, the Balance Sheet of the Financial
Data Schedule will display.

The Balance Sheet tab lists specific line items for assets, liabilities, and equity. PHA Users must
enter data in the fields. Mandatory fields depend upon the selected submission type, program, and
accounting method.

The following steps to create a financial submission will be based on the following sample PHA:

)

Note

7

Note

Step 1:

PHA Code: CA999

Program: Low Rent Public Housing
Accounting Method: Full Accrual — Post GASB 34
Component Unit (No Separate Financial Statement)

Before PHA users enter values in the line items, they must select a program (if
multiple programs were selected for the submission) and select the corresponding
accounting method. The accounting method options include the following:

1) Modified Accrual — Pre GASB 34 2) Full Accrual — Pre GASB 34 and 3) Full
Accrual — Post GASB 34. Once the program and accounting method have been
selected, the user must click the Go button.

Some line items on the FDS have changed since previous releases. For more
information on line items, please refer to the FDS Line Definitions and Crosswalk
Guide.

FASS-PH Release 7.2.0.0 implemented functionality to display mandatory fields for
the FDS and the DCF screens.

When the FDS page is initially loaded, mandatory fields for the defaulted program
(the first program alphabetically from the list of programs selected on the Program
Selection page) and defaulted accounting method (Full Accrual-pre GASB 34 for
submissions with FYEs of 06/30/00 and prior; Full Accrual-Post GASB 34 for
submissions with FYEs of 09/30/00 and beyond), as well as new mandatory field
footnotes are displayed.

When the FDS and DCF pages are displayed, mandatory line items are identified
with an asterisk(s).

To begin the process for completing the FDS, select the desired program and
accounting method as described below:

At the top of the Financial Data Schedule page, click on the Arrow [ button to the
right of the Select a Program dropdown menu to view a list of programs. Click on
the program name in the list to select it and create a data entry page for that
program.

Select Low Rent Public Housing from the Program dropdown.
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Step 2: Click on the arrow to the right of the Accounting Method dropdown menu to view
list of accounting methods. Click on the method to select it.

Select Full Accrual - Post GASB 34 from the Accounting Method dropdown box.

Click on the EI button.

Select:

o Rent SELECT A PROGRAM Instructions:

Public Housing | |Law Rent Public Housing j Zelect 2 Program and Accounting
I SELECT AN ACCOUNTING METHOD Method. Then press the "GO" button to

refresh the page.

Full Accrual - Full Accrual - Post GASE 34 j ﬂ

Post GASB 34 /

Note: Once the Program and Accounting Method have been chosen and the Go
button has been clicked, the page will be displayed with the mandatory line items
identified with an asterisk(s). Mandatory fields will depend on the Program and
Accounting Method selected. It is important to select the program, select the
accounting method, and click the Go button before entering data on the FDS.

Click GO

Note

Step 3: At the Balance Sheet tab on the Financial Data Schedule page, enter each line item
amount in the blank fields in the Amount column. Round cents to the nearest dollar.
Do not enter dollar signs ($), commas (,), or decimal points (.) in the Amount fields.
The system will automatically format the commas upon clicking the Save
pushbutton.

FINANCIAL ASSESSMENT — BALANCE SHEET (ALL DATA IS FICTITIOUS TEST DATA)

Balance Sheet Revenue & Expense

LINE ITEM # ACCOUNT DESCRIFTION AMOUNT DETAILS
Assets Current Assets
Cash:

4 111 Cash - Unrestricted $|15,DDD
115 Cash - Restricted for Payment of Current $IT
Liabilities £
Values have 112 Cash - Restricted - Modermization and $I—
< Developrnent

been entered

for the balance 113 Cash - Other Restricted 3/e, 000

sheet line

items. 114 Cash - Tenant Security Deposits ﬁ;l
100 Total Cash $26,200
Receivables:
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Step 4:

Step 5:

Click on the button to save the data in the system. An error message displays
if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last save, if necessary.
A Use the button to clear all the fields on the page to blank.

Click on the Revenue & Expense tab at the top of the table or the Revenue &
Expense link at the bottom of the table to continue to the Revenue & Expense tab.

5.3.2 Revenue & Expense

After the PHA user clicks on the Revenue & Expense tab or Revenue & Expense link, the Revenue
& Expense page of the Financial Data Schedule will display.

The Revenue & Expense tab lists specific line items for revenues and expenses. PHA users enter
financial data in the blank fields. Some line items pertaining to grant programs have underlined
[Details] links to additional pages requesting more information. Be advised that specific detail links
vary depending on the programs selected when you created your submission. Grant programs

include:

14.850b - Development

14.859 - Public Housing Comprehensive Grant Program

14.866 - Revitalizations of Severely Distressed Public Housing

14.854 - PIH Drug Elimination Program

14.853 - Public Housing - Tenant Opportunities Program

14.858 - Hope |

14.860 - Head Start Public Housing Early Childhood/Development
Demonstration

14.861 - PIH - Family Investment Centers Program

14.863 - PIH - Youth Sports Program

14.864 - Economic Development and Supportive Services Program

14.868 - New Approach Anti- Drug Grants

14.872 - Public Housing Capital Fund Program
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Step 1: At the Revenue & Expense tab on the Financial Data Schedule page, enter each
line item amount in the blank fields in the Amount column. Round cents to the
nearest dollar. Do not enter dollar signs ($), commas (,), or decimal points (.) in the
Amount fields. The system will automatically format the commas upon clicking the
Save pushbutton.

Click on the button to save the data in the system. An error message displays
if a required line item was left blank or entered improperly.
A Use the button to reset all entries to the last save, if necessary.
A Use the button to clear all the fields on the page to blank.
FINANCIAL ASSESSMENT — REVENUE & EXPENSE (ALL DATA IS FICTITIOUS TEST DATA
PHA Code: CA999
PHA Name: Hometown Housing Authority
\blgleune:nllz:./:d / LIME ITENM # DESCRIPTION WALLIE DETAILLS
for th
e_ior:d ;(Fr)i\:]esr;ue 703 Met Tenant Rental Revenue $| 85,000
line items. 704 Tenant Revenue - Other $| 13,000
705 Total Tenant Revenue $95,000
< 706 HUD PHA Operating Grants $|55,DDD
706.1 Capital Grants 5
Mandatory 705 Other Government Grants $| 1,300
Field AN I =T [rvestment Income - Unrestricted $| 5000
Some program line items require users to provide additional account details.
For example:
Note A Line item 1104 details is available for all programs.
A Line item 1120 details is required for Low Rent Public Housing program.
A Line item 706 details is required for Section 8 programs only.
Some program line items are populated with information in the REAC database. For
example, line item 1103 Beginning Equity will display as read-only (non-editable
field) with the ending equity of the previous year if an approved submission exists
from the prior year. However, if a prior year approved submission does not exist for
a PHA, line item 1103 Beginning Equity will be blank and users will have the ability
to edit the field.
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1103 Beginning Equity $|
Click on the > 1104 grinr F'n_ariud];ﬂxézljustments, Equity Transfers and
Details link for arrection of Errors
line 1104. 1105 Changes in Compensated Absence Balance $|
Step 2: If you would like to record prior period adjustments, equity transfers or corrections of

errors, click on the [Details] link in the Details column for line item 1104 — Prior
Period Adjustments, Equity Transfers and Correction of Errors. A save reminder
message displays.

170.97 95120 - [JavaScript Application]

Did you remember to save your work?
lfwes, click the OK button, or click the

Cancel buttan to nullify your request.

Cancel

Step 3:

Click on the : : button to continue, or click on the button to

close the box and save your work before continuing. The appropriate Details page
displays. In this example, the Prior Period Adjustments, Equity Transfers and
Correction of Errors Details page displays.

In FASS-PH Release 7.0.0.0, the 1104 details page was modified to include
additional line items for “Equity Transfers.”

Note
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FINANCIAL ASSESSMENT — PRIOR PERIOD ADJUSTMENTS DETAILS PAGE

PHA Code: CA999

PHA Hame: HOMETOWN HOUSING AUTHORITY Instructions:

Enter the account descriptions
Program#: 14.850a - Low Rent Public Housing and account values for the
Line ltem#: 1104 - Prior Period Adjustments, Equity associated line items.

Transfers and Correction of Errors

Account Details | Back to Revenue & Expense
LINE ITEM # ACCOUNT DESCRIPTION AMOUNT

Prior Period Adjustments and Correction of Errors

1104-010 f |
1104020 | 5l
1104-030 f |
1104040 | 5l
1104-050 f |
1104-060 | All Others $|
Total Prior Period Adjustments and Correction of Errors §0
e Equity Transfers
1104070 | 5l
Separate line 1104-080 | 3
items for Equity
Transfer were part VAT I 5l
of FASS-PH 1104-100 | N
Release 7.0.0.0
implementation. 1104-110 | $|
1104-120 | All Others $|
\_ Total Equity Transfers 0
Total Prior Period Adjustments, Equity Transfers and 50
Correction of Errors
Save | Reset | Clear |
Step 4: Enter any adjustment amount and description. If you enter an amount for the line

items, corresponding descriptions are required. Round cents to the nearest dollar.
Do not enter dollar signs ($), commas (,), or decimal points (.) in the Amount fields.
The system will automatically format the commas after clicking the Save pushbutton.

Step 5: Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last save, if necessary.
A Use the button to clear all the fields on the page.
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Step 6: Click on the Back to Revenue & Expense link to return to the Revenue & Expense
tab.
Step 7: If you are reporting a Low Rent Public Housing program, line item 1120 Details is a

mandatory field.

Click on the [Details] link in the Details column for line item 1120 — Unit Months
Available. A save reminder message displays.

1112 Depreciation Add Back 5|
Click on the * . :
Details link f0|,4> 1120 Lnit Months Awvailable
line 1120. 1121 Mumber of Unit Months Leased I

170.97.95.120 - [JavaScript Application]

Did you remember to save yourwork?
lfwes, click the OK button, or click the

Cancel buttan to nullify your request.

Cancel

Step 8:

Click on the button to continue, or click on the button to

close the box and save your work before continuing. The appropriate Details page
displays. In this example, the Account Details page displays.
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FINANCIAL ASSESSMENT — ACCOUNT DETAILS PAGE

Instructions:

Flease reconcile the Systern Reported Lnit
PHA Code: CA999 Momhs Available to the actual Uni? Months
PHA Name: HOMETOWN HOUSING AUTHORITY A\rallahlel far the current year Provide detailed
explanation for Other Adjustments made. For
Section 8§ Programs, Line 1120-010 represents all
PHA Section 8 units. Please recaoncile the
Systemn Reported Units for Section 8 Programs on
a program by program basis. Please refer to the
system guide for more detailed explanations.

Program #: 14.850a - Low Rent Public Housing
Line Item #: 1120 - Unit Months Available

Account Details | Back to Revenue & Expense

LINE ITEM # ACCOUNT DESCRIFTION AMADUNT

1120-010 Systern Reported Units per PHA Profiles (times 12) 73,380

1120-020 Preapproved Linit Months for Dernolition I
1120-030 Preapproved Unit Months for Conversion I

1120 _Details_ 1120-040 “acant and Preapproved Unit Manths for Madernization I
page is required

for Low Rent < 1120-050 Preapproved Man-Duwelling Unit Months I

programs only.

Enter any Other Adjustments
adjustments.
1120-050 | |
1120-070 | |
1120-080 | |
1120-090 Total Unit Months I

Savel Reset | Clearl

Line item 1120-010 on Account Details page is populated with the system reported
units from the REAC database. This value is the sum of unit count for Low Rent
projects for the designated PHA, multiplied by 12 (number of months in a year).

Note PHAs can make upward or downward adjustments to the unit months amount by
entering adjustments on this details page.

Step 9: Enter any unit month adjustment amount and description. If you enter an amount for
line item 1120-060, 1120-070 or 1120-080, corresponding descriptions are required.
Round cents to the nearest dollar. Do not enter dollar signs ($), commas (,), or
decimal points (.) in the Amount fields.
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Step 10 Click on the button to save the data in the system. An error message displays
if a required line item was left blank or entered improperly.
A Use the button to reset all entries to the last save, if necessary.
A Use the button to clear all the fields on the page.
Step 11: Click on the Back to Revenue & Expense link to return to the Revenue & Expense
tab.
Step 12: After completing all the fields on the page, click on the button. A validate
confirmation message displays.
www? hud_gov - [JavaScnpt Application] Ed |
@ Are you sure pou want b validate pour data?
] 4 | Cancel |
Remember to save your data on both the Balance Sheet and Revenue & Expense
tabs before clicking the Validate button.
Note
Step 13: Click on the L A button to continue.
The system validates the data entered against the business rules and displays any
errors. Correct errors prior to continuing to the next program. All programs must be
successfully validated before data can be submitted. The following confirmation
message appears when the validation is successful.
Please use your Browser Back button to return to the previous screen.
Congratulations The Prograrn Marme Low Rent Public Housing has been validated successfully.
message for —Pp»
successful
validation. User Guide and Systern Documentation | Technical Assistance Center
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Step 14: If the program has been validated successfully, select the next federal program and
corresponding accounting method using the following instructions:

At the top of the Financial Data Schedule page, click on the Arrow [ button to the
right of the Select a Program dropdown menu to view a list of programs. Click on
the program name in the list to select it.

Click on the arrow to the right of the Accounting Method dropdown menu to view
list of accounting methods. Click on the accounting method to select it.

Click on the EI button.

Repeat the process for entering financial data on the Balance Sheet and Revenue &
Expenses tabs for each federal program under which the PHA receives funding.

Step 15: After completing the data entry on the Financial Data Schedule page, click on the
Data Collection Form link at the top or bottom of the page to continue to the Data
Collection Form page.
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5.4 Data Collection Form

The Data Collection Form page allows users to enter general contact information and basic
information about the PHA'’s financial statement. These pages are customized based on the
submission type. Use the scroll bar to view the entire page. The Data Collection Form page
contains three tabs: the General Information tab, the Financial Statements tab, and the Federal
Programs tab.

Remember to save your entries frequently on each tab using the button at the bottom of the
table. To change tabs, click on the tab at the top of the table.

Please refer to Appendix A: Business Rules for mandatory requirements.

FINANCIAL ASSESSMENT — DCF: GENERAL INFORMATION

| Inbox | Eeports | PHA Info | Einancial Data Schedule | Data Collection Form | Comments | Submit |

Element # and | Late Reason | LOCCS/HUDCAPS |
Description:

List of all element
numbers and
corresponding

eAdditional Hel

descriptions. Flease complete the following Data Collection Form based on the expected results of your farthcoming
*varies for each audit for this reparting period. If you are not required to have an audit performed for the reparting period

submission type covered by this subrmission, please complete the following entries by reporting the maost likely outcorme
(A-133, Non A- that would accur if an audit was conducted on your entity.

Value: PHA Name: Hometown Housing Authority
Enter or select

appropriate data Financial Statements Federal Programs

133, or No Audit).
/ PHA Code: CAS99

for each field. ELEMENT # DESCRIPTION VALLE DETAILS
* G9000-010  Fiscal Year Ending Date 123172001
* Type of Circular A-133 Audit =
G000-011 i ming | Mone =l

* G2000-021  Reporting Period Covered INDne 'l
G2000-031  Reporting Period Covered - Months I

This screen print

displays a *E2000-020  Employer [dentification Mumber I

truncated version

of the General * G2000-040  Multiple EIMN Indicator INone v|

Information page
due to limited --

space.
Did the entity expend more than
*(52300-016 $25,000,000 in Federal awards during INDne 'l
the fiscal year?
Select a Cognizant Agency if Yes is selected for G2300-015 or G2300-016
(52300025
Elements |N°”E =
marked with . .
. Enter name if Other is selected for li
asterisks are GZ300-035  oonngos
mandatory.

\ Savel Reset |

* mandatory field
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FINANCIAL ASSESSMENT — DCF: FINANCIAL STATEMENTS

Please complete the following Data Collection Form based on the expected results of your forthcoming
audit for this reporting period. If you are not required to have an audit performed for the reporting period

covered by this submission, please complete the following entries by reporting the most likely outcome
that would occur if an audit was conducted on your entity.

PHA Code: CA999
PHA Hame: Hometown Housing Authority

General Information Financial Statements Federal Programs

Ve ELEMENT # DESCRIPTION WALLE DETAILS

Element # and i (ol Stat te Using Basi
Description: * 33000-005 nancila dtements Using Dasis INDnE vI
List of all element Other Than GAAP
numbers and * 330004011 Type of Audit Report to Follow Mone =l
corresponding
descriptions. < ¥ 3000-020  “"Going Concem” Indicator INDne vl

* (533000-030 Reportable Condition Indicator INDne YI
Value:
Enter or select *G3000-040  Material WWeakness Indicator INDne 'I
appropriate data G * (53000-050  Material Noncompliance Indicatar INDne 'I

for each field.

Sa\rel Reset |

* mandatory field
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FINANCIAL ASSESSMENT — DCF: FEDERAL PROGRAMS

Please complete the following Data Collection Form based on the expected results of your forthcoming
audit for this reporting period. If you are not required to have an audit performed for the reporting period

covered by this submission, please complete the following entries by reporting the most likely outcome
that weould occur if an audit was conducted on your entity.

PHA Code: CA999

Element # and PHA Hame: Hometown Housing Authority

Description:

List of all element General Information Financial Statements Federal Programs

numbers and ELEMENT # DESCRIPTION WALLE DETAILS

corresponding

e . Type of Audit Report on Major Program =
descriptions. / GADND-011 Compliance ta Follow [Nene =l
*varies for each o
submission type * G4000-020 Dallar Threshold Used to Distinguish $I—
(A-133, Non A- Type A and Type B Programs
133, or No Audit). . Indicator- Any Potential Audit Findings Iﬁ

GAOO0-041 14yt are Reportable Mone
Value: * 54000-050  Federal Agencies Reguired to Receive the Reporting Package

Enter or select

approprla_te data ™ Agency far Intemational Development
for each field. .

[~ Agriculture

" Commerce

This screen print Enter name if 'Other is selected for I—

displays a GAONCOED Ganpn050

truncated version Enter name if Other is selected for

of the Federal cagonop]  G4D00-050 and there are two federal I—

Programs page ) agencies required to receive the

due to limited reparting package

space. . .
54100-040  Tatal Federal Awards Expended § [Details]

Sa\rel Reset |

* mandatory field

5.4.1 General Information

After the PHA User clicks on the Data Collection Form link, the General Information tab of the Data
Collection Form will display.

The General Information tab requests basic background information about the PHA, including
fiscal year and audit information (if applicable). Users are required to enter/select data in the blank
fields. For audited submissions, users must additionally enter their auditor's Unique IPA Identifier
(Ul. If you do not know your auditor’s Ull, please contact your auditor.

The following steps to create a financial submission will be based on the following sample PHA:
PHA Code: CA999
Submission Type: Unaudited and Audited/ A-133
Accounting Method:  Full Accrual — Post GASB 34
Component Unit (No Separate Financial Statement)

Step 1: For the General Information tab on the Data Collection Form page, enter values
for each Element # in the Value fields. Element #s with an asterisk are mandatory.
Use the scroll bar to view the entire page, if necessary.
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Step 2: Some Value fields have drop-down menus from which users select values. To

select a value from a list, click on the Arrow E| button to the right of the Value field.
A list of options displays. Click on an option to select it.

Step 3: Click on the button to save the data in the system. An error message displays

if a required line item was left blank or entered improperly.
A Use the button to reset all entries to the last save, if necessary.
reminder message to enter detail items in the details page. Click OK then click on

the [Details] link on the General information tab and provide the appropriate
Note information.

ﬁ If you selected ‘Yes’ for element #G2000-040 Multiple EIN Indicator, you will get a

The ability to enter multiple EIN numbers was implemented in FASS-PH Release
7.0.0.0 to comply with the latest OMB changes.

wwwZ_hud.gov - [JavaScnpt Application] E2

& IF you have zelected Yes for 'G2000-040° (Multiple EIN). pleaze remember to enter the detail items.

Ok |

PHA Code: CA999 Instructions:

PHA Name: HOMETOWN HOUSING AUTHORITY List the multiple Employer [dentification
Murnbers (EINs) below.

Multiple EIN Details[Back to General Information]

/ # EIN i EIM # EIN
1] 2 3
Ent iat
gl I IO o S N e S B —
ter up to 75
S 2 — T — I —
10| 1 12|
g 13 1w 15 |
Step 4: Once the Multiple EIN Details page has been completed, click on the Back to

General Information link to return to the General Information tab.

After completing the General Information tab, click on the Financial Statements tab
name at the top of the table to continue to the Financial Statements tab page.
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5.4.2 Financial Statements

The Financial Statements tab requests information concerning the expected or actual results of
the audit for the reporting period. For an unaudited submission, complete the page based on the
expected results of the forthcoming audit. If an audit is not required, complete the page by
reporting the most likely outcome that would occur if an audit were conducted of the PHA.

Step 1:

Step 2:

Step 3:

Select either
Yes or No from
the dropdown
boxes.

At the Financial Statements tab on the Data Collection Form page, use the Arrow

[ buttons to the right of the Value fields to select entries. Fields marked with an
asterisk are mandatory.

Click on the button to save the data in the system. An error message displays
if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last save, if necessary.

The Type of Audit Report to Follow (Element #G3000-011) value requires additional
details if Qualified Opinion or Unqualified Opinion is selected. Click on the [Details]
link to continue to the Details page. In the following example, the Unqualified
Audit Details page displays.

If you did not select either Qualified Opinion or Unqualified Opinion, skip to step 6.

PHA Code: CA999
PHA Name: Hometown Housing Authority

Ungualified Audit Details [Back to Financial Statements]

ELEMEMT # DESCRIFTICH # OF OCCURANCES DETAILLS
e Unqualified - Supplementary Information
*G3100-010  Required by GASE or FASE has been INune 'I
Omitted

Ungualified - Other Infarmation Included
in a Document Containing Audited

< * 53100-020  Financial Statements is Materially INune 'I
Inconsistent with Information Appearing

in the Financial Statements

*G3100-030  Ungualified - No Exceptions INDne vl

Sa\rel Reset |

* mandatony field

Step 4: Enter # of Occurrences for each Element # by selecting the arrow to the right of the
dropdown box and selecting an option.
Element #s marked with an asterisk are mandatory.
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Step 5: Click on the button to store the data in the system. An error message displays

if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last save, if necessary.

Step 6: After completing the Details page, click the [Back to Financial Statements] link at the
top or bottom of the table to return to the Financial Statements tab.

Step 7: After completing the Financial Statements tab, click on the Federal Programs tab
name at the top of the table or the Federal Programs link at the bottom of the table
to continue to the Federal Programs tab page.
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5.4.3 Federal Programs

The Federal Programs tab requests identification of agencies required to receive the reporting
package as well as additional information relating to federal programs. Element # G4100-040,
Total Federal Awards Expended Details allows users to enter information on a program by program
basis for federal awards expended.

NoTE: FASS-PH Release 7.0.0.0 implemented various modifications to comply with the OMB
changes, including classification of reportable conditions, and the ability for users to add additional
federal programs on the Total Federal Awards Expended details page.

Step 1: For the Federal Programs tab on the Data Collection Form page, use the scroll
bar to view the entire page, if necessary. Enter the information requested in the
blank fields in the Value column. Round cents to the nearest dollar. Do not enter
dollar signs ($), commas (,), or decimal points (.) in the Value fields for dollar
amounts. The system will automatically format the commas upon clicking the Save
pushbutton.

Step 2: Some Value fields provide a drop-down menu. Click on the Arrow ] button to the
right of the Value field to view the list of options. Click on an option to select it.

An example of a drop-down box from the Federal Programs page appears below:

PHA Code: CAS99
PHA Name: Hometown Housing Authority

General Information Financial Statements Federal Programs

ELEMENT # DESCRIPTION WALLE DETAILS

Type of Audit Repaort an Major Program
Compliance to Fallow

* (34000-011

Step 3: Some Value fields include a checklist. Use the scroll bar to view the entire list. Click
in the left checkbox to select an item. A checkmark (V) displays in the box. Click the
box again to deselect it. Check as many items as are applicable. If no items apply,
check “None”. If an item is not listed, check “Other” and enter the agency name in
the field provided. Element #'s marked with an asterisk are mandatory.
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An example of some of the checklist boxes on the Federal Programs page appears
below:

* G4000-050  Federal Agencies Required to Receive the Reporting Package

™ African Development Foundation

™ Agency far International Develapment

™ Agriculture

™ Commerce

™ Carparation of Mational and Community Service

™ Defense
™ Education
™ Energy
Step 4: Click on the button to save the data in the system. An error message displays
if a required line item was left blank or entered improperly.
A Use the button to reset all entries to the last save, if necessary.
Step 5: Elements that contain [Details] links require additional information. For example,

element #G4100-040 details is required for all submissions which filed data for one
or more federal programs.

Click on the [Details] link for Total Federal Awards Expended Details. The Total
Federal Awards Expended Details page displays.
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Enter/ select
information in
each field for
every program
listed.

Click on the
Details link for
Total Amount of
Questioned
Costs.

New:
Add/Delete a
Federal
Program link

Implemented in
FASS-PH
Release 7.2.0.0

FINANCIAL ASSESSMENT — DCF: TOTAL FEDERAL AWARDS EXPENDED DETAILS
PHA Code: CA999
PHA Name: Hometown Housing Authority

Total Federal Awards Expended Details [Eack to Federal Programs]

CROAR NAWME OF FEDERAL PROGRAM DETAILS
14.157 Supportive Housing for the Elderly
* 4100030 Amount Expended $|1 0.000
/ * 54200010 Major Federal Prograrm Indicator [T
4200-070  Audit Finding Reference Mumber |1 23456789
* G4200-080 Are Awards Part of the Research and T
Development Cluster?
* G4200-090 Are Aveards Received Directly from a T
Federal Agency?
4100-050  Total Amount of Questioned Costs § [Details]
14.850a Low Rent Public Housing
< * GM00-030 Amount Expended $|1 0.000
* 54200010 Major Federal Prograrm Indicator [T
G4200-070  Audit Finding Reference Mumber |11223344
* G4200-080 Are Awards Part of the Research and T
Development Cluster?
* G4200-090 Are Awards Received Directly from a T
Federal Agency?
Total Amount of Questioned Costs % [Details]

\ =4100-050
AddiDelete a Federal Program

/ Save | Reset |

* mandatory field

FASS-PH Release 7.2.0.0 provides the new Add/Delete a Federal Program link on
the Total Federal Awards Expended Details page. This allows users to add

Note additional federal programs and the ability to delete programs that were
unintentionally added.
To Add/Delete a Federal Program:
Click on the Add/Delete a Federal Program link. The Add/Delete A Federal Program
page is displayed.
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FINANCIAL ASSESSMENT — ADD/DELETE A FEDERAL PROGRAM

Add/Delete A Federal Program [Back to Total Federal Awards Expended Details)

Instructions:
If the
CFDA# is To add/delete a program:
known: Enter a CFDA# in the appropriate box and click the Go buttan. Click either the Add
Frogram ar Delete Pragram buttan.
Enter the
CFDA#
and click 17 If you are unsure of the CFDA#, Select a Federal Agency from the Federal Agency

GO. drop-down box and click the Go button. Select the new Federal Program from the
Federal Program drop-down bax. Click the Add/Delete Program buttan.

2) If the Program that you want to add does not have an assigned CFDA #, Select Other
Federal Programs fram the Federal Agency dropdown box. Then Select Other Federal
Frograms 1, Other Federal Programs 2, or Other Federal Programs 3 from the Prograrm
Marme dropdown box.

== NOTE: You may only delete programs that were added on this screen.

4 W Federal Agency

If the CFDA# i

not :nown; ° |HOUSING, DEPARTMERNT OF HOUSING AMD URBAMN DEVELOPME iﬂ
Select the Go

appropriate —I Frograrm Mame

gﬁgiﬁ?glfg%ﬁcy |Interest Reduction Payments_Rental and Cooperative Housing for Lo j
Then, select the

desired Program

Name and click Add Program Delete Program

the Add Program —

pushbutton.

| Top of Fage | Back to Total Federal Awards Expended Details |
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To Add a Federal Program:

If the CFDA# is not known:
For this example:

Select Library of Congress from the Federal Agency drop menu. Click .
Select Adjustable Rate Mortgages from the Program Name drop down menu.

OR

If the CFDA# is known:
For this example:

Enter 14.175 in the CFDA# box and click on the button. The Add/Delete A
Federal Program page will be refreshed with the appropriate Federal Agency and
Program Name preselected.

ﬂ Click on the _24d Program Ibutton.

Note Note: An error message will be generated if a program being added is already on the
Total Federal Awards Expended Details page.

Final 5-39 05/31/2002



Office of Public and Indian Housing, Real Estate Assessment Center (PIH-REAC)
Financial Assessment Subsystem — Public Housing (FASS-PH)
II“I Release 7.2.1.0

*Il

5.0 Creating Financial Submissions

The Total Federal Awards Expended Details page is displayed with the newly added
Federal Program.

FINANCIAL ASSESSMENT — DCF: TOTAL FEDERAL AWARDS EXPENDED DETAILS
PHA Code: CA999
PHA Name: Hometown Housing Authority

Total Federal Awards Expended Details [Back to Federal Programs]

CFDA# NAME OF FEDERAL PROGRAM DETAILS
14.157 Supportive Housing for the Elderly
* G4100-030 Amourt Experded giooon
* (34200-010 Major Federal Program Indicator Mo =
G4200-070  Audit Finding Reference Number B
- G4200-080 Are Awards Part of the Research and Yo =

Developrnent Cluster?

Are Awards Received Directly from a

GA2O0-090 £ eral Agency? ves 8
4100-050  Total Amount of Cluestioned Costs § [Details]
(14175 Adjustable Rate Mortgages
*G4100-030 Amount Expended $I
* (34200-010 Major Federal Program Indicator INDI"IE 'I
Newly added
Federal < G4200-070  Audit Finding Reference Nurmber I
Program. Are Awards Part of the R h and I_—,
. re Awards Part of the Research an =
Crel Development Cluster? Mone
. Are Awards Received Directly from a -
G4200-090 [ERM INone I
\ G4100-050 Taotal Amount of Cluestioned Costs 5 [Details)
14.850a Low Rent Public Housing
*G4100-030 Amount Expended $I1 0,000
* (34200-010 Major Federal Program Indicator Mo =

G4200-070  Awudit Finding Reference Mumber |11223344

- G4200-080 Are Awards Pant of the Research and Yos =
Developrnent Cluster?

Are Awards Received Directly from a
Federal Agency?

G4100-050  Total Armount of Cluestioned Costs $333 [Details]
Add/Delete a Federal Program

Save | Feset |

* G4200-090

* mandatory field
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FINANCIAL ASSESSMENT — ADD/DELETE A FEDERAL PROGRAM

Add/Delete A Federal Program [Back to Total Federal Awards Expended Details)

Instructions:
If the
CFDA# is To add/delete a program:
known: Enter a CFDA# in the appropriate box and click the Go buttan. Click either the Add
Frogram ar Delete Pragram buttan.
Enter the
CFDA#
and click 17 If you are unsure of the CFDA#, Select a Federal Agency from the Federal Agency

GO. drop-down box and click the Go button. Select the new Federal Program from the
Federal Program drop-down bax. Click the Add/Delete Program buttan.

2) If the Program that you want to add does not have an assigned CFDA #, Select Other
Federal Programs fram the Federal Agency dropdown box. Then Select Other Federal
Frograms 1, Other Federal Programs 2, or Other Federal Programs 3 from the Prograrm
Marme dropdown box.

== NOTE: You may only delete programs that were added on this screen.

If the CFDA# i W Federal Agency
not E”O‘Nni ; IHOUSING, DEPARTWMENT OF HOUSING AND URBAN DEVELOPME i @

Select the Gl:ll
appropriate Frograrm Mame
Federal Agency j

|Interest Reduction Payments_Rental and Cooperative Housing for Lo

and click GO.

Then, select the

desired Program

Name and click Add Pragrarm | Delete Program |
the Delete e
Program

pushbutton.

| Top of Fage | Back to Total Federal Awards Expended Details |
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Note

Step 6:

Step 7:

Step 8:

Step 9:

To Delete a Federal Program:

If the CFDA# is not known:
For this example:

Select Library of Congress from the Federal Agency drop menu. Click .
Select Adjustable Rate Mortgages from the Program Name drop down menu.

OR

If the CFDA# is known:
For this example:

Enter 14.175 in the CFDA# box and click on the button. The Add/Delete A
Federal Program page will be refreshed with the appropriate Federal Agency and
Program Name preselected.

Click on the __Delete Frogram | button. The Total Federal Awards Expended Details
page is displayed.

Note: A Federal Program cannot be deleted if it was not added via the Add/Delete a
Federal Program page. An error message will be generated.

To delete a Federal Program not added via the Add/Delete a Federal Program Page,
go to the PHA Info page and click on the Program Selection tab (refer to Section
5.2.2).

On the Total Federal Awards Expended Details page, enter the information
requested in the blank fields in the Value column. Round cents to the nearest dollar.
Do not enter dollar signs ($), commas (,), or decimal points (.) in the Value fields for
dollar amounts. The system will automatically format the commas upon clicking the
Save pushbutton.

Some Value fields provide a drop-down menu. Click on the right Arrow [ button to

view the list of options. Click on an option to select it. Fields marked with an asterisk
are mandatory.

Click on the button to save the data in the system. An error message displays
if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last save, if necessary.

Click on the [Details] links for element # G4100-050 -Total Amount of Questioned
Costs.

The Total Amount of Questioned Cost Details page displays.
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PHA Code: CA999
PHA Name: HOMETOWN HOUSING AUTHORITY
Program: 14.850a - Low Rent Public Housing

Total Amount of Questioned Cost Details[Back to Total Federal Awards Expended Details]
TYFE OF COMPLIANCE REQUIREMENT | AMOUNT OF QUESTIONED COSTS | INTERNAL CONTROL FINDINGS | DETAILS

Add A Compliance Reguirerment
| Top of Page | Back to Total Federal Awards Expended Details |

Step 10: From the Total Amount of Questioned Cost table, click on the underlined Add a
Compliance Requirement link to continue.
The Compliance Requirements Details page displays.
PHA Code: CA999
PHA Name: Hometown Housing Authority
Program: 14.850a- Low Rent Public Housing
Compliance Requirement Details [Eack to Total Amount of Cuestioned Cost Details]
ACCOUNT
ELEMENTE | o WALUE DETALS
Type of
* 54200020 Compliance  |Activities Allowed ar Unallowed j
Reguirement
Armount of
* 54200030 Questioned 3;|
Costs
Internal
* G4200-040 Control [Mone =l
Findings
Savel Reset |
* mandatany field
Classification of reportable conditions was implemented in FASS-PH Release
7.0.0.0 in element # G4200-020 Type of Compliance Requirement.
Note
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Step 11:

7

Note

Step 12:

Step 13:

Step 14:

Enter the information requested in the blank fields in the Value column. Some of the
Value fields have drop-down menus. Use the right Arrow [ buttons to select values
from the list. Click on an option in the list to select it. Fields marked with an asterisk
are mandatory.

When entering values in the Value fields, round cents to the nearest dollar. Do not
enter dollar signs ($), commas (,), or decimal points (.) in the Value fields for dollar
amounts. The system will automatically format the commas upon clicking the Save
pushbutton.

Once the user clicks the button, one additional pushbutton (the Delete
pushbutton) will appear on the Compliance Requirements Details page.

Consequently, the three pushbuttons will appear in the following order: .23 |

‘ Delete | and| Resetl

Click on the button to save the data in the system. An error message displays
if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last save, if necessary.
A Use the button to delete the entries completely, if necessary.

Click on the Back to Total Amount of Questioned Cost Details link to return to the
Total Amount of Questioned Cost Details page. The data entered on the
previous Details page now displays in the table on this Details page.

PHA Code: CA999
PHA Name: HOMETOWN HOUSING AUTHORITY
Program: 14.850a - Low Rent Public Housing

Total Amount of Questioned Cost Details{Sack to Total Federal Awards Expended Details)

AMOUNT OF GUESTIONED INTERMAL CONTROL
TYFE OF COMFPLIANCE REQUIREMENT i FINDINGS DETAILS
Eligibility - Requirerments are not full Reportable .
YIbIiLy - e ¥ $5,000 port [Details]
docurmented for Low Rent or Sec. 8 Conditions

Add A Compliance Reguirement

| Top of Page | Back to Total Federal Awards Expended Details |

Click on the [Back to Total Federal Awards Expended Details] link to return to the
Total Federal Awards Expended Details page.
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Step 15: Click on the [Back to Federal Programs] link to return to the Federal Programs tab
on the Data Collection Form page.

Step 16: Your next step will vary depending upon the whether you are submitting an
unaudited or an audited submission.

A For an audited submission, click on the Notes & Findings link to continue to
the Notes & Findings page.

A For an unaudited submission, skip to Section 6.0 Submitting Financial
Data. Click on the Submit link to continue onto the Submit page.
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5.5 Notes and Findings (for Audited Submissions only)

Audited submissions include an additional Notes & Findings page. The Notes & Findings page
allows users to attach files containing narrative notes and audit information. This page contains up
to six tabs: the Notes tab, the Audit Information tab, the Audit Findings tab, the Action Plan tab,
the MD&A tab, and the Financial Statements tab. You can attach one file on each of these tabs.
To change tabs, click on the tab at the top of the table.

The tabs that display and are mandatory depend on the submission type, the accounting method,
and whether the PHA is reporting as a component unit. Please refer to Appendix A: Business
Rules for mandatory requirements.

FASS-PH Release 7.2.1.0 expanded the file formats allowed for the Notes & Findings attachments.
The system accepts rich text (.rtf), Microsoft Word 2000 compatible (.doc), Microsoft Excel 2000
compatible (.xls), or Adobe Acrobat Reader 5.0 compatible (.pdf) file formats. Compatible means
the stated version or lower.

The attached file must be one of the following file formats:
ﬁ * rich text format (.rtf)

e Microsoft Word 2000 compatible (.doc)

* Microsoft Excel 2000 compatible (.xls)

* Adobe Acrobat Reader 5.0 compatible (.pdf) format
The system does not accept other file formats.

Note

If a file is converted from a format not allowed into one of the formats above, please
review the converted file for completeness before submitting your data.

tab will accept only one file. The system does allow a user to reattach a file as

ﬂ Files must be attached using the Attach File pushbutton. Each Notes & Findings
needed; however, only the last attached file is saved.

Note
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FINANCIAL ASSESSMENT — NOTES AND FINDINGS: NOTES

Attach:
Upload and attach
one file.

Note:

The tabs that
display and are
mandatory
depend on the
submission type,
the accounting
method, and
whether the PHA

PHA Code : CA999

PHA Name: HOMETOWN HOUSING AUTHORITY

Instructions:
Flease aftach the following:

* Motes to the Financial Statements

To upload an attachment:

+ Selectthe Browse Buttan to retrieve the file
* Selectthe Atach File button

To view the attached file:
+ Selectthe Open File link

Flease upload the information as one file in a rich text
(.rif), Micrasoft Ward 2000 compatible {doch, Microsoft
Excel 2000 compatible (xls), ar Adobe Acrobat Reader
5.0 compatible {pdf) format. Compatible means the
stated version or lower.

is reporting as a
component unit.

Financial Statements
Audit Information Audit Findings Action Plan

ELEMENT # DESCRIPTION wuLUE DETAILS
G5000-010 | Footnotes | Browse..] OpenFile
Attach File
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Attach:
Upload and attach
one file.

Note:

The tabs that
display and are
mandatory
depend on the
submission type,
the accounting
method, and
whether the PHA
is reporting as a
component unit.

FINANCIAL ASSESSMENT — NOTES AND FINDINGS: AUDIT INFORMATION

Instructions:
Flease select an opinion type:

+ Selectan apinion type from the dropdown box
+ Clickthe 'Save Qpinion Type' hutton

Flease attach the fallowing:

+ Independent Auditor's Repoart (Single Audit, Yellow
Book and GAAS Audif)
* Report on Compliance and Internal Control Qwver
Financial Reporting (Single Audit, Yellow Book)
* Report on Compliance and Internal Control Cwver
Compliance in Accordance with OMB Circular
A-133 (Single Audit anly)
PHA Code : CA999 + Schedule of Expenditures of Federal Awards with
PHA Name: HOMETOWN HOUSING AUTHORITY MNates {Single Audit anly)

To upload an attachment:

+ Selectthe Browse Buttan to retrieve the file
+ Selectthe Attach File button

To view the attached file:
+ Selectthe Open File link

Flease upload the information as ane file in a rich text
(i), Microsoft Word 2000 compatible (doc), Microsoft
Excel 2000 compatible (xls), ar Adobe Acrobat Reader
5.0 campatible { pdfy format. Compatible means the
stated version or lower.

Financial Statements
e Y e Y oo W i

ELEMENT # DESCRIFTION WALUE DETLILS
G5100-010 | Opinion an Supplemental = o =
rheslicds |Unqualified Opinion 7|
Save Dpinion Type |
. Auditor Cpinions and Schedule of ;
G5100-020 | Eypenditure of Federal Awards I Browse..| Openfie

Attach File
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Attach:
Upload and attach
one file.

Note:

The tabs that
display and are
mandatory
depend on the
submission type,
the accounting
method, and
whether the PHA
is reporting as a
component unit.

FINANCIAL ASSESSMENT — NOTES AND FINDINGS: AUDIT FINDINGS

Instructions:
Please attach the following:

+ Schedule of Findings and Questioned Costs
* Summary Schedule of Prior Audit Findings

To upload an attachment:

+ Selectthe Browse Button to retrieve the file
PHA Code : CA999 + Selectthe Attach File hutton
PHA Name: HOMETOWN HOUSING AUTHORITY
To view the attached file:

+ Selectthe Open File link

Flease upload the information as one file in a rich text
{.rif), Microsoft Word 2000 compatible {.doc), Microsoft
Excel 2000 compatible (xls), or Adobe Acrobat Reader
5.0 compatible { pdf) format. Compatible means the
stated versian or lower.

Financial Statements
" Notes Y Auditinformation Action Plan

ELEMENT # DESCRIPTION VALUE DETAILS
G5200-010  Audit Finding{Current & Prior I Browse Onen File

Year Findings)

Attach File |

FINANCIAL ASSESSMENT — NOTES AND FINDINGS: ACTION PLAN

Attach:
Upload and attach
one file.

Note:

The tabs that
display and are
mandatory
depend on the
submission type,
the accounting
method, and
whether the PHA
is reporting as a
component unit.

Instructions:
Flease aftach the fallowing:

+ Corrective Action Plan

To upload an attachment:

+ Selectthe Browese Button to retrieve the file
PHA Code : CA999 * Selectthe Attach File button

PHA Name: HOMETOWN HOUSING AUTHORITY | 10 o the attached file:

*+ Selectthe Open File link

Flease upload the infarmation as ane file in a rich text
(i), Microsoft Ward 2000 campatible {docy, Micrasoft
Excel 2000 compatible (xs), or Adobe Acrobat Reader
5.0 compatible { pdf) format. Compatible means the
stated wersion or lower.

Financial Statements
s Y siomroer Y Audk Fnaings

ELEMENT # DESCRIPTION WALUE DETHILS
G5300-010  Corrective Action
Plan{Current & Prior Year | Browse..| | CpenFile
Findings)
Aftach File
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FINANCIAL ASSESSMENT — NOTES AND FINDINGS: MD&A

Instructions:
Please attach the following:

+ Management's Discussion & Analysis
To upload an attachment:

* Selectthe Browse Button to retrieve the file
+ Selectthe Attach File button

Attach: PHA Code : CA999
Up/oad and attach PHA Name: HOMETOWN HOUSING AUTHORITY To view the attached file:
one file. EIE T
+ Selectthe Cpen File link

Note: FI laad the infi ti file i ich text
The tabs that ease upload the infarmation as one file in a rich te
di e/absnda r rf), Microsoft Word 2000 compatible (doc), Microsoft

Splay ana are Excel 2000 compatible (xIs), or Adobe Acrobat Reader
mandatory 5.0 compatible Cpdh format. Compatible means the

depend on the
submission type,
the accounting
method, and
whether the PHA
is reporting as a

stated version or [ower.

component unit. e e ow— —
Ga050-010 | Management's Discussion & -
Analysis | Browse..| CpenFile

Attach File |

FINANCIAL ASSESSMENT — NOTES AND FINDINGS: FINANCIAL STATEMENTS

Instructions:
Flease attach the following:

+ Governmentyide or General Purpose Financial
Staterments

To upload an attachment:

Attach: + Selectthe Browse Buttan to retrieve the file
. PHA Code : CA299 . i

Upload and attach Selectthe Aftach File button

one file PHA Name: HOMETOWN HOUSING AUTHORITY
’ To view the attached file:

Note:

+ Selectthe Open File link
The tabs that

display and are
mandatory
depend on the

Flease upload the infarmation as ane file in a rich text
(i), Microsoft Word 2000 compatible {.doc), Microsoft
Excel 2000 compatible (xls), or Adobe Acrobat Reader

5.0 compatible {pdf) farmat. Compatible means the

submission type
yp ! stated wersion or lower.

the accounting
method, and
whether the PHA
is reporting as a
component unit.

Financial Statements
' Notes Y Auditinformation Audit Findings Action Plan

ELEMENT # DESCRIFTION WALUE DETAILS
GE180-010 | Governmentwide or General
Purpose Financial | Browse..| DOpenFile
Statements
Attach File
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5.5.1 Notes

The Notes tab is the first screen that displays upon clicking the Notes & Findings link. This tab
contains a Value field that allows users to attach one file containing footnotes pertaining to the
general purpose financial statements. Refer to the Section 5.5 for a list of file formats allowed.

The Notes tab is displayed and is mandatory for A-133, Non 1-33, A-133 Component Unit, and Non
A-133 Component Unit submissions.

The following steps to create a financial submission will be based on the following sample PHA:
PHA Code: CA999
Submission Type: Audited/ A-133
Accounting Method: Full Accrual — Post GASB 34
Component Unit (No Separate Financial Statement)

A Since this is an A-133 Component Unit submission, the following Notes and Findings tabs are
displayed: Notes, Audit Information (G5100-010 only), Audit Findings, and Action Plan.

A And, the following tabs are mandatory: Notes, Audit Information (G5100-010 only), and Audit
Findings.

The attached narrative notes must be contained in one file and must be
attached using the Attach File pushbutton. Otherwise, the PHA will be unable to
attach a file on the corresponding Notes & Findings screen.
Note
Step 1: To attach files on the Notes tab:

At the Notes tab on the Notes & Findings page, click on the button. The
File Upload window displays. The Files of type will default to HTML Files; therefore,
the desired file will not appear in the window until the next step.

File Upload 2] x]|
Lok |= [0 - & el =E
Data A Mates L 'windows
bz 3 poicp
b zzql [ Persanal
riy backups a Pragram Files
My Documents [JdReal
MetDrvers 3 Sybasze

File name: I Open |
Files of type:  [HTML Files =l Cancel |
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Step 2: Change the Files of type from HTML Files to All Files (*.*). Then, using the Look in
field at the top of the window, locate the file you wish to attach.
File Upload 2[x]|
Loskin | = [C) =] =i
Motes L windows Fil=0001. chk,
pctop Altoewec. 001 Ihztall.log
Perzonal autoexec. bat riotes file. if
Prograrn Files Autoexec. sms Scandigk.log
Real autoexec bak,
Sybaze E command. com
. [+
File narne: Inn:ntes file.rtf Open |
Files of type: [ All Files %) = Cancel |
ﬁ How to convert a document into an .rtf file:
With the appropriate document open, select the Save As option in the File Menu
Note dropdown list. Then, when the ‘Save As’ pop-up box appears, select the Rich Text
Format (*.rtf) option at the bottom of the pop-up window in the Save as type:
dropdown menu. Then select OK.
Step 3: Double-click on the file to select it. The name of the file displays in the Value field.

Step 4: Click on the button. A confirmation message displays.

www? hud.gov - [JavaScript Application]

& File Transfer is complete.

Ok

Step 5: Click on the button to continue. A link to the file (e.g. Open File) now
displays in the Details column.
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If an incorrect file is attached, please repeat steps 1 through 5 to attach the correct
file. The correct file will overwrite the incorrect file.

Note Only one file can be attached to each screen. Therefore, if a PHA attaches a new
file once there is already an existing file, the existing file is deleted and the new file is

saved.

ELEMENT # DESCRIFTION WALUE DETAILS

55000-010 | Footnotes | Browse.., OpenFile

Attach File

Step 6: Click on the Audit Information tab name to continue to the Audit Information tab
page.
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5.5.2 Audit Information

The Audit Information tab contains Value fields that allow users to select information and attach

one file. Refer to the Section 5.5 for a list of file formats allowed. The attached file must include the

following:

* Independent Auditor’s Report (Single Audit, Yellow Book and GAAS Audit)

* Report on Compliance and Internal Control Over Financial Reporting (Single Audit, Yellow
Book)

* Report on Compliance and Internal Control Over Compliance in Accordance with OMB Circular
A-133 (Single Audit only)

» Schedule of Expenditures of Federal Awards with Notes (Single Audit only)

The Audit Information tab (both G5100-010 and G5100-020) is displayed and mandatory for A-133
and Non A-133 submissions. The Audit Information tab (G5100-010 only) is displayed and
mandatory for A-133 Component Unit and Non A-133 Component Unit submissions.

and top-level financial statements. A new tab Financial Statements was created in
FASS-PH Release 7.0.0.0 to reduce complexity for filing attachments on the Audit
Note Information tab.

ﬂ Previously, the Audit Information tab had been used to attach both audit information

The attached narrative notes must be in one file and must be attached using the
Attach File pushbutton. Otherwise, the PHA will be unable to attach a file on the
corresponding Notes & Findings screen.

Note

Step 1: Go to the Audit Information tab page on the Notes & Findings page.
Use the drop-down menu to select Opinion on Supplemental Information.

Step 2: Click on the |___S8v€ OpINIGNTYPE | ,tt0n to save your selection.
Modifications to the Notes and Findings page were made to comply with GASB 34
and to implement component unit options in FASS-PH Release 7.0.0.0.

Note If your PHA is not reporting as a component unit of a larger entity, proceed onto step
3. However, if your PHA is reporting as a component unit PHA, skip to step 9
because you are not required to enter audit information.

Step 3: Click on the button. The File Upload window displays.
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Step 4: To attach files on the Audit Information tab:

At the Audit Information tab on the Notes & Findings page, click on the
button. The File Upload window displays. The Files of type will default to HTML
Files; therefore, the desired file will not appear in the window until the next step.

File Upload 2[x]|
Look jr: IQ [C:] j | IfFl |
Data (A Motes [ Awindows
[ E3 a potop
Mzzgl [ Persanal
my backupz 3 Frogram Files
by Documents [dReal
MetDrivers 3 Sybaze

File name: I Open |
Files of type:  [HTML Files | Cancel |

Step 5: Change the Files of type from HTML Files to All Files (*.*). Then, using the Look in
field at the top of the window, locate the file you wish to attach.

File Upload 7] x]|

Look jr: IQ (C:] j | |=_‘:‘F| |
Motes L windows Fil=0001.chk,
pcicp Autoexwec. 001 [nztall.log
Ferzanal autoexec. bat riotes file. rtf
Program Files Autoewec. sms Scandizk.log
Real autoexec2 bak,
Sybaze E command. carm

4 [
File niarme: Inu:utes files. rkf Open |
Files of type: [l Files (*) = Cancel |
ﬁ How to convert a document into an .rtf file:
With the appropriate document open, select the Save As option in the File Menu
Note dropdown list. Then, when the ‘Save As’ pop-up box appears, select the Rich Text

Format (*.rtf) option at the bottom of the pop-up window in the Save as type:
dropdown menu. Then select OK.
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Step 6: Double-click on the file to select it. The name of the file displays in the Value field.

Step 7 Click on the button. A confirmation message displays.

www? hud.gov - [JavaScript Application]

& File Transfer is complete.

Ok

Step 8:

Click on the L | button to continue. A link to the file (e.g. Open File) now
displays in the Details column.

If an incorrect file is attached, please repeat steps 3 through 8 to attach the correct
file. The correct file will overwrite the incorrect file.

Note Only one file can be attached to each screen. Therefore, if a PHA attaches a new
file once there is already an existing file, the existing file is deleted and the new file is
saved.

Financial Statements
m Audit Information Audit Findings Action Plan

ELEMENT # CESCRIFTION WALUE DETAILE

55100010 | Opinion an Supplemental
Infarmatian

|Unqua|iﬂed Opinian j

Save Opinion Type |

Auditar Opinions and
55100-020  Schedule of Expenditure of | Eruwse..l Open File
Federal Awards

Attach File
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Step 9:

Your next step will vary depending upon the submission type, accounting method,
and whether your PHA is reporting as a component unit of a larger entity. Refer to
Appendix A: Business Rules for detail on the mandatory file attachments. If you
are completed with the Notes & Findings pages, skip to Section 6.0 Submitting
Financial Data.

5.5.3 Audit Findings

The Audit Findings tab contains a Value field that allows users to attach the following information

in one file:

» Schedule of Findings and Questioned Costs
e Summary Schedule of Prior Audit Findings

Refer to the Section 5.5 for a list of file formats allowed.

The Audit Findings tab is displayed and is mandatory for A-133 and A-133 Component Unit
submissions. This tab is not displayed for Non A-133 or Non A-133 Component Unit submissions.

7

Modifications to the Notes and Findings page were made to comply with GASB 34
and to implement component unit options in FASS-PH Release 7.0.0.0. Refer to
Appendix A: Business Rules for detail on the mandatory file attachments. If you

Note are completed with the Notes & Findings pages, skip to Section 6.0 Submitting
Financial Data.
The attached narrative notes must be in one file and must be attached using the
Attach File pushbutton. Otherwise, the PHA will be unable to attach a file on the
corresponding Notes & Findings screen.
Note
Step 1: To attach files on the Audit Findings tab:
At the Audit Findings tab on the Notes & Findings page, click on the
button. The File Upload window displays. The Files of type will default to HTML
Files; therefore, the desired file will not appear in the window until the next step.
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File Upload 2[x]|
Laak in: IQ =] j | EF' |
Data (A Mates [ X'windaws
R 3 pctop
b zzgl [ Persanal
my backupz 3 Frogram Files
by Documents [dReal
MetDrivers 3 Sybaze

File name: I Open |
Filez af type: IHTML Files j Cancel |

Step 2: Change the Files of type from HTML Files to All Files (*.*). Then, using the Look in
field at the top of the window, locate the file you wish to attach.

File Upload 2] ]|
Lookin:  |=2 () =] =
Motes [ windows File0007.chk
potcp Autoexec, 001 Inztall. log
Perzanal autoexec. bat riotes file. rtf
Frogram Files Autoesec. sms Scandizk.log
Real autoexec2 bak,
Sybaze E command. com
4 [+
File narne: Inutes file. rtf Open |
Files of type: [l Files (*) = Cancel |

How to convert a document into an .rtf file:

With the appropriate document open, select the Save As option in the File Menu
Note dropdown list. Then, when the ‘Save As’ pop-up box appears, select the Rich Text

Format (*.rtf) option at the bottom of the pop-up window in the Save as type:

dropdown menu. Then select OK.

Step 3: Double-click on the file to select it. The name of the file displays in the Value field.

Step 4: Click on the button. A confirmation message displays.
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& File Transferis complete.
Ok

Step S: Click on the L . button to continue. A link to the file (e.g. Open File) now

displays in the Details column.

If an incorrect file is attached, please repeat steps 1 through 5 to attach the correct

file. The correct file will overwrite the incorrect file.

Note Only one file can be attached to each screen. Therefore, if a PHA attaches a new
file once there is already an existing file, the existing file is deleted and the new file is
saved.

Financial Statements
P Nots Y Audit mformation Action Plan
ELEMENT # DESCRIFTION WALUE DETAILS
E5200-010  Audit Finding(Current & | Open File
Prior Year Findings) ~HENTIE.
Attach File
Step 6: Your next step will vary depending upon the submission type, accounting method,

and whether your PHA is reporting as a component unit of a larger entity. Refer to
Appendix A: Business Rules for detail on the mandatory file attachments. If you
are completed with the Notes & Findings pages, skip to Section 6.0 Submitting
Financial Data.
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5.5.4 Action Plan

The Action Plan tab contains a Value field that allows users to attach the Corrective Action Plan (if
applicable) in one file. Refer to Section 5.5 for a list of allowed file formats.

The Action Plan tab is displayed and is optional for A-133 and A-133 Component Unit submissions.
This tab is not displayed for Non A-133 or Non A-133 Component Unit submissions.

and to implement component unit options in FASS-PH Release 7.0.0.0. Refer to
Appendix A: Business Rules for detail on the mandatory file attachments. If you

Note are completed with the Notes & Findings pages, skip to Section 6.0 Submitting
Financial Data.

ﬁ Modifications to the Notes and Findings page were made to comply with GASB 34

The attached narrative notes must be in one file and must be attached using the
Attach File pushbutton. Otherwise, the PHA will be unable to attach a file on the
corresponding Notes & Findings screen.

Note

Step 1: To attach files on the Action Plan tab:

At the Action Plan tab on the Notes & Findings page, click on the button.
The File Upload window displays. The Files of type will default to HTML Files;
therefore, the desired file will not appear in the window until the next step.

File Upload 2[x]|
Laak in: IQ =] j | EF' |
Data (A Mates [ X'windaws
R 3 pctop
b zzgl [ Persanal
my backupz 3 Frogram Files
by Documents [dReal
MetDrivers 3 Sybaze

File name: I Open |
Filez af type: IHTML Files j Cancel |

Step 2: Change the Files of type from HTML Files to All Files (*.*). Then, using the Look in
field at the top of the window, locate the file you wish to attach.
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File Upload 2[x]|
Loskin | = [C) =] =i
Motes L windows File00071.chk
pctcp Autoexec. 001 Inztall. log
Perzonal autoexec. bat riotes file. if
Prograrn Files Autoexec. sms Scandigk.log
Real autoexec bak,
Sybaze E command. com
4 [»]
File narne: Inn:ntes file.rtf Open |
Filez of type: I.-“-‘-.II Files [*.7) j Cancel |

How to convert a document into an .rtf file:

With the appropriate document open, select the Save As option in the File Menu

Note dropdown list. Then, when the ‘Save As’ pop-up box appears, select the Rich Text
Format (*.rtf) option at the bottom of the pop-up window in the Save as type:
dropdown menu. Then select OK.
Step 3: Double-click on the file to select it. The name of the file displays in the Value field.
Step 4: Click on the button. A confirmation message displays.
& File Transfer is complete.
(o]4

Step 5: Click on the L. . button to continue. A link to the file (e.g. Open File) now

displays in the Details column.

If an incorrect file is attached, please repeat steps 1 through 5 to attach the correct

file. The correct file will overwrite the incorrect file.

Note Only one file can be attached to each screen. Therefore, if a PHA attaches a new
file once there is already an existing file, the existing file is deleted and the new file is
saved.
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P oY Avort mtormation Y[ _ Auit Findings
ELEMENT # DESCRIPTION VALLE DETAILS
5300-010 | Corrective Action
Plan{Current & Prior Year | Eruwse..l Open File
Findings)
Attach File
Step 6: Your next step will vary depending upon the submission type, accounting method,

and whether your PHA is reporting as a component unit of a larger entity. Refer to
Appendix A: Business Rules for detail on the mandatory file attachments. If you
are completed with the Notes & Findings pages, skip to Section 6.0 Submitting
Financial Data.

5.5.5 Management’s Discussion & Analysis (MD&A)

The Management’s Discussion & Analysis (MD&A) tab contains a Value field that allows users
to attach the Management Discussion & Analysis (if applicable) in one file. Refer to Section 5.5 for
a list of allowed file formats.

The MD&A tab is not displayed for Component Unit submissions or submissions filed under a pre
GASB 34 accounting method. This tab is displayed and is mandatory for non-component unit
PHAs reporting A-133 and Non A-133 submissions under the Full Accrual/Post GASB 34
accounting method.

and to implement component unit options in FASS-PH Release 7.0.0.0. Refer to
Appendix A: Business Rules for detail on the mandatory file attachments. If you

Note are completed with the Notes & Findings pages, skip to Section 6.0 Submitting
Financial Data.

ﬁ Modifications to the Notes and Findings page were made to comply with GASB 34

FASS-PH Release 7.2.1.0 corrected the business rule for the MD&A tab. The
MDG&A tab is displayed and is mandatory for non-component unit A-133 and Non A-
133 submissions reported under the Full Accrual/Post GASB 34 accounting method.

Attach File pushbutton. Otherwise, the PHA will be unable to attach a file on the

ﬁ The attached narrative notes must be in one file and must be attached using the
corresponding Notes & Findings screen.

Note
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Step 1: To attach files on the MD&A tab:

At the MD&A tab on the Notes & Findings page, click on the button. The
File Upload window displays. The Files of type will default to HTML Files; therefore,
the desired file will not appear in the window until the next step.

File Upload 2[x]|
Look jr: IQ [C:] j | IfFl |
Data (A Motes [ Awindows
[ E3 a potop
Mzzgl [ Persanal
my backupz 3 Frogram Files
by Documents [dReal
MetDrivers 3 Sybaze

File name: I Open |
Files of type:  [HTML Files | Cancel |

Step 2: Change the Files of type from HTML Files to All Files (*.*). Then, using the Look in
field at the top of the window, locate the file you wish to attach.

File Upload 7] x]|

Look jr: IQ (C:] j | |=_‘:‘F| |
Motes L windows Fil=0001.chk,
pcicp Autoexwec. 001 [nztall.log
Ferzanal autoexec. bat riotes file. rtf
Program Files Autoewec. sms Scandizk.log
Real autoexec2 bak,
Sybaze E command. carm

4 [
File niarme: Inu:utes files. rkf Open |
Files of type: [l Files (*) = Cancel |
ﬁ How to convert a document into an .rtf file:
With the appropriate document open, select the Save As option in the File Menu
Note dropdown list. Then, when the ‘Save As’ pop-up box appears, select the Rich Text

Format (*.rtf) option at the bottom of the pop-up window in the Save as type:
dropdown menu. Then select OK.
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Step 3: Double-click on the file to select it. The name of the file displays in the Value field.

Step 4: Click on the button. A confirmation message displays.

www? hud gov - [JavaScript Application]

& File Transfer is complete.

0];8

Step 5: Click on the L. .| button to continue. A link to the file (e.g. Open File) now
displays in the Details column.
If an incorrect file is attached, please repeat steps 1 through 5 to attach the correct
file. The correct file will overwrite the incorrect file.

Note Only one file can be attached to each screen. Therefore, if a PHA attaches a new
file once there is already an existing file, the existing file is deleted and the new file is
saved.

AR
ELEMEMT # ODESCRIPTIOMN WALUE DETAILS
=5050-010 Eiwnaagligznt's Discussion | Bmwse..l Open File
Attach File
Step 6: Your next step will vary depending upon the submission type, accounting method,

and whether your PHA is reporting as a component unit of a larger entity. Refer to
Appendix A: Business Rules for detail on the mandatory file attachments. If you
are completed with the Notes & Findings pages, skip to Section 6.0 Submitting
Financial Data.
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5.5.6 Financial Statements

The Financial Statements tab contains a Value field that allows users to attach the Government-
wide or General Purpose Financial Statements (if applicable) in one file. Refer to Section 5.5 for a
list of allowed file formats.

The Financial Statements tab is displayed and is mandatory for A-133 and Non A-133 submissions.
This tab is not displayed for Component Unit submissions.

and top-level financial statements. A new tab Financial Statements was created in
FASS-PH Release 7.0.0.0 to reduce complexity for filing attachments on the Audit
Note Information tab.

ﬁ Previously, the Audit Information tab had been used to attach both audit information

The attached narrative notes must be in one file and must be attached using the
Attach File pushbutton. Otherwise, the PHA will be unable to attach a file on the
corresponding Notes & Findings screen.
Note
Step 1: To attach files on the Financial Statements tab:

At the Financial Statements tab on the Notes & Findings page, click on the

button. The File Upload window displays. The Files of type will default
to HTML Files; therefore, the desired file will not appear in the window until the next

step.
File Upload 2] ]|
Laak in: |g <] j | EF' |
Data A Motes [ Awindaws
[ 3 pctop
b zzgl [ Persanal
rmy backups 3 Program Files
by Documents [dReal
MetDirivers 3 Sybaze

Filz narne: I Dpen |
Filez of type: IHTML Filez j Cancel |

Step 2: Change the Files of type from HTML Files to All Files (*.*). Then, using the Look in
field at the top of the window, locate the file you wish to attach.
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File Upload 2[x]|
Loskin | = [C) =] =i
Motes L windows File00071.chk
pctcp Autoexec. 001 Inztall. log
Perzonal autoexec. bat riotes file. if
Prograrn Files Autoexec. sms Scandigk.log
Real autoexec bak,
Sybaze E command. com
4 [»]
File narne: Inn:ntes file.rtf Open |
Filez of type: I.-“-‘-.II Files [*.7) j Cancel |

How to convert a document into an .rtf file:

With the appropriate document open, select the Save As option in the File Menu

Note dropdown list. Then, when the ‘Save As’ pop-up box appears, select the Rich Text
Format (*.rtf) option at the bottom of the pop-up window in the Save as type:
dropdown menu. Then select OK.
Step 3: Double-click on the file to select it. The name of the file displays in the Value field.
Step 4: Click on the button. A confirmation message displays.
& File Transter is complete.
Ok

Step S: Click on the L. .| button to continue. A link to the file (e.g. Open File) now

displays in the Details column.

If an incorrect file is attached, please repeat steps 1 through 5 to attach the correct

file. The correct file will overwrite the incorrect file.

Note Only one file can be attached to each screen. Therefore, if a PHA attaches a new
file once there is already an existing file, the existing file is deleted and the new file is
saved.
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- MD&A Financial Statements

'  Notes Y Auditinformation Audit Findings Action Plan
ELEMENT # DESCRIPTION VALUE DETAILS

GS150-010 | Government-wide or General

Furpose Financial | Brnwse..l Cpen File
Staternents
Attach File
Step 6: Click on the Submit link at the top or bottom of the table to continue to the Submit

page.

In the event that you are not able to submit your submissions on time, you can

access the following two screens to either file a late reason or request an extension
(unaudited submissions only).

Note
A Late Reason Page (refer to Section 5.8).
A Unusual Circumstance Request (refer to Section 5.9).
If your unaudited submission and audited submission have a significant data
discrepancy, you may access the following screen to provide a reason:
A Material Differences Reason (refer to Section 5.10).
Final
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5.6 Comments Page (both Audited and Unaudited Submissions)

The Comments Page allows users to submit additional information for clarification on their
submission data. The ability for users to submit comments along with submissions will reduce
confusion and time spent on clarification that may take place between PHAs and REAC personnel.

FASS-PH Release 7.2.0.0 implemented functionality to display mandatory fields for
the FDS and the DCF screens.
Note
Step1: To display the Comments page:

Click on the Comments link at the top or bottom of the page. The Comments page
displays.
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Financial Assessment

Electronic Submission @
U.S. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

| Inboyx | Beports | PHA Info | Financial Data Schedule | Data Collection FD(m | Comments | Su?ﬂ

Click on the | Late Reason | LOCCS/HUDCAPS |

Comments
link.

eAdditinnal Hel

PHA Code: CA999
PHA Name: Hometown Housing Authority

Submission Comments

ELEMENT#  DESCRIPTION WALUE
Enter - — - -
additional WWhen necessary, pravide clarification information on submitted ;l
information Submissi data in this space.
for { 08000030 o
clarification
on the =
submission ||
data. Savel Reset |
\
| Top of Page |
| Inboyx | Reports | PHA Info | Financial Data Schedule | Data Collection Form | Comments | Submit |
| Late Reason | LOCCS/HUDCAPS |
eAdditiDnaI Hel
| User Guide and Systern Docurmentation | Technical Assistance Center |
Step 2: Enter any necessary comments in the Submission Comments box. The comments
will be viewable by internal REAC personnel.
Step 3: Click on the button to save the comments in the system.

Use the button to clear all text in the Submission Comments box.
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5.0 Creating Financial Submissions

5.7 LOCCS/HUDCAPS Page (both Audited and Unaudited
Submissions)

FASS-PH Release 7.2.0.0 eliminates the manual process of comparing FASS-PH submissions to
Line of Credit Control System (LOCCS) and HUD Central Accounting and Program System
(HUDCAPS) data to determine if discrepancies exist.

The LOCCS/HUDCAPS page will provide users with the reported disbursements from the LOCCS
and HUDCAPS systems on a program-by-program basis.

FASS-PH Release 7.2.0.0 implemented functionality to display disbursement data
from LOCCS. HUDCAPS data will be incorporated in a future FASS-PH release.

Note
Disbursement data may not reflect the actual cash disbursements due to

timing differences.

Step 1: To view the LOCCS/HUDCAPS page:

Click on the LOCCS/HUDCAPS link at the top or bottom of the page.
The LOCCS/HUDCAPS Report page displays.

Final 5-70 05/31/2002



" 1l

Office of Public and Indian Housing, Real Estate Assessment Center (PIH-REAC)
Financial Assessment Subsystem — Public Housing (FASS-PH)
Release 7.2.1.0

5.0 Creating Financial Submissions

FINANCIAL ASSESSMENT — LOCCS/HUDCAPS PAGE

Fihancial Assessment

Electronic Submission
R@

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

| Inbox | Eeports | PHA Info | Financial Data Schedule | Data Collection Form | Comments | Submit |

—— e ——
| Late Reason | Beview ch‘e | LOCCSIHUDCAF‘@

Click on the
LOCCS/HUDCAPS >~—
link. eAdditinnaI Hel

PHA Code: CAS99
PHA Name: Hometown Housing Authority

LOCCS/HUDCAPS Report

far CAZ9S as of 06/30/2001

Pragram Name Reported Disbursements
BOMD - Bond Payments F a0 340
58 - Section 8 Housing § 65402
SECE - Section 8 Miscellaneous § a0 292
14 238 - Shelter Plus Care § &0 350
14.241 - Housing Opportunities for Persons with AIDS 571297
14.850a - Low Rent Public Housing § 694 345
14,858 - Public Housing_Comprehensive Grant Program § 125431
14,872 - Public Housing Capital Fund Program 113,108

Repent Gemerated: I2TNI000 000413 A0S

| Top of Page |

| Inbox | Beports | PHA Info | Einancial Data Schedule | Data Collection Form | Cormments | Subrmit |

| Late Reason | Beview Score | LOCCSMHUDCAPS |

eAdditinnaI Hel

The LOCCS/HUDCAPS page displays a basic version of the LOCCS/HUDCAPS
report for the selected PHA, listing all programs that have been funded for, as well as
the amount received for each program.

Use this information as a reference when creating new submissions.
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5.8 Late Reason Page (for Late Submissions only)

The Late Reason page allows users to document a reason for the lateness of a financial

submission. The Late Reason link is available at the top and bottom of unaudited and audited
submissions with a Draft status.

Remember to save your entries before leaving the page.
Step 1: To complete the Late Reason page:

Click on the Late Reason link at the top or bottom of the page, the Late Reason
page displays.

FINANCIAL ASSESSMENT — LATE REASON PAGE

| Inbox | Beports | PHA Info | Einancial Data Schedule | Data Collection Form |

| Motes & Findings | Comments | Suhmit@hﬂaterial Difference Reason |

| LOCCSHUDCAPS |

Value: eﬂxdditinnal Hel
Enter a late

reason for the
submission.

PHA Code: CADS99
PHA Name: HOMETOWN HOUSING AUTHORITY

ELEMENT# | DESCRIPTION vALUE DETAILS
GE000-020 |Late Reason ;|
4]
{(Larmit: 255 Characters)

Savel Reset |

Top of Page

| Inbox | Beports | PHA Info | Financial Data Schedule | Data Collection Form |

| Motes & Findings | Comments | Subrmit | Late Reason | Material Difference Reason

[ LOCCS/HUDCAPS |
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Step 2: Click in the blank Value field and enter the reason(s).
Step 3: Click on the button to save the data in the system. An error message displays

if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last save, if necessary.

ELEMENT # DESCRIPTION WALLE DETAILS
A000-020 |Late Reason Thiz submission will be late due to ..... ;I -
[ |
(Larat: 255 Characters)

Final 5-73 05/31/2002



: Office of Public and Indian Housing, Real Estate Assessment Center (PIH-REAC)
Z Financial Assessment Subsystem — Public Housing (FASS-PH)
. Release 7.2.1.0

5.0 Creating Financial Submissions

5.9 Unusual Circumstance Request (for Unaudited Submissions
only)

If there are unusual circumstances preventing the timely submission of unaudited data, PHAs can
request an extension via the Unusual Circumstance Request page. Note: This page is not
available for Section 8 only entities.

Remember to save your entries before leaving the page.

FINANCIAL ASSESSMENT — UNUSUAL CIRCUMSTANCE REQUEST

HOME SEARCH /INDEX COMMENTS REAC HOME

Real Estate Assessment Center

Welcome to NASS! To return to the subsystem from which you came, please click here.

PHA Extension Request

PHA Code: CA999 PHA Hame: Hometown Housing Authority

Matify PHA:S that extension requests apply to Managernent and unaudited Financial subrizsions (one
request for both), Responses will be sent to the Executive Directar's email address, Extenszion requests

Length of rmust be received by the REAC no later than 15 days prior to the PHA's due date,

Extension

Requested: Extensions granted will be applied to this PHA's submizsion due date baszed on its fiscal year end date
Enter number and not on the date that the extension is requested ar granted.

of days. -~

Length of Extension Requestad: I Cays TAC Call Mumber: I

Related Related Commments: (Can not exceed 240 characters)
Comments:
Enter reason <
for an

I

extension LI
request.

Submit |

Extension History

Date Action Extension Days User Comments

Comrments or Questions? Contact the REAC Technical Assistance Center.
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Step 1: From your Inbox, select/enter the following from the dropdown/ text boxes and click
Go.:
PHA Code : CA999
Reporting End Date (month/ day): 09/30
Reporting End Date (year): 2002
Submission Type: Unusual Circumstance Request
—~ FPHA Code Submission Type Instructions:
To create a new submission, select
CAZDY =~ |Unusua| Circumstance Request j the desired PHA and hit the GO
Query for buttan.Then select the Create Mew
youry < Status Fiscal End Year Submission link.
submission WEARNMING - Only open one
' = submission at a time to avoid data
IALL J |9f30 J IzDDZ El corruption problems.
~
STATUS FHA CODE FHA NAME TYFE FISCAL YEAR END DATE RECEIWED FASS ANALYST
Step 2: Click on the Unusual Circumstance Request link at the top or bottom of your Inbox
page.
i s,
| Create Mew Suhmissin‘ Unusual Circurnstance Reu@
—
| Inboyx | Reports | Delete Draft Submission |
eAdditiDnaI Hel
Step 3: The NASS Unusual Circumstance Request page displays.
A Verify that the PHA Code is correct.
A Enter the number of days requested for the extension.
A Enter the reason for requesting an extension.
A Click on the button to submit your request to HUD-REAC.
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Click on the
Submit button
after entering

PHA Extension Request

PHA Code: CA019 PHA Mame: Hometown Housing Authority

Matify PHAs that extenszion requests apply to Management and unaudited Financial subriizsions (one
request for both), Responses will ba sent to the Executive Director's amail address, Extansion ragquests
rmust be received by the REAC no later than 15 days prior to the PHA's due date,

Extenszions granted will be applied to this PHA's subrmizzion due date based aon itz fizcal year end date
and not on the date that the extension is requested or granted.

Length of Extension Requested: I Days TAC Call Mumber: I

Related Cormments: [(Can not excead 240 characters)

||

Y

=

-

CEmm>

appropriate
information.
Step 4: To return to FASS, click the here button at the top of the Unusual
Circumstance Request page.
The Inbox page will display.
HOME SEARCH/INDEX COMMENTS REAC HOME
Real Estate Assessment Center
Welcome to NASS! To return to the subsystem from which you came, please |:Ii|:
PHA Extension Request
PHA Code: CA999 PHA Name: Hometown Housing Authority
Matify PHAz that extenszion requests apply to Managerment and unaudited Financial submizzions (one
request for both), Responses will be sent to the Executive Directar's email address, Extension reguests
must be received by the REAC no later than 15 days prior to the PHA's due date,
Extensions granted will be applied to this PHA's submission due date based on its fiscal vear end date
and not on the date that the extension is requested or granted.
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5.10 Material Difference Reason Page (for Audited Submissions only)

The Material Difference Reason page allows users to provide a reason for any differences in the
financial data between the audited and unaudited submissions. The Material Difference Reason
link to the Material Difference Reason page is only available for audited submissions.

Remember to save your entries before leaving the page.

FINANCIAL ASSESSMENT — MATERIAL DIFFERENCE REASON

| Inbox | Beparts | PHA Info | Financial Data Schedule | Data Collection Form |

R —————

| Motes & Findings | Comments | Submit | Late Reasorf] Material Difference Rea@

i
| LOCCSMHUDCAPS |

OAdditinnal Hel

PHA Code: CAD19
PHA Hame: Housing Authority of the County of San Bernardino

ELEMENT # DESCRIFTION YALUE DETAILS

Value: (GB000-010 |Reason for [ [| —

Enter a reason Material
for financial .
data Differences
discrepancy
between the
audited and
unaudited LI

submissions. —
{(Lamit: 255 Characters)

Savel Reset |

Top of Page

| Inbox | Reports | PHA Info | Financial Data Schedule | Data Collection Form |

| Motes & Findings | Comments | Submit | Late Reason | Material Difference Reason |

| LOCCESHUDCAPS |
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Step 1: To complete the Material Difference Reason page:
Click on the Material Difference Reason link at the top or bottom of the page, the
Material Difference Reason page displays.

Step 2: Click in the blank Value field and enter the reason(s).

Step 3: Click on the button to save the data in the system. An error message displays

if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last save, if necessary.

ELEMENT # DESCRIFTION WALUE DETAILS

GRO00-010 |Reason for There discrepancy between the unaudited ;I

M_ate”al submission and audited submission is due
Differences to

[ |
(Limit: 255 Characters)
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