HCS 14.16.0.0 Release
Changes to HUD User Interface for HCS V14.16.0.0

An update to HCS is planned for release on September 8, 2018 and includes the following user interface
changes:

» Update Nightly Data Export to FHAC/CHUMS to include agency personnel information

« Agency Profile - Agency Personnel - Change email addresses to required and validate email format and
domain

* OMB Number and Public Reporting Burden added to 9902 display

Note: data displayed in screens is for example purposes only and does not reflect actual data
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Update Nightly Data Export to FHAC/CHUMS to include agency personnel information
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Every night HCS sends agency data to FHA Connection (FHAC) to provide that system
with the current list of housing counseling agencies.

FHAC used a mail delivery contract to mail FHAC agency coordinator information to the
Agency’s Senior Executive.

The mail delivery is being changed to email delivery.

HCS has been updated to include the following agency personnel fields in the nightly
data export to FHAC:
* Agency Manager First Name
* Agency Manager Last Name
* Agency Manger Email
* Agency Senior Executive First Name
* Agency Senior Executive Last Name
* Agency Senior Executive Email
* Agency Contact for HUD Use First Name
* Agency Contact for HUD Use Last Name
* Agency Contact for HUD Use Email
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Agency Profile - Agency Personnel - Change email addresses to required and validate email
format and domain

HCS user interface has been updated to:
* Always require the Agency Manager Email address.

Require the Agency Senior Executive and Agency Contact for HUD Use Email addresses
if a name is provided.

e Validate the Email address format and domain
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Agency Profile - Agency Personnel - Change email addresses to required and validate email

format and domain

* The Agency Manager Email address field has been added to the Add New Agency

Profile page.

 The Agency Manager
Email address field is
required.

 The Agency Manager
Email address format
and domain will be
validated.
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Add New Agency Profile

| &

: Parent Org:
\ VI

HUD Office POC:

'

Assigned To:

[Selecta HUD Office |

Agency Manager:

(Salutation)
(Business Title)
[Middle Init) l:|

D Tempaorary Affiliate

” i
(Email} \

tate: | V| *

check this box if mailing address is tha same of physical address

Fiscal Year:™ @ Add to Fiscal Year 2019 only O Add to Fiscal Years 2019 and 2018

Federal T 1D Number (TIN): [poouoos -

Public display cpticns
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Agency Profile - Agency Personnel - Change email addresses to required and validate email
format and domain

* If Agency Manager Email address field is not completed an error message will display
indicating the field is required.

Add New Agency Profile

Agency Name:
[HCS Release 14.16.0.0 =

Type of Agency: Parent Org: O Tem .
g=ne porary Affiliate
[LHCA ME

HUD Office POC:

ssigned To:
Philadelphia (HOC) v
Agency Manager:
(Salutation)
(Business Title)
(First Name)

(Middle Init)

| (Email)

123 Main St. . city:  [Fairfax | =
State: |\f|rgin|a V| *

Zip: 22030 *

O check this box if mailing address is the same of physical address

Fiscal Year:® © Add to Fiscal Year 2019 only O Add to Fiscal Years 2019 and 2018

Fadral Tax 10 tumber (riny. [10__|- 0000000

Public display cptions

Allow for public access?

Allowr public access through State Affiliations?
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Agency Profile - Agency Personnel - Change email addresses to required and validate email

format and domain

email and the domain are valid.

-
Example:

=nc

The Agency Manager Email address field will be checked to ensure the format of the

Add New Agency Profile

E

The email address
bob.smith@hcagency.com is
entered. While it is a well
formatted email address, the
domain hcagency.com is not a

HUD Office POC:
LY
HUD Office Agenc signed To:

As:
Selecta HUD Office v

Agency Manager:
(salutation)

(Business Title)
(First Mame)

(Middle Init)

D Temparary Affiliate

known domain. An error

{Email) bob.smith@hcagency.com

message displays:

Physical Address:

Agency Manager Email
Domain [hcagency.com] is not
valid

\_

(®) add to Fiscal vaar 2019 only

Public display cptions

Allows for public access?
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O add ta Fisc

al Years 2015 and 2018
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Agency Profile - Agency Personnel - Change email addresses to required and validate email
format and domain

( Add New Agency Profile

Example:
Release HCS V14.16.0.0 |
FEEECOI;AEE : v|:¢ Pad_‘rentOr - O Temparary Affiliate

The email address
bob.smith@@gmail.com is

HUD Office POC:

—

d To:

HUD Office Agency Assigne:
Selecta HUD Office  w

entered. The format of the —
. L. (Salutation)
email address is incorrect due (usnss T
to the duplicate @ sign. An . —
error message displays: (Ema-il)l E bob.smith@@gmail.com
123 Main St. ® City: ‘Fairfax | =
State: | Virginia -
Agency Manager Email w P

O check this box if mailing address is the same of physical address

[bOb.Smith@@gmail.Com] iS iscal Year: (8 Add to Fiscal Year 2019 only O Add to Fiscal Years 2019 and 2018
not valid.

Public display options

Allow for public access?

\_ Cancel
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Agency Profile - Agency Personnel - Change email addresses to required and validate email
format and domain

* The Agency Profile — Personnel screen has been updated to:
e Always require the Agency Manger Email field.

* Require the Agency Senior Executive and Agency Contact for HUD Use email
addresses if the names of those agency personnel are provided.

* Notify the user if the Agency Senior Executive and Agency Contact for HUD Use
personnel are not entered.

* Validate the agency personnel email addresses to ensure they use a valid format
and domain.

Page 8 HCS v14.16.0.0 September 8, 2018



HCS 14.16.0.0 Release - Changes to HUD User Interface for HCS V14.16.0.0

Agency Profile - Agency Personnel - Change email addresses to required and validate email
format and domain
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The Agency Manager Email address field will always be required. It will be the email
address used by FHAC to communicate Agency Coordinator information.

E
Agency Summary Agency Information - Contact Information HUD Affiliation Counselor/Client

Agency ID: 84489 [ validated? Last Validated on 12/15/2015 (Mext Validation Required by 03/14/2016)

Agency Name: TEST AGEMCY CF11 UPDATE

Agency Manager:

Salutation User ID: MX4483 Business Tite |HUD Contact v
First Name: |J0h|"| |== Middle Init: IEI Last Name: |SI’T‘IiTh

Agency Manager Phene Number: |_||'41 | = |852 | = |9632 | x | |
oga [ loes | l7ado |

Agency Manager Email: |jsm ith@hcagency.com |==

= This EMAIL ADDRESS is used by HUD to communicate Agency Coordinator access information for FHA Connection (FHAC).
Please be sure that the EMAIL ADDRESS entered is an active and valid EMAIL ADDRESS for the Agency Manager.

Agency Senior Executive:

Salutation: i Title: |HUD Contact W

First Name: |Mary | Last Name: |Jones |

Agency Senior Executive Phone Number: |93? |—|654 |-|3319 |x| |

Agency Senior Executive Cell Phone Number: |664 | = |321 | = |98?4 |

Agency Senior Exscutive Email: |mjones@hcagency.com =

Agency Contact for HUD Use

Salutation: Business Title: |[HUD Contact Vv

First Name: |Bob | Last Name: |Washington |

Agency POC Phone Number: |248 | - |553 | - |54 00 | )c| |

Agency POC Cell Phone Number: |231 |-|456 |-|?890 |

Agency POC Email: |bwashington@hcagency.cem i

= This EMAIL ADDRESS is used by HUD to mass disseminate messages. By placing EMAIL ADDRESS here the Agency consents to receiving messages
from HUD.

Sub-Agency(s) No Applications For FY 2018
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Agency Profile - Agency Personnel - Change email addresses to required and validate email
format and domain

4 ) »
Exa m p I e : Agency Summary Agency Information - Contact Information HUD Affiliation Counselor/Client

Agency ID: 84483 [] validated? Last Validated on 12/15/2015 (Next Validation Required by 03/14/2016)

If the Agency Manager Email Agency Manager
. . Salutation User ID: MX4483 Business Title
Is not prOVIded’ a n error FlrstName:" Middle Inil:D Last Name:‘Smlfh

. Agancy Mansger Phone Number: (741 |-[B52 |-[9832 |« |
message displays: oency onagerco e omoe 3651 58] 4]

Agency Manager Email: | |=

» This EMAIL ADDRESS is used by HUD to communicate Agency i K e i Euacl

Agency Manager Email [ ] is Agency senior Executive

Salutation: | Ms v

not valid' First Name: Mary
Agancy Senior Exacutive Dhone Number: - |B54
Agency Senior Executive Cell Phone Number: -

Agency Senior Executive Email: |mJones@gma|\.com i

L V]
L]

Agency Contact for HUD Use

Salutation: Business Title: |[HUD Contact v
First Name: | Bob Last Name: | Washington

Agancy POC Phone Number: [248  |-[553  |-[6400 |« |
Agancy POC Cell Phane Numbert [231  |-[456  |-[7890 |
Agency POC Email: |bwaah|ngton@gma|\.com |*
» This EMAIL ADDRESS is used by HUD to mass disseminare messages. By placing EMAIL ADDRESS here tha Agency consents to receiving messages
from HUD.
\ ) | OK | | Cancel ‘ | Sub-Agency(s) | No Applications For FY 2018
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Agency Profile - Agency Personnel - Change email addresses to required and validate email

format and domain

* The Agency Senior Executive and Agency Contact for HUD Use Email address fields will
be required if the names for those agency personnel are provided.

~

Example:

The names for Agency Senior
Executive and Agency Contact
for HUD Use are provided, but
the email address are not
entered. An error message
displays:

Agency Senior Executive Email
[ ]is not valid.

Agency Contact for HUD Use
Email [ ] is not valid.

\_ J
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E2
Agency Summary Agency Information - Contact Information HUD Affiliation Counselor/Client
Agency ID: 84489 [ validated? Last Validated on 12/15/2015 (Next Validation Required by 03/14/2016)
Agancy Name: TEST AGENCY CF11 UBDATE

Agency Manager:

Salutation User ID: MX44839 Business Title |HUD Contact W
First Mame: [John Middle Init: D Last Name: ‘Sm\th

Agancy Managar Phone Numbers (741 |-[882 |-[9632 x| |

Agancy Manager Cell Phone Number: = - 7' Message from webpage @J@‘

Agency Manager Email: ‘johnsmith@gmail com

= This EMAIL ADDRESS is used by HUD to communicate Agency Coor
Pleaze b active and vi

¥ Agency Senior Executive Email [] is not valid
se be sure that the EMAIL ADDRESS entered is an

& l . Agency Contact fer HUD Use Email [] is not valid

Agency Senior Executive:

Salutation: | Ms hd

First Name: | Mary

—

.
Agancy Sanior Executive Phone numeer: (987 |-[684 |-[3319 [«] |
Agency Senior Executive Cell Phone Number: |664 H321 | |98?4 |

Agency Senior Exacutive Email: | ‘*

Agency Contact for HUD Use

Business Title: |HUD Contact W
Last Name: [ Washington

Agancy POC Phone Number: (248 |-[B53  |-[8400 x| |

Agency POC Cell Phone Number: (231 |-[456  |-[7830 |

Agency POC Email: | ‘*

= This EMAIL ADDRESS is used by HUD to mass disseminate messages. By placing EMAIL ADDRESS hers the Agency consents to receiving messages
from HUD.

Sub-Agency(a

No Applications For FY 2018
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Agency Profile - Agency Personnel - Change email addresses to required and validate email

format and domain

* If the Agency Senior Executive and Agency Contact for HUD Use personnel are not
provided, the email addresses will not be required, but a message will display .

~

Example:

Agency Senior Executive and Agency
Contact for HUD Use personnel are
not provided. A message displays:

Agency Senior Executive and Agency
HUD Contact missing. Please provide
agency personnel contact
information as soon as possible to
ensure proper communication with
HUD.

Click on OK to continue to save, or

EZ
Agency Summary Agency Information - Contact Information HUD Affiliation Counselor/Client

Agency 1D: 84489 [ validated? Last Validated on 12/15/2015 (Next Validation Required by 03/14/2016)

[E3==)

Mame: TEST AGENCY CF1f
Agency Name Message from webpage

Agency Manager:

First Name: | John

Agency Manager Phone Number:

Executive and Agency HUD Contact missing. Please v

S| A

I" h Agency Senior
Y provide agency personnel contact information as scon

Agency Manager Cell Phone Numi

Agency Manager Email: [johnsmi
= This EMAIL ADDRESS is used by
Please be sure that the EMAIL ADI

Eancel

\
Agency Senior Executive:

Agsncy S
Agancy S

Agency S

anior Exscutive Phone Numbar: |

anicr Executive Cell Phans Numbsr: |

enior Executive Email: |

Agency Contact for HUD Use

Business Title: |HUD Contact W

Agsncy POC Phone Number: ‘ || H

Agency POC Cell Phane Number: |

Agency POC Email: ‘

= This EMAIL ADDRESS is used by HUD to mass disseminate messa

from HUD.

ges. By placing EMAI

| oK | | cancel |

\ Sub-Agency(s) \

L ADDRESS here the Agency consemts to receiving messages

Mo Applications For FY 2018

Gancel to enter missing information.)
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Agency Profile - Agency Personnel - Change email addresses to required and validate email

format and domain

» All of the agency personnel email addresses will be checked to ensure the format and

domain are valid.

(
Example:

The Agency Manager email
address is entered as:
johnsmith. The format of the
email address is incorrect
because it does not follow the
format [name@domain.com]
An error message displays:

Agency Manager Email
[johnsmith] is not valid.

\_

~

B
Agency Summary Agency Information - Contact Information HUD Affiliation Counselor/Client
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Agency ID: 84489 [ validated? Last Validated on 12/15/2015 (Next Validation Required by 03/14/2016)

Agency Name: TEST AGEMCY CF11 UPDATE

Agency Manager:

Salutation Business Title |HUD Contact W

User ID: M¥4485

First Namea: Middle Tnit: E Last Name: |Smith
Agancy Managar Phone Number: [T41  |-[862  |-[3632 x| |
Agancy Mansgar Call Phone Number: (963 |-[268 |-[7412 ]

Agency Manager Email: |]ohnsm|th ‘

Cogrdinator access information for FHA Connection (FHAC).
Manager.
J

= This EMAIL ADDRESS is used by HUD to communicate Agen
Pleaze b

e sure that the

Message from webpage

Agency Senior Exec

Salutation: | Ms b
First Name: | Mary

Agency Sanior Exscutive

le: |HUD Contact v

h Agency Manager Email [jehnsmith] is not valid

Agency Senior Execulive D ———————

Agency Contact for HUD Use

Agency Senior Exscutive

Business Title: | HUD Contact W
Last Name: |Washington

Agency POC Phons Numbar: (987 |-[684  |-[3210 4| |
Agancy POC Cell Phans Number: (987 |-[654  |-[3210 |
Agency POC Email: |bohwashlngton@gmall.com |*

= This EMAIL ADDRESS is used by HUD to mass disseminate messages. By placing EMAIL ADDRESS here the Agency consents to receiving messages
from HUD.

Mo Applications For FY 2018

HCS v14.16.0.0 September 8, 2018
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Agency Profile - Agency Personnel - Change email addresses to required and validate email

format and domain

» All of the agency personnel email addresses will be checked to ensure the format and

domain are valid.

(
Example:

The Agency Manager email
address is entered as:
johnsmith@hcagency.cm. The
email address ends with [cm].
That is not a valid domain. An
error message displays:

Agency Manager Email
Domain [hcagency.cm] is not
valid.

\_

~

B
Agency Summary Agency Information - Contact Information HUD Affiliation Counselor/Client
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Agency ID: 84489 [ validated? Last Validated on 12/15/2015 (Next Validation Required by 03/14/2016)

Agency Name: TEST AGEMCY CF11 UPDATE

Agency Manager:

Salutation Business Title |HUD Contact W

User ID: M¥4485

First Namea: Middle Tnit: E Last Name: |Smith
Agancy Managar Phone Number: [T41  |-[862  |-[3632 x| |
Agancy Mansgar Call Phone Number: (963 |-[268 |-[7412 ]

Agency Manager Email: |]ohnsm|th ‘

= This EMAIL ADDRESS is used by HUD to communicate Agen
Pleaze b

e sure that the

Cogrdinator access information for FHA Connection (FHAC).
Manager.
J

Message from webpage

Agency Senior Exec

Salutation: | Ms b
First Name: | Mary

Agency Sanior Exscutive

le: |HUD Contact v

h Agency Manager Email [jehnsmith] is not valid

e —————
Agency Contact for HUD Use
Satutation:

Agency Senior Exscutive

Agency Senior Exscutive

Business Title: | HUD Contact W
Last Name: |Washington

Agency POC Phons Numbar: (987 |-[684  |-[3210 4| |
Agancy POC Cell Phans Number: (987 |-[654  |-[3210 |
Agency POC Email: |bohwashlngton@gmall.com |*

= This EMAIL ADDRESS is used by HUD to mass disseminate messages. By placing EMAIL ADDRESS here the Agency consents to receiving messages
from HUD.

Mo Applications For FY 2018
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Agency Profile - Agency Personnel - Change email addresses to required and validate email
format and domain

» All of the agency personnel email addresses will be checked to ensure the format and
domain are valid.

4 ) =
Agency Summary Agency Information - Contact Information HUD Affiliation Counselor/Client
Example:
L]

Agency ID: 84489 [ validated? Last Validated on 12/15/2015 (Next Validation Required by 03/14/2016)
Agency Name: TEST AGENCY CF11 UPDATE

Agency Manager:

The Agency Manager email o
. First Name: _ Middle Init: : LastName:|Smith
address is entered as:

Agancy Managar Phone Number: [T41 |-[852  |-[9632 |« |

jOh nsmith@ hcagency, com ) Agancy Manager Call Phone Number: |363

Agency Manags Emal‘Johnsmlth@hcagencycom |

While the format appea rs ThaithLAD[t,EEtsti Tl M L R dld EMAILADDR;SS{ th{AgFHAEVCM f;t (e
. . Message from webpage U @

valid, the domain

[hcagency.com] is not a known

domain. An error message il
displays: Agency |

Salutation: [ Mr v Business Title: |HUD Contact W
First Nama: Last Name: | Washington

Agancy POC Phone Number: (987 |-[654  |-[3210 x| |

Agency Manager Email Agency POC Cell Phone Number: (987 |-[654  |-[3210 |
Domain [hcagency.com] is nOt Agency POC Email:|bohwashmgtﬂn@gmailmm |*

» This EMAIL ADDRESS is used by HUD to mass disseminate messages. By placing EMAIL ADDRESS hers the Agency consents to recaiving messages

|-|258 |-[ra12 |

Title: |HUD Contact v
I-_\ Agency Manager Email Demain [hcagency.com] is not valid

fram HUD.

.o
\Vahd. ) No Applications For FY 2018
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OMB Number and Public Reporting Burden added to 9902 display

Page 16

The OMG Number and Reporting Burden information has been added to the 9902
display screen and PDF version.

C57569/Tharesa Hou
-

Housing Counseling U.s. Department of Housingl OMB Approval No: 2502-0261
Agency Activity Report and Urban Development Exp. 07/31/2019

Office of Housing Counselin
Federal Housing Commissio

1. Counseling Agency Name

||2. Reporting Period and Budget

Agency Name

TEST AGENCY CF11 UPDATE
Agency ID: 84489
Agency Type: LHCA

123 Main 5t.

Reporting Period: Quarter 3 v

Fiscal Year: 2018
From: 10/01/2017

e Fny 3 o

LOUNSENNg Services.

Fairfax, VA
22030

p £ 8 N (if lical

Section 10 Total 0 0 0.00

Public reporting burden for this collection of information is estimated to average .03
hours per response. With universal CMS use, the HUD-9902 will be populated automatically
based on electronic client files. Conseguently, the estimated burden hour per response
includes only the time necessary to send the document electronically (estimated time: 2
minutes). This agency may not conduct, sponsor, and a person is not required to, an
information collection unless that collection displays a valid OMB control number.

This information is collected in connection with HUD's Housing Counseling Program and will
be used by HUD to measure the performance and effectiveness of HUD's Housing
Counseling Program. In addition, the data will help to determine that the grant applicant
meets the requirements of the Motice of Fund Availability (NOFA) and to assign points for
awarding grant funds on a competitive and eguitable basis. The information is required to
obtain funding under Section 106 of the Housing and Community Development Act of 1974.
The information is considered sensitive and is protected by the Privacy Act which reguires
the records to be maintained with appropriate administrative, technical, and physical
safeguards to ensure their security and confidentiality.
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OMB Number and Public Reporting Burden added to 9902 display

 The OMG Number and Reporting Burden information has been added to the 9902
display screen and PDF version.

ﬁousiug Counseling U.S. ]-)epat'tmem of ﬁousing and Urban f)e\'elopment OMB Approval No: 2502-0261
Agency Activity Report Office of Housing Counseling Exp. 07/31/2019
Federal Housing Commissioner

Il. Counseling Agency Name I IZ. Reporting Period and Budget

Public reporting burden for this collection of information 1s estimated to average .03 hours per response. With universal CMS use. the HUD-9902 will be
populated automatically based on electronic client files. Consequently, the estimated burden hour per response includes only the time necessary to send
the document electronically (estimated time: 2 minutes). This agency may not conduct. sponsor. and a person 1s not required to. an information
collection unless that collection displays a valid OMB control number.

This information 1s collected in connection with HUD's Housing Counseling Program and will be used by HUD to measure the performance and
effectiveness of HUD's Housing Counseling Program. In addition, the data will help to determine that the grant applicant meets the requirements of the
Notice of Fund Availability (NOFA) and to assign points for awarding grant funds on a competitive and equitable basis. The information 1s required to
obtain funding under Section 106 of the Housing and Community Development Act of 1974, The information 1s considered sensitive and is protected by
the Privacy Act which requires the records to be maintained with appropriate administrative, technical, and physical safeguards to ensure their security
and confidentiality.
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