HCS 14.23.0.0 Release
Changes to HUD User Interface for HCS V14.23.0.0

An update to HCS is planned for release on March 10, 2020 and includes a major update to modernize the
agency profile module. Changes include:

» New agency profile look with improved response time

 Validating agency physical address and agency POC emails

* View Previous Year’s Comments (HUD User Only)

» Navigation to profiles for previous fiscal years

» One click to validate agency profile

« Save each tab individually

* New agency performance review module & updated search (HUD User Only)
* New options for the reason of a status change (HUD User Only)

This user guide will review each of the agency profile tabs in the agency profile and highlight differences
in:

* Adding a New Agency (HUD User Only)
* Agency Summary

« Agency Information

* Personnel

+ Contact Information

« HUD Affiliation (HUD User Only)

Note: data displayed in screens is for example purposes only and does not reflect actual data
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Add New Agency Profile (HUD User Only)

HUD-9902 NOFA USER MANAGEMENT REPORTS

Basic Agency Search

Advanced Agency Search
s

Lounseiorn iIniormanon

Client Information

& User Information

N\

To add a new agency profile go to the Agency menu and click Add New Agency

The module to add a new agency
profile displays:
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Sauipom o=

--Select Salutation--

First Name: *

Email: *

After entering email address, dlick the button to validate.

—-Select State--

Zip: *

<deral Tax ID Number (TIN): *

"D Number (TIN) is not known, enter 00-0000000.

Agency Name: *
Type of Agency: * Parent Org:
--Select Type--
Aer
search button 1o v
HUD Office POC:
--Select HUD Office POC--

© New Agency Profile

Parent Type:

(o)

fter entering the parent agency ID, click the
idate.

HUD Office Agency Assigned To:
¢ —Selecta HUD Office—-

Business Title:
s --Select Title--

Middle Init: Last Name: *

--Select State--

Add to Prior Fiscal Year: *

--Select item-—-

Parent Name:

N/A

same as physical address
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Add New Agency Profile — Differences (HUD User Only)

(New Look

© New Agency Profile

Agency Name: *

Type of Agency: * Parent Org: Parent Type:

--Select Type-- : @ N/A

After entering the parent agency ID, dick the
search button to validate

HUD Office POC:
--Select HUD Office POC-- s

Saton o=t

--Select Salutation--

--Select a HUD Office--

Business Title:

: --Select Title--

First Name: * Middle Init: Last Name: *

Email: *

After entering email address, click the button to validate.
Physical Address

Address 1: *

Address 2:

Address 3:

Address 4:

City: *

State: * —-Select State—- s --Select State--

Zip: *

~deral Tax ID Number (TIN): * Add to Prior Fiscal Year: *

--Select ltem--

Eance!

D Number (TIN) is not known, enter 00-0000000.

HUD Office Agency Assigned To:

Parent Name:

N/A

« Validate

same as physical address

~
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While the screen looks different, it
contains mostly the same
elements as the old version.

" 0ld Look

Add New Agency Profile

v () Temparary affiliate

HUD Office POC;

HUD Office

Agency Manager:
(salutation)

(Business Title)
(First Name)
(Middle Init)
(Last Name)
(Email)

Physical Address:

e Agency Assi
HUD Office  ~

igned

E—

Fiscal Year:

v
2

® Add to Fiscal Year 2020 only ()

e 23 ID Mumber (TIN); - N

Public display options
22 Allow for public access?

Allow pul

—
-
‘k
City: =
w [
@ check this box if mailing address is the same of physical address

Add to Fiscal Years 2020 and 2019

s through Zip Code Affiliations?

rough State Affiliations?

Cancel
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Add New Agency Profile — Differences (HUD User Only)

In addition to the differences in the look; you will find minor differences in:
* Entering a Parent Agency Organization

* Removal of Temporary Affiliation option

* Validating the Agency Manger’s email

e Both Physical & Mailing Address Entry

e Add to Prior Fiscal Year option

* Public Display Options
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Add New Agency Profile — Differences — Entering a Parent Agency Organization (HUD User Only)

1. After entering the Agency Name and selecting the Type of Agency, if applicable -
enter the parent organization’s 5 digit HCS agency Id in the Parent Org text box.

© New Agency Profile

Agency Name: *

XYZ Local Agency

Type of Agency: * Parent Org: Parent Type: Parent Name:
P gency: 9 ype
LHCA = 90537 Q | N/A N/A
After entering the parent agency ID, click the
search button to validate.
un Office POC: HLID Office Anencv Accianead Ta:

2. Click the Search icon next to the Parent Org text box. The parent agency will be

validated. If it is a valid parent agency Id, the parent type and parent name will be
populated.

Agency Name: *

XYZ Local Agency

Type of Agency: * Parent Org: ‘ Parent Type: Parent Name:

LHCA 2 90537

National Intermediary XYZ PARENT AGENCY

After entening the parent agency dick the
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Add New Agency Profile — Differences — Temporary Affiliate (HUD User Only)

The option to indicate an agency as a “Temporary Affiliate” has been removed.

(OId Screen: A

HOME AGENCY HUD-9902 NOFA USER MANAGEMENT REPORTS

Add New Agency Profile

Agency Name: |

Type of Agency:

r ) Temporary Affiliate

HUD Office POC:

HUD Office Agency Assigned To:
\elect aHUD Office v
‘gency Manager:
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Add New Agency Profile — Differences — Validating Agency Manager’s Email (HUD User Only)

1.

After entering the Agency Manager’s Email, click the Validate button. This will

verify that the email address has a valid format and uses a valid domain.

M
utation:

--Select Salutation-- s

First Name: *

Homer

Email: *

hsmith@xyzlocalagency.com

\ After entering email address, click the button to validate

Middle Init:

Business Title:

Email validation is
required before

--Select Title-- s

Last Name: *

Smith

the agency profile
can be saved.

« Validate

If the email is valid, a message will display a successful validation.

2. Click the OK button to proceed.
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Agency Profile

Agency Manager Email hsmith@xyz.com has been validated.

N\
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Add New Agency Profile — Differences — Validating Agency Manager’s Email (HUD User Only)
If the email is not valid, a message will display indicating the error in the email. Errors
are due to invalid email format or an invalid domain. Click the OK button on the error
message to return to the New Agency Profile screen, and enter a valid email address.
Anytime a new email address is entered it must be validated before the profile can be
saved.

N\

p
The domain is the part of the email Example: Invalid Domain
address that is after the “@” sign. For \' _ \\

Agency Profile X

example, Jdoe@company.com —
company.com is the email domain. Agency Manager Email Domain [xyzlocalagency.com] is not valid

r : \
Example: Invalid Format v,

Agency Profile X

Agency Manager Email [JDoe.company] is not valid

N
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Add New Agency Profile — Differences — Physical & Mailing Address (HUD User Only)
The New Agency Profile screen now allows you to enter both the Physical and Mailing

Address for the agency.

Physical Address Mailing Address ) saeas pliyical adidesis g

--Select State—- s

State: * --Select State—-

Physical Address Mailing Address same as physical address

Address 1: * 123 Main St. 123 Main St.

Address 2

Address 3:

Address 4

City: * Ricmond Ricmond

State: * Virginia s Virginia

\ 22222 X 22222
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Check the same as
physical address box
if the agency uses the

same physical address
as their mailing
address.

The address
entered into
the physical
address will
automatically
copy to the
mailing
address.
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Add New Agency Profile — Differences — Add to Prior Fiscal Year (HUD User Only)

The selection to add an agency to both the current fiscal year and the previous fiscal
year has changed slightly. It is now a drop-down selection.

City: * Ricmond Ricmond

* Select Yes to
generate the agency
profile for both the Zip:* 22222 .
current and Federal Tax 1D Number (TIN):

p reVi O u S fi Sca I ye a r. if Federal Tax ID Number (TIN) is not known, enter 00-0000000.

N\

State: * Virginia : Virginia

“

—Select ltem—-

e Select No to
generate the agency
profile for just the
current fiscal year.

Yes is typically selected when a new agency is being added after

the start of a new fiscal year (10/01), but was intended to be added
for the fiscal year that just ended.

| Old Screen:

s : : '

check this box f mailing address is the same of physical address

Fiscal Year:* ® Add to Fiscal Year 2020 only () add to Fiscal Years 2020 and 2019
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Add New Agency Profile — Differences — Pubic Display Options (HUD User Only)
The Public Display Options are no longer included on the New Agency Profile screen.
Once the agency has been added, and all applicable data has been entered, the HUD
POC can set the Public Display Options on the HUD Affiliation tab.

Old Screen:

regerail 1ax 1D Number (1IN): UV ] - pUUUuwu =

Public display options
4 Allow for public access?

R4 Allow public access through Zip Code Affiliations?

v Allow public access through State Affilations?
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile - New Look

Once a new agency profile is saved, the screen will display the agency profile for the
new agency. This is the new look of the agency profile screen for all agencies.

HOME AGENCY HUDSMZ NOFR USER WANAGEMENT REPORTS \
<
© Agency Profile \
Agency Summary  Agemcy mormason  Femomnel | Comacieforwston WD ASebon  CounssionChent \
XYZ LOCAL AGENCY (Fiscal Year 2020} Fiscal Year: —Sefect Fiscal Yesr— s
Admowiedgment Performance Review
Agency ID: 20539 Agency Type: LHCA Agency Status: rdtcna Last Review Date: N
Parent Name: XVZ PARENT AGENCY Last Review Resuit: A
Parent ID: 20537 Parent Type: “amcnal Imermesiany Next Scheduled Review Date: NA
Agency Services Begirc nA omse HCS
. HUD Comments
Data Input and Validation
,
Subject Author Date Fiscal Year Edit Delete
mes zaistie
Essential Contacts
HUD Agency Contact HUD-9302 Submission Summary
HUD POC Phone:
M&”‘fﬂ! Fiscal Year - 2019 View Scbeission Hstory
Al 2019 - Quarser 1 NOT REQUIRED
2019 - Quarer 2 NOT REQUIRED
Counselors & Cients 2019 - Quart=r 3 MOT REQUIRED
2019 - Quarer & NOT REQUIRED
Counselors Jients Fiscal Year - 2020 View Subesson sty
Totak o Projected for FY: 2 2020 - Quarter 1 NOT REQUIRED
Traimed: 0 ¥TD Declased in 3902: 0 = = e -
Certified Counselor: Total ¥TD Cherms Secorted o e S i
2000 - Quarter 3 acr=ss 3902 W
2020 - Quarter & acc=ss 3902 NA
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile -

New Look

The new look uses the same navigation tabs, and the various agency profile data
elements are found on the same tab as in the previous version:

* Agency Summary
e Agency Information

* Personnel

e Contact Information
e HUD Affiliation

0ld Look

TEST AGENCY

e Counselor/Client S adeewsmen  pemescencien

New Look

N

ACME Agency (Fiscal Year 2020)

ot 0 A T "

(PR ST TR S

Fiscal Year:

Performance Review

Ar s mne

—Select Fiscal Year— =
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — Agency Summary - Differences

Minor differences on the Agency Summary tab:

1. Fiscal Year Indicator
2. View Previous Fiscal Year
3. Sub-Agencies button

4. Certified Counselor Indicator

5. HUD Comments (HUD User Only)

ACME INTERMEDIARY (Fiscal Year 2020, @

Agency Status:
s

© Agency Profile (3)

Last Review Date

HUD Grant Award

‘f‘:‘iﬁ B
|

Total Annual Housing Counseling Program Budget, All Sources:

Page 14
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — Agency Summary — Differences — Fiscal Year Indicator

There is a fiscal year profile record for each year since an agency was entered into HCS.
The fiscal year of the profile is displayed next to the agency’s name.

O Agency Profile [ErEae
gency Summary Agency Information Personnel Contact Informaticn HUD Affiiation Counselor/Cle
ACME INTERMEDIARY (Fiscal Year 2020) Fiscal Year:  seiec isca vear
Acknowledgment Performance Review
Agency ID: 88888 Agency Type: National _ Agency Approved Last Review Date: 07/13/2018
Intermediary Status: Last Review Result: N COMPLIANCE
Agency Services Begin: 09/30/2001 CMs: HCS Next Scheduled Review Date: N/A

Nata Inrast and Ualidatinn
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — Agency Summary — Differences — View Previous Fiscal Year

Navigation to another fiscal year record of an agency’s profile can be done by selecting
the year from the Fiscal Year select list.

© Agency Profile [EREeaers

ACME INTERMEDIARY (Fiscal Year 2020) E> Fiscal Year:
Acknowledgment Performance Review 201
Agency ID: 88888 Agency Type: National Agency Approved Last Review Date: 07/13/2018
ntermediary Status: Last Review Result: IN COMPLIANCE
Agency Services Begin: 09/30/2001 CMms: HCS Next Scheduled Review Date: N/A

Data Input and Validation HUD Comments

Last Data Input By: C57569 ‘—W
*ast Data Input Date: 02/27/2020
+ Validated By: MX1639

Subiect Author Date Fiscal Year Edit Delete

Navigation to another fiscal year record of an agency’s profile can be done by selecting

the year from the Fiscal Year select list. The profile for the fiscal year selected will open
in @ new browsers window or tab.
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — Agency Summary — Differences — Sub-Agency(s) Button

Click the Sub-Agency(s) button to view a list of the associated sub-agencies. The list will

open in a new browser window.

Agency Summary Agency Information Personnel Contact informaticn HUD Affiiation

ACME INTERMEDIARY (Fiscal Year 2020)

Acknowledgment
Agency ID: 33838 Agency Type:  National Agency
Intermediary Status:
Agency Services Begin: 09/30,2001 CMs:

Nata Inrust and Validatinn

© Agency Profile

Counselor/Cient

Approved

Fiscal Year: —Select Fiscal Year— &
Performance Review
Last Review Date: 07/13/2018
Last Review Result: IN COMPLIANCE
Next Scheduled Review Date: N/A

TN~

Sub-Agency List

29 Agency(s) Found

* Fiscal Year: 2020

Search Criteria: « Parent Agency: 81639
New Agency | Agency List | Invalid Emails | Valid Emails
 Basic Agency Spreadsheet | Agency Contact Spreadsheet Agency Review Spreadsheet |
Agency Agency Last Edit
Agency ID Agency Name Address State T Stat Last Updated
Parent Agency
88888 9 Great Jones St National
ACME INTERMEDIARY e oL NY  ermediary APProved 02/28/2020  C57569
Sub Agencies
SRB8Y ACME LOCAL AGENCY ot Mvz:‘"dy 2 L LHCA Approved 02/28/2020  C57569
88886 ACME LOCAL AGENCY 180 W Glrard Ave PA  LHCA Approved 02/28/2020  C57569

Philadelphia

Certified
Counselor

Y

Y

Y
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — Agency Summary — Differences — Certified Counselor Indicator

The indicator that identifies if an agency has a certified counselor has been moved from
the Public Services Information section to the Counselors & Clients section.

Agency Summary Agency Information Personnel Contact Information HUD Affiliation

ACME INTERMEDIARY (Fiscal Year 2020)

Acknowledgment

Agency ID: Agency Type: National Agency
Intermediary Status:
Agency Services Begin: 09/30/2001 CMS:

Data Input and Validation

Last Data Input By: C57569

Last Data Input Date: 02/28/2020
Last Validated By: MX1639
Last Validated Date: 10/01/2019
Next Validation NLT Data: (12/30/2019)

Essential Contacts

© Agency Profile

Fiscal Year: ~-Select Fiscal Year-- :
Performance Review

Last Review Date: 07/13/2018
Last Review Result: IN COMPLIANCE
Next Scheduled Review Date: N/A

HUD Comments

Subject Author Date Fiscal Year Edit Delete

No Comments available.

HUD-9902 Submissicn Summary

Counselors
Total:
PR

HUD Agency Contact: v
HUD POC Phone:  +
HUD POC Email: v

POC Assigned:  +

Counselors & Clients

Certified Counselor:

Clients

Projected for FY: 0
YTD Declared in 9902: 0
Total YTD Clients Reported: 0

Public Access Selection

Fiscal Year - 2019

View Submission History

2019 - Quarter 1 access 9902 v

2019 - Quarter 2 access 9902 v

2019 - Quarter 3 access 9902 v

2019 - Quarter 4 access 9902 v

Fiscal Year - 2020 View Submission History
2020 - Quarter 1 access 9902 NOT REPORTED

2020 - Quarter 2 access 9902 N/A

2020 - Quarter 3 access 9902 N/A

2020 - Quarter 4 access 9902 N/A

HUD Grant Award

v Green check mark indicates agency has at least one certified counselor.

Yellow alert icon indicates the agency does not have a certified counselor.
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — Agency Summary — Differences — HUD Comments (HUD User Only)

The HUD Comments section now displays all comments entered for the fiscal year of
the agency profile and the previous fiscal year.

Next Validation NLT Data:

ACME INTERMEDIARY (Fiscal Year 2020)

Acknowledgment
Agency Type: Nztional Agency
ntermediary Status:
09/30/2001 CcMS:

Data Input and Validation

C57568

Essential Contacts

© Agency Profile [ErarEams

Last Review Date:

HCS Next Scheduled Review Date:

Subject

Agency changed names

New Sub-Agency List received from agency

Fiscal Year: —-Select Fiscal Year— ¢
Performance Review
07/13/2018
IN COMPLIANCE
N/A
HUD Comments
Author Date Fiscal Year Edit Delete
C57569  02/28/2020 2020 a n
C57569  02/28/2020) 2019 B n

Click the View All button to view all comments entered for the agency.
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Subject
Agency changed names
New Sub-Agency List received from ag...
New address
updated profile affiliation tab info
add GTR name in profile in order to set...

chg cond status to participating for on...

HUD Comments - Agency 88888

Comment

the agency has changed its name from...
The agency sent a list of new sub-agen...
Effective 10/1/17 ABC will be at a new...
Needed to included check marks to ap...
updated profile to include GTR name....

new FY13. convert from cond to partici...

Author

C57569

C57569

C57569

(C57569

H00354

H22413

Date

02/28/2020
02/28/2020
02/28/2020
02/28/2020
04/17/2013

10/09/2012

Fiscal Year

2020

2019

2018

2015

2013

2013
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — Agency Summary — Differences — HUD Comments (HUD User Only)

To Enter a new comment, click the Add New button.

ACME INTERMEDIARY (Fiscal Year 2020)

Acknowledgment
Agency ID: Agency Type: Naztional
ntermediary Status:
Agency Services Begin: 09/30,2001 Ccms:

Data Input and Validation

Last Data Input By: C57563
Last Data Input Date: 02/28/2020
Last Validated By: MX1639
Last Validated Date: 10/01/2019
Next Validation NLT Data: 12/30/2019

Essential Contacts

LN A Fme e

© Agency Profile [
Last Review Date:
Last Review Result:
HCS Next Scheduled Review Date:

=) ==
Subject

Agency changed names

New Sub-Agency List received from agency

Fiscal Year:
Performance Review

07/13/2018
IN COMPLIANCE
N/A

HUD Comments

Author Date

57569  02/28/2020

(57569 02/28/2020

HIIN_0aN? Cuhmiceinn Gommmnans

Fiscal Year Edit Delete
= o o
g

The HUD Comment Form will
display. Enter a Subject and
Comment and click the Save
button.

The new comment will then
display on the Agency
Summary tab in the HUD
Comments section.

Page 20

HUD Comment Form

Subject: *

Comment:

Save Cancel
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — Agency Information - Differences
Minor differences on the Agency Information tab:
1. Validate Agency Profile .

2. Save Each Tab ——
3- Agency DESIgnaUOnS ACME INTERMEDIARY

Housing Counseling Services Provided as of:

£  09/30/2001

Time Since Starting Counseling Services:
18 years, 5 months

Federal Tax ID Number (TIN): *

00-0000000

f Federal Tax ID Number (TIN) is not known, entes 00-000000C

Delinquent in Federal Debt?

Faith Base

Face to Face Counseling Phone Counseling
Other Counseling Phone Counseling Only
Arabic Czech

Cambodian @ English

Cantonese Farsi

Chinese Mandarin French

Creole German

Last Validated on 10/01/2019 alidation Required by 12/30/2019, \

Agency Information

Joined HUD Program as of:
04/01/2004

Time Since Joining HUD Program:
15 years, 11 months

DUNS Number: *

000000000

Agency Designations @

Colonias

Migrant Workers

Types of Counseling Method

Intemnet Counseling Group Counseling Video Conference
Additional Languages Provided
Hindi Polish Turkish
Hmong Portuguese Ukrainian
Indonesian Russian Vietnamese
Italian Spanish ASL
Korean Swahili Other

N
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — Agency Information — Validate Agency Profile

The function to validate an agency’s profile information is still available at the top of
the Agency Information, Personnel, Contact Information, and HUD Affiliation tabs.

© Agency Profile [EREEEs

Personne

The Validate Agency
Profile button is
made available at
the top of each tab,

but only needs to be

Housing Counseling Services Provided as of:

£ 09/30/2001
Cllcked Once. You do Services prowided as of date cannct be after the date the agency joned the HUD program
. . Time Since Starting Counseling Services: Time Since Joining HUD Program:
not need to click it 18 yeurs, 5 months 15 yeors, 11 months
on each tab. Federal Tax ID Number (TIN): * DUNS Number:
00-0000000 000000000

To validate an agency profile:

1. Review all of the agency profile data on each tab to ensure accuracy.
2. Click the Validate Agency Profile button that is at the top of the Agency
Information, Personnel, Contact Information, and HUD Affiliation tabs.

The validation information will update immediately after clicking the button. The profile

does not need to be saved to complete the validation.
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — Agency Information — Save Each Tab

Previously the OK button at
the bottom of the profile
saved the entire profile and
exited out of the profile.

Now there is a Save button for
each tab. If any change is
made to a tab, the Save
button on that tab must be
clicked to save the change(s).

After clicking Save a message
will display confirming a

successful Save.

Click the OK button to proceed
to your next task.

Page 23

Faith Base

Face to Face Counseling
Other Counseling

Agency Designations

Colonias

Types of Counseling Method

Phone Counseling Internet Counseling Group Counseling

Phone Counseling Only

Additional Languages Provided

Arabic Czech Hindi Polish
Cambodian @ English Hmong Portuguese
Cantonese Farsi Indonesian Russian
Chinese Mandarin French Italian Spanish
Creole German Korean Swahili

]

Migrant Workers

Video Conference

Turkish

Ukrainian

Vietnamese
ASL

Other

Agency Profile

Success: Data has been saved

—_ -
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — Agency Information — Save Each Tab

If data is changed and not saved an alert will display if the user tries to navigate to a
different tab on the agency profile.

Agency Profile

The data has been changed. Do you want to save your data before you move to the next tab?

= B

Click Yes to Save the change an continue

V'8 Click No to proceed without saving.
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — Agency Information — Agency Designations

The Agency Designations section has been moved slightly further down on the screen.

Agency ID 83338
ACME INTERMEDIARY

Housing Counseling Services Provided as of:
8 09/30/2001

Services provded as of date cannot be after the date the agency joined the HUD program

Time Since Starting Counseling Services:

18 years, 5 months

Federal Tax ID Number (TIN): *
00-0000000
f Federal Tax ID Number (TIN) is not known, enter 00-000000C

Delinquent in Federal Debt?

@ Faith Base

Face to Face Counseling Phone Counseling
Other Counseling Phone Counseling Only

Arabic Czech
Cambodian @ English
Cantonese Farsi
inese Mandarin French
) German

& Vahidate Agency Profile

Last Validated on 10/01/2019 (Next Validation Required by 12/>

Agency Information

Joined HUD Program as of:
04/01/2004

Time Since Joining HUD Program:
15 years, 11 months

DUNS Number: *
000000000

1f DUNS Number is not known, enter 000000000,
INS number, please refer to
call 866-705-5711

Migrant Workers

Types of Counseling Method

Internet Counseling Group Counseling Video Conference
Additional Languages Provided
Hindi Polish Turkish
Hmong Portuguese Ukrainian
Indonesian Russian Vietnamese
Italian Spanish ASL
Korean Swahili Other

p
Old Screen:

Agency ID:

Agency Name: TEST AGENCY

®
 Agency Summary | Personnel  Contact Information  HUD Affation _ Counselor/Clent

- Validated?.
Last Validated on 12/15/2015 _(Next Validation Required by 03/14/2016)

s
Faith Base J Colonias

Migrant Workers

HoGsIng Counss

Time Since Starting Counseling Services: N/A

Delinguent in Federal Debt? ) Yes
[Federal Tax ID Number (TIN):.
- e

Types of Counseling Method:
J Phone Counseling Only.

) Face to Face Counseling ¥ Phone Counsefing || Internet Counseiing J Gr

Jolned HUD Program 3¢ of: 1072072011

g
Services provided as of date cannot be after the date the agency joined the HUD program.

Time Since Joining HUD Program: 8 years, 4 months

DUNS Number:

For information about obtaining 2 DUNS number. please refer to
bito://smalibusiness.dnb.com or call 866-705-5711

roup Counseling ) Video Conference L) Other Counseling

Additional Languages Provided:
J Arabic J Czech Hindi polish J Turkish
J cambodian @ english Hmong Portuguese ) Ukrainian
I Cantonese Farsi J Indonesian Russian I Vietnamese
I Chinese Mandarin I Franch Italian Spanish J st
J Creole ) German Korean Swahili J other
__OK | Cancel | | Sub-Agency(s) No Applications For FY 2020
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — Personnel — Differences

Minor differences on the Personnel tab:

1. Validate Agency Profile (same as Agency
Information tab)

2. Save Each Tab (same as Agency Information
tab)

3. Validate Agency Personnel Emails

Page 26

Agency ID 33388

ACME INTERMEDIARY

Salutation:

First Name: *

Agency Manager Phone Number:

Agency Manager Cell Phone Number:

Agency Manager Email: *

wsalientcrgtcom

Salutation:
elect Salutath
First Name:
¥

Agency Senior Executive Phone Number:

Agency Senior Executive Cell Phone Number:

Agency Senlor Executive Email: *

Salutation:

First Name:

Agency POC Phone Number:

Agency POC Cell Phone Number:

Agency POC Email: *

e e ———
) Validate Agency Profile
Last Validated on 10/01/2019 (Next Validation Required by 12/30/2019)
Agency Manager
User ID: Business Title:
Middle Init: Last Nama: *

Agency Senior Executive

Business Title:

Last Name:

Agency Contact for HUD Use

Business Title:

Last Name:

@
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — Personnel — Validate Agency Personnel Emails.

After entering the Agency Manager, Agency Senior Executive, and/or Agency POC
Email, click the Validate button. This will verify that the email address has a valid

format and uses a valid domain.

Salutation:
--Select Salutation--
First Name: *

Jack

h

Agency Manager Phone Ni

Agency Manager Cell Phone Number:

Agency Manager Email: *

newemail@email.com

After entering email address, dick the button to validate.

\\\
Agency Manager <
User ID: Business Title:
MX1639 Office Executive s
Middle Init: Last Name: *

Kelly

é v Validate

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

mail Address for the Agency Manager

If an email is
changed, validation

is required before
the agency profile
can be saved.

If the email is valid, a message will display a successful validation. Click the OK button

to proceed.

Page 27

N
Agency Profile X

Agency Manager Email hsmith@xyz.com has been validated.
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — Personnel — Validate Agency Personnel Emails

After entering the Agency Manager, Agency Senior Executive, and/or Agency POC
Email, click the Validate button. This will verify that the email address has a valid
format and uses a valid domain.

Salutation:

--Select Salutation--

First Name: *

Jack

Agency Manager Phone Numb

Agency Manager Cell Phone Number:

A M e a1 %
9 2 9

newemail@email.com

After entering email address, dick the button to validate.

Middle Init:

Agency Manager
User ID: Business Title:
MX8888 Office Executive s
Last Name: *
Kelly

é « Validate

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

mail Address for the Agency Manager

If an email is
changed, validation

is required before
the agency profile
can be saved.

If the email is valid, a message will display a successful validation. Click the OK button to
proceed. After a successful validation, click the Save button at the bottom of the screen.

Page 28

Agency Profile X

Agency Manager Email hsmith@xyz.com has been validated.

=>
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — Contact Information — Differences

Minor differences on the Contact Information tab:

1' Validate Agency PrOfiIe (Same as Agency :lg:::tlyl\lllnrf:ijihY @ ’UWI(N Validation Required by 12/30/201y,
Information tab) oo A

2. Save Each Tab (same as Agency Information "
tab) T

3. Same as Physical Address check box

4. Verify Agency Physical Address vt @

. . Agency Public Information Contact

5. Validate Agency Contact Email (Same as o

Personnel tab) -

Toll Free Phone:

Contact Email:
hes@salientcrgt.com
frer o ) - e bu i
Web URL:
@
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — Contact Information — Same as Physical Address Check Box

Check the same as physical address box if the agency uses the same physical address

as their mailing address.

Address 1: *

Address 2:

Address 3:

Address 4:

City: *

State: *

Zip: *

County:

Ywﬁﬁed:

Physical Address

9 Great Jones St

New York

New York

10012-1128

NEW YORK

Yes

Agency Address

Mailing Add

9 Great Jones St

New York

New York

10012-1128

same as physical address

Verify Address

Page 30

The address entered
into the physical
address will

automatically copy
to the mailing
address.
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — Contact Information — Verify Agency Physical Address

After entering or changing the agency’s physical address, the address must be verified.
Click the Verify Address button. This will verify the address with the HUD Geocode

Service Center. NS
Agency Address \
. . | N
Physical Address Mailing Address same as physical address
o Address 1: * 10 kireat Jones St X 10 Great Jones St
If an email is
Address 2:
changed,
. . . Address 3:
validation is
. Address 4:
required before
City: * New York New York
the contact
. . State: * New York s New York s
information tab
Zip: * 10012-1128 10012-1128
can be saved. . o
\ddress Verified: Please click on the "Verify Address’ button to verify physical address. é

If the address is verified, a message will display indicating that the address successfully verified.
To continue click the OK button, then click Save on the Contact Information tab.

Agency Profile - Address Verification

Physical address has been verified. Click Save on the Contact Information tab.
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Ageney 1D: 88388

Agency Profile — HUD Affiliation — Differences

Agency Information

Major differences on the HUD Affiliation tab: @

Type of Agency: * Parent Orgi

1. Validate Agency Profile (same as Agency prenorma R
Information tab)

HUD Information

HUD POC! POC Phone! POC Emally

2. Re-ordering of Sections and Saving

Types of Counseling Services

3. Validate Parent Agency

4. Agency Review —

5. Agency Status @

6. Zip Code Affiliations e et S

Date Review Conducted: N/A Review Result: IN COMPLANCE
Reviewer: Matilda Wormwood Estimated Cost: $0.00
Review Type: N/A

7. State Affiliations @ p———

Current Agency Status

Reason: Hecertified

Up Tot 09/30/2020

Fiscal Year: 2020

@ Zip Code Affiliations
@ State Affiliations
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Re-ordering
of Sections and Saving (HUD User Only)

The same screen elements are present on the
new HUD Affiliation tab, however they may be
located in a different position.

The following sections are at the top:
 Agency Information

 HUD Information

* Types of Counseling Services

e Public Display Options

To save a change made to any of these sections,

click the Save button that is below Public Display
Options.

Page 33

Agency ID: 88888

Agency Name:
Type of Agency: * Parent Type: Parent Name:
HUD Office Agency Assigned t Joined HUD Program as of: *
q HUD Informatio
HUD POC: POC Emall
ﬁ Types of Counseling Servi
o @
@ Hi o
@ o o Couniolig o
TG o
an Q"
| @ ki
Ll @ DFW - Resoling/P

Next Review Deadline: N/A

ov mM«\ Profile
172019 (N

Q Agency Information

© “chedile Newt Heview
Completed Review
Last Review Completed: 07/13/2018 Risks N/A
Date Review Conducted: N/A Review Result: IN COMPLIANCE
Reviewer: Matilda Wormwood Estimated Co !

Review Type: N/A

Current Agency Status

Agency Status

Reason: Hecertified
Up Yot 09/30/2020
Fiscal Year: 2020

Zip Code Affiliations

State Affiliations
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Re-ordering
of Sections and Saving (HUD User Only)

The following sections use pop-up windows to
enter data and do not require the user to click
the Save button on the HUD Affiliation tab:

* Agency Review

* Agency Status

* Zip Code Affiliation
e State Affiliation

Instructions on how to enter data in these
sections will be addressed later.

Page 34

Agency 1D: 83388
( quired by
Agency Information
Agency Name: *
Type of Agency: * Parent Orgi Parent Type: Parent Name:
HUD Office Agency Assigned to! Joined HUD Program as of: *
¢ B o
HUD Information
HUD POCH POC Phone: POC Emalli

Types of Counseling Services

DFW - Resol

Public Display Options

o

Agency Review(s)
t Review Deadline:

Completed Review
Last Review Completed: 07/13/20 Risks N/A

Date Review Conducted: N Review Result: IN COMPLANCE
Reviewer: Matilda W Estimated Cost: $000
Review Type:

ﬁ i

Current A)e ey Status

Reason: Hecertified
Up Tot 09/30/2020
Flscal Year: 2020

Zip Code Affiliations

1 Affliation: 10 :
d State Affiliations
fillation: New York

)20




HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Validate Parent Agency (HUD User Only)

After entering a parent organization’s 5 digit HCS agency id in the Parent Org text box,
click the Search icon next to the Parent Org text box.

Personnel Contact Information HUD Affiliation Counselor/Clent \

Agemy
Last Validated on 10/18/2019 (Next Validation Required by 01/16/2020)

\ The parent
agency id must

be validated
Agency Information before the
N change can be
ACME LOCAL AGENCY saved .

“w

Type of Agency: * Parent Org: Parent Type: Parent Name:
LHCA 88888 Q ‘ National Intermediary ACME INTERMEDIARY

After entering the parent agency ID, dick the
search button to validate.

HUD Office Agency Assigned to: Joined HUD Program as of: *

Atlanta (HOQ) : B2 04/01/2004

If it is a valid parent agency id, the parent type and parent name will be populated.
Click the Save button.

Agency Name: *
If it is not a valid parent agency id, a kg ey e e
message will display on the screen. | Q e
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Agency Review (HUD User Only)

The Agency Review module has been updated to allow:

* Scheduling of a Performance Review
* Email notification of a scheduled review
* Entering of new Performance Review Required Fields:
o Date Completed
o Review Type
o Review Result (new options)
o Risk Level
o Estimated Cost
* Completing a Review that has been conducted
* Display of Next Review Deadline

—
Agency Review(s)
Next Review Deadline: N/A T ‘
Completed Review
Last Review Completed: 02/27/2019 Risk: N/A
Date Review Conducted: N/A Review Result: IN COMPLIANCE
Reviewer: Matilda Wormwood Estimated Cost: $0.00
Review Type: N/A
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Agency Review (HUD User Only)

A review should be entered into HCS as soon as it is scheduled with the agency. To
enter a review click the Schedule Next Review button.

Agency Review(s) \
Next Review Deadline: N/A
Completed Review @ Edit Completed Review
Last Review Completed: 02/27/2019 Risk: N/A
Date Review Conducted: N/A Review Result: IN COMPLIANCE
Reviewer: Matilda Wormwood Estimated Cost: $0.00
Review Type: N/A
Schedule Next Review f\
Next Review Deadline:
Date Next Review Scheduled: *
A pop-up window will display the e
Schedule Next Review screen. e Scliedaled Raviewers®

--Select Reviewer-- s

Next Review Scheduled Type: *

--Select Type-- s

Estimated Cost: *
$
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Schedule Next Review (HUD User Only)

To schedule a review, enter the required fields and click Apply:

 Date Next Review Scheduled — Enter the date that the review has been scheduled
to be conducted with the agency.

* Next Scheduled Reviewer — Select the HUD personnel that will be conduction the
review.

* Next Review Scheduled Type — Select if the review is to be conducted at the agency
(On-Site) or via teleconference (Desk).

» Estimated Cost — Enter the estimated total amount of expenses to conduct the
review. (format #it#.#i)
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Schedule Next Review (HUD User Only)

Schedule Next Review Screen Example:

Schedule Next Review PN

Next Review Deadline:
N/A
Date Next Review Scheduled: *

& 05/18/2020

Next Scheduled Reviewer: *

"

Smith, George

Next Review Scheduled Type: *

"

On-Site

Estimated Cost: *

$ | 35263 X

=1
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Schedule Next Review (HUD User Only)

After clicking Apply a message will display indicating the record has been saved. Click the OK
button.

Agency Profile

Record has been saved.

The review then displays under Upcoming
Review.

[S===T) »
£ Agency Review(s)
Review Deadline: N/A a

An email

Upcomlng Re\{lew . (# Edit ):heule-j Review Complete Review n Otificatio n Wi I I

Next Scheduled Review Date: 05/18/2020 Next Review Scheduled Type: On-Site

Next Scheduled Reviewer: George Smith Estimated Cost: $352.63 be sent to the

Completed Review (# Edit Completed Review | = See All Completed Reviews H U D reViewe r

KanS i om0 Riske WA and the emails

Date Review Conducted: N/A Review Result: IN COMPLIANCE

Reviewer: Matilda Wormwood Estimated Cost: $0.00 I iste d fo r

Review Type: N/A

\ agency
personnel.
HUD Agency Review Scheduled
hcs@hud.gov

To O HCSMailbox; — HCS Mailbox — HCS Mzilbox: — HCS Mailbox; — HCS Mailbox

A review of the HUD Housing Counseling Agency ACME LOCAL AGENCY has been scheduled for 05/18/2020. The assigned reviewer, George Smith, will contact the agency soon to discuss the review and agency reguirements.
If you have any guestions contact the Agency’s HUD POC: Matilda Wormwood Phone: 555-555-5555-5555 / Email: hes@salientorgt.com.
Note: This email was sent from a notification only email address that cannot accept incoming email. Please do not reply to this message.
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — HUD Affiliation — Differences — Edit Scheduled Review (HUD User Only)

If a change needs to be made to an Upcoming Review, click the Edit Scheduled Review button.

Agency Review(s)

Next Review Deadline: N/A

Upcoming Review
Next Scheduled Review Date: 05/18/2020
Next Scheduled Reviewer: George Smith

[# Edit Scheduled Review | = Complete Review

Next Review Scheduled Type: On-Site
Estimated Cost: $352.63

Completed Review
Last Review Completed: 02/27/2019
Date Review Conducted: N/A

Reviewer: Matilda Wormwood

[# Edit Completed Review | = See All Completed Reviews
Risk: N/A

Review Result: IN COMPLIANCE

Estimated Cost: $0.00

Neview Type: N/A

The Schedule Next Review screen will display
allowing for any of the fields to be changed. A

Date Next Review Scheduled: *

Schedule Next Review

Next Review Deadline:

8  05/18/2020

Next Scheduled Reviewer: *

Smith, George
An upcoming review can be edited until it is ==
marked as Complete. Extmated Cost:

$ | 35263
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Complete Review (HUD User Only)

After an upcoming review has been conducted and the necessary documents created and
stored on SharePoint, click the Complete Review button.

Agency Review(s)

Next Review Deadline: N/A ‘

Upcoming Review
Next Scheduled Review Date: 05/18/2020 Next Review Scheduled Type: On-Site

Next Scheduled Reviewer: George Smith Estimated Cost: $352.63

Completed Review
Last Review Completed: 02/27/2019 Risk: N/A

Date Review Conducted: N/A Review Result: IN COMPLIANCE

Reviewer: Matilda Wormwood Estimated Cost: $0.00

Review Type: N/A

Completing a review will move the review from Upcoming Review to Completed Review.
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Complete Review (HUD User Only)

After clicking Complete Review, the Complete Agency Review pop-up will display.

Complete Agency Review
Agency Review Completion Requirements
Review Checklist/Risk Matrix completed in SharePoint
Letter/Report was submitted in SharePoint for Management Approval
9910 uploaded to SharePoint
Review Letter/Report/Certificate, if applicable, uploaded into Agency Virtual File/Share Point
Agency Response Letter, if applicable, uploaded to SharePoint

HUD Correction(s) Accepted Letter, if applicable, uploaded to SharePoint

Date Review Conducted: * Date Review Completed: *
B  05/18/2020 #  03/02/2020
Date All Agency Review Requirements Completed.
Type of Review: * Reviewer: *
On-Site s Smith, George s
Review Result: * Risk: *
--Select Result-- : --Select Risk Level-- s
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Complete Review (HUD User Only)

1. To indicate that you have completed the performance review requirements, check the
checkboxes for:

v Review Checklist/Risk Matrix completed in SharePoint

v’ Letter/Report was submitted in SharePoint for Management Approval

v' 9910 uploaded to SharePoint

v Review Letter/Report/Certificate, if applicable, uploaded to Agency Virtual File/SharePoint
v Agency Response Letter, if applicable, uploaded to SharePoint

v" HUD Correction(s) Acceptance Letter, if applicable, uploaded to SharePoint.

Complete Agency Review A
Agency Review Completion Requirements Even If d d ocument is not
Review Checklist/Risk Matrix completed in SharePoint d p pl |Ca b I e tO t h e pe rfO rmance

review, check the checkbox.

Letter/Report was submitted in SharePoint for Management Approval

The performance review
requirements must all be
selected before the review can
be completed.

9910 uploaded to SharePoint
Review Letter/Report/Certificate, if applicable, uploaded into Agency Virtual File/Share Point

Agency Response Letter, if applicable, uploaded to SharePoint

HUD Correction(s) Accepted Letter, if applicable, uploaded to SharePoint
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Complete Review (HUD User Only)

2. The Date Review Conducted is the actual date the HUD reviewer met with the agency. This
date defaults to the date the review was scheduled. If the date was changed, enter the
actual date the review was conducted with the agency.

3. The Date Review Completed is the date that all of the performance review requirements
and documentation were completed. This will most likely be a date after the Date Review

Conducted. The date will default to the current date. Change to the applicable date if
necessary.

Agency Response Letter, if applicable, uploaded to SharePoint

HUD Correction(s) Accepted Letter, if applicable, uploaded to SharePoint

Date Review Conducted: * C3gate Review Completed: *
05/18/2020 B 05/25/2020
Date All Agency Review Requirements Completed.
Type of Review: * Reviewer: *

- —~.

— . —
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Complete Review (HUD User Only)

4. The Type of Review will default to the type that was selected when the review was
scheduled. If the Type changed, select the actual type (On-Site or Desk) of review that was
conducted.

5. The Reviewer will default to the review that was selected when the review was scheduled.
If the Review changed, select the actual Reviewer that conducted the review with the
agency.

HUL Lorrection|s) ACCEPTEQ LETTEr, IT applcanie, uploaded 1o >nareroint

Date Review Conducted: * Date Review Completed: *

B 05/18/2020 B 03/02/2020

Date All Agency Review Requirements Completed.

Type of Review: *@ Reviewer: *
On-Site

L L]
Ak

Smith, George

Review Result: * Risl: *

Ll

--Select Risk Level--

L L]

--Select Result--
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Complete Review (HUD User Only)

6. Review Result — Select the result of the review. The options are Findings or No Findings.

7. Risk — Select the Risk level that was determined as a result of the review. The options are:
 Tier 1 (3 year Approval — Low — 15 pts or less)
» Tier 2 (2 Year Approval — Medium/Moderate — 16 — 20 pts)
 Tier 3 (1 Year Approval — Major — 21 — 29 pts)
» Tier 4 (1 Year Approval — Critical/Extreme — 30 pts or more)

Date Review Conducted: * Date Review Completed: *

B  05/18/2020 B 03/02/2020

Date All Agency Review Requirements Completed.

Type of Review: * Reviewer: *

“"

On-Site

Review Result: * @

"

Smith, George

O,

—-Select Result-- --Select Risk Level--
Findings Tier 1 (3 Year Approval - Low - 15 pts or less)
No Findings Tier 2 (2 Year Approval - Medium/Moderate - 16 - 20 pts)

(
Tier 3 (1 Year Approval - Major - 21 - 29 pts)
Tier 4 (1 Year Approval - Critical/Extreme - 30 pts or more)

wannecs
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — HUD Affiliation — Differences — Complete Review (HUD User Only)

8. Apply —Click Apply when all the fields have been entered.

Page 48

Complete Agency Review

Agency Review Completion Requirements

Review Checklist/Risk Matrix completed in SharePoint

Letter/Report was submitted in SharePoint for Management Approval

9910 uploaded to SharePoint

Review Letter/Report/Certificate, if applicable, uploaded into Agency Virtual File/Share Point
Agency Response Letter, if applicable, uploaded to SharePoint

HUD Correction(s) Accepted Letter, if applicable, uploaded to SharePoint

Date Review Conducted: * Date Review Completed: *
B 05/18/2020 & 05/25/2020
Date All Agency Review Requirements Completed.
Type of Review: * Reviewer: *
On-Site s Smith, George
Review Result: * Risk: *
No Findings s Tier 1 (3 Year Approval - Low - 15 pts or less)

“w

“w
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Complete Review (HUD User Only)

A message will display indicating the record has been saved. Click the OK button.
The review now displays on the HUD Affiliation tab
under Completed Review, as it is the most recent
review that has been completed.

Agency Profile

Record has been saved.

S
Agency Review(s)
Next Review Deadline: 05/25/2023 © Schedule Next Review
) Completed Review T
Last Review Completed: 05/25/2020 Risk: Tier 1 (3 Year Approval - Low - 15 pts or less)
Date Review Conducted: 05/18/2020 Review Result: No Findings
Reviewer: George Smith Estimated Cost: $352.63
Review Type: On-Site

Next Review Deadline is calculated using the date a review was completed and the risk
level that resulted from the last completed review. In this example, since the agency
received a Tier 1 (3 year approval) Risk Level and the date the completed was 02/25/2020,

the Next Review Deadline is 05/25/2023. If there is no completed review, or the last
completed review was entered prior to being able to enter the Risk, the Next Review
Deadline will display as N/A.
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Edit Completed Review (HUD User Only)

To edit a completed review, click the Edit Completed Review button.

A _______ J
Agency Review(s)
Next Review Deadline: 05/25/2023

N

Completed Review
Last Review Completed: 05/25/2020 Risk: Tier 1 (3 Year Approval - Low - 15 pts or less)

Date Review Conducted: 05/18/2020 Review Result: No Findings

Reviewer: George Smith Estimated Cost: $352.63

Review Type: On-Site

The Edit Completed Review Edit Completed Review x
pop-up WI“ dISpIaY' Make the Next Review Deadline: 05/25/2023
necessary changes and click S REa - Date Review Conducted: *

A I 8  05/25/2020 &  05/18/2020
pply.
Reviewer: * Review Type: *
Smith, George s On-Site s
Review Result: * Risk: *

"
“

No Findings Tier 1 (3 Year Approval - Low - 15 pts or less)

Estimated Cost: *

$ 35263
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HCS 14.23.0.0 Release - Functional and User Interface Changes

Agency Profile — HUD Affiliation — Differences — See All Completed Reviews (HUD User Only)

To view all of the previously completed reviews for the agency, click the See All Completed

Reviews button.

Agency Review(s)

‘ Next Review Deadline: 05/25/2023

© Schedule Next Review

Completed Review

Last Review Completed: 05/25/2020
Date Review Conducted: 05/18/2020

Reviewer: George Smith

Review Type: On-Site

(2 Edit Completed Review || = See All Completed Reviews

Risk: Tier 1 (3 Year Approval - Low - 15 pts or less)

Review Result: No Findings
Estimated Cost: $352.63

The Agency Review History screen will display in a pop-up window.

Agency Review History (Agency 1D:88887)

Show entries

Search:

Last Review
Completed

Date Review
Conducted

Reviewer

Review Result

Risk Estimated Cost

05/25/2020

02/27/2019

03/01/2016

05/18/2020

George Smith

Matilda
Wormwood

First Last

No Findings

IN COMPLIANCE

IN COMPLIANCE

Tier 1 (3 Year $352.63 # Edit
Approval - :
Low - 15 pts Review

or less)

N/A $0.00 @ Edit

$0.00  BEFITT
Review

Showing 1 to 3 of 3 entries
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HCS 14.23.0.0 Release - Functional and User Interface Changes
Advanced Agency Search — Updated Search by Agency Review and Performance

The Search by Agency Review and Performance section of Advanced Agency Search has been
updated to include the new options for review results and the new fields for risk level and

review type.

Advanced Agency Search for FY:

may be used for searches.

Basic Agency Search
Search

Where do you want to search? Assigned Area - results are editable; HUD Wide - read only
1] | :l Search by Agency Information

1] | :l Search by HUD Office and POC

+| | =l search by Agency Location

+| | :ISeardnvagenchvpeandServioes

ZJ | :] Search by Agency Status and Validation

i] ] ﬂ Search by 9902 Information

i] | :I Search by Agency Grant

iJ | :I Search by Agency Review and Performance

Search for Agencies using agency ID, or agency name. Multiple agency ID's may be provided when divided by comma. Full or partial agency name

Agency Reviewed:

Review Result:

Review Scheduled:

Review Date: [Last Review Completed Date V] a.tm.n[ qu- and |
Risk Level: | v

Review Type: v
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Advanced Agency Search — Updated Search by Agency Review and Performance — Review Result

The new options of Findings and No Findings have been added to the Review Result select list.

*| | =l search by Agency Grant
1‘] | ‘-:]Seardl by Agency Review and Performance
Agency Reviewed: Yes Vv
Review Result:
IN COMPLIANCE
Review Scheduled: COND COMPLIANCE
NON COMPLIANCE = o
Review Date: Between |le; and I:I \2:
Findings
Risk Level: No Findings v
Review Type: v

The old review result options of:

* In Compliance
e Conditional Compliance
* Non Compliance

are no longer available when entering a completed review,
but are still available for searching older reviews.

Page 53 HCS v14.23.0.0 March 10, 2020



HCS 14.23.0.0 Release - Functional and User Interface Changes

Advanced Agency Search — Updated Search by Agency Review and Performance — Risk Level & Review Type

The new fields for Risk Level and Review Type have been added to the Advanced Agency

Search options.

1 | I Search by Agency Grant
ﬂ | :] Search by Agency Review and Performance
Agency Reviewed:
Review Resuit: [ v
Review Scheduled: v
Review Date: |Last Review Completed Date V| Between| “?aidl =
Risk Level:
Low - 15 pts or less
Review Type: Medium/Moderate - 16 - 20 pts
Major - 21 - 29 pts
m Critical/Extreme - 30 pts or more

1] | :ISeardlvagencyGrant
ﬂl:]SeardlvagencylleviewandPufonmnce

Agency Reviewed:

] [=<
I ;
< <

Review Result: M

Review Scheduled:

Review Date: lLast Review Completed Date Vl Bd:vncn[ l? and :‘ fr
Risk Level: [ M

Review Type:

Search | Clear On St
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Advanced Agency Search — Agency Review Spreadsheet

The Agency Review Spreadsheet has been updated with the new performance review fields.
The spreadsheet now includes the following fields regarding agency review:

* Last Review Date

e Last Review Result

* Last Review Risk

* Last Review Type

* Last Review Estimated Cost (HUD User Only)
* Last Reviewer First Name

* Last Reviewer Last Name

* Next Scheduled Review Date

* Next Scheduled Reviewer First Name

* Next Scheduled Reviewer Last Name

* Next Scheduled Review Type

* Next Scheduled Review Estimated Cost (HUD User Only)

The Agency Review Spreadsheet is available

on the results screen after entering search
criteria in the Advanced Agency Search.

Page 55 HCS v14.23.0.0 March 10, 2020



HCS 14.23.0.0 Release - Functional and User Interface Changes
Agency Profile — HUD Affiliation — Differences — Agency Status (HUD User Only)

The Agency Status module provides the same functionality with an updated screen and
new options for the reason for changing an agency’s status. The Agency Status section
of the HUD Affiliation tab displays information on the agency’s current status:

e Status — the current status of the agency

 Reason — the reason for the agency’s current status

* As Of Date — the date the current status started

* Up To Date — the date the current status expires

 Date —the date the current status was entered

e Author —the ID of the user that entered the current status

Agency Status
Current Agency Status
Status: Approved Reason: Recertified
As Of: 10/01/2019 Up To: 09/30/2020
Date: 10/01/2019 Fiscal Year: 2020
Author: H18798
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Agency Profile — HUD Affiliation — Differences — Agency Status — Change Status (HUD User Only)

To change the agency’s status to a different status or enter a new status period, click
the Enter New Status button.

Agency Status l
Current Agency Status
Status: Approved Reason: Recertified
As Of: 10/01/2019 Up To: 09/30/2020
Date: 10/01/2019 Fiscal Year: 2020
Author: H18798
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Agency Profile — HUD Affiliation — Differences — Agency Status — Change Status (HUD User Only)

After clicking the Enter New Status button, the Agency Status Form will display in a
pop-up window. Enter the new status just like the previous version by selecting the
applicable status, dates, reason, and entering a comment if needed.

Agency Status Form X

Status: *

--Select Status--

“»

As Of: *
&

Reason: *

--Select Reason--

"

Comment:
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Agency Profile — HUD Affiliation — Differences — Agency Status — New Options for Reason — Approved (HUD

User Only)

There are new options available for the reason for changing an agency’s status.

Status: Approved
Reason Options: Agency Status Form
* Initial ceatus -
* Recertified P—
As Of: *
5

The reason op Tor-

options for =

Approved status

have not N

“

Reset Default End Date

changed.

--Select Reason--
Initial
Recertified
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Agency Profile — HUD Affiliation — Differences — Agency Status — New Options for Reason - Participating
(HUD User Only)

There are new options available for the reason for changing an agency’s status.

Status: Participating
Reason Options:

e [nitial

* Renewed

Agency Status Form \

Status: *

Participating

“"

As Of: *

Reset Default End Date

Reason: *

--Select Reason--

Initial
Renewed
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Agency Profile — HUD Affiliation — Differences — Agency Status — New Options for Reason - Conditional
(HUD User Only)
There are new options available for the reason for changing an agency’s status.

Status: Conditional

. \\\\
Reason OptlonS: Agency Status Form N
* PR Deficiency/Finding - |
* Client Compliant Conditional :
* Agency Internal Finding _—
* Failure to Comply with Reporting e
* Pending PR For:
* |nsufficient Certified Counselor select Period- :
 New Agency Default o
&
Reason: *
--Select Reason--
PR Deficiency/Finding

Client Complaint

Agency Internal Finding

Failure to Comply with Reporting
Pending PR

Insufficient Certified Counselors
New Agency Default

Apply Cancel
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Agency Profile — HUD Affiliation — Differences — Agency Status — New Options for Reason - Inactive (HUD
User Only)
There are new options available for the reason for changing an agency’s status.

Status: Inactive
Reason Options:

Waiting Termination

Waiting Termination — Lack of
Funding

Waiting Termination — No
Counselor

Waiting Termination — No Certified
Counselor

Waiting Termination — Natural
Disaster

Waiting Reactivation — Pending
Completion in HCS as New Agency
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Agency Status Form

Status: *

Inactive

As Of: *
i

For:

--Select Period--
Up To: *

5]

I ¢ ¢

Reset Default End Date

Reason: *

--Select Reason--

Waiting Termination

Waiting Termination - Lack of Funding

Waiting Termination - No Counselor

Waiting Termination - No Certified Counselor

Waiting Termination - Natural Disaster

Waiting Reactivation - Pending Completion in HCS as New Agency
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Agency Profile — HUD Affiliation — Differences — Agency Status — New Options for Reason - Terminated
(HUD User Only)
There are new options available for the reason for changing an agency’s status.

Status: Terminated (Disapproved)
& Terminated (Non-Participating)
Reason Options:

e Lack of Funding
* No Counselor Agency Status Form
* No Certified Counselor
e Agency Withdrawn

* Parent Removed

* Noncompliance

* Mistake N

* No Contact with Agency

* Natural Disaster Lk of Filnding

No Counselor

Status: *

“"

Terminated (Disapproved)

As Of: *
&

* Tempo ra ry ID as Shadow No Certified Counselor
Agency Withdrawn
Agency Parent Removed
Noncompliance
* Agency Type Change Mistake

No Contact with Agency

Natural Disaster

Temporary ID as Shadow Agency
nency Type Change
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Agency Profile — HUD Affiliation — Differences — Agency Status — Change Status (HUD User Only)

After entering the new status and clicking the Apply button, the new status will display
on the HUD Affiliation tab.

Agency Status Form

Status: *

Conditional s
As Of: *

£ 03/03/2020
For:

60 Days

“w

Up To: *

8  05/02/2020

Reset Default End Date

Failure to Comply with Reporting :

Reason: *

Comment:
Agency was given conditional status due to significant delays in reporting. Agency has 60 days to A
complete reportingj v

N

—
Agency Status

Current Agency Status
Status: Conditional Reason: Failure to Comply with Reporting
As Of: 03/03/2020 Up To: 05/02/2020
Date: 03/03/2020 Fiscal Year: 2020
Author: C57569
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Agency Profile — HUD Affiliation — Differences — Agency Status — View Status History (HUD User Only)

Click the See Agency Status History button to view the previous status records entered

for the agency.
Agency Status
Current Agency Status
Status: Conditional Reason: Failure to Comply with Reporting
As Of: 03/03/2020 Up To: 05/02/2020
Date: 03/03/2020 Fiscal Year: 2020
Author: C57569

Agency Status History (Agency 1D:88888) x
Show entries Search: ‘
Status + Reason As Of Up To Date Fiscal Year + Author
Conditional Failure to Comply 03/03/2020 05/02/2020 03/03/2020 2020 C57569
Agency Status With Reporting @ et
Approved Recertified 10/01/2019 09/30/2020 10/01/2019 2020 H18798 @ Edit

History screen
displays

Expired

Approved N/A 12/30/2013 09/30/2019 08/30/2018 2020 H18798 @ Edit

Conditional System-Status 09/30/2019 11/14/2019 09/30/2019 2020 system

Approved N/A 12/30/2013 09/30/2019 08/30/2018 2019 H18798 e

w‘g 1to 5 of 43 entries Previous 1 2 3
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Agency Profile — HUD Affiliation — Differences — Agency Status — Edit Status (HUD User Only)
The current and previous status records can be modified by clicking the Edit button for

the appropriate status.

Show |10 V| entries

Agency Status History (Agency 1D:88888))

Search:

Status v+ Reason As Of UpTo Date Fiscal Year ~ Author
Conditional Failure to Comply 03/03/2020 05/02/2020 03/03/2020 2020 C57569
with Reporting
Approved Recertified 10/01/2019 09/30/2020 10/01/2019 2020 H18798
Conditional System-Status 09/30/2019 11/14/2019 09/30/2019 2020 system
Expired
12/30/2013 09/30/2019 08/30/2018 2020 H18798
\\
Agency Status Form 3072013 09/30/2019 08/30/2018 2019 H18798
N
Status: * Previous 2 3 4 5 9 Next
Conditional s
As Of: *

£  03/03/2020

Up To: *

8  05/02/2020

Reset Default End Date

Reason: *
Failure to Comply with Reporting

Comment:

Agency was given conditional status due to significant delays in reporting. Agency has 60 days to
complete reporting.

“w
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The Agency Status Form will
open in a pop-up window. All
fields can be edited except the
Status. Click Apply to save the

changes.
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Agency Profile — HUD Affiliation — Differences — Zip Code Affiliations (HUD User Only)
To enter a zip code affiliation for an agency, click the Add Zip Code button in the Zip Code

Affiliations section.

The Zip Code Affiliation
screen will display in a
pop-up window.

Default Affiliation: 10012

Zip Code Affiliations

U

Add Zip Code

Enter the zip code and click
Add.

The zip code will then
display on the HUD
Affiliation tab.

To remove a zip code, click
the red X next to the zip
code to be removed.

Default Affiliation: 10012

ZipCode |[ _____

Zip Code Affiliation

Zip Code: *

22033

Zip Code Affiliations

Add Zip Code
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Agency Profile — HUD Affiliation — Differences — State Affiliations (HUD User Only)
To enter a state affiliation for an agency, click the Add State button in the State Affiliations
section.

The State Affiliation
screen will display in a
pop-up window.

State Affiliations

Default Affiliation: New York

Select a state and click State Affliation )
Add . To select multiple entries, press Ctrl key while clicking on an entry: *
Indiana A
Kansas
The state will then display I

on the HUD Affiliation tab.

Add Cancel
To remove a state, click the é - -

red X next to the state to
be removed.

To select multiple states, use the CTRL key while selecting each

state.

State Affiliations

Default Affiliation: New York
[~ = |
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