
HCS 14.25.0.0 Release
Changes to HUD User Interface for HCS V14.25.0.0

An update to HCS is planned for release on September 17, 2020 and includes the following functional and 
user interface changes:

All Users:
• Legal Notice/Privacy Act screen display upon log in and on 9902.
• Session termination after inactivity
• 9902 reporting status display on parent agency 9902 and automated emails when agency has not 

reported.
• Agency certificate for MSO and LHCA type agencies
• Print function for agency profile
• Agency Spreadsheet updates to add fields
• Log in landing page for inactive agencies

HUD Users:
• HUD POC Dashboard – New Alerts for assigned active agencies, performance reviews, and agency 

profile validation. 
• Agency Profile – HUD Affiliation tab HUD Office and Date Joined HUD fields moved
• HUD POC Assignment History
• Auto-population of HUD POC
• Agency Review minor revisions to screen for scheduling and editing
• Agency Status addition of 180 days option for Conditional and Inactive status
• Funding Report update to include grant ID 
• Tracking changes to 9902 on-time and closing dates
• Management of performance review risk levels

Note: data displayed in screens is for example purposes only and does not reflect actual data
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Legal Notice/Privacy Act screen display upon log in

Upon logging into HCS, all users will receive a pop-up window displaying the Legal Notice 
and Privacy Act Statement.
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Click the OK button to 
accept and continue 
to HCS.



HCS 14.25.0.0 Release - Functional and User Interface Changes

Legal Notice/Privacy Act displays on 9902

The display of the 9902 has been updated to include the Legal Notice and Privacy Act 
Statement.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Session Termination After Inactivity

If a user is logged into HCS but is inactive for 15 minutes, the user will receive an alert that 
they are inactive and must take action to remain logged in.

The alert will indicate the user has 
been inactive and provides a 5-
minute timeframe for the user to opt 
to remain logged in.

If the user does not respond to the 
alert they will automatically be logged 
out after 5-minutes.  The user will 
have to log back into access HCS.

Click the Extend button to 
remain logged into HCS.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

9902 – Subagency Reporting Status Display on Parent 9902

A parent agency with a consolidated 9902 of their sub-agency reporting will now display 
information on the sub-agencies and their reporting status. 

The text that indicates the number of 
agencies reporting of the total sub-
agencies is now a link.

Click the link to view the 
reporting status of all the 
sub-agencies.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

9902 – Subagency Reporting Status Display on Parent 9902

The Sub-Agency Reporting Status screen will then display. The screen:

1. Lists all the sub-agencies associated with the parent.
2. Identifies the 9902 reporting status for each sub-agency.
3. Links to an excel file to download the data.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

9902 – Subagency Reporting Status Display on Parent 9902

1. Click the agency ID link to open the agency’s profile in a new window.
2. Each column can be sorted by clicking the column heading. Click the Reporting Status 

heading to see the list in order of the agency’s 9902 reporting status. Reporting status 
may display as:

• On-Time – reported by the 
due date

• Late – reported after the due 
date

• Not Reported – agency has 
not reported

• Not Required – agency status 
indicates that the agency was 
not active during the 
reporting period and are not 
required to report a 9902.

3. Click the Excel icon download 
the data.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

9902 Reporting Automated Email Notifications

HCS will send an automated email when an 
agency has not reported their 9902 when:

• It is 7 days prior to the due date and the 
agency has not reported

• It is 1 day after the due date and the 
agency has not reported.

Emails will be sent to the email addresses 
of the three contacts listed on the 
Personnel tab on the agency profile and the 
agency’s HUD POC.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

9902 Reporting Automated Email Notifications – Agency Contact Sample Emails

7 days prior to due date and the agency has not reported:

1 day after due date and the agency has not reported:

Page 9 HCS v14.25.0.0 September 17, 2020



HCS 14.25.0.0 Release - Functional and User Interface Changes

9902 Reporting Automated Email Notifications – HUD POC Sample Emails

7 days prior to due date and the agency has not reported:

1 day after due date and the agency has not reported:

HUD POCs will get one 
email listing all assigned 
agencies that have not 
reported.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Agency Certificate Available for Download

For MSO and LHCA type agencies, the agency’s certificate can be downloaded from the 
agency’s profile screen.

On the agency profile, at the top of the Agency Information, Personnel, Contact 
Information, and HUD Affiliation tabs the View Agency Certificate button displays. Click 
the button do download the agency’s certificate in PDF.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Agency Certificate Available for Download – Sample Certificate

After clicking the View Agency 
Certificate button, follow the browser 
prompts to download the PDF file.
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Certificates are available for active 
MSO and LHCA type agencies only. 
Any MSO or LHCA that has an Inactive 
or Terminated status will not have a 
certificate. 



HCS 14.25.0.0 Release - Functional and User Interface Changes

Agency Profile Print Function

All 6 tabs of the agency profile can be printed by clicking the print icon that displays on the 
Agency Summary tab.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Agency Profile Print Function

After clicking the Print button, follow 
the browser prompts to print to a 
network printer.

All 6 tabs will print. Each tab 
starts on a new page.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Advanced Agency Search – Agency Spreadsheets

The Basic Agency Spreadsheet has been updated to include:

• Date agency began providing housing counseling services 
• Date agency joined HUD
• Previous HUD POC assigned to agency

The Agency Review Spreadsheet has been updated to include the agency type.

The Agency Spreadsheets are available 
on the results screen after entering 
search criteria in the Advanced Agency 
Search. Click the button for the desired 
spreadsheet and follow the browser 
prompts to download the file.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Log in landing page for inactive agencies

When an agency user of an active agency logs into HCS, the agency’s profile screen is 
displayed. If the agency is in Inactive status, the user has limited functionality and can only 
access functions to submit the 9902 report. In this case the user will receive the home 
page for an inactive agency. Use the main navigation links to access the HUD-9902 
module. 
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HCS 14.25.0.0 Release - Functional and User Interface Changes

HUD POC Dashboard Updates (HUD Users Only)

Additional features have been added to the HUD POC Dashboard:

1. Assigned Active Agencies
2. Agency Profile Never Validated
3. Agency PR Due within 90 Days & Overdue
4. Upcoming & Incomplete Scheduled Reviews

1
2

3

4
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HCS 14.25.0.0 Release - Functional and User Interface Changes

HUD POC Dashboard Updates (HUD Users Only)

1. Assigned Active Agencies lists all agencies assigned to the HUD POC that have an 
active status. This list is different from the Assigned Agencies list in that it will not list 
the Inactive or Terminated agencies that are assigned to the HUD POC.

1
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HCS 14.25.0.0 Release - Functional and User Interface Changes

HUD POC Dashboard Updates (HUD Users Only)

2. Agency Profile Never Validated lists any active agency assigned to the HUD POC that 
has never validated their agency profile information. This will typically be new agencies 
that have not yet accessed HCS.

2
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HCS 14.25.0.0 Release - Functional and User Interface Changes

HUD POC Dashboard Updates (HUD Users Only)

3. Agency PR Due within 90 Days & Overdue lists agencies whose next review deadline is 
due within 90 days or is overdue.

3

The list of agencies provides the 
date of the last review and the 
date the next review is due. The 
next review date is determined 
by the risk level assigned to the 
agency during the last review.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

HUD POC Dashboard Updates (HUD Users Only)

4. Upcoming & Incomplete Scheduled Reviews lists agencies whose next review is
scheduled to occur within the next 30 days or whose next review is scheduled for a
date in the past and has not been completed in HCS.

The list of agencies provides the 
date the upcoming review was 
scheduled and how many days 
there are from the current date 
to the review schedule date. A 
negative due days indicate the 
scheduled date is in the past.

4
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Agency Profile – HUD Affiliation tab HUD Office and Date Joined HUD fields moved

The HUD Office Agency Assigned To and Joined HUD Program As Of fields have been 
moved from the Agency Information section to the HUD Information section on the HUD 
Affiliation tab. 

Old Screen

New Screen
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HCS 14.25.0.0 Release - Functional and User Interface Changes

HUD POC Assignment History (HUD Users Only)

The Agency Profile – HUD Affiliation tab has been updated to display the history of the 
HUD POCs that have been assigned to the agency. 

Click the View HUD POC Assignment History button found in the HUD Information section 
of the screen.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

HUD POC Assignment History (HUD Users Only)

After clicking the View HUD POC Assignment History button a screen displays showing the 
history of the agency’s HUD POC for each fiscal year since the agency was entered in HCS.

The HUD POC Assignment History can be 
used to identify previous HUD POCs 
assigned to the agency in the even the 
current HUD POC has questions.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Auto-populate Change to HUD POC Assignment (HUD Users Only)

An agency’s HUD POC will be auto-populated in the following scenarios:

1. When changing the HUD POC of a parent agency, the HUD POC of the organizations 
Affiliates, Sub Grantees, and Branches will also be updated to the new HUD POC.

2. When changing the parent agency of an Affiliate, Sub Grantee, or Branch the HUD POC 
of the agency will automatically be populated with the HUD POC of the new parent 
agency. If the Affiliate or Sub Grantee also has Branches, the HUD POC of those 
Branches will also be updated.

3. When adding a new Affiliate, Sub Grantee, or Branch the HUD POC will default to the 
HUD POC of the parent agency that is entered on the Add New Agency screen.

If an LHCA is a sub agency to an 
Intermediary, MSO, or SHFA the HUD POC 
of the LHCA will not be changed.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Auto-populate Change to HUD POC Assignment (HUD Users Only)

1. When changing the HUD POC of a parent agency, the HUD POC of the organizations 
Affiliates, Sub Grantees, and Branches will also be updated to the new HUD POC.

A HUD POC is changed on the 
Agency Profile HUD Affiliation 
tab.

In this example the HUD POC is 
being changed from Adams, 
Mary to Humphrey, Kelly.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Auto-populate Change to HUD POC Assignment (HUD Users Only)

After the HUD POC is changed on the parent agency, the same HUD POC will also be 
assigned to any Affiliate, Sub Grantee, or Branch in the parent agency’s organization.

Parent Agency

Sub Grantee

When the Intermediary’s HUD POC was 
changed to Humphrey, Kelly, the HUD 
POC for the Sub Grantee was 
automatically changed to Humphrey, 
Kelly.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Auto-populate Change to HUD POC Assignment (HUD Users Only)

2. When changing the parent agency of an Affiliate, Sub Grantee, or Branch the HUD POC 
of the agency will automatically be populated with the HUD POC of the new parent 
agency. 

Parent agency is changed on the 
Agency Profile HUD Affiliation 
tab.

In this example the Sub 
Grantee’s parent agency is being 
changed from ACME AGENCY to 
XYZ PARENT AGENCY.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Auto-populate Change to HUD POC Assignment (HUD Users Only)

After the Parent Agency is changed, the HUD POC that is currently assigned to the new 
parent agency, will be assigned to the Affiliate, Sub Grantee, or Branch.

New Parent Agency

Sub Grantee Whose Parent Agency Changed

If the sub agency has branches, the 
HUD POC of the branches will also be 
updated to the HUD POC of the new 
parent agency.

If the sub agency is 
an LHCA, the HUD 
POC will not be 
changed.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Auto-populate Change to HUD POC Assignment (HUD Users Only)

3. When adding a new Affiliate, Sub Grantee, or Branch the HUD POC will default to the 
HUD POC of the parent agency that is entered on the Add New Agency screen.

A new agency is added by going to AGENCY > ADD NEW AGENCY. 

In this example a new Branch Inter Agency is being added to HCS. When the parent agency 
is entered, the HUD Office POC field automatically defaults to the HUD POC of the parent 
agency that was entered. 
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Agency Review Minor Revisions to Screen for Scheduling and Editing (HUD Users Only)

Minor changes have been made to the Agency Review section of the Agency Profile – HUD 
Affiliation tab:

1. The name of the Schedule Next Review button has been changed to Add/Schedule 
Next Review.

2. For an upcoming review, the Edit Scheduled Review button has been changed to Edit 
Upcoming Review.

3. To edit a completed review, the user must first click the See All Completed Reviews
button. 
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Agency Review Minor Revisions to Screen for Scheduling and Editing (HUD Users Only)

1. The name of the Schedule Next Review button has been changed to Add/Schedule 
Next Review.

Old Screen

New Screen
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Agency Review Minor Revisions to Screen for Scheduling and Editing (HUD Users Only)

2. For an upcoming review, the Edit Scheduled Review button has been changed to Edit 
Upcoming Review.

Old Screen

New Screen
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Agency Review Minor Revisions to Screen for Scheduling and Editing (HUD Users Only)

3. To edit a completed review, the user must first click the See All Completed Reviews
button. Old Screen

New Screens
The Edit Completed Review 
button no longer displays on the 
main screen.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Agency Status Addition of 180 Days Option for Conditional and Inactive Status (HUD Users Only)

When changing an agency’s status to Conditional or Inactive, the user now has the option 
to select a time frame of 180 days. The For field is not required. It 

can be used as tool to 
automatically set the Up To Date 
based on the number of days 
selected. 
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HCS 14.25.0.0 Release - Functional and User Interface Changes

Funding Report Update to Include Grant ID (HUD Users Only)

The Grant ID column has been added to the results screen for the Funding Report Search.

89999

89998
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HCS 14.25.0.0 Release - Functional and User Interface Changes

System Control Panel - Track Changes to 9902 On-Time and Close dates (HUD Users Only)

The system control panel has been updated to require a comment be added whenever a 
9902 on-time or close date has been changed. The Show History button will allow a user 
with the Program Administrator role to view the change history.

Click Show History to view the 
change history screen.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

System Control Panel - Management of Performance Review Risk Levels (HUD Users Only)

A Review tab has been added to the system control panel to allow HUD to manage 
performance review risk level options. The screen allows HUD to:

1. Add a new Risk Level
2. Edit an existing Risk Level

1

2
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HCS 14.25.0.0 Release - Functional and User Interface Changes

System Control Panel - Management of Performance Review Risk Levels (HUD Users Only)

1. Add a new Risk Level – Click the Add Risk Level button.

The Review Risk Level 
screen will display.

Enter:
• The Risk Level Name 

(Tier #) 
• Approval Period (1 – 5 

years)
• Risk Description

Click the Save button.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

System Control Panel - Management of Performance Review Risk Levels (HUD Users Only)

1. Add a new Risk Level – The new risk level will then display as a Risk option when 
completing an agency review.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

System Control Panel - Management of Performance Review Risk Levels (HUD Users Only)

1. Edit a Risk Level – Click the Tier # button to edit an existing Risk.

On the Review Risk Level 
screen make the desired 
changes and click the Save
button.
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HCS 14.25.0.0 Release - Functional and User Interface Changes

System Control Panel - Management of Performance Review Risk Levels (HUD Users Only)

1. Edit a Risk Level – The changes to the Risk level will then display in the Risk menu 
when completing an agency review.

If a Risk level is changed, 
the display of the risk will 
change for all reviews that 
previously had that risk 
tier level assigned. 

If the Approval period is 
changed, it will not 
impact the approval 
period of any reviews that 
previously had that tier 
level assigned.
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