Commonwealth of Massachusetts

DEPARTMENT or HOUSING &
COMMUNITY DEVELOPMENT

Mitt Romney, Governor € Kerry Healey, Lt. Governor € Jane Wallis Gumble, Director

Public Housing Notice 2004-01

MEMORANDUM
TO: Executive Director, All Local Housing Authorities
~
FROM: Carole E. Collé@&e{Buxeau of Housing Management
RE: Reporting Applicant and Tenant Data
DATE: March 25, 2004

*****************************************************>.’<*******************************

DHCD has automated its reporting system for LHAs use when reporting data on applicants and residents
of state-aided public housing. The Internet based system is known as the Tenant Selection Reporting

System.

Attached is a User Guide which provides information on how to access and use this reporting system.
This new system is similar to all of the systems DHCD has developed to date for LHA reporting and is
straightforward. You will note that the form for each report are essentially the same as the forms every
local housing authority completed manually in prior years when reporting such information. We do not

believe that training is necessary.

Like the prior manual reporting system, each screen provides instructions on completing that form. Please
read and follow the instructions carefully. If you have any questions when completing these reports,
please contact your Housing Management Specialist.

Please submit the required reports electronically no later than April 20, 2004.

Thank you in advance for your cooperation.

www.mass.gov/dhcd

100 Cambridge Street, Suite 300
617.573.1100

Boston, Massachusetts 02114




DHCD - On-Line Reporting Systems

Tenant Selection Reporting System

This Internet based Tenant Selection Reporting System has been created for your use. Housing
authorities must use this software as the report submission to DHCD.

Throughout this User Guide the symbol = denotes key points for the general operation of the reporting
systems. Please pay particular attention to these.

= Use Tab key: It is important that you press the Tab key to advance from box to box and not try to advance with
the arrow keys. To go backwards, hold the shift key and press the Tab key. Please note that you may move from data
entry field to data entry field by clicking on a field entry box with the mouse.

= NumLock on: Since you will be entering numbers, you will probably find it convenient to use the number pad on
the right side of your keyboard. Press the NumLock key to turn these keys into a number pad.

=> Incomplete data: If you press enter before you have entered all necessary data, you will get an error message
and the required fields will be shown with a yellow background to assist you in completing the form.

= Use Back button on the bottom of the page rather than the Back button on the Toolbar. The Back button provided
on the bottom of the form takes you logically back to the form above the current form. The toolbar Back button takes
you sequentially back to the last page you were on.

= Use arrow keys to navigate: The arrows at the bottom of the page are for navigating when there is more than
one page. The << button takes you to the top of the first page; < button takes you back one page; > button takes you
forward one page; and >> takes you to the end of the last page.

= Use Top Button to go to top of the application. “Get me out of here” I things become confused and you just
want to go back to the main menu, click on the “Top” button to return to the Welcome page. Please note that data
entry into any particular form is lost if you do not press the Save Data button before leaving.

=> Use Add New Button: This is how you add new entries into the system.

= Use Save Data Button: As you are entering data, each form is saved in the computer by pressing the Save Data
Button. Until you submit your reports to DHCD you can go in and make changes. Note that DHCD Housing
Management cannot see your reports until you have submitted them.

= Use Clear Data Button: This button deletes any recent typing you have just done in the current form. If you were

modifying an existing record this button will reset the record to the way it was before these most recent changes.

Please note that your computer monitor should be set to a resolution of 800 by 600 or sharper. This is
typically the case but if you have made adjustments to your equipment to get large images this
application may not fit properly on your screen.
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Controlling Access to Your Tenant Selection Reporting System

Everyone doing data entry into this application should have their own unique login (i.e.
Username/Password combination). Only the Executive Director’s administrative login has the ability to
add or delete additional logins and to grant access to tenant selection reporting for your Authority.

The administrative login
(i.e. UserName and
Password) given to the
Executive Director will work
here but if additional
people on staff are using
this software then a new
login needs to be created.
See instructions for
establishing user IDs at the
end of this documentation.

The administrative login will
reveal all the Internet
applications created by
DHCD for Local Housing
Authorities. Login users
that you create will see
only the applications that
you enable them to see.

Mouse click on the word

Tenant Selection to enter

into the system.

First make sure that the
appropriate year is
selected. Typically you are
reporting on the calendar
year that has just ended.
Next click the button for
one of the four reporting
sections and begin data
entry.

COMMONWEALTH OF MASSACHUSETTS

DEPARTHENT OF HOUSING AND COMMUNITY DEVELOPHENT
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Tenant Selection Data Entry
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LHAPROGRAMS AND UNIT DISTRIBUTION 2803  Enfield Housing Authority B

Provide the number of units in sach bedroom size in the chart below. If the bedroom size is not applicable enter a zers. Each block should be completed.

init Size /50 i8R 758 EL) “iBR| “5HA] FOTAL
s [ o o re [ o o o 7o
Ch 705 o [To I o T o o %
Ch 667 Conventional » ﬁ ‘ r““ﬂ* r‘“&‘ I———a j——ﬁ m %r r____é
Ch 667 Congregate ,,,W.W.M«u,
WAITING LIST STATUS

Please click in each field that applies below. If 2 waiting list is closed go to the applicable block and click in the checkmark. A checlonark indicates "yes™
the Hst is closed. Similarly, & checkmark for “Accept Emergency Applications” signifies "yes", the Authority accepts emergency applications even though
the waiting list is closed. Alse provide the date for each closing by using month/year.

FAMICYBROBRAN 0RO VBN EEREER R EER
Closed Waiting List | | r r| r r r
Date Closed (MM/YYYY) L T
Accept Emergency Applications r - ™ ™ I In Ind -
[ECDERLY PRABGAAM NS ) B8R @R EER T EER
CosedWaitng Lit T 2 rl o r
Date Closed (MMAYYY) I T C T
‘Accept Emargoncy Applications r© i I i r | ™
i'h;w ma;'ty E Case Applicati were app d during calendar year ? i] ]
How many Emergency Case Appli were denied during calendas year ? JI i
SAVE AlLL Clear Confmation l

All four of these forms allow you to save partial data; building your response over multiple sessions. Press the SAVE
ALL button to save your data entry. Whenever you determine that the information that you have entered is complete
and accurate you will press the Confirmation button. You are only confirming that this specific section is complete.
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MINORITY & HANDICAFPED REFRESENTATION IN OCCUPIED UNITS 2003 Enfield Housing Authority

Provide the total number of accupied units on D ber 31, 2003, OFf that total, indicate the total number of minority households and the total number of
handicapped households in each of the following programs: Ch. 200, Ch. 705, and Ch. §67 inclading Section 8 New Construction/Substantial Rehab
Developments).

Minority Household is any h hold that has identified one or more member(s) in any of the following groups: Asian, Black, Hispanic or North American
Indian. If a household has members in more than one minority group it is a Multi-Racial Household for the purpose of this form.

Handicapped Household is any housshold that has identified one or more member(s) as handicapped or disabled. A household may be reported twice in the
following blacks, once as a minority, if applicable, and again as *Handicapped®, if applicable.

The "Total Under 60" and "Total 60 and Over" hlocks should be used for all ¢.667 households regardless of racial representation, A househald may he
reported twice in the following blocks, once as a minority, if applicable, and again as " Total Under 60" or "Total 60 and Over”. The reported “Nao. of
Cecupled Units” for ¢.667 must aqual the sum of " Total Under 60" plus “Total 60 and Over”. Remember to Lst the number of households in each group.
Do net list individual family members,

Only complete those program sections that apply. Fill in each block within the applicable program. If the total nurmber, for any group, is zero enter the
number 0.

! Total| Total 68

.. ]
Program name gﬁgiisOf Occupied ME: D"'ggf Handicappedg Under 60| and Gver
Ch2oo ' S
Ch 705 h =55
Ch 667 Conventional | - — TS
{Ch 667 Congregate (r__‘s f_;_é. iir—-ﬁ !___0_
SAVE ALL Confimmation |
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WAITING LIST COMPOSITION 2003  Enfield Housing Authority

Report below, by unit size, the total number of applicants on the waiting list on December 31, 2003 for each program and their prioritizs and preferences. Avoid double
counting applicant households on the waiting list by totaling applicants from your Master Ledger (not individual waiting lists). Include every applicant household stll pending
on December 31, 2003

Report all categories that apply. For exanmple, a local emergency applicant would be reported twice, once as an emergency applicant, and once as a local applicant.
Remember each applicant household must be counted in a priority selection category, 1 through 7. An applicant household may also be included in the total number of
local, minority, and/or veteran preference applicants. Including applicant households in a priority selection category and preference category does not constitute double
counting, It provides additional sub component information; thersfore, the numbers reported below for sither local, minority, or veteran preference cannot exceed the sum
total number of priority applications, 1 though 7, reported below.

Fill in each block that applies.

[PROGHAM NAME firso TBRTZBR [3BA 48R /5oR
iCh200% Ch 705 )
: Priority 1-3 Apps ¥_E m r"ﬁ I—-ﬂ- m 3'_6
Priority 4 Emergency Case Plan ‘ r—ﬁ A I_—ﬁ v r—ﬁ l——ﬁ » m m
Priotity 5 AHVP Participant [T e o e T o ] ™%
Priority 6 Transfer o T o o T e T 0
Priority 7 Standard r——ﬁ f—o I_l:l m - ﬁ. féd
Total , F8 8 8 T3 T9% 1%
Total Local Pveféreﬁcn\,; Apps All Priorities m - rmﬁ o f-__ﬁ m m r—“ﬂ‘
Total ﬁinmi(y Prefeience Apps All Priorities i——ﬁ A ﬁ T {_‘E r;;b 1_—0‘ m
: ) Total Vet?réﬂﬁéfeé&é?\ﬁé :Ailrf"(‘io‘rit‘ie: f ’ r—6 ' I—O m - r—tl N r—ﬁ F—H
{Ch 657 Conventional o -
: Priority 1-3 Apps | I o [ o o
Priority 4 Emergency Case Plan r——ﬂ r——ﬂ | r—ﬁ
Priority 5 AHVP Participant 3 s e
Priority 6 Transfer T r——ﬂ ‘ i—ﬂ r;ﬂ ] .
Priosity 7 S‘tandard » r—-—ﬂ' ‘ r__l)- ; r‘—ﬁ . -
o r"—ﬁ’ r—'g‘ - ]""'“’g:’”
Total Loea! Preference Apps All i’l.ioritit;s - m o m -H ru.ﬁ
Total Minotvity i”xefe;encé Apbs A!I’ élimilies ;‘_E ]___E 7 r—ﬁ ‘
Total Votean Prferonce Apps Al Proiier A

g —— e

|Ch 667 Congregate

T i ‘b s ! 7 - =

Total Local Prefesence Apps All Priorities j | 1 g

}Ti‘:ta!‘brlfnanw Prgfer?nm Apps All Priorities A » - | ! g [}

iTotal Veteran Preference Apps All Prioriting Ir i 0
SAVE ALL Clear Confinmation ]
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REPORT OF FLACEMENTS MADE DURING 2003
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Fill in each block that applies.

[PROGRAM NAME

Report below, by unit size, the total number of placements made during the calendar year 2003 for each program.

Report all categories that apply. For example, local emergency placement would be reported twice, once as an emergency applicant placed, and cnce as a local applicant
placed. Remember each applicant household must be counted in a priority selection category, 1 through 7. An applicant household may also be included in the total
number of local, minonity, andfor veteran preference applicants. Inchiding applicant households in a priority selection category and preference category does not constitute
double counting. It provides additional sub component information; therafore, the numbers reported below for either local, minority, o veteran preference cannot exceed
the sum total number of priority applications, 1 though 7, reported below

(=]

Priority 1-3 Apps Placed

Priority 4 Emergency Case Plan Placed

Priority 5 AHVP Paiticipant Placed

Priority 6 Transfer Placed

Priority 7 Standard Placed

Total Placed

Total Local Preference Apps All Priorities Placed

Total Minerity Preference Apps All Priorities Placed

{Ch 667 Conventional

Total Veteran Preference Apps All Priorities Placed

173333333

13133333

Priotity 1-3 Apps Placed

Priority 4 Emergency Case Plan Placed

NN

Priority 5 AHVP Participant Placed

Priority 6 Transfer Placed

Priosity 7 Standard Placed

Total Placed

Total Local Preference Apps All Prioritizs Placed

Total Minority Preference Apps All Priorities Placed

(Ch 667 Congtegale_

Total Veteran Preference Apps All Priorities Placed

133333093 3333033

131333333 12030031

1337333

Total Placed

Total Locsl Preference Apps All Pricrities Placed

Total Minority Preference Apps All Priorities Placed

Total Veteran Preference Appz All Priorities Placed

f]lJJ

SAVE ALL Clear
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; Enfield Housing Authority ~ YEAR|2003 ~]
|LHA Programs and unit distribution||  Minority & Handicapped . || Waiting List Composition ’i Report of Placemeants !

Only after all four reporting sections have been confirmed will you be able to approve and submit your
report to DHCD. As you see above the APPROVE AND SUBMIT REPORT TO DHCD button is disabled
because the reporting sections are not confirmed. Once all of the reports have been confirmed as shown
below the button APPROVE AND SUBMIT REPORT TO DHCD is enabled.

[ " Enrfleld Housing Authority  YEAR[2003 ¥

1
{

'LHAPrugmmsund umt dasmbuuon ] Minority & Hapdicapped Wajﬁag List Composition h Wéepmt of Placements
Corfirmed 3/2412004 Confirmed _3/24/2004 Corfirmed 812472004 Confirmed 312412004

APPROVE AND SUBMIT REPORTTODHCD |

You will be able to look back at, but not modify prior year reports. Once you have submitted your reports
the buttons turn blue indicating that these reports have been sent to DHCD and can no longer be
modified.

e L T e L Bt tnintd LI 3 e LY ]

=

2003

User Guide {.dac}

Enfield Housing Authority ~ YEAR|2003 ~]
'LHA Programs and unit distribution ! Minority & Handicapped , Waiting List Composition ‘ Report of Placements {
Confirmed 3/25/2004 Confirmed  3/25/2004 Confirmed 3/25/2004 Confirned 3/25/2004

TGO OHCD ;SUBMHTED&QS!QOCM
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