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license. The content of this manual is furnished for
informational use only, is subject to change without
notice, and should not be construed as a commit-
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sumes no liability for any errors or inaccuracies that
may appear in this manual.
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retrival system, or transmitted, in any form or by
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Tenmast Software. Permission to produce copies
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nance and support of Tenmast Software’s WinTen
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Any references to company, housing authority,
or individual names or identities in examples or
screen images are for demonstration purposes
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INTRODUCTION

The WinTen Section 8 Tenant and Landlord pro-
gram is a data management program designed
for use on computers running the Windows 95,
98, ME, NT, 2000, or XP operating system. The
interface is designed for use in a Windows environ-
ment and includes point-and-click mouse actions,
pull-down menus, and Windows-based help func-
tions. This manual contains all of the information
you need to use the WinTen Section 8 Tenant and
Landlord program (hereafter referred to as Section
8 or S8).

Version Information

This manual is written for the 7/31/2003 release of
Section 8. It does not apply to previous versions of
the program (including MS-DOS-based ones) and
some sections may be inaccurate with regards to
later versions.

Whenever Tenmast issues an update to this pro-
gram, we will notify your agency through email. If
you have a current Update & Support Agreement
for this program, you may download and install
the update through the Tenmast Update Manager
program. During the download and installation
process, Update Manager will notify you of the
changes to the program.

We periodically update this manual to reflect signif-
icant changes to the program. You may download
this updated documentation from our Web site at
no charge.

Getting Help

Though we have made every effort to make this
manual as comprehensive as possible, no docu-
ment can cover all contingencies. If you encounter
problems with Section 8, call the Tenmast Training
& Support Department toll-free at (877) 359-5492
or send email to support@tenmast.com.

Revisions

To better serve our clients, we constantly update our
manuals, just as we constantly make improvements
in our programs. If you find an error or omission in
this documentation or have a suggestion forimprov-
ing it, call the Tenmast Marketing/Communication
Services Department toll-free at (877) 836-6278 or
send email to info@tenmast.com.

Hint: Downloading Manuals

You can find the current version of this manual in the Client
Service Area of our Web site at http://www.tenmast.com.
All manuals are available in PDF file format. You must have
version 4.0 or newer of Adobe Acrobat Reader to open and
print manuals. You can also order printed copies of the
manual through our Marketing/Communication Services
Department.
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ProGRAM OVERVIEW

The Section 8 Tenant and Landlord program is
designed to manage the records of your agency’s
Section 8 tenants and landlords, and to process
checks for the various types of Section 8 pay-
ments (housing assistance, utility reimbursement,
damage/unpaid rent/vacancy, and family self-suf-
ficiency deposit).

Program Integration

As with all WinTen software, Section 8 is designed
to integrate with other programs in the WinTen
product line. This data sharing enables for more
efficient operation, as multiple programs can pass
data back and forth without the need for operator
intervention. Section 8 integrates with the following
other WinTen modules:

e Occupancy and Rent Calculation: The Oc-
cupancy and Rent Calculation program sends
appropriate change instructions to Section 8
whenever a change in a Section 8 tenant’s data
indicates that the tenant’s rent should be altered.
This change does not have to be immediate - if
you set a future effective date in Occupancy and
Rent, you can prepare for a change that will not
take effect until one or more months later, and
the change will automatically take effect when
you initialize Section 8’s data into the appropri-
ate month.

* General Ledger: Section 8 posts all checks it
writes to the Section 8 journal, which is General
Ledger’s database for Section 8 financial data.

» Section 8 Inspections: The Section 8 Inspec-
tions module links directly to Section 8 for pro-
cessing and recording inspections of Section 8
units.

¢ Rent Reasonableness: Section 8 shares the
Rent Reasonableness module’s database of
assisted Section 8 units. Section 8 controls the
data on these units - you cannot edit this data-
base in Rent Reasonableness.

* IRS 1099/Magnetic Media: Section 8 shares
landlord financial data with the IRS 1099/
Magnetic Media module. At the end of every
year, IRS 1099/Magnetic Media uses this data to
prepare 1099 forms for every landlord.
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Cycuicat Actions

Section 8, like most programs that deal with finan-
cial data, operates on a monthly activity cycle. At
the beginning and end of each month, you need
to perform certain actions to close the books on
the old month and open them for the new month.
Tenmast calls this process initialization, and this
manual examines initialization in more detail in the
Initialization chapter. During each month, you also
go through a normal cycle of activity, as tenants
move in, undergo changes, incur charges, make
payments, receive housing subsidy checks, and
move out. The following lists are Tenmast’s recom-
mendations for the actions you should perform dur-
ing each part of the Section 8 operational cycle.

Beginning a New Month

The first procedure that will occur at the beginning
of every new month is initialization. Initialization
readies Section 8'’s financial records for that month
and resets all previous monthly totals. For more
information on performing initialization, see the Ini-
tialization chapter of this manual.

After initialization, you should run the following re-
ports to ensure data integrity:

» List of Tenants Without Landlords (Reports
screen, Tenant Reports tab)

* URP Hold Code Report (Reports screen, Tenant
Reports tab)

* Prorate Report (Reports screen, Tenant Reports
tab)

* HAP Hold Code Report (Reports screen, Land-
lord Reports tab)

Examine each of these reports carefully and cor-
rect any discrepancies in them.
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During a Month

One of the core purposes of the Section 8 program
is check processing for your agency’s Section 8
operations. Every month, you will perform multiple
check processing sequences:

* landlord HAP checks

* tenant URP checks

* tenant FSS deposit checks

* landlord DUV checks (if needed)

For detailed instructions on processing checks and
voiding erroneous checks, see the Check Process-
ing chapter of this manual.

You will also perform normal data upkeep during
the month. If a new Section 8 landlord enters
your agency’s program, create a record for him in
the landlord database. Record the move-ins and
move-outs of incoming and outgoing Section 8 ten-
ants as they occur.

At the End of a Month

Before you begin the initialization process, you
must be certain that your Section 8 data for the
current month is complete and correct. In the ini-
tialization wizard, run all four reports, then exit the
wizard while you check the reports for accuracy.
Correct any errors you find in the data, then repeat
the process.

When all four of the initialization reports are cor-
rect, if you use the payment history archive func-
tion, archive the current month’s data.

Initialize.

At the End of a Calendar Year

Finish all December transactions before you print
your 1099 forms in the WinTen IRS 1099/Magnetic
Media program. You do not have to initialize Sec-
tion 8 before you print 1099s, but you must be fin-
ished with all December checks.

At the End of a Fiscal Year

Print the Landlord Year-to-Date Activity Report be-
fore you initialize into the first month of the fiscal
year.
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Main Menu

The Main Menu is the starting point for using each
function of the Section 8 program. This manual
details each of these functions in its respective
chapter.
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SETUP

The first time you run Section 8, the first option
you should select from the Main Menu is Setup.
All WinTen programs have Setup functions. The
settings in the Setup screen control the program
environment, and you can change many aspects
of the program’s operation through these settings.
Be careful to enter the proper information, as inac-
curate settings can cause Section 8 to function in
an unexpected manner.

The individual in charge of your WinTen programs
should periodically review each program’s Setup to
ensure that it is still correct. Access to the Setup
screen should be restricted through the Tenmast
Security program after the initial settings have been
entered in order to prevent accidental changes to
the settings.

To use the Setup functions, click the Setup button
or press <S> at the Main Menu.

% Section 8 Tenant a 10 x|

File Help

= Tenmast

Software

‘ Section 8 Tenant and Landiord

Section 8 Documentation - himbktentmbktsd

# Tenants baintain Tenants @ Units bdaintain Unit Information
a Landlards | Maintain Landlords O Wouchers | Maintain Youchers

[#1 Checks Process Checks & Index Reindex/Pack Tahles
Beports | Print Feports . B 5etup | Maintain Setup Data
Initialize taonthhy Initialization

B Exit |
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SETUP SCREEN

The Setup screen has four tabs: Default Settings,
Ledger Posting Setup, Check Format, and Other
Options. It always opens on the Default Settings
tab, as shown below.

Default Settings Tab

The Default Settings tab contains your agency’s
identifying information and the general setup infor-
mation that controls the manner in which Section
8 works with other WinTen programs. It has three
sub-tabs: Primary Settings, Default Directory Set-
tings, and FSS Master Setup. It always opens on
the Primary Settings sub-tab, as shown below.

Default Settings | Ledger Posting Setupl Check F-:urmatl Other Options

f#B2 |5 &N -

Organization Mame ITENM.&ST CITY HOUSING AUTHORITY

Annual HAP Budoet

Address |132 YEWTURE COURT. SUITE 1

43,000.00

City, State, Zip ILEKINGTDN, Ky 40511

Phone Murmber |[859]455'5D51

Fax Mumber |IE53)367-7480

Fed D # |33-2929092

State |D # |1254EE‘I?‘

Woucher Proceszing is ENABLED

Frimary 58 Mumber IW
Current *ear Im

Current &ctive Manth Im
F' Begin Month IJan_ "I

[T Edit HARPAURP Arnouts

[+ Enable Direct Deposit
Direct Depazit Transfer File Mame [ws ext] ISB.-'—‘-.EHFIL.TKT

[" Print one check per tenant to each landlard

Federal Backup Withhnldingl 28 %

Mirirnurmn rent [Must be friom 0 ba 50.00] I 000 Marthly administrative fee for first 500 tenants I CER: )
Base Hard to House [HTH] fee amaount I 0.00 Monthly adminztrative fee for owver B00 tenants I 4305

Primary S ettings | Default Directany Settingsl F55 Master Setupl
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Primary Settings Sub-Tab

The Primary Settings sub-tab contains your agen-
cy’s identifying information and the settings for the
fiscal year in which Section 8 is currently operating.
Use the standard WinTen controls to edit the data
on this sub-tab and save or cancel your changes.

Primary Settings Sub-Tab Controls

Color Settings Button

The Color Settings button opens the Color dialog
box. Click on a color to set the background color of
the Section 8 screens to that color.

Some parts of some screens may remain un-
changed so they remain readable.

Primary Settings Sub-Tab Other Functions

Enable/Disable Voucher Tracking

Select this option to enable or disable voucher
processing and tracking in Section 8 and Applicant
List.

Utility Company Setup

This command opens the Utility Company Setup
sub-screen. From this sub-screen, you can set
up utility company information and the manner
in which Section 8 prints utility reimbursement
checks. For more information on this sub-screen,
see the end of this chapter.

FMR/Payment Standard Setup

This command opens the FMR/Payment Standard
Setup sub-screen. This sub-screen enables you to
edit the FMR (Fair Market Rent) tables for the cur-
rent data area. For more information on this sub-
screen, see the end of this chapter.

Management Codes

This command opens the Maintain Management
Codes sub-screen. This sub-screen enables you
to edit the management codes that Occupancy and
Rent Calculation uses. For more information on
this sub-screen, see the end of this chapter.

Maintain Caseworkers

This command opens the Maintain Caseworkers
sub-screen. This sub-screen enables you to add,
edit, and delete individual caseworker records. For
more information on this sub-screen, see the end
of this chapter.

Hint: Color Settings

A color setting, like any other setting, is only applied to the
current data area. Many agencies use this feature to color-
code their data areas so they can tell at a glance what data
area they’re using.

r'- | Color
= Basic colors:
()
~ ==
e A
NN NN
NN
N
LCustom colors:
HEEEEE NN
EEEEEEE N
Define Custom Colors »> I
Cancel |
5|
Dizable Woucher Tracking

tility Company Setup
FtR/Fayment Standard Setup
b anagement Codes

Maintain Casewaorkers
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Primary Settings Sub-Tab Data Fields Dot 5210 | ety o S| Crock Pt | Gt s |

D#mo| es- [

Organization Name
This is your agency’s name as it should appear on Orgarzaion Name [TENMAST ETYHDLSING ALTHCRITY AnmlHeP Bt
all printed reports peldiess 132 VENTURE COURT. SUITE 1 [ B0
. City, State, Zip | EXINGTON. K 40511

Address Phons Number | P90E5 8061 Fimary 58 Number [K7404
This is your agency’s street address. Fatinbe [FEEET T Cunentvear [02 3

i i Fed ID g |932929032 Curent Active Month | j'
C“Ey, .State’ _ZI P . . StatelD  [12545817 Fr Beginbarth [Yan =]
Thls IS the Clty’ State’ and le COde portlon Of your Youcher Processing is ENABLED [ Edit HAP/URP Amounts
agen Cy,S address. [¥ Enable Ditect Deposit [ Print one check pe tenart to each landiord

Ditect Depasit Transfer File Name i eat) [SBECHFILTAT | Federal Backup Withholding | 28 %
Phone Number Minimum rert (Must be fiom 010 50,00 [ 000 Monthly administiative fee forfit 600 tenants | 38,41
This is your agen Cy’s p hone number. S 1 500 Monlhy sdninstiative foe for over B0 tenants [ 4305,
Primany Settings I Default Directory Settings I FSS Master Setupl

Fax Number
This is your agency’s fax number.

Fed. ID #
This is your agency’s federal taxpayer ID number.

State ID #
This is your agency’s state taxpayer ID number.

Annual HAP Budget
This is the annual budget for all Section 8 pay-
ments and administrative fees in this data area.

Primary S8 Number
This is your agency’s HUD ID number.

Current Year

This is the current calendar year. The program
adjusts this setting automatically during monthly
initialization.

Current Active Month

This drop-down selection box enables you to select
the month in which your Section 8 data is currently
active. This is the only month for which the pro-
gram can print checks. The program adjusts this
setting automatically during monthly initialization.

Voucher Processing Is...

This field indicates whether voucher process-
ing and tracking is enabled or disabled. Use the
Enable/Disable Voucher Processing option on the
Other Functions menu to change this setting.

FY Begin Month

This drop-down selection box enables you to se-
lect the month in which your agency’s fiscal year
begins.

Enable Direct Deposit
If you want to create direct deposit (ACH) transac-
tion files for landlord checks, check this box.
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Direct Deposit Transfer File Name

This is the name of the direct deposit (ACH) data
file that the program will create, including the file
extension. You can edit this field only if the Enable
Direct Deposit box is checked.

Print one check per tenant to each landlord

If you want to print a separate check to every land-
lord for every tenant that landlord has, check this
box. If you want to print one check per landlord,
leave this box unchecked.

Federal Backup Withholding
This is the federal backup withholding percentage
applied to all landlord checks.

Minimum Rent

This is the minimum rent that each tenant is allowed
to pay. This field is not editable if you are using the
WinTen Occupancy and Rent Calculation program
- you must set up minimum rent in that program.

Base Hard to House fee amount

This is your agency’s base hard-to-house admin-
istrative fee. The program uses this to calculate
actual hard-to-house fees.

Monthly administrative fee for first 600 tenants
This is the ongoing administrative fee for the first
600 tenant unit-months, as per HUD Handbook
7420.8.

Monthly administrative fee for over 600 ten-
ants

This is the ongoing administrative free for over
600 tenant unit-months, as per HUD Handbook
7420.8.
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Default Directory Settings Sub-Tab

This tab enables you to specify the directories
in which other WinTen program data is located.
These settings allow Section 8 to share data with
these programs. Use the standard WinTen con-
trols to edit the data on this sub-tab and save or
cancel your changes.

Default Settings | Ledger Posting Setupl Check Fnrmatl Other Elptin:unsl

MO S &N -

Default Directory Settings

Ledger Direchomny IH SMETTEMMMETPHY

Tenant Dccupany Data Direchary IH AMETTENMETSE

Tenant Receivables Directary I

Hand held inspection directany I

Primary Settings  Default Directory 5 ettings I FS5 Master SEtUF'I
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Default Directory Settings Sub-Tab Data
Fields

Ledger Directory

This is the directory that contains your Section 8
ledger data. The program requires this location to
automatically post checks to the General Ledger. If
you do not want automatic posting to occur, leave
this field blank.

Tenant Occupancy Data Directory

This is the directory that contains the Occupancy
and Rent Calculation program’s Section 8 data.
The Section 8 program uses this data to update
50058 records to reflect changes in tenant data.

Tenant Receivables Directory

This is the directory that contains the data that the
program uses to record receivables from tenants to
landlords.

Hand-held Inspection Directory

This is the directory that contains your inspections
data if your agency uses hand-held units and Ten-
mast’s Section 8 Inspections program to perform
inspections. If your agency does not use any Ten-
mast inspection software, leave this field blank.
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FSS Master Setup Sub-Tab

The FSS Master Setup sub-tab enables you to
specify one bank account into which all FSS es-
crow checks are deposited. If your agency uses
different FSS escrow accounts for individual ten-
ants, do not enter any data on this tab - use each
tenant’s individual FSS escrow settings instead.
Use the standard WinTen controls to edit the data
on this sub-tab and save or cancel your changes.

Default Settings | Ledger Posting Setupl Check Fnrmatl Other Elptin:unsl

MO S &N -

F55 Default Ezcrom Settings

[+ Prirt One Check for &1 FS5 E scrow Payrnents

Bank Mame IFIFTH THIRD BANE.

Shest  |3100RICHMOND RD

Ciy  |-EXINGTON

State kY =

Zin Code |‘m51 Z

|=31 4-52278

Account Mumber

Frirary Settingsl Default Directory Settings  FS5 Master Setup
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FSS Master Setup Sub-Tab Data Fields

Print one check for all FSS escrow payments

If your agency uses one account to hold all FSS es-
crow funds, and only prints one check each month
for all combined FSS escrow deposits, check this
box. If your agency prints separate FSS escrow
checks and deposits them into individual tenants’
accounts, leave this box unchecked. If this box is
unchecked, the other data fields on this sub-tab are
not editable.

Bank Name
This is the name of the bank that holds the FSS
escrow account.

Street
This is the bank’s street address.

City
This is the city in which the bank is located.

State
This is the state in which the bank is located.

Zip Code
This is the bank’s zip code.

Account Number
This is the number of the FSS escrow account.
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Ledger Posting Setup Tab

This tab enables you to set the account numbers
that the program uses to post various Section 8-
related transactions to the Section 8 journal. This
tab maintains a separate set of account numbers
for each project. The left side of the tab contains
a list of all projects that are set up on the tab. The
right side of the tab contains the account numbers
for the currently selected project. Use the standard
WinTen controls to edit the data on this sub-tab,
add or delete project records, and save or cancel
your changes.

Default Settings  Ledger Posting Setup | Check Fnrmatl Other Elptin:unsl

=+ -#002 & +=> 10

Ledger Directory (Blank if Mone) : HANTEMY,

PROJECT MUMEER |2
t K1 22 0000 FPozt to General Ledger Method
1= K132/ 0000 GL Journal Dezcription Field
|| K132¢00003

Landlord HAP Accaunt

Damage Payments Accolnt

Tenant URF Account

Wacancy Payments Account

_ Credit [Cazh) Account
Unpaid Rent Payments Account

Yaoid Checks WWhitken in Prior Years Account

Landlord Portable YWoucher Payments Account

Faortable Youcher Administrative Fee Account

Tenant F55 Ezcrow Payments Accont

Federal Backup withholding Account

I H

|Check Recipiert 7|
|4715 -
|4715 -l
|4715 -l
|4715 -l
[1111.1 -
|4715 -l
|s010 -
|4715 -
|4715 -
{2119 -l
{2117 -
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Ledger Posting Setup Tab Controls

Change Project Number Button =1
This button enables you to change the project
number of the currently selected project. When
you click this button, the New Project Number dia-
log box opens. This dialog box enables you to edit
the selected project’'s unique identifying number.
When you change a project number, the program
updates its databases, changing that project num-
ber to its new value in every record associated with
that number.

Update Tenant Ledger Project Numbers Button
When you click this button, the program searches ﬁ'
through each tenant record and updates each ten-

ant’s individual posting account numbers to match

the account numbers of the project to which that

tenant is assigned. Do not use this function unless

instructed to do so by Tenmast personnel.

Ledger Posting Setup Tab Data Fields

Post to General Ledger Method

This drop-down selection box enables you to select
the method that Section 8 uses to post the transac-
tion data from a check run to the General Ledger.

Method 1

This is the most detailed posting method. Section
8 creates a debit entry to the HAP account for each
tenant, and creates a credit entry to the cash ac-
count for each landlord. For example, if Landlord
A has 5 tenants and Landlord B has 3 tenants, the
program creates 8 debit entries and 2 credit en-
tries.

Method 2

If you select Method 2, Section 8 creates a debit
entry to the HAP account for each landlord, and
creates a credit entry to the cash account for each
landlord. For example, if Landlord A has 5 tenants
and Landlord B has 3 tenants, the program creates
2 debit entries and 2 credit entries. Each debit en-
try is a total entry for all of that landlord’s tenants.

Method 3

This is the least detailed posting method. Section
8 creates one debit entry to the HAP account re-
gardless of how many tenants exist, and one credit
entry to the cash account.
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GL Journal Description Field

This drop-down selection box enables you to spec-
ify how checks written in Section 8 will be recorded
in the General Ledger: by recipient name or by ten-
ant name.

Account Number Fields

If the Section 8 program is set up to share data
with the WinTen General Ledger program (Default
Directory Settings sub-tab of the General Settings
tab), all of the following data fields are drop-down
selection boxes that allow you to select account
numbers from the General Ledger. If Section 8 is
not set up to share data with WinTen General Led-
ger, you can enter any number in these fields.

Landlord HAP Payments Account
This is the account to which the program will post
landlord HAP payments.

Damage Payments Account
This is the account to which the program will post
damage payments.

Tenant Utility Payments Account
This is the account to which the program will post
tenant utility reimbursements.

Vacancy Payments Account
This is the account to which the program will post
vacancy payments.

Credit (cash) Account
This is the account to which the program will post
cash disbursements.

Unpaid Rent Payments Account
This is the account to which the program will post
unpaid rent payments.

Void Checks Written in Prior Years Account
This is the account to which the program will post
voided checks written in previous years.

Landlord Portable Voucher Payments Account
This is the account to which the program will post
landlord portable voucher payments.

Portable Voucher Administrative Fee Account
This is the account to which the program will post
portable voucher administrative fees (checks for
outgoing portable tenants).

Tenant FSS Escrow Payments Account
This is the account to which the program will post
FSS escrow payments.

Federal Backup Withholding Account
This is the account to which the program will post
backup withholdings from landlord HAP checks.

Default Settings  Ledger Posting Setup | Check Famat | Other Options |

Ol -#00 & «+ (20

Ledger Directory (Blank if Nane) : HYTEMN,

PROJECT NUMBER [ =]

Ky132v¥00001 Post to General Ledger Method

K132v00002 GL Jounal Description Field
Kx132¥00003

[

Landlord HAP Account

Damage Payments Account

Tenant URP Account

Wacancy Payments Account

| Credit [Cash] Account
Unpaid Rent Payments Account

Woid Checks Witten in Prior Years Account

Landlard Partable Vaucher Payments Account

Fuortable Voucher Administrative Fee Account

Tenant F55 Escrow Payments Account

Federal Backup Withholding Account

-
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Check Format Tab

The Check Format tab enables you to configure
the manner in which Section 8 prints checks and
vouchers (check stubs). The Check Format tab is
divided into three sub-tabs: Check Format, Tenant
Voucher Format, and Landlord Voucher Format.
Each of these sub-tabs contains the configuration
of the corresponding check or voucher. The main
area of each sub-tab shows the arrangement of the
data fields that will print on the selected check or
voucher, and the bottom area contains the controls
used for setting the layout of the check or voucher.

Check Format Sub-Tab

The Check Format sub-tab enables you to format
checks. Use the formatting controls discussed on
the following pages to configure the check format.

Default Settingsl Ledger Posting Setup Check Format | Other I:Iptin:unsl

Caurion

Check formatting can be a difficult and time-consuming pro-
cess, even for experienced WinTen users. If your agency
has a training data area set up, practice formatting checks
with this data before formatting checks with your agency’s
‘live” data. If you encounter difficulties or need further
instruction, please contact Tenmast Training & Support at
(877) 359-5492 or support@tenmast.com. It's easier and
less expensive to get clarification before proceeding than it
is to fix broken check formatting.

CHECE FORMAT

Check Format I Tenant Yaucher Format | Landlord Waoucher Fnrmatl

WoucherAoucher/Check

Woucher Size » Im_ CheckAfoucher C
] |3.5 Waucher/Check "
Chesk SIE.E ¢ I_ Check/Voucheroucher (| <
Top Margin> 102 Walcher/Check A oucher £
Il:l 2

Left bargin >

V’ Arccept

Copy Erarm... Eﬁ& Bestore

Copy To... Frint Test x Abandon
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Check Format Tab Controls

The following data fields, buttons, and radio but-
tons allow you to control the formatting of the check
or voucher on the currently selected sub-tab.

Voucher Size

This is the physical height of the vouchers in
inches. This field determines how much space you
have to work with when configuring your vouchers.
If you are uncertain what value to enter here, mea-
sure your vouchers with a ruler.

Check Size

This is the physical height of the checks in inches.
This field determines how much space you have to
work with when configuring your checks. If you are
uncertain what value to enter here, measure your
checks with a ruler.

Top Margin

This is the amount of blank space, in inches, that
the program will leave between the top edge of the
paper and the point at which the program begins
printing. This value cannot be less than 0.2 (2/
107).

Left Margin

This is the amount of blank space, in inches, that
the program will leave between the left edge of the
paper and the point at which the program begins
printing.

Check/Voucher Order Radio Buttons

These five radio buttons allow you to specify the
order in which checks and their vouchers print. For
example, if your agency uses blank checks with
two vouchers after each check, select the Check/
Voucher/Voucher radio button.

Default Setings | Ledger Pasting Setup  Cheek Famat | Other Options | |

CHECK FORMAT

||||| E

Check Format ITenant Woucher Formatl Landlord Youcher Formatl

m CheckMouch
e [35 | Yo ech .JDEuhc i' J "8 Copy From | [, Restors " Bocent |
GiEa D Check/Youcher M aucher (" J J
nx 0.2 _I

Top Margin Woucher/Check Maucher Copy To.. — .
Left Margins 02 Wouchet/Voucher/Check © Ep CopyTo.. | 5P XAl

Hint: Margins

The diagram below shows the various areas and margins
for a standard 8.5” x 11" check/voucher sheet for a laser
printer. This should provide a rough guide for which areas
correspond to which measurements when you're setting up
check/voucher size.

This diagram is for a check/voucher pair on a single 8.5”
x 11”7 sheet where the check prints above the voucher
(Check/Voucher format). If you do not use this type of
blank checks, your measurements will probably differ. This
example is shown for instructional purposes only.
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Field Positioning Buttons

These four buttons allow you to move a selected
data field on the check or voucher. To select a
data field, hold down <Ctrl> and click on it. The
data field turns bright yellow, indicating that it is
now selected and can be moved. To unselect a
selected data field, hold down <Ctrl> and click on
it again. Each click on a field positioning button
moves the selected field a fraction of an inch in the
corresponding direction.

Copy From Button

This button enables you to copy the check and
voucher formats from another data area to the cur-
rent one. When you click this button, the Transfer
Check/Voucher Format dialog box opens. Select
the data area from which you want to copy check
and voucher formats and click the OK button. The
program copies the check and voucher formats
from the selected data area to the current data
area.

Copy To Button

This button enables you to copy the check and
voucher formats from the current data area to an-
other one. When you click this button, the Transfer
Check/Voucher Format dialog box opens. Select
the data area to which you want to copy check and
voucher formats and click the OK button. The pro-
gram copies the check and voucher formats from
the current data area to the selected data area.

Restore Button

This button enables you to restore the default
check or voucher format that was in place for the
selected sub-tab when your agency first installed
the Section 8 program.

Print Test

This button prints a test check and voucher set.
This enables you to ensure that the program is
properly aligning all of the data fields on your
checks and vouchers.

Accept Button

When you click the Accept button, the program
saves all of the changes you have made to the cur-
rent tab’s check or voucher configuration.

Abandon Button

When you click the Abandon button, the program
cancels all of the changes you have made to the
current tab’s check or voucher configuration and
resets the tab to the condition it was in before you
began editing.

|A
< B>
A4

Copy From...

Copy To...

EE& Bestare

Print Test |

n/ Aocept

x Abandor
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Adding a Data Field

To add a data field to the check, move your mouse
pointer to the Data Field label at the top of the tab.
Click and hold on this data field, and drag and drop
to where you want the field to be located. A new
data field appears in that position.

When you drop the new data field, the Select a
Data Field dialog box opens. This dialog box en-
ables you to select the data that the new field will
contain.

If you want the data field to contain standard data
from the Section 8 program, select the type of data
you want to appear from the list in the dialog box
and click OK.

Adding User-Defined Text

If you want to place your own text in the data field,
choose one of the Text fields from the list in the dia-
log box and click OK. The Define User Field dialog
box opens. Enter the text you want to appear in the
field and click OK.

Adding an Image

If you want to place an image in the data field (for
example, your agency’s logo), choose one of the
Image fields from the list in the drop-down box and
click OK.

The Define User Field dialog box opens. Click the
Browse for File button (the “page” button located to
the right of the File Name data field).

The Select Image File dialog box opens. This is a
standard Windows file selection dialog box. Navi-
gate to the location on your hard drive or network
that contains the image you want to place, select it,
and click Open.

The Select Image File dialog box closes. In the
Define User Field dialog box, set the Scale To field
to make the selected image the desired size, then
click OK.

Setup
Drefault Settingsl Ledger Posting Setup Check Format I Other Dptinnsl

|ﬂ| [Data Fieldy

Select a Data Field

Check Mumber
Check, City
Check State
Check Zip
Favyment Maonth
Check Detal
Check Drollar &
Current Date
Text1

Tent 2

Text 3 |

W OF x Cancel |

unt [1 DOLLARS Ak

Define User Field

x Cancel |

o 0K |

Define User Field

File Marne I
Scale Ta I'IUU.DUD %

0,000 [0.000"]

0.000" [0.000+]

o 0K | X Cancel |
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Removing a Data Field

To remove a data field from a check or voucher,
drag and drop it onto the Data Field label at the top
of the tab.

Editing a Data Field’s Font

To change the font in a data field, right-click on
it. The Field Options dialog box opens. Click the
Change Font button.

The Font dialog box opens. This is a standard Win- |

dows font selection dialog box. It enables you to :

select the font face, style, and size to use. In some ~Alignment Courier
Windows programs, you can also set the font color, " LEFT SIDES

but for purposes of check printing, all font colors 123 ABC abe
will come out black on the printed checks. " BOTTOMS

Set the font options you want and click OK to save

them or Cancel to cancel your changes. o 0K | X Cancel A Changs Fort

Aligning Multiple Data Fields

You can align multiple data fields along their left or
bottom edges. Select one field to be the “anchor”
field - the field whose alignment the other fields will
take. Move the anchor field to where it needs to be.
Hold down <Ctrl> and click each field you want to
align. Then right-click the anchor field. The Field
Options dialog box opens.

Select the radio button that corresponds to the
edges along which you want to align the fields.
Then click OK. The dialog box closes and all of the
data fields move to line up with the anchor field’s
selected edge.
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Tenant Voucher Format Sub-Tab

The Tenant Voucher Format sub-tab enables you
to format the vouchers that will be attached to ten-
ant checks. Use the formatting controls discussed
on the previous pages to configure the voucher
format.

Note that a voucher is divided into three areas by
horizontal lines in the editing field: the header, the
detail columns, and the footer.

In the header and footer areas, the fields you set up
will print exactly as they are set up. In the header,
enter text fields for column headers for the detail
columns. In the footer, enter data fields for the
totals line.

In the detail columns, you only have room for one
row of data fields. These will print for each detail
line on the voucher.

Drefault Setting$| Ledger Posting Setup  Check Farmat | Other I:Iptil:unsl

TEMANT WOUCHER FORMAT

Check Format  Tenant Yaucher Fommat | Landlord Y oucher Fl:urmatl

Woucher Size > IE_ CheckAYoucher C
e W e o A Copy Erom... E:E& Bestare ¢ Accept
B IF Check " oucheroucher © {
ap Margin > 1. oucher/CheckAfoucher © B Copy To. | 2y Print Test Abandan
Left Margin > |E| 2 Voucher/Voucher/Check il oy Cony T = X
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Landlord Voucher Format Sub-Tab

The Landlord Voucher Format sub-tab enables
you to format the vouchers that will be attached
to landlord checks. Use the formatting controls
discussed on the previous pages to configure the

voucher format.

Drefault Setting$| Ledger Posting Setup  Check Farmat | Other I:Iptil:unsl

El I

LANDLORD ¥OUCHER FORMAT

| Check Date | [For | PayneiPaynen: [l

fTcnant Hancl [Address [Contract Flamcunt

| Tenant Nans | Tenant SSH | Contract [ WVoucher
[Total Anount o)

|

Check Fn:urmatl Tenant Youcher Format | andlord Youcher Farmat I

Check Afoucher i
Vaucher/Check, oy

R
I—ISZ Check. A oucheraucher £
Il:l 2

Youcher Size »
Check Size »
Top Margin =

Left bargin >

"Youcher/Check Afoucher ©
Woucherfoucher/Check

<
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>

A4

Copy Erom... Eﬁ& Bestare \/ Accept
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Other Options Tab

The Other Options tab enables you to perform
various maintenance procedures on your Section
8 data.
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Archive/Restore Check History

Section 8 tracks all HAP, URP, and DUV payments
and records them in a history file. Over the course
of several months or years, this file can get excep-
tionally large, to the point that writing to it slows
down the program. To save hard drive space and
speed up functions that deal with the history file,
you can archive part of this data to disk. You can
also restore archived data from disk. To work with
these functions, click the Archive button. This
opens the Archive/Restore Check History dialog
box.

The Archive/Restore Check History dialog box has
two tabs: Archive and Restore. Select the tab that
corresponds to the function you want to use.

Archive Old Data

You can archive either all transaction records from
a specific month or all transaction records from a
specified date range. Click the appropriate radio
button to select the desired option, then set the
specific month or date range in the corresponding
data fields.

If you want to delete your active copies of these
records after the archive files are saved, check the
Delete Records After They Are Archived box.

Use the drop-down selection box with the list of
drives on your workstation and the folder list be-
neath it to select the location in which to save the
file. Enter a file name for the archive file in the
Filename field.

When you have selected all of the options for ar-
chiving, click the Archive button. The program runs
through the archiving process.

Restore Archived Data

You can select a specific archive file from which to
restore data. Select the location of the file on the
left side of the dialog box, then select the file from
the list of archive files on the right side of the dia-
log box. Click the Restore button to restore all of
the records in that file to the Section 8 transaction
database.

Archive
Archive / Bestore Check History
Archive | Hestoral
= By Month and Year = By Range of Dates
Month IJAN 'l From D ate |12/31 J20m i
Year |2UU1 ToDate |12/31 /200 i
[+ Delete records after they are archived
Filename
- SBIANZ001.ARC
IEI ci J [withaut exl.]l
= C

Archive / Restore Check History

tuchive Restore |

Select a file to restare ta papment histary

[ SRIANZ00T AR

rchived Files [*ARC) -l [=co |
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Recalculate Calendar YTD Totals

If your year-to-date financial totals become out of
balance, you may need to recalculate your year-to-
date totals for each landlord. Click the Recalc YTD
button to recalculate. The program clears each
landlord’s totals and recalculates them from the
check register files.

Caurion

If you have archived any portion of the payment history for
the current calendar year, do not use this function until you
have restored the archived history.

Recalculate Paid This Month for
All Tenants

The program sets each tenant’s Paid This Month
amount to zero during monthly initialization. If you
need to set this value to zero during the middle of a
month, click the Recalc Pd This Month button. Do
not use this function unless instructed to do so by
Tenmast personnel.

Clear Calendar YTD Totals

Clicking the Clear YTD button clears the calendar
year-to-date totals for each landlord. The program
automatically performs this function upon initializa-
tion into January. Do not use this function unless
instructed to do so by Tenmast personnel.

Clear Fiscal YTD Totals

Clicking the Clear Fiscal YTD button clears the fis-
cal year-to-date totals for each landlord. The pro-
gram automatically performs this function upon fis-
cal year-end initialization. Do not use this function
unless instructed to do so by Tenmast personnel.

Recal: ¥TD

Recalc Pd This Month

Clear ¥TD

Clear Fizcal ¥TD
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Print Audit Log

The Section 8 program maintains a perpetual re-
cord of all changes made to tenant and landlord re-
cords. The Audit Log is a report on these changes.
To print the Audit Log or purge the change record,
click the Audit button. This opens the Audit Log
dialog box.

Use the Which Tenants/Landlords?, Which File?,
and Which Field? controls to select the data you
want the report to include.

Use the last set of radio buttons to select set of
records you want to work with: all records, or those
for a specific period. If you select a specific peri-
od’s records, specify the starting and ending dates
of the period with the From and To date fields.

To print the Audit Log report on the record changes
you have specified, click the Print button. To pre-
view the Audit Log report, click the Print Preview
button. To purge the record set you have specified,
click the Purge button.

Mark All Owners as “1099 Re-
quired”

If you are setting up WinTen Section 8 for the first
time, you may need to mark some unit owners’ re-
cords for receiving 1099 forms. To do this, click the
1099 Required button.

A confirmation dialog box opens which asks you
if you are certain you want to mark all unit owners
as “1099 Required.” If you click Yes, the program
marks all owner records as needing 1099s at the
end of the year.

Adit Log
5 Audit Log x|
&0 ®
—which Tenantz/Landlards? Which File?
o Al & Current
{~ Single Tenant _
" Single Landlord " Histary

—which Figldd————
* Mame

D

Al Records

{~ Specific Period

Fru:uml.-’.-" i
Tu:ul-’.-’ i

1093 Reqguired
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Utility Company Setup Sub-Screen

If you select the Utility Company Setup option from
the Other Functions menu on the Default Settings
tab, the Utility Company Setup sub-screen opens.
This sub-screen enables you to set up the utility
company information that the program uses for
printing utility reimbursement checks. The Utility
Company Setup sub-screen has two tabs: General
and Utility Checks. It always opens on the General
tab, as shown below.

General Tab

The General tab enables you to create and maintain
a list of utility company addresses. The top portion
of the tab contains a table of all utility companies in
the list. The bottom portion of the tab contains the
detailed information for the selected company.

Use the standard WinTen controls to edit the data
on this tab, save or cancel your changes, and add
or delete records.

.5 Utility Company Setup
LItility Carmpary |

il =+ =02 &0 |+«

8-
it Information
Itility Company Setup
FMA/Papment Standard Setup

Ltility Company Code

EEMTUCKY UTILITIES

FGE FAYETTE COUMTY GAS & ELECTRIC COOF.

Ltility Campary Code IKLI

Mame [KENTUCKY UTILITIES

Care OF I.Jerr_l,l b zk.ay

Street Address |1 Cuality St

City, State, Zip |Lexington, K 40501

General | Utility Checks |
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General Tab Controls

Change Utility Code Button

Clicking this button opens the Change Utility Com-
pany Code dialog box. This dialog box enables you
to edit the selected utility code. When you change
a utility code, the program updates its databases,
changing that utility code to its new value in every
unit record associated with that utility code.

General Tab Data Fields

Utility Company Code

This is a short (three-character) unique code that
identifies this utility company in Rent Reasonable-
ness’ databases. To edit this field, you must use
the Change Utility Code button.

Name
This is the name of the utility company.

Care Of
This is the name of the person who is your agency’s
primary point of contact with the company.

Street Address
This is the company’s street address.

City, State, Zip
This is the company’s city, state, and zip code.

.3 Urility Company Setup
Uity Company |

=02 (E0|«=[Z"

Change Utility Company Code

Utility Canpary
Code il

' 0K

X Cancel | ‘

Utiity Company Code

Utility Company Code KU

Mame IKENTUEKY UTILITIES

Care Of [lemy Mckay

Street Address IT Quality 5t

City, State, Zip [Levington, K 40500

General | Utilty Chesks |
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Utility Checks Tab

The Utility Checks tab enables you to set up the
check processing options for the utility company
that is currently selected on the General tab. Use
the standard WinTen controls to edit the data on
this tab and save or cancel your changes.

£y Utlity Company Setup
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Utility Checks Tab Data Fields

Utility Company

This is the utility company that is currently selected
on the General tab. To change the utility company
whose check processing options you are editing,
switch back to the General tab and select a new
company, or use the Next and Previous buttons on
the toolbar.

Check Format

This set of radio buttons enables you to specify the
individual or entity to which each utility reimburse-
ment check for this company’s tenants should be
paid (the name that appears in the “pay to the order
of” field on the check).

Seasonal Billing

This set of radio buttons enables you to specify if
the selected utility company provides utilities only
in the summer, only in the winter, or all year round.

Address to Appear on Checks

This set of radio buttons enables you to specify the
address to which the utility reimbursement checks
for this company’s tenants should be mailed.
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FMR/Payment Standard Setup Sub-Screen

If you select the FMR/Payment Standard Setup op-
tion from the Other Functions menu on the Default
Settings tab, the FMR/Payment Standard Setup
sub-screen opens. This sub-screen enables you
to enter the FMR tables that apply to your agency.
HUD publishes these tables annually in the Federal
Register.

The top portion of this sub-screen contains a table
which lists every FMR table that is currently set up
in the program. The bottom portion of the sub-
screen contains the detailed information on the
currently selected FMR table. Use the standard
WinTen controls to edit the data on this tab, save or
cancel your changes, and add or delete records.

Hint: FMR versus Payment Standard

This manual uses the term “FMR table” to refer to a data
record that can be either an actual FMR table or a payment
standard table. Although HUD has discontinued enforce-
ment of FMRs as such, the agency still publishes FMR
listings and recommends that individual housing authorities
use these as the basis for their payment standard tables.

.5 FMA/Payment Standard 5etup

i+ -#02 50|+

FME/Pmt Std Code Description
Frankfort/Franklin County

LE:, Lexingtan

Lad Louizville

UsSR JSER OYERRIDE OM TEMAMT FORM

Effechve E xpiration
01/07,/2007 (1243142007
01/07,/2001 12/31./200
01/07,/2001 12/31./200
10/01/1934 1 09/20/2039

FB Pt Std Code IFFT

=l

Bedrooms  FMB/Pmt Std
| o | 251.00
D escription IFrankfnrt.-’Franinn County I 1 I 37000
Effective W I 2 I 45300
Expiation [12/31/2001 & ER 585,00
| 4 | 739.00
| 5 | 850.00
| 5 | 578,00

I > B I 15 Percent (%] per Bedroom
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FMR/Payment Standard Setup Sub-Screen
Controls

Change FMR Table Code Button

Clicking this button opens the Change FMR Table
Code dialog box. This dialog box enables you
to edit the selected FMR table code. When you
change an FMR table code, the program updates
its databases, changing that FMR table code to its
new value in every unit record associated with it.

FMR/Payment Standard Setup Screen Data
Fields

FMR Table Code

This is a short (three-character) unique code that
identifies this FMR table in Rent Reasonableness’
databases. To edit this field, you must use the
Change FMR Table Code button.

Description
This is a brief (30-character) description of the
FMR table.

Effective
This is the FMR table’s effective date, as given in
the Federal Register.

Expiration
This is the FMR table’s expiration date, as given in
the Federal Register.

Bedrooms/FMR

This table contains the fair market rents for this
table for units with zero through six bedrooms. The
last line of the table contains the percentage in-
crease per extra bedroom for units with more than
six bedrooms.

O ‘_ Change FMR Table Code
a
FiF D IFKT
¢ oK X Cancel | ‘

Hint: Multiple FMR Tables

You may enter multiple FMR tables with the same FMR
table code but different effective and expiration dates. The
program will automatically select the correct FMR value
based on the effective dates and the bedroom size.
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Maintain Management Codes Sub-Screen

Management codes are user-defined codes for
sorting and filtering tenant records. You can attach
a single management code to any tenant record.
This enables you to sort tenant records by man-
agement code, and to filter reports so they only
show tenants with a selected management code.
Edit the data on this sub-screen and save or cancel
your changes with the standard WinTen controls.

! Maintain Management Codes x|
lx=#82 50K

Management Code IDescriptiDn |ﬂ
| |INCVER MEEDS IMCOME WERIFICATION
| |LOOKINGS LOOKING FOR SECTION 8 UKIT
| |PLEASE PEMDIMG LEASE APPROWAL
| PYOUCHER PEMDIMG RECEIPT OF SIGHED WOUCHER

b anagement Code IP"-.J'EI LICHER

Description IF'ENDINE RECEIPT OF 5IGMNED YOUCHER
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Maintain Management Codes Sub-Screen

Controls
oy

Change Management Code Button o
This button opens the Change Management Code
dialog box. This dialog box enables you to edit
the selected management code’s unique identifier.
When you change a management code, the pro-

MGTCODE [[[EIsf=5

o 0K X Cancel |

gram updates its databases, changing that man-
agement code to its new value in every applicant
record that has that code.

Management Code Tab Data Fields

Management Code
This is the unique identifier of the selected man-
agement code (up to 10 characters).

Description
This is a brief (40-character) description of the se-
lected management code.
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Maintain Caseworkers Sub-Screen

The Maintain Caseworkers sub-screen enables
you to add, edit, and delete caseworker records.
Caseworker records allow you to associate a spe-
cific caseworker with each tenant in Section 8’s
database. The top portion of this sub-screen con-
tains a table of all caseworkers who are currently
in the database, while the bottom portion of the
sub-screen contains the detailed information for
the currently selected caseworker.

Edit the data on this sub-screen and save or cancel
your changes with the standard WinTen controls.

2 Maintain Caseworkers

fll==#B802|&0|H"%

Cazeworker Code  |Mame Work, Phone #

kI ZEAH [8531455-8061
LUCAS LUCAS DIRRAL (853]455-3061
VIC YICTOR TETH (853]455-3061

2B
242

Cazewaorker Code IKI b

First & Last Mame [KIM |ZE&H
wiork, Phone |[559]455'E‘DE1 Extension Iﬁ
Mobile Phane [ ] -
Pager Phore I[ =

Hame Phare I[ =
E-mail Addresz I
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Maintain Caseworkers Sub-Screen Controls

Change Caseworker Code Button

This button opens the Change Caseworker Code
dialog box. This dialog box enables you to edit
the selected waiting list’s unique identifying code.
When you change a caseworker code, the program
updates its databases, changing that waiting list
code to its new value in every record associated
with that code.

Maintain Caseworkers Sub-Screen Data
Fields

Caseworker Code

This is the caseworker’s unique identifying code. It
can be up to 10 characters long. You cannot edit
this field normally; to change it, click the Change
Caseworker Code button.

First & Last Name
These fields are the caseworker’s first and last
name.

Work Phone
This is the caseworker’s work phone number.

Mobile Phone
This is the caseworker’s cellular phone number.

Pager Phone
This is the caseworker’s pager number.

Home Phone
This is the caseworker’s home phone number.

E-mail Address
This is the caseworker’s e-mail address.

Cazewaorker Code IM
o IR I X Cancel |
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MAINTAIN LANDLORDS

The core purpose of the Section 8 Tenant and
Landlord program is to track the financial data for
the individuals participating in your agency’s Sec-
tion 8 program. This job has two aspects: tracking
tenant records and tracking landlord records. The
Maintain Landlords area of the program enables
you to add new landlord records and edit existing
ones. To access this area of functionality, click the
Landlords button or press <L> at the Main Menu.

NOTE: You must have a record for a landlord
before you can add the records of any of the
tenants who live in that landlord’s units.

i Section B Tenant a

File Help

9|

Tepmast

‘ Section 8 Tenant and Landiord

Section 8 Documentation - himbktentmbktsd

& Tenants | Faintain Tenants

...............................................

&Y Landiords | Maintain Landlards

[#1 Checks Frocess Checks

Eeports Frint Feports

Initialize taonthhy Initialization

F] Exit

04 Youchers

Faintain Linit Information
kaintain Youchers
Beindex/Pack Tahkles

bdaintain Setup Data

=10l =]

Section 8 Tenant and Landlord < 7/31/2003 Edition * Maintain Landlords < Page 4.1




Browse LANDLORDS SCREEN

The first screen that appears when you enter the
Add/Edit/Review Landlords area is the Browse
Landlords screen. This screen contains a table of
all of the landlords in Section 8’s database. From
this screen, you can add a new landlord or review
and edit an existing landlord’s record.

The two large buttons at the top of the screen al-
low you to select which landlord database you are
working with. Current landlords are those who
presently have tenants. History landlords are
those who once had Section 8 tenants in their units
but do not at this time.

Once you have chosen which database you want
to use, you can either add a new landlord record or
review and edit an existing one.

Hint: 200x Data

If Section 8 is currently in December or January, a third but-
fon is available at the top of the Landlord Search screen.
This button is labeled with the tax year for which you are
about to submit 1099s. The data displayed when this but-
ton is selected is for the landlords who received money from
your agency during the applicable tax year. For example, if
you are in December 2003 or January 2004, the button will
be labeled “2003 Data.”

Browse Landlords

I Current Histary |

Search Far I |EI

Sort By
¥ Last Mame

D

Landlord Last M ame Landlord First M ame Landlord ID Landlord Strest
| EROOESTORE HOLDINGS 95-0541 2441 1115 BON &IF 5T.
| |HOLZSCHLAG RaMDY BE4-46-1331 1827 GATEWAY BLWD
| |MITCHELL STEVEM 241-67-4028 1225 WHITECHAREL RD.
|_|STEIM PETER 185-64-6616 383 EUGENE BLYD
|_|STEWART CHERYL BE1-33-5312 10 APPLET RD
|| Sl AMNMETTE 416-61-6653 829 REGIMALD PEWY #2
|| THOEMY MICHAEL 815-18-5361 2332 DOUGHERTY PL
| |WILLIAMS ELIOT 851-45-2671 550WHITESIDE CIRCLE —I
o1 of
4 fdd | & Edit / Review F] Close |
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Landlord Search Screen Controls

Current and History Buttons
This pair of buttons allows you select the landlord
database with which you want to work.

Search By...

This set of radio buttons determines the order in
which the landlord records are displayed in the
table.

Search For

This data field enables you to search for a specific
landlord record. Enter the target of your search in
this data field and click the Go button. The program
searches whichever set of fields you have selected
with the Search By radio buttons and highlights the
first record in the table that matches your search
target.

Add Button

Click this button to add a new landlord. This opens
the Edit/Review Landlords screen to a blank land-
lord record. This screen is described in more detail
on the following pages.

Edit/Review Button

Click this button to review and/or edit the currently
selected landlord. This opens the Edit/Review
Landlords screen on that landlord’s record. This
screen is described in more detail on the following
pages.
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Epit/Review LANDLORDS SCREEN

The Edit/Review Landlords screen contains the
complete data for one selected landlord record. It
has six tabs: Landlord Data, Owner - 1099, Monthly
Payment, Check History, Check Adjustment, and
Notes. This screen always opens on the Landlord
Data tab, as shown below.

Landlord Data Tab

The Landlord Data tab contains the address and
payment totals information for the selected land-
lord. Use the standard WinTen controls to edit the
data on this tab and save or cancel your changes.

Maintain Landlords

File Edit Taolz
Landlard Mame AMMETTE Stafali ID 416-61-6693

Landlord [1ata |I:Iwner - 1EIE|E|| banthly Payment | Check Histn:ur_l,ll Check ﬂndiustmentsl Maotes I

fll +# B2 &5y «+=2& |9t X@ D

LAMDLORD INFORMATION |

First Mame [5NNETTE Last Name  [Sw/alN
In Care of | InCare of [2] |
Address [329 REGINALD PEMWY #2 Phone  |[559)555-4851
City [LEXINGTON State |KY [z ZipCode [40513
Hold Code [ PHA T~ Est Vendor # |
Direct Depozit [ PH& 1D I Contract # |521 45175
MANAGER INFORMATION | LAMDLORD PayykEMT TOTALS |
Caletdar v'ear  Fizcal Year
I arne I."E'.NNETTE s HaF F"a_l,ll'l'lEhtS I 2 BE0.00 I 2.660.00
Account Adjustments | 0.00 | 0.00
Address |E!2'E| FECIALD Flow 12 F"l:urtal:fle Payments | 0.00 | 0.00
Damage Claim Payments | 0.00 0.00
Unpaid Rent Paymentz | Q.00 | 0.00
City. State Zip - [LEXINGTON K 40513 Wacancy Payments | 0.00 | 0.00
Total Paymerts 2 BEO.00 2 BE0.00
Phone Mumber  [[E551555-4651 Backup Withhalding T axes | 0.00 | 0.00
Backup federal withholding tax [
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Landlord Data Tab Controls

Add an Adjustment Button

The Add an Adjustment button opens the Adjust-
ments tab (described at the end of this chapter).
This enables you to create a record of a landlord/
owner repayment of a HAP overpayment.

Edit Landlord ID Button

The Edit Landlord ID button enables you to change
the selected landlord’s unique identifying number.
When you click this button, the Type of ID Number
dialog box opens. Click the button that corresponds
to the landlord’s ID number. The Landlord ID field
then becomes editable. Enter the landlord’s new
ID number and click the Save button to save the
change or the Cancel button to cancel it.

Mark for Deletion Button

The Mark for Deletion button enables you to mark
the currently selected landlord for deletion. During
end-of-year initialization, all landlords marked for
deletion are moved from the current database to
the history database.

Recall Landlord Button
The Recall Landlord button enables you to remove

a landlord’s “marked for deletion” status.

Direct Deposit Setup Button

The Direct Deposit Setup button is available only
if the Direct Deposit box is checked. This button
opens the Landlord Direct Deposit Setup dialog
box. This dialog box enables you to select the type
of account in which the landlord receives direct
deposit transactions, and to enter the bank name,
account number, and routing number for these
transactions.

Landlord Data Tab Data Fields
Landlord Information

First Name
This is the landlord’s first name.

Last Name
This is the landlord’s last name.

In Care Of

These fields are the first and last name of the indi-
vidual to whose attention HAP payments and let-
ters to this landlord should be marked.

Address
This is the landlord’s street address.

City, State, Zip Code
These three fields are the landlord’s city, state, and
Zip code.

number you will be entering.

Type of ID Humber EIN or 55H?

The Il number may be an EIMN [33-9333333) or a S5M [393-93-9939). please select the tpe of ID

| ............. E |N[99.9999999]‘| 55N (999.99.999] |

X Cancel |

X

|
Landlord Direct De
Aocount Tope
’7'!7 C-Checking 5 -Savings

Bark Mame [FIFTH THIRD BANK

Account # |354-21 418
Routing # |2421 FEOOG

3 Cancel |

W 0K
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Phone
This is the landlord’s phone number.

Hold Code

This is the current hold code that is applied to this
landlord. When the program performs a check pro-
cessing sequence, it marks this field “P” for “paid.”
This keeps the landlord from receiving duplicate
checks if the program goes through two or more
check processing sequences in the same month.

If you want to hold this landlord’s checks, mark this
field “H” for “hold.”

Direct Deposit
If this landlord receives HAP payments through
direct deposit transactions, check this box.

PHA
If the landlord is another housing authority, check
this box.

PHAID
If the landlord is another housing authority, enter its
HUD-assigned PHA ID here.

Ext. Vendor #
This is an extended vendor number field for use
with third-party (e.g. non-Tenmast) check process-
ing programs.

Contract #
This is the landlord’s contract number.

Manager Information

If the landlord employs a property manager, these
fields are for that manager’s contact information. If
the landlord is his own property manager, you may
leave these fields blank.

Name
This is the property manager’s name.

Address
This is the property manager’s street address.

City, State, Zip
This is the property manager’s city, state, and zip
code.

Phone Number
This is the property manager’s phone number.

Maintain Landlords

File Edit Tools
Landlord Mame AMNETTE Sh/AlN

1D 416-61-6693

Landlord Data | Dumer - 1033 | Monihly Pagment | Cheok History | Check Adiustments | Notes |

#0028 e 93XxX® D

LANDLORD INFORMATION

First Mame [ANNETTE

In Care of [

Address [629 REGIMALD PR #2

City [CEXINGTON
Hald Code [ PHA T

Direct Deposit ¥ FHA ID

LastMame [SwAlN
InCars of 2] |
Phone  |[859)555-4851

State  |KY

ZipCode [40813
Ext. Vendor #

Conbiact # |521-45136

MaNAGER INFORMATION

| LANDLORD FAYMENT TOTALS |

Name  [AHNETTE SwalN

Addiess  [E29 REGINALD PRWY H2

City. State Zip  [LEXINGTON K 40513

Phone Number  [[859)555-4851

Calendar vear Fiscal Year
HAP Paprents 2,660.00 2,660.00
Account Adjustments 0.0o 0.00
Partable Papments 0.00 0.00
Damage Claim Papments 0.00 lw

Unpaid Rent Payments 0.00 0.00

Vacancy Payments 0.00 000

T otal Pagments 2EE000  ZEBDOD

Backup Withholding Taxes 0.0o 0.00
Backup federal withholding tax r
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Landlord Payment Totals

The Landlord Payment Totals fields contain this
landlord’s payment totals for the current calendar
and fiscal year. You can recalculate these totals
from check records on the Other Functions tab of
the Setup screen. The program updates these
fields whenever you enter an appropriate transac-
tion, but you can also manually edit them.

CautioN

Do not edit the Landlord Payment Totals data fields unless
instructed to do so by Tenmast personnel.

HAP Payments
This is the amount of HAP payments the landlord
has received this year.

Adjustments

This is the amount of adjustments made to the
landlord using the Add an Account Adjustment
function.

Portable Payments
This is the amount of portable payments the land-
lord has received this year.

Damage Claim Payments
This is the amount of damage claim payments the
landlord has received this year.

Unpaid Rent Payments
This is the amount of unpaid rent payments the
landlord has received this year.

Vacancy Payments
This is the amount of vacancy payments the land-
lord has received this year.

Total Payments
This is the total of all above columns.

Backup Withholding Taxes
This is the amount of backup withholding tax the
landlord is subject to this year.

Backup Federal Withholding Tax

Check this box if the landlord is subject to backup
withholding of federal income tax. The IRS requires
backup withholding for any landlord who does not
provide your agency with a correct TIN (Taxpayer
Identification Number).
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Owner - 1099 Tab

The Owner - 1099 tab contains the taxpayer and
tax reporting information for the landlord. Use the
standard WinTen controls to edit the data on this
tab and save or cancel your changes.

Maintain Landlords

File Edit Taolz
Landlard Mame AMMETTE Stafali ID 416-61-6693

#8020 &5 > «=+

OwHMER INFORMATION

First Name [SMMETTE Last Name |SWAIN
TIN JEIN [416-61-6653 In Care OF |
Adhess [829 REGINALD PRwY #2
City [LEXINGTON State [KY | ZipCode [40513

Phane |[359]555-4351

Fec'd-3 Fom [+«
1099 Required [+

OWwMER MBE SETTINGS

Owner is on the MBEE Repat W

FaceCode |6 -MULTI-RACIAL =]

Ethnic Code |2 - NON-HISPANIC -]

Sex IF j'

Owner - 1099 Tab Data Fields
Owner Information

The program fills in the Owner Information fields
with the landlord data from the Landlord Data tab.
If the landlord is not the owner of his own property,
change this data to that of the actual owner.

First Name
This is the owner’s first name.

Last Name
This is the owner’s last name.

TIN/EIN
This is the owner’s taxpayer ID number or em-
ployer ID number.
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In Care Of
This is the name of the individual to whose attention
correspondence for this owner should be marked.

Address
This is the owner’s street address.

City, State, Zip
These three fields are the owner’s city, state, and
Zip code.

Phone
This is the owner’s phone number.

Rec’d W-9 Form
Check this box if your agency has a W-9 form on
file for this landlord.

1099 Required

Check this box if the landlord needs to receive a
1099 from your agency. If this box is not checked,
this landlord will not be included in end-of-year
1099 processing performed through the WinTen
IRS 1099 program.

Owner MBE Settings

If the owner is an individual who is not a white
non-Hispanic male, he qualifies for MBE (Minority
Business Enterprise) tax credits and should appear
on the MBE Report. If this is the case, check the
Owner is on the MBE Report check box and fill in
the remaining fields. White non-Hispanic males
and corporations or other agencies never appear
on the MBE Report.

Race Code
This drop-down selection box enables you to spec-
ify the owner’s race code.

Ethnic Code
This drop-down selection box enables you to spec-
ify the owner’s ethnic code.

Sex
This drop-down selection box enables you to spec-
ify the owner’s gender.
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Monthly Payment Tab

The Monthly Payment tab contains a table that
breaks down the monthly payments made to the
selected landlord in the current and previous fiscal
year. The Total Paid row at the bottom of the tab is
the fiscal year-to-date total of payments. The pro-
gram automatically updates these values, but you
can edit them. Use the standard WinTen controls
to edit the data on this tab and save or cancel your
changes.

Maintain Landlords

File Edit Tools
Landlord Hame AMMETTE Swiblb

I 416-61-6693

Landlord Datal Owner - 1099 § Manthly Fayment I Check Higtary | Check .ﬂ.diustmentﬁl Motes I

#B2 &8 s <+

MONTH CURREMT FISCAL YEAR PRIOR FISCAL YEAR
JANUARY | 18:20.00 | 0.00
FEBRLARY | 0.00 | 44.00
MARCH | 0.00 | 857.00
APRIL | 0.00 | 100.00
haT | 0.00 | 0.00
JUNE | 0.00 | 0.00
JuLy | 0.00 | 0.00
AUGUST | 0.00 | 0.00
SEPTEMBER | 0.00 | 0.00
OCTOERER | 0.00 | 0.00
NOWEMEEFR | 0.00 | 0.00
DECEMBER | 0.00 | 0.00
Total Paid 182000 1001.00
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Check History Tab

The Check History tab contains a table of all HAP
and URP checks that have been paid to this land-
lord and this landlord’s tenants. You cannot edit
the data on this tab - the program automatically
updates it.

Maintain Landlords

File Edit Tools
Lardlord Harme AMMETTE Stwialk ID 416-61-6693

......................................

......................................

hass++

Check Mumber | Check Date | Type of Payment | Tenant R ecipient *
L Qooz40 02/24/2003 HAP Adjustment  LAMDLORD RECEIVABLE AMMETTE SWwWalM
|| 000240 02/24/2003 HAP Adjustment | BAFAT . ALLA - HAP ADJUSTMEMT AMMETTE SWwWalM
|| 000240 02/24/2003 HAR DaMSI0, RICARDO AMMETTE SWwWalM
|| 000007 01/08/2003 HAR DaMSI0, RICARDO AMMETTE SWwWalM
|| 000007 01/08/2003 HAR DAVIESS, KATHRYMN AMMETTE SWwWalM
|| 000230 03/21/2002 HAR DaMSI0, RICARDO AMMETTE SWwWalM
|| 000223 03/21/2002 HAR WILLIAMS, ALE=AMNDER AMMETTE SWwWalM
|| 000223 03/21/2002 HAR DAVIESS, KATHRYMN AMMETTE SWwWalM
| |Oo0z27 03/21/2002 LL Receivable  LAMDLORD RECEINVABLE REPMT AMMETTE SWwWalM
| |Oo0z27 03/21/2002 HAR LvBARGER., ANDY AMMETTE SWwWalM
| 02/13/2002 HAR ADJUSTMEMT TO LANDLORD PaAYMEMT HIS AMMETTE ShwiaslM
|| 000211 12/02/2001 HAR DaMSI0, RICARDO AMMETTE SWwWalM
|| 000210 12/02/2001 HAR WILLIAMS, ALE=AMNDER AMMETTE SWwWalM
|| 000203 12/02/2001 HAR DAVIESS, KATHRYMN AMMETTE SWwWalM
|| 000208 12/02/2001 HAR LvBARGER., ANDY AMMETTE SWwWalM
| |ooo sz 11/20/2001 HAR DaMSI0, RICARDO AMMETTE SWwWalM
|_|0o0m st 11/20/2001 HAR WILLIAMS, ALE=AMNDER AMMETTE SWwWalM
|
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Check Adjustments Tab

The Check Adjustments tab enables you to add,
edit, or delete check adjustments for the selected
landlord. Check adjustments are alterations to the
subsidy checks that the landlord is scheduled to
receive. Positive check adjustments are for addi-
tional payments or reimbursements to the landlord,
while negative check adjustments are for fees that
the landlord owes your agency (“landlord receiv-
ables”).

The top portion of this tab contains a table of all
outstanding adjustments for the selected landlord.
The bottom portion of this tab contains the data
fields for the currently selected adjustment. Use
the standard WinTen controls to edit the data on
this tab, add or delete adjustments, and save or
cancel your changes.

Maintain Landlords

File Edit Tools
Landlard Mame AMMETTE Shaiali ID 416-61-6693

Landlard Datal Owner - 1EIE|E|| konthly Payment | Check History  Check Adjustrments | Maotes I

[ i#BO|2 = |+ |5 & |
Tenant's Mame Descriphion Totalto | kMonthly Adiuzted | Remaining
Adjust Adjustrment | This tonth | Balance
Landlord Recervable -2 000.00 -120.00 000 -1.160.00

RAFAT, ALI&

R0,00 R0.00 m R0.00

RAFAT, AL1A - HAP Adjuztment

Tenant's NamelHﬁ.FﬁT,.ﬁ.Llﬁ 2 Tatal tc'.fl'-.diustl 50.00 Munthl_l,lﬂndiustmentl R0.00

Drezcription IFL&-.F.&.T, ALLA - HAP Adjustrment Remaining Ealancel B0.00  Adjusted Thiz Month 0.00
Ledger Project [Ky132v00001 -]
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Check Adjustments Tab Data Fields

Tenant’s Name
This is the name of the tenant to whose record this
adjustment applies, if applicable.

Description
This is a brief (50-character) description of the ad-
justment.

Ledger Project

This drop-down selection box enables you to
specify the ledger project in which this adjustment
should be recorded.

Total to Adjust
This is the adjustment’s total amount.

Monthly Adjustment

This is the amount that should be applied to this
landlord’s checks each month to perform this ad-
justment.

Remaining Balance
This is the remaining balance that has yet to be ap-
plied to this adjustment.

Adjusted This Month

This is the amount that has been applied to the
landlord’s checks this month to perform this adjust-
ment.

Hint: Total to Adjust

Remember, a positive adjustment amount indicates extra
money being paid to the landlord, while a negative ad-
justment amount indicates money being held out of the
landlord’s check.
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Notes Tab

The Notes tab enables you to store an unlimited
amount of notes or miscellaneous information re-
garding the selected landlord. Use the standard
WinTen controls to edit the data on this tab and
save or cancel your changes.

Maintain Landlords

File Edit Taolz
Landlard Mame AMMETTE Stafali ID 416-61-6693

i ¢ B O8> <+

LAMDLORD MOTES

441/1999
Flaced on hold. Has nat submitted zigned W-3 form to us pet.
-AkL

5/341999
W-3 zubmitted, payment hiold released,
- GKP

74820
On vacation out of the country, do not mail checks until she retums.

- DMl

T22420m
Back home. Stopped by office and picked up held checks.
-0kl
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Account Adjustment Tab

The Account Adjustment tab only appears if you
click the Add Adjustment button on the Landlord
Data tab. This tab enables you to enter a manual
adjustment for a check or payment that was not
recorded in the program through standard data
processing. When you save an adjustment from
this tab, the program reduces the calendar and Hint: Why would | need to make a manual adjustment?

YTD HAP payments accordingly. The most common reason for making a manual adjustment

When you enter the Account Adjustment tab, it is in is to record a check that wasn't printed through Section
edit mode. Enter the data for the adjustment and 8 check processing. For example, if your office’s printer
click the Save button to save it or the Cancel but- broke and you hand-wrote a check to a landlord, this is
ton to cancel it. The Account Adjustment tab dis- where you would record it. Likewise, if a landlord wrote
appears and the program returns to the Landlord your agency a personal check to repay an overpayment,
Data tab. you would record that here.

Maintain Landlords

File Edit Taolz
Landlard Mame AMMETTE Stafali ID 416-61-6693

Landlard Datal Owher - 1099 | Maonthly Payment | Check Histary | Check Adjustments | Motes  Account Adjustments

HO

LAMDLORD ACCOUMT ADJUSTMENT

iManual Check Adustrment [

CHECE. INFORMATIOM - [Uze a ' If This iz a Megative Adjustment] |

Check Mumber far T hiz &djustment |
[rate Check waz Wiitken IDEHE#;"EDDS

Adjuztment &mount | Total HAP before curment adjustment |

Adiustment Amount |[|_ a0 Calendar vear-To-D ate | 1820.00
Backup 'Withholding T axes I[l_[l[l Fizzal Year-Tao-Date I 1820.00

Ledager Diehit Accolnt | Ledaer Credit Account |

= [

ou Have Mot Entered an Adjustrment Armaunt. Y'ou Have Mat Entered an Adjustrment Aot
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Adjustments Tab Data Fields

Manual Check Adjustment
Check this box if the adjustment is a manual (hand-
written) check.

Check Information

If the Manual Check Adjustment check box is
checked, these fields become editable.

Check Number for this Adjustment
This is the number of the check in question.

Date Check Was Written
This is the date on which the check was written.

Adjustment Amount

Adjustment Amount
This is the amount for which you are making the
adjustment. To enter a negative adjustment (such
as a void of a manual check), enter a minus sign (-)
in front of the amount.

Tax Withheld
If applicable, this is the amount of tax withheld from
the check whose data you are entering.

Total HAP Before Current Adjustment

Calendar Year-to-Date

This is the total amount of HAP the landlord has
received in the calendar YTD. You cannot edit this
field - the program fills in this data from the Land-
lord Data tab.

Fiscal Year-to-Date

This is the total amount of HAP the landlord has re-
ceived in the fiscal YTD. You cannot edit this field
- the program fills in this data from the Landlord
Data tab.

Ledger Debit Account

This drop-down selection box enables you to spec-
ify the General Ledger account against which this
adjustment should be debited.

Ledger Credit Account

This drop-down selection box enables you to spec-
ify the General Ledger account toward which this
adjustment should be credited.

Landlard Mame ANMETTE StwialN 1D 416-61-6693 ‘
Landlard Datal Owner - 1099 | Monthly Payment | Check History | Check Adjustments | Notes  Account Adjustments |
H®
LANDLORD ACCOUNT ADJUSTMENT
sl Check Adiisment T
CHECK INFORMATION - (Use & " If This is a Negative Adjustment)
Check Kumber for This Adjustment ]
Date Check was Wiiten PEZEE
Adjustment Amaunt Total HAP before current adiustment
Adjustment Amount luuu— Calendar Year-To-Date IW
BackupWikholding Taves 000 Fiseal vearTo-Date 1820.00
Ledger Debit Accaunt Ledger Credit Account
| || 5

“fou Have Mot Entered an &djustment mount. ‘You Have Not Entered an Adjustment Amount.

Section 8 Tenant and Landlord * 7/31/2003 Edition * Maintain Landlords < Page 4.16



The core purpose of the Section 8 Tenant and
Landlord program is to track the financial data for
the individuals participating in your agency’s Sec-
tion 8 program. This job has two aspects: tracking
tenant records and tracking landlord records. The
Maintain Tenants area of the program enables you
to add new tenant records and edit existing ones.
To access this area of functionality, click the Ten-

MAINTAIN  TENANTS

ants button or press <T> at the Main Menu.

i Section B Tenant a

File Help
9
&

Tepmast

‘ Section 8 Tenant and Landiord

ﬁ? Landlards

TEI Checks

=i Beports
r=] Bep

Initialize

Section 8 Documentation - himbktentmbktsd

baintain Tenants
baintain Landlords
Frocess Checks
Frint Bepors

bonthly Initialization

& Units

04 Youchers

@ |riclex

Setup

F] Exit |

Faintain Linit Information
kaintain Youchers
Beindex/Pack Tahkles

bdaintain Setup Data

=10l =]
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Browse TENANTS SCREEN

The first screen that appears when you enter the
Add/Edit/Review Tenants area is the Browse Ten-
ants screen. This screen contains a table of all
of the tenants in Section 8’s database. From this
screen, you can add a new tenant or review and
edit an existing tenant’s record.

The two large buttons at the top of the screen al-
low you to select which tenant database you are
working with. Current tenants are those who are
currently receiving Section 8 subsidies from your
agency. History tenants are those who once re-
ceived assistance from your agency but currently
do not.

Once you have chosen which database you want
to use, you can either add a new tenant record or
review and edit an existing one.

Browsze Tenants

I Current Histary |

Search For || IEI

—Sort By
{* Last Mame, First Mame

" Social Security Murber
" Contract Murnber
{~ Landlord Last Mame, First Mame

Tenant Lazt Mame Tenant First Hame Tenant S5H Street Address Contract Mumbe2
| I CARTER FRAMNCIS BEE-11-1274 2109 PALATEA DR =
| |DANSIO RICARDO E4E6-5E6-5614 35500 ELUE RIDGE RD
| |DAVIESS FATHRYM 165-51-6134 35508 BLUE RIDGE RD
| |DEVRIES CAITLIM 353-54-6511 1630 DOVER DR
|_|DONDHUE MICHAEL 131-32-4654 197 WEST VIME 5T
| |D'SOM HUMTER E48-64-1354 2031 JERICHO DR
|| GRABOWSKI GEOFF 4B1-64-1631 152 PHILLIFPS CT
|_|HANCOCE, JEFFREY BE4-31-5764 1921 PHELPS LM
|| KILEY ELLEM 15E6-41-6571 231 GREGORY LM 20000078
| |LANGLOIS JASOM 54313613 o982 GREGORY LM
|_|LYBARGER AMNDY HhE-B5-6461 35504 BLUE RIDGE RD
|_|MORRIS CHRISTOPHER bE4-56-4614 4554 PIMLICO DR
|_|FORTER JAaMES 45E-46-1651 381 PHILLIPS CT
| |RAFAT ALl 45E-46-1133 196 WEST VIME 5T
|| SIMMS YICTOR E16-61-3154 195 'WEST VIME 5T _I_..|
i | ¥

&= Add | &% Edit / Review F] Clase |
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Tenant Search Screen Controls

Current and History Buttons
This pair of buttons allows you select the tenant
database with which you want to work.

Search By...

This set of radio buttons determines the order
in which the tenant records are displayed in the
table.

Search For

This data field enables you to search for a specific
tenant record. Enter the target of your search in
this data field and click the Go button. The pro-
gram searches whichever set of fields you have
selected with the Search By radio buttons and
highlights the first record in the table that matches
your search target.

Add/Move In Button

Click this button to add a new tenant. This opens
the Review/Edit Tenants screen on a blank tenant
record. This screen is described in more detail on
the following pages.

Edit/Review Button

Click this button to review and/or edit the currently
selected tenant. This opens the Review/Edit Ten-
ants screen on that tenant’s record. This screen is
described in more detail on the following pages.
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Review/EDim TENANTS ScREEN

The Review/Edit Tenants screen contains the com-
plete data for one selected tenant record. It has six
tabs that are always available: Tenant Data, Rent
Calc., ORC Changes, Payment Info, FSS Data,
and Check Hist. If you are using Tenmast’'s MS-
DOS-based Inspections program, the Inspections
tab also appears. If the tenant is marked as an
incoming portable tenant on the Tenant Data tab,
the Portable tab also appears. If the program is set
up to process tenant receivables, the Receivable
tab also appears. This screen always opens on the
Tenant Data tab, as shown below.

Tenant Data Tab

The Tenant Data tab contains the basic identifying
information for the selected tenant and his landlord.
Use the standard WinTen controls to edit the data
on this tab and save or cancel your changes.

Maintain Tenants

File Edit Taolz
Tenart Marme ELLEM KILEY

55N [156-41-6571

Tenant Data | Rent Calc. I ORC Ehangesl Payrment [nfo. I F55 Datal F'n:urtal:ulel Flecei'-.-'al:ulel Check Hist. I

fll =202 | &E| >+ L |G| tAHAEGEIXPD L

First, Last Mame [F00ED |KILEY

Care 0f I

(0 .| Phene [(853555.7383 al

Steet |81 GREGORY LN

City, State Zip [LEXINGTOMN, Ky 40561

Froperty D IBNKSDNSJ County

Management Code | [None)

Caseworker IZE.E-.H, kb

Searching for a Unit [

Fraject I j
Youcher # IEUUU-UU?E

j &dmizsion Date IUE-"'I 041558 | i

Landiard [HOLZSCHLAG. RANDY S64-46-1331

Landlord 1D [5E4-46-1331

Partable [ Youcher Size II:I *I
10 F'n:urtal:ulell - Incoming j HTH ™

#of Beds [2

Face ‘white
Ethnicity Mon-Hizpanic

HTH
Tenant Type I‘v‘-:uu-:her M ctatus I vI Elderly [~

Dependents I 2
Farnily Members I 3
Mext Inzp. Date [02/25/2004 i

MHext Inzp. Time

Comment 1 |

Termination Lrate

Comment 2 |

o
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Tenant Data Tab Controls

Print Tenant Reports Button |
The Print Tenant Reports button opens the Tenant

Reports dialog box. This dialog box enables you to

print reports on the selected tenant. It is described

in detail at the end of this chapter.

Change Landlord Button

The Change Landlord button opens the Landlord ?‘l

Select dialog box. This dialog box enables you Landlord Select

to select a new landlord for the tenant. Click on SELECT 4 LANDLORD FROM THE LIST BELOW

the appropriate landlord and click OK to save your vy

change or Cancel to cancel it. MITCHELL STEVEN 241674028
STEIN PETER 185-64-6616
STEWART CHERYL BE1-33-6312
ShdalM AMNMETTE 416-61-6693
THOENY MICHAEL 815-18-6361
WILLIAMS ELIOT 957-45-2671

=
J oK X Cancel |
Unit Information Button ﬁ |

The Unit Information button opens the Maintain As-
sisted Housing Units sub-screen to the record for
the tenant’s unit. This sub-screen is described in
detail at the end of this chapter.

Transfer Tenant Button i
The Transfer Tenant button enables you to transfer o Date st wilosos [ 7200
the selected tenant into a new unit. When you click

this button, the Transfer Date dialog box appears. MUST be in your current 58 month of 2
Enter the effective date of the transfer and click

OK, or click Cancel to cancel the process. Vo | % grea]

If you click OK, the Browse Housing Units dialog
box opens. Select the unit into which to transfer
the tenant and click the Select Unit button. The
program changes the tenant’s records to reflect the
new unit.

NOTE: If the tenant is in the Occupancy and
Rent Calculation program in this data area, you
must transfer him to a new unit in that program.
You cannot use this function.
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Searching for a Unit Button

This button enables you to mark the tenant as
“searching for a unit.” This condition occurs when
the tenant wants to transfer between units within
your agency’s jurisdiction, you are not currently
subsidizing the tenant, and you have issued a
voucher to allow this process. When you click this
button, the Searching for a Unit dialog box opens.
Enter the issue and expiration dates for the vouch-
er and click OK. The program marks the tenant as
searching.

While the tenant is marked as searching, you can-
not perform editing actions. You must transfer
the tenant to a new unit before you can edit the
record.

Change SSN Button

This button enables you to change the Social
Security number of the currently selected tenant.
When you click this button, the SSN field becomes
editable. Enter the tenant's new SSN and click
the Save button to save the change or the Cancel
button to cancel it. When you change a SSN, the
program updates its databases, changing that SSN
to its new value in every record associated with that
number.

Mark Tenant for Deletion Button

This button enables you to mark a tenant record
for future deletion from the Section 8 database.
When you click this button, the record becomes
editable. Enter any comments you may need to
make regarding the reasons for deletion and click
the Save button. The program marks the tenant for
deletion.

During the next monthly initialization, the tenant’s
record will be deleted and moved to the history da-
tabase. The program will also change the tenant’s
records in Occupancy and Rent Calculation to
have a transaction code of 6 (End of Participation),
set the effective date to the termination date, and
create an eTrans record for the tenant.

Unmark Tenant for Deletion Button
Click this button to revoke the “marked for deletion”
status from a tenant record.

Show Inspections Button

Click this button to open the Browse Inspections
sub-screen, described at the end of this chapter.
The Browse Inspections sub-screen enables you
to view inspections performed on this tenant’s unit.
This button is available only if you are running the
WinTen Section 8 Inspections program.

I::?:] | Searching for a Unit

Thiz feature is uzed to show that the tenant has mowved
fram the curent unit and iz searching for a new unit with

awoucher. The tenant will be moved out of the cument
unit ahd will MOT receive a HAF or URP check. The
tenant can only be made active by transfering into a
new unit. IF the tenant does not locate a unit, they may
bz deleted to higtony,

Date voucher izsued  |LEAEEENIY

Diate voucher expires |D4£15£2002 g
¢ ak. I 3 Cancel |

X
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Mailing Address Button

If the tenant’s mailing address is different from his
physical address, click the Mailing Address button.
This opens the Review/Edit Mailing Address dialog
box. Use the standard WinTen controls to edit this
data and save or cancel your changes.

Additional Telephone Numbers Button

If the tenant has more than one telephone number,
click the Additional Telephone Numbers button to
open the Additional Telephone Numbers dialog
box. Use the standard WinTen controls to edit this
data and save or cancel your changes.

Tenant Data Tab Data Fields

Tenant Information

SSN
This is the tenant’s Social Security number.

Searching for a Unit

If the tenant is searching for a unit (attempting to
transfer between units in your agency’s jurisdic-
tion), this box is checked. Use the Searching for a
Unit button to change this indicator.

First Name, Last Name
These fields are the tenant’s first and last name.

Care Of
This is the individual to whose attention correspon-
dence to this tenant should be sent.

Street

This is the tenant’s street address. You cannot edit
this field; the program draws this information from
the Rent Reasonableness program.

City, State, Zip

This is the tenant’s city, state, and zip code. You
cannot edit this field; the program draws this infor-
mation from the Rent Reasonableness program.

Property ID

This is a unique identifier assigned to the tenant’s
current unit by the WinTen programs. This data
is used by Tenmast personnel for diagnostic pur-
poses. You cannot edit this field.

County

This is the county in which the tenant lives. You
cannot edit this field; the program draws this infor-
mation from the Rent Reasonableness program.

Phone
This is the tenant’s phone number.

File Record

Dl#mo

Tenant [ELLEN KILEY
Care OF I
Street [3851 HERSHEY AVE

City / State / Zip [LEXINGTON [k ] Jeos7s
B
= 0 /60 |

‘wark Phone |[859] 2738382
Mezzage Phone |[859] 494-765

File Edit Tools
Tenant Name ELLEM KILEY

S5M |156-41-8571

Tenant Data IHenl Ealc.l ORC Ehangesl Payment Info. | Fs& Dalal Portablel Hecelvab\el Check Hist I

l+=¥B2 88|y« |J|G|tadE e IXPE

First, Last Mame [E0Eg [ricey
Care0f | [ .| Phore [esasss e | &
Strest |881 GREGORY LN Searching for, a Unit [T
City, State Zip ILEXINGTUN, K 40561 Project .I
Property 1D [BNKSONS County . Voucher 1 [E00T078
Management Code |[None) B
I Admission Date [02/10/1355 [0
Caseworker [ZEAH. KM =l
Landiord [HOLZSCHLAG . RANDY G64-46-1331 Landlord D [564-46-1331
Partable [ Voucher Size [0~ #of Beds [z Dependznts z
- lm HTH Race White Family Members 3
‘artabls 3 o Et;:!mtly Non-Hispanic NestInsp. Date [02/25/2004 E
Tenant Type IVoucher j Status I j erly = Nestlnsp. Tmel

Comment i1 [ Termination Date:

Camment 2 |
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Management Code

This drop-down selection box enables you to select
the management code, if applicable, for this ten-
ant.

Caseworker
This drop-down selection box enables you to select
the caseworker assigned to this tenant.

Voucher Information

Searching for a Unit

If this box is checked, the tenant is searching for a
unit. To edit this condition, click the Searching for
a Unit button.

Project

This drop-down selection box enables you to
specify the project from which the tenant receives
rent subsidy.

Voucher #
This is the tenant’s voucher number.

Admission Date
This is the tenant’s admission date.

Landlord Information

To edit these fields, click the Change Landlord but-
ton.

Landlord Name
This is the name of the tenant’s landlord.

Landlord ID
This is the landlord’s SSN or EIN.

Detailed Information

Portable
If the tenant is portable, check this box. The Por-
table tab of this screen is available if this box is
checked.

/0 Portable
This drop-down selection box enables you to spec-
ify the tenant’s portability type, if applicable.

Tenant Type

This is the tenant’s type (for 50058 reporting pur-
poses). You cannot edit this field; the program
draws this information from the Occupancy and
Rent Calculation program.

Voucher Size
This is the bedroom size for which the tenant has
a voucher.

HTH
Check this box if the tenant is hard to house.

SSM |156-41-6571

Tenant Name ELLEN KILEY

Tenant Data IHenl Ealc.l ORC Ehangesl Payment Info, | F5S Dalal Portablel F\eceivah\el Check Hist, I
(l+-#B2 &53v<> L@/t 0de62X® S
First, Last Hame IKILEY

Care i | @ .| Phore [js59)5557383 | 4
Street [681 GREGORY LN Searching for a Unit ™
City. State Zip [LEXINGTOM, Ky 40551 Project -
Fropety 1D [BNKSONS County . Veusha # [T000007E
Management Code | [None) =
¢ I Acnission Date [02710/19958 ]
Caseworker [ZE4H. KIM =l
Landiord [HOLZSCHLAG. RANDY 564-46-1331 Landiord ID [E54-46-1331
Poitable [V Woucher Size |0 7 #of Beds [2 e el
Bl m HTH Race White Family Members 3
= InComir hd i B
ortable a T Ethricity NorHispanic 1y nco pate [272572000
Tenant Type [Voucher = stats | o] Eb NestInsp. Time

Commenl i1 | Termination Date

Camment 2 |

Hint: 1/0 Portable

If you indicate that the tenant is an incoming portable, the
Portable tab becomes available on this screen.

If you indlicate that the tenant is an outgoing portable, the
Outgoing Portable Transfer dialog box (see below) opens
when you save the tenant’s record. Enter the date of the
transfer and click OK. The program changes the tenant’s
record in Occupancy and Rent Calculation to have a
transaction code of 5 (Portability Move-Out), changes the
effective date of the transaction to the move-out date you
entered, and creates an eTrans record.

Outgoing Portable Transfer

OUTGOING PFORTAELE TRAMSFER

[rate tratefer will ooour
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HTH Status

This drop-down selection box enables you to spec-
ify the status of the collection of the tenant’s Hard
to House fee.

# of Beds

This is the number of bedrooms in the tenant’s cur-
rent unit. You cannot edit this field; the program
draws this information from the Rent Reasonable-
ness program.

Race

This is the tenant’s race. You cannot edit this field;
the program draws this information from the Occu-
pancy and Rent Calculation program.

Ethnicity

This is the tenant’s ethnicity. You cannot edit this
field; the program draws this information from the
Occupancy and Rent Calculation program.

Elderly

If this box is checked, the tenant is elderly. You
cannot edit this field; the program draws this infor-
mation from the Occupancy and Rent Calculation
program.

Dependents
This is the number of dependents in the tenant’s
household.

Family Members
This is the number of members in the tenant’s
household.

Comments

Comment 1 and 2
These fields allow you to enter short (40-character)
comments on the tenant.

Termination Date

This is the tenant’s termination date, if the tenant is
marked for deletion. You cannot edit this field; the
program fills it in automatically.
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Rent Calc Tab

The Rent Calc tab contains the rent calculation
data for the selected tenant. Use the standard
WinTen controls to edit the data on this tab and
save or cancel your changes.

Maintain Tenants

Fil= Edit Tools
Tenant Name ELLEN KILEY SSN |156-41-6571 |

Tenant Data  Rent Cale. |EIFIE Ehangesl F'a_l,lmentlnfn.l F55 Datal F'n:urtal:ulel Receivable | Check Hist.l

#8955 «=>

LEASE/COMTRACT INFORMATIOMN

HAP Contract # Im Lesse [ bl ||:|5;|:|1 22002

HAP Contract Datel
. Mext Exam Date |D3FEEHEDD2
HAP Contract Sign Datel

UTILITY COMPANY INFORMATION

Ltiliky Compay IKENTUEKY UTILITIES j
Utility Cio &sect |

CURRENT RENT CALCULATIOMN |

Tenant Type I‘v‘-:uu-:her j Tenant Bent 1 00 Minimum Rent Exempt 5
F"ayme:t Standasrd Tdat'lz Il-lSH Gross Rent 775 00 Secirity Deposit I 0.00
ayment 3tandar 533.00 Income Level
————— I 469,00
Contract Rent 710,00 PP e el
Utility &llowance E5.00 URF Amourt I 0.00 Lnnual Income I 3500.00
Tatal Tenant Payment £4.00 Tatal Assistance Payment 4E85.00 Adjusted Income I 2540.00
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Rent Calc Tab Data Fields

Lease/Contract Information

HAP Contract #
This is the tenant’'s HAP contract number.

HAP Contract Date
This is the date on which the tenant’s HAP contract
was issued.

HAP Contract Sign Date
This is the date on which the tenant signed his HAP
contract.

Lease Issue Date
This is the date on which the tenant’s lease was is-
sued or last underwent a rent change.

Next Exam Date
This is the date for the tenant’s next annual re-ex-
amination.

Utility Company Information

If you have set up utility billing for seasonal billing,
the Summer and Winter fields are available, as
shown on the screen image. If you have not set up
seasonal billing, the program only displays a single
set of code and account fields.

Summer Utility Company Code

This drop-down selection box enables you to
specify the utility company used for summer utility
billing.

Summer Utility Co Account
This is the tenant’s account number with the utility
company specified above.

Winter Utility Company Code
This drop-down selection box enables you to speci-
fy the utility company used for winter utility billing.

Winter Utility Co Account
This is the tenant’s account number with the utility
company specified above.

Current Rent Calculation

You cannot edit the Current Rent Calculation fields.
The program draws this data from the WinTen Oc-
cupancy and Rent Calculation program.

Tenant Type
This is the tenant’s type (for 50058 reporting pur-
poses).

Payment Standard Table
This is the identifying code of the payment stan-
dard table that applies to this tenant.
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Payment Standard
This is the tenant’s payment standard.

Contract Rent
This is the tenant’s contract rent.

Utility Allowance
This is the tenant’s utility allowance.

Total Tenant Payment
This is the tenant’s total monthly payment.

Tenant Rent
This is the tenant’s paid rent.

Gross Rent
This is the tenant’s gross rent.

HAP Amount
This is the tenant’s housing assistance payment.

URP Amount
This is the tenant’s utility reimbursement payment.

Total Assistance Payment
This is the total assistance payment the tenant
receives.

Minimum Rent Exempt
If the tenant is exempt from minimum rent, this box
is checked.

Security Deposit
This is the tenant’s security deposit.

Income Level
This is the tenant’s income level: low, very low, or
extremely low.

Annual Income
This is the tenant’s annual income.

Adjusted Income
This is the tenant’s annual income after expense
adjustments.

Maintain Tenants

File Edit Tools
Tenant Name ELLEN KILEY

SSM |156-41-6571

Tenant Data Rent Cale. |DHC Changes | Payment Info. | FSS Data | Portable | Receivable | Check Hist |

l#B2 | &>y =+

LEASE/COMTRACT INFORMATIOM

HAP Contract # [EINIEIGE Leass |ssue Date |U5,au1 Jan02
HAP Conbract Date

Mext Exam Date: IDS#ZS;‘ZUDZ
H&P Conbract Sign Date

UTILITY COMPANY INFORMATION

Utility Company |[KENTUCKY UTILITIES 'I
Uty Cadeet [

CURREMT RENT CALCULATION |

| esen) BT Wirirnur Fent Exernpt [
GrossRent | 775.00 Secuity Deposit um

HAP Amcur [ 95000 Incame Level

Tenant Type |Vaucher

Payment Standard Table || J5R

Payment Standard 533.00

Contract Rent 71000
Utiity &llawance 55.00 URP Amournt ooo Annual Income 350000
Total Tenant Payment E4.00 Total Assistance Payment 469.00 Adjusted Income 2540.00

Hint: Too many rents!

Contract Rent is what the landlord is charging for the unit
(the rent that is on the lease).

Tenant Rent is the contract rent minus the tenant’s HAP
amount (the amount of the lease for which the tenant is
responsible).

Gross Rent is the contract rent plus any utility allowance
that your agency allows for the unit.
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ORC Changes Tab

When you recertify a tenant or perform other edit-
ing actions on that tenant’s record in the Occupan-
cy and Rent Calculation program, these changes
don’t automatically appear in the tenant’s record in
Section 8. Changes often have effective dates in
the future, which means that applying those chang-
es immediately would cause errors in the tenant’s
data for the months between the present day and
the effective date of the change.

The WinTen programs handle this by using the Fu-
ture Changes database. When you make a change
in Occupancy and Rent Calculation that shouldn’t
immediately take effect in Section 8, Occupancy
and Rent Calculation records the change in this
database. Whenever Section 8 initializes into a
new month, it checks this database for changes
that need to be applied during the new month.

Maintain Tenants

File Edit Tools
Tenant Mame ELLEM EILEY

55N | 156-41-6571 |

Tenant Datal Fent Cale.  ORC Changes | Paymerit Infn.l F55 Datal F"n:urtal:ulel Heceivablel Check Hist. I

&8 -Hy «=»

LRP Aot
|| 034012003 2 LAl 02/20/2003 1
| |03/25/2003 2 LAl 02/20/2003 1
| |04/01/2003 2 LAl 02/20/2003 1
| |05/01/2003 2 LAl 02/20/2003 1
|| 0B/01/2003 2 LAl 02/20/2003 1
|| 0740142003 2 LAl 02/20/2003 1 B

SN [156-41-6571

Effective Date |03/28/2002

Tenant Mame [KILEY, ELLEN P

Tranzaction Code IF'::lrtaI:liIit_I,I b -t
YWhio Created Change [T
Date of Change  |02420/2003

Property 1D IEH KSOMS)

{

MNE=T TEMANT CHAMGE TO BE PROCESSED DURIMG MOMTHLY INITIALIZATION

B TTP 6

Ltility Allowance B
HAP Amnoint 45
URP AmaLirt

i) .
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The ORC Changes tab lists the future change re-
cords that exist in the ORC Changes database for
the currently selected tenant. The top half of the
tab is a table of all future change records. The bot-
tom half contains the detailed information for the
currently selected future change. You cannot edit
the data on this tab. To change or undo a future
change record, you must use the Occupancy and
Rent Calculation program.

ORC Changes Tab Other Functions

Apply ORC Tenant Changes

Use this command to apply the currently selected
future change immediately, rather than waiting for it
to take effect during monthly initialization.

Undo Last ORC Tenant Change

Use this command to undo the last future change
from Occupancy and Rent Calculation that was ap-
plied to the tenant.

SSM |156-41-6571

Tenant Name ELLEN KILEY

Tenant Data| Rent Cale.  ORE Changes | Payment Info. | FSS Data | Portable | Receivable | Check Hist |

0 af-0> <> |

HAP Amaunt URP Amount

5 463
2 Cal 02/20¢2003 1}

D3J28J2003 2Ca0 02/204/2003 1
Ud.v‘UUZEIUB 2 Cal 02/20¢2003 1}
a

1}

a

. 05/01/2003 2Ca0 02/204/2003
l 06/01/2003 2 Cal 02/20¢2003

. 07/01/2003 2|CAD 02/20/2003 =
55N [156-418571 Effective Date |03/28/2002
Tenant Name |KILE'Y, ELLEM P!
Tranzaction Code | Foitability Move oul E TTP 64
‘wha Created Change  |CAD Utility Allovance: ES
Date of Change  [02/20/2003 HAP Amount 469

Property 1D |ENKSONS) URF Amount 1}

NEXT TEMANT CHANGE TO BE PROCESSED DURING MONTHLY INITIALIZATION

1M

Apply ORC Tenant Changes
Undo Last ORC Tenant Change

Hint: Why apply a future change immediately?

This function is most often used when you have a change
that needs to take effect in the middle of a month. For ex-
ample, if a tenant transfers on the 15th of a month and you
need to be able to pay his landlord, use the Apply ORC Ten-
ant Changes command to immediately record the changes
to the record so he’'ll be listed as one of his landlord’s ten-
ants when it's time to process HAP checks.

Section 8 Tenant and Landlord < 7/31/2003 Edition * Maintain Tenants ¢ Page 5.14



ORC Changes Tab Data Fields

SSN
This is the tenant’s Social Security number.

Tenant Name
This is the tenant’s name.

Effective Date
This is the future change’s effective date.

Transaction Code

This is the PIC transaction code for the Form
HUD-50058 record that corresponds to the future
change.

Who Created Change
This is the user name or initials of the user who cre-
ated the future change record.

Date of Change
This is the date on which the future change was
created.

TTP
This is the TTP that will be in effect for the tenant
after the change’s effective date.

Utility Allowance
This is the utility allowance that will be in effect for
the tenant after the change’s effective date.

HAP Amount
This is the HAP that will be in effect for the tenant
after the change’s effective date.

URP Amount
This is the URP that will be in effect for the tenant
after the change’s effective date.
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Payment Info Tab

The Payment Info tab contains the current payment
amounts for the selected tenant. Use the standard
WinTen controls to edit the data on this tab and
save or cancel your changes. The top portion of
the tab displays the tenant’s current outstanding
payments, while the bottom portion contains a
table of all outstanding adjustments to the tenant’s

HAP and URP payments. Hint: Adjustments

When you click the Edit button, the Add and Delete Check adjustments are alterations to the subsidy checks
buttons become usable. Use the standard WinTen that a tenant or landlord is scheduled to receive. Positive
controls to edit the data on this tab, add or delete check adjustments are for additional payments or reim-
adjustments to the tenant’s payments, and save or bursements, while negative check adjustments are for fees
cancel your changes. that the landlord or tenant owes your agency.

Maintain Tenants

File Edit Tools
Tenant Mame ELLEM EILEY 55N|1EE-41-EEF1

Tenant Datal Rent Ealc.l ORLC Change: Fayment Info. |F55 Datal P'l:urtal:ulel Heceivablel Check, Hi&t.l

il +--- #8255+

LEASE ISSUE DATE MNE=T ExAM DATE
0540142002 | 03/28/2002

e to Pay I_ Ledger Account Project IKW 2200007 j ‘

Hald To Be Paid Adjustment Check. HaP/LURF
Code Reazon Held Mext Check, Mest Check Anount Thiz Month
TenantURF [ | | 50« mom=[ 700 [ oo
Landiord HAP [ [Newt Exam Date Missed [ 490+ sow-=] smm [ oo
Part. Adrmin Fee I 0.0o I 0.00
Check Adjuztments
Type |Description Totalto [Monthly  |Adusted  |Remaining |Ledger dcct | 2
Adjuzt Adjustment | This Maonth [Balance | Praoject
HaP  |HAF adjustment - admin fee reimbursement 50.00 &0.00 0.0o0 S0.00 51 32500007
URP |URF adjuztment - service outage credit 20.00 20.00 0.00 20.00 K5 3200007
=
Future outgoing portable admin. fee | 0.00
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Payment Info Tab Data Fields

Lease Issue Date

This is the date the tenant’'s current lease was is-
sued. You cannot edit this field; this date is only
editable on the Rent Calc tab.

Next Exam Date

This is the date of the tenant’s next annual re-ex-
amination. You cannot edit this field; this date is
only editable on the Rent Calc tab. If the Section
8 program is initialized into a month that falls after
this date, the tenant’s payments are suspended
(placed on hold) until the re-certification is recorded
and the tenant’s re-examination date is changed.

When to Pay

The When to Pay field enables you to include the
selected tenant in a payment group, indicated by a
single letter in this field. When you process checks,
you have the option to only process checks for the
tenants in a specific payment group. For example,
if you enter “A” in this field, this tenant’s payments
will be included in every check run for payment
group A.

Ledger Project Account

This drop-down selection box enables you to se-
lect a project against whose ledger accounts this
tenant’'s payments will be applied. The options in
this field are the projects set up on the Ledger Post-
ing Setup tab of the Setup screen.

Hold Code and Reason Held (Tenant URP and
Landlord HAP)

These fields show if tenant and/or landlord checks
for this tenant are being held. Enter “H” in this field
to hold the check. If the check has already been
written for the current month, the program auto-
matically enters “P” in this field to prevent duplicate
check printing. If the current month is later than the
tenant’s next exam date, the program automatically
enters “X” in this field to prevent payments from be-
ing sent until the tenant is re-certified. If this field
is blank, the tenant’s or landlord’s checks are not
being held.

The Reason Held field is a brief (25-character) de-
scription of the reason the check is being held. The
program automatically fills in this field if the hold
code is “P” or “X.”

To Be Paid Next Check (Tenant URP and Land-
lord HAP)

This is the base amount that will be on each check
during the next check processing sequence.

Hint: Total to Adjust

Remember, a positive adjustment amount indicates extra
money being added to the HAP or URP payment, while a
negative adjustment amount indicates money being held
out of the payment.

Section 8 Tenant and Landlord * 7/31/2003 Edition * Maintain Tenants ¢ Page 5.17



Adjustment Next Check (Tenant URP and
Landlord HAP)

This is the total amount of all adjustments, if any,
that will apply to each check during the next check
processing sequence.

Check Amount (Tenant URP and Landlord
HAP)

This is the actual amount, including all adjustments,
that will be on each check.

HAP/URP This Month
This is the amount of HAP or URP that the tenant
has already received this month.

Future outgoing portable admin fee

If this tenant is an outgoing portable tenant (moved
to another agency’s unit) with an upcoming rent
change that will affect his administrative fee, this is
his future administrative fee as of the next monthly
initialization.

Check Adjustment Table Data Fields

Type
This is the type of check receiving the adjustment:
HAP or URP.

Description
This is a brief (50-character) description of the ad-
justment.

Total to Adjust
This is the adjustment’s total amount.

Monthly Adjustment

This is the amount that should be applied to this
landlord’s checks each month to perform this ad-
justment.

Adjusted This Month

This is the amount that has been applied to the
landlord’s checks this month to perform this adjust-
ment.

Remaining Balance
This is the remaining balance that has yet to be ap-
plied to this adjustment.

Ledger Acct Project
This is the ledger project in which this adjustment
will be recorded.

File Edit Tools

Tenant Name ELLEN KILEY S5M [156-41-6571
Tenant Data| Rent Calc. | ORC Changes  Payment Info, |F55 Data| Portable | Receivable | Check Hist. |
fl+ - #B2 &8s+ |
LEASE ISSUE DATE I NEXT EXAM DATE |
05/01/2002 | 03/28/2002

WhentoPay | | LedaerAccount Project [Kr132v00001 % ‘

Hold ToBePaid  Adustment Check. HAP/IRP
Code Reason Held Mest Check  Wext Check Amount  This Month
TensntURP [ | | S0+ wmoo=] o [ oo
Landiord HAP < | [ext Evam Date Miseed [ w0+ sm=] sam | oo
Port. Admin Fee 0.00 0.00
Check Adjustments
Type |Descrption Tolalto |Monthly  |Adjusted |Remaining | Ledger Acct | =]
Adjust Adjustment | This Month |Balance | Project
HAP | HAP adjustment - admin fee reimbursement 50.00 50.001 0.00 50.00 k132700001
URP  URP adjustment - service outage credit 2000 20,00 0.00 2000 k132700001
=
Future outgoing partable admin. fee 0.00

Hint: Tenants with Adjustments Changing Landlords

If a tenant with an outstanding check adjustment moves
into a unit with a different landlord, HAP adjustments stay
with the landlord, while URP adjustments stay with the ten-
ant.

Section 8 Tenant and Landlord < 7/31/2003 Edition * Maintain Tenants ¢ Page 5.18



FSS Data Tab

The FSS Data tab contains family self-sufficiency
data for the selected tenant. Use the standard
WinTen controls to edit the data on this tab and
save or cancel your changes.

NOTE: Unless you check the Is Household Part
of FSS Program box, no other data field on this
tab is editable.

Maintain Tenants

File Edit Taolz
Tenart Marme ELLEM KILEY

55N [156-41-6571

Tenant Datal Rent Calc. I ORC Ehangesl Payment Info.  FS5 Data | F'n:urtal:ulel Receivable | Check Hist. I

#8055 «=>

F55 Participant  [v

BASICFSS INFORMATION

—
—

F55 plan beqginning date
FS5 plan ending date

Monthly ezcrow payment amt. | 000
Armaount to be paid this manth | 7R.00
Ilp to date F55 escrow bal | 200054

| FS5 PAYMEMT INFORMATION
FPayment Hold Code |_
[rate of last escrow payment
Current month interest earmed | 000
Cantract to date interest earned | a0e.41

F55 ESCROW BAMEK INFORMATIOMN |

Deposit ezcrow payments ko
Sheet Address

City

£ip Code

FS5 ezcrow account number

[FIFTH THIRD BANK
[250°WEST MAIM STREET
[LEXINGTOM

[40501

K

-

State

187333438

FSS Data Tab Data Fields

Is household part of FSS program
Check this box if the selected household is part of
your agency’s FSS program.

Basic FSS Information

FSS Plan Beginning Date
This is the date on which the tenant was enrolled in
the FSS program.

FSS Plan Ending Date
This is the date on which the tenant’s FSS enroll-
ment is scheduled to end.
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Monthly Escrow Payment Amt.
This is the amount of the normal monthly FSS pay-
ment into this tenant’s escrow account.

Amount to be paid this month
This is the amount of this month’s FSS payment
into this tenant’s escrow account.

Up to Date FSS Escrow Bal
This is the current balance of the tenant’s FSS es-
crow account.

FSS Payment Information

Payment Hold Code

This field shows if the tenant’'s escrow payments
are being held. Enter “H” in this field to hold pay-
ments. If the check has already been written for
the current month, the program automatically en-
ters “P” in this field to prevent duplicate deposits. If
this field is blank, the tenant’s checks are not being
held.

Date of Last Escrow Payment
This is the date on which the tenant’s last escrow
payment was deposited.

Current Month Interest Earned
This is the amount of interest the account has
earned since the tenant entered the FSS program.

Contract to Date Interest Earned
This is the amount of interest the account has
earned as of the current month.

FSS Escrow Bank Information

If Section 8 is set up to only send one FSS check to
the escrow account for all tenants, the FSS Escrow
Bank Information fields cannot be edited.

Deposit Escrow Payments To
This is the name of the bank that holds the FSS
escrow account.

Street Address
This is the bank’s street address.

City, State, Zip Code
These three fields are the bank’s city, state, and
Zip code.

FSS Escrow Account Number
This is the account number of the tenant’'s FSS
escrow account.

Tenant Name ELLEN KILEY

SSM |156-41-6571

Tenant Data| Rent Calc. | DRC Changes | PaymentInfo. FSS Data | Partable | Receivable | Check Hist. |

l#B2 S|y =+

FSS Participant [

BASIC FSS INFORMATION I FSS5 PAYMENT INFORMATION
F55 plan beginning date I Papment Hold Code '
7 pEn e e I Date of last escrow payment
Monthly escrow payment amt. [ om
A o s e IW Current month interest earned lw
Up to date F55 esciom bal Im Contract to date interest eamed lm
FS5 ESCROW BANK INFORMATION
Deposit escrow payments to [FIFTH THIRD BANK
Sheet Address [250°%EST MAIN STREET
City [EXINGTON state k¥ 3]

Zi

F55 esciow account nur

ip Code: 40501

imber [673-98438
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Check Hist(ory) Tab

The Check History tab contains a table of all checks
paid to this tenant or his landlord. You cannot edit
the data on this tab. The table is significantly wider
than the screen - use the horizontal scroll bar at
the bottom of the table to view the parts of the table
that are off the screen.

Maintain Tenants

File Edit Tools
Tenant Mame ELLEM EILEY SSN|1EE-41-EE?1 |

Tenant Datal Fent Ealn::.l ORC Ehangesl F"aymentlnfn.l F55 Datal F"n:urtal:ulel Fieceivable Check Hist. |

[III’"‘? + &

W
5497 00 | k573
[ [o0021 03/21/2002 HAP RANDY HOLZSCHLAG 18.00 Ky132v01
[ [o00z1 03/21/2002 HAP YOI - RAND'Y HOLZSCHLAG 318.00 Ky132v01
[ oo0z00 12/02/2001 HAP RANDY HOLZSCHLAG 505.00 K132P0C
[ [ooman 11/20/2001 HAP RANDY HOLZSCHLAG 308.00 K132P0C
| o005 02/16/2001 HAP RANDY HOLZSCHLAG 1.00
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Inspections Tab

The Inspections tab contains the data for the
most recent inspection for this tenant. If you have
Tenmast’'s MS-DOS-based Section 8 Inspections
program, the program automatically fills in this data
and you cannot edit the data on this tab. If not,
use the standard WinTen controls to edit the next
inspection date and time fields and save or cancel
your changes.

Edit/Review Tenants

File Edit Tools
Tenant Hame ELLEM EILEY SSN|1EE-41-EE?1 |

Tenant Datal Fient Cale. I Future Ehangesl Favrnent [nfa. | F55 Datal Check Hist.  Inspections |Nn:utes I

Nl #B2 5> «=>

TEMANT INSPECTIONS LISTIMG

Mest Insp. Date II:IEH11.-’2I:II:I1 Laszt Insp. Date Inspectar
Mest Inzp. Time I. Last Inzp. Time To Type Surrary

Inepectar
MHaotes

Landlord
Mates

Tenant
Mates

INSPECTION COMMEMTS
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Inspections Tab Data Fields

Next Inspection Date
This is the date of the unit’'s next scheduled inspec-
tion.

Next Inspection Time
This is the time of the unit’s next scheduled inspec-
tion.

Last Inspection Date
This is the date of the unit’s last inspection.

Last Inspection Time ... To
These two fields are the starting and ending times
of the unit’s last inspection.

Inspector
This is the inspector who conducted the unit’s last
inspection.

Type
This is the type of inspection that was last per-
formed: I(nitial), R(einspect), or (S)pecial.

Summary
This is the outcome of the last inspection: P(ass),
F(ail), or I(ncomplete).

Inspector Notes
This field contains any notes to the inspector on the
inspection.

Landlord Notes
This field contains any notes to the landlord on the
inspection.

Tenant Notes
This field contains any notes the tenant had on the
inspection.

Inspection Comments
This field contains information on any deficiencies
the inspector identified during the inspection.
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Portable Tab

The Portable tab contains the tenant’s portabil-
ity data. This tab is only available if the tenant is
designated as an incoming portable tenant on the
Tenant Data tab.

Use the standard WinTen controls to edit the data
on this tab and save or cancel your changes.

Maintain Tenants

File Edit Tools
Tenant Mame ELLEM EILEY

55N [156-41-6571

Tenant Datal Rent Ealc.l ORC Ehangesl Payment Info. | FS5 Data  Fortable Heceivablel Check, Hi&t.l

fllee MO & S« |5

PORTABLE TEMANT HOUSING AUTHORITY INFORMATIOMN

[mitiating Houzing Authority I Tenant # I

Addiess | Ha Bil g |

City , State. Zip | | vI [ PHaiD |
CURREMT INVOICE INFORMATION FAMILY INFORMATION

b anthly HAP ta Ovaner 46900
tanthly LIRP ta Tenant 0.00

Initiating HA FME [0 ptional] | E20.00

Admininistrative Fee Received

[80% of Initiating Ha Adrmin Fee| I 0.00
Hard to Houze Fee I 0.00
Amount of current OUY checks I Q.00

Total current charge 463.00

Family ELLEM KILEY
Street Addresz 881 GREGORY LM
City, State Zip LEXINGTOM, K5 40561

Youcher # 2000-0073

RECEIVABLE STATUS

Portable Tab Controls

Receive Payment Button

The Receive Payment button opens the Portability
Payment dialog box. This dialog box enables you
to record the receipt of a partial or full payment of
portability charges.

Enter the amount of the payment and click OK.
The program records the payment and adjusts the
screen’s balances accordingly.

Previous Balance | 3352.00
Current Charges | 459.00

Month to date payments | 0.00
Balance Due 3821.00

Portability Payment x| |

Please enter the payment amout.

|3n.uu

4

Cancel
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Portable Tab Data Fields
Portable Tenant Housing Authority Information

The Portable Tenant Housing Authority Information
data fields contain information on the agency from
which the tenant is an incoming portable.

Initiating Housing Authority
This is the name of the agency from which the ten-
ant is coming.

Address

This is the initiating agency’s street address.
City

This is the initiating agency’s city.

State

This drop-down selection box enables you to spec-
ify the initiating agency’s state.

Zip Code
This is the initiating agency’s zip code.

HA Bill #

This is the reference number for billing and other
correspondence with the initiating agency regard-
ing this portable tenant.

Current Invoice Information

Monthly HAP to Owner

This is the monthly HAP for the tenant’s new unit.
You cannot edit this field; the program fills it in auto-
matically with the HAP Amount value from the Rent
Calculation tab.

Monthly URP to Tenant

This is the monthly URP for the tenant’s new unit.
You cannot edit this field; the program fills it in auto-
matically with the URP Amount value from the Rent
Calculation tab.

Initiating HA FMR (Optional)
This is the FMR of the unit in which the tenant was
housed in the initiating agency.

Administrative Fee Received (80% of Initiating
HA Admin Fee)

This is the administrative fee that your agency has
received from the initiating agency.

Hard to House Fee
This is the hard to house fee, if applicable, for the
tenant.

Amount of Current DUV Checks
This is the amount of any outstanding DUV check(s)
for the tenant.
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Total Current Charge

This is the total amount that the initiating agency
owes your agency. You cannot edit this field; the
program calculates it automatically.

Family Information

The Family Information data fields are for infor-
mational purposes only. You cannot edit them.
They contain information on the incoming portable
household.

Family
This is the name of the head of the household.

Street Address
This is the household’s current street address.

City, State, Zip
This is the household’s current city, state, and zip
code.

Voucher #
This is the household’s current voucher number.

Receivable Status

Previous Balance
This is the previous month’s ending balance owed
to your agency by the initiating agency.

Current Charges
This is the amount of current charges owed to your
agency by the initiating agency.

Month to Date Payments

This is the total of all payments made to your
agency by the initiating agency during the current
month.

Balance Due

This is the balance that the initiating agency owes
you agency. You cannot edit this field; the program
calculates it automatically.

Hint: What happens to this tab during initialization?

During monthly initialization, the program updates the HAP
and URP amounts with the HAP and URP values from the
Rent Calculation tab. The Previous Balance becomes the
old Previous Balance plus the old Current Charges, and the
program updates the Current Charges field to include this
month’s HAP and URP.
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Receivable Tab

The Receivable tab contains data on payments
that the tenant owes your agency for damages,
unpaid rent, vacancy, or other charges. This tab is
only available if Section 8 Tenant and Landlord is
set up to process receivables (on the Default Direc-

tory Settings sub-tab of the Default Settings tab of Hint: What happens to this tab during initialization?

the Set .
e Setup screen) During monthly initialization, the program adds current

Use the standard WinTen controls to edit the data charges to prior charges, then zeroes out current charges.
on this screen and save or cancel your changes.

Maintain Tenants

File Edit Tools
Tenant Mame ELLEM EILEY SSN|1EE-41-EE?1 |

Tenant Datal Fient Calz. I ORLC Changes | Payment Infba. I F55 Data | Portable HReceivable | Check Hist. I
@2 By«
RECEIABLES IMFORMATIOMN lFvoice & IMMI

PRIOR CHARGES

Darmage Charges | 220.00 Other Charges | 0.00
Wacancy Charges | 0.00 Totsl Prants to Diate I 12000
Unpaid Fient Charges | 100.00
CURREMT CHARGES
Damage Charges | 0.00 Other Charges | 0.00
Yacancy Charges | 0.00
IUnpaid Rent Chargez | 0.00

Drezcription |

RECEIVABLE BALAMCE

Frior penod receivable balance 200.00

Total current penod changes 0.00

fdonth to date payments 0.00

Recervable Balance az of 02/24/2003 200.00
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Receivable Tab Controls

Receive Payment Button

The Receive Payment button opens the Receive
Tenant Payment dialog box. This dialog box en-
ables you to record the receipt of the tenant’s par-
tial or full payment of charges.

Enter the amount of the payment and click OK. A
dialog box opens that asks you if you want to print
a receipt for the payment. Click Yes to print a re-
ceipt or No to record the payment without printing
a receipt.

Receivable Tab Data Fields
Receivables Information

Invoice #
This is the tenant’s invoice number for the current
charges.

Prior Charges

These are the totals of all charges that have been
applied to the tenant’s account before the begin-
ning of the current month.

Damage Charges
This is the total of all prior damage charges.

Vacancy Charges
This is the total of all prior vacancy charges.

Unpaid Rent Charges
This is the total of all prior unpaid rent charges.

Other Charges
This is the total of all other charges.

Total Pmts to Date

This is the total of all receivables payments the ten-
ant has made prior to the beginning of the current
month.

Receive Tenant Payment

AMOUNT RECENED |

" 0K X Cancel |

Confirm |

@ YWwhould pou like to print a receipt for thiz papment?

Maintain Tenants
File Edit Tools
Tenant Name ELLEN KILEY

Tenant Data | Rent Calc. | DR Changes | Payment Info. | FSS Data | Portable Receivable IChe:k Hist. |

ll#@e 5|y« =

RECEMVMABLES IMFORMATION — Jrvaics # [EEEGT |
PRIOR CHARGES
Damage Charges IW Other Charges l—EIEII]
Vacancy Charges [ om Total Prnts to Date [ imm
Unpaid Rent Charges [ oo
CURRENT CHARGES ]
Damage Charges I—DDD Other Charges I—UUU
Vacancy Charges  om
Unpaid Rent Charges  om

Description [

RECEIVABLE BALANCE

eivable balance 200,00
iod charges .00

e payments 0.00
Receivable Balance as of 02/24/2003 200.00
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Current Charges

These are the charges that have been applied to
the tenant’s account during the current month.

Damage Charges
This is the total of all current damage charges.

Vacancy Charges
This is the total of all current vacancy charges.

Unpaid Rent Charges
This is the total of all current unpaid rent charges.

Other Charges
This is the total of all current other charges.

Description
This is a brief (65 characters) description of the
tenant’s current charges.

Receivable Balance

The Receivable Balance data fields are for infor-
mational purposes only. You cannot edit them.

Prior Period Receivable Balance
This is the total amount of charges on the tenant’s
account at the end of the previous month.

Total Current Period Charges
This is the total amount of charges on the tenant’s
account as of the current month.

Month to Date Payments
This is the total amount of all payments that the
tenant has made in the current month.

Receivable Balance as of (current date)
This is the tenant’s receivable balance as of the
current date.
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Tenant Reports Dialog Box

When you click the Print Tenant Reports button on
the Tenant Data tab, the Tenant Reports dialog box
opens. This dialog box enables you to produce
reports on the currently selected tenant. Select
the radio button that corresponds to the report you
want to produce, set any applicable formatting op-
tions, and click the Print button to print the report
or the Preview button to preview it. When you are
done producing reports, click the Cancel button to
return to the Tenant Data tab.

Tenant Heportz - ELLEN KILEY 156-41-6571

L+]

2000-0075
02/14/2002 |

04415/2002 |68
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Report Options

Tenant Receivable Reports

This radio button allows you access to a sub-set
of four additional radio buttons. These allow you
to select reports on tenant receivables - financial
data on Section 8 tenants who owe your agency
money.

Billings

This receivable report is a billing notice to the cur-
rently selected tenant, detailing the charges he
owes your agency.

Receivable List
This report lists all tenants with balances due.

Mail Merge
This option does not produce a report. Instead,
it produces a plain text file of all tenants with bal-

ances due.
When you run this “report,” a standard Windows
file save dialog box appears. Navigate to the loca- Save in: | 3 MKTS8 =] =3
tion in which you want to save the mail merge file, -
enter the file name for the file, and click the Save E'ng
button. |_BRODY
I_TEST
test
File name: | Save I
Save as tupe: ILabeIMaiIMerge Text Files [.tat] d Carcel |
Payments Log
This report lists all tenant receivable payments ENTER & BEGINING AND ENDING DATE FOR PAYMENTS RECEIVED
made between a specified range of dates. Giat Date | ETAELEI ErdDate  |03N%2002 3

When you run this report, a dialog box opens. En-
ter the starting and ending dates of the date range
that this report will cover and click OK.

x Cancel |
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Portable Billing Invoice (HUD-52665)

This option is only available if the selected tenant
is marked as portable on the Tenant Data tab. It
enables you to produce the HUD-52665 form for
the currently selected tenant.

When you run this “report,” the HUD-52665 sub-
screen opens. This sub-screen enables you to
enter the data that will appear on the HUD-52665
form. Enter the required data (Part | for an outgo-
ing portable tenant, Parts IIA and 1B for an incom-
ing portable tenant), then click OK to produce the
form or Cancel to cancel.

Portable Billing Statement

This option is only available if the selected tenant
is marked as portable on the Tenant Data tab. It
enables you to produce a portable billing statement
for the tenant.

Tenant Voucher (HUD-52646)

This option is only available if the selected tenant is
in a Section 8 voucher program. It enables you to
produce the HUD-52646 form. Enter the voucher’s
issue date in the Issue Date field. If this is an ex-
tended voucher, check the Extended Expiration
box and enter the extended expiration date in the
Extended Expiration Date field.

Tenant Contract (HUD-52641)
This option prints a copy of Form HUD-52641, the
standard tenant HAP contract.

HUD-52665 Information

Pait I Part II-A:

Certting H fficial [P ] Cerifying H Dftcial |
Iritial HA Contact Name | Receiving HA Contact |
Name
Phone Humber | ] - Phane Number [[ ] -

Part 11-B: [Please check those that apply] NOTE: All other informatian on this form will be automated.
[~ 1. The above family has failed to submit a request for lease approval....

[ 2 We have executed a HAP contract on behalf of the family and are absorbing the family inta our own

proaram effective [03,15,2002 '3
[~ 5 have been temporarily abated effective 03A15/2002 3
Please suspend the HAP ta owner portion from your payment effective |03/15./2002 i until further notice.

[ 5. that were abated beginning |03/13/2002 i have been iesumed effective IDSH g/2002 ;

[~ 7. The HAP contract has been terminated effective | 03/15/2002 ‘j“ and no new HAP cantract has pet
been executed on behalf of the Family.
™ will nat be remaining in our jurisdiction and has been referred to your agency.

™ intends to remain in our jurisdictian. The Family's voucher/centificate expires [0 9,2002 :3
= ) e Fioreted HAR cwner fam) | 05/22/2000 |8 ke [os/2272000 [ fa.co

X LCancel |
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Maintain Assisted Housing Units Sub-Screen

The Maintain Assisted Housing Units sub-screen
opens when you click the Unit Information button
on the Tenant Data tab. It contains the information
on the selected tenant’s housing unit. It has four
tabs: General, Amenities, Utilities, and Notes. This
sub-screen always opens on the General tab, as
shown below.

General Tab

The General tab contains information on the se-
lected unit’s location, owner, and general demo-
graphics (size, building type, etc.). Edit the data on
this tab and save or cancel your changes with the
standard WinTen controls.

ntain Azzizted Housing Units

|Amenities| thilitiesl Mates I

b+ - B2 |50 a+>

—Addres

Street Mumber |3851 Street Mame IHEHSHE‘T’ AVE

Apt. Mo, I

City, State Zjp |LEXINGTON

IK“er j Ifj'DE?3 I Azzisted

—Location

Descrnption Iea&t zide [Richmond Road area)

j Census Tract I

Coirty IF:WE TTE

—wner |nfarmation

Fent Summary——

Mare |le3.NDY HOLZSCHLAG

A oLt

Address |1 827 GATEWAY BLVD

Contract I ¥10.00

City, State, Zip [LEXINGTON
Telephone |[855]555-4881

[ky =] [40518 LItiIitiesI E4.80
Grnss| 774.80

—General Dezcription

Bedroars I 3 Bathrooms I 2 Floor &rea [za.0]

1200 “ear af Construction 1982

LIkl Allawy. Profile IEit_l,l [inzide Lesingtan limits)

=

Unit Type ISingIe Family Dretached

Stiucture Type ISingIe Family Dretached j

Infa. Source I Realtor Publicationdnfo

-

[T Handicapped Accessible

Last Updated IEIEHIII1 S2002
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General Tab Data Fields

Address

SI'rE;tNumbe' 3861 Sircet Name [HERSHEY AVE sl No. |
Street Number BN [ & [ [rowed
This is the unit’s street number (house or building . ::j::jwhmwHoada'eal e
oty
number)' [ Dwner Informatior Rent Summary
Narme [RANDY HOLZSCHLAG | Amount
Street Name Addiess [1827 GATEWAY BLVD Cortract | 710.00
P e Ciy. State, Zip [LEXINGTON [rer =] Jensts Utites [ 6480
This is the name of the unit’s street. et [ o [
General Description
Apt .NO. . . . Bediooms | 3| Bathooms [ 2 Floor Areafsqit) 1200 Year of Construction 1982
This is the unit’s apartment number, if applicable. Uil Ao Profe [, G Levgon ) o
Unit Type: IS\ngIe Farvily Detached j
City, State Zip Stucture Type IS\ngIe Farvily Detached j [~ Handicapped Accessible
These three fields are the unit’s city, state, and zip 19 SR [Pt Pblcair e Lot g [0 2002
code.
Location
Description

This drop-down selection box enables you to select
the unit’s location (neighborhood) from the list of
locations set up on the Locations tab of the Setup
screen of the WinTen Rent Reasonableness mod-
ule.

Census Tract
This is the census tract in which the unit is lo-
cated.

County
This is the county (or parish, in Louisiana) in which
the unit is located.

Owner Information
Name
This is the name of the unit’'s owner.
Address

This is the owner’s street address.

City, State, Zip
These three fields are the owner’s city, state, and

Zip code.

Telephone

This is the owner’s phone number.
Rent Summary

Contract

This is the unit's monthly contract rent.

Utilities

This is the unit's monthly utility allowance, as de-
termined by the utility allowance profile selected.
You cannot change this field; the program fills it in
automatically.
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Gross
This is the unit’s gross rent (contract rent plus utility
cost).

General Description

Bedrooms
This is the number of bedrooms in the unit.

Bathrooms
This is the number of bathrooms in the unit.

Floor Area
This is the unit’s floor area in square feet.

Year of Construction
This is the year in which the unit was constructed or
last underwent major renovation.

Util. Allow. Profile

This drop-down selection box enables you to spec-
ify the unit’s utility allowance profile. The available
options are those which are set up on the Allow-
ance Profile tab of the Utility Setup sub-screen.

Unit Type

This drop-down selection box enables you to speci-
fy the unit’s type. The available options are the unit
types recognized by HUD’s PIC system.

Structure Type

This drop-down selection box enables you to speci-
fy the structure type of the building in which the unit
is located. The available options are the structure
types recognized by HUD’s PIC system.

Handicapped Accessible
If the unit is accessible to handicapped individuals,
check this box.

Info. Source

This drop-down selection box enables you to spec-
ify the source from which your agency gathered the
unit’s information. The available options are those
which are set up on the Information Sources tab of
the Setup screen of the WinTen Rent Reasonable-
ness module.

Last Updated

This is the date on which the unit’s record was last
updated. You cannot edit this field; the program
fills it in automatically every time you save changes
to the record.
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Amenities Tab

The Amenities tab enables you to specify which
amenities are present in the selected unit. This top
area of the tab contains the unit’s identifying infor-
mation, which you can only edit on the General tab.
The main area of the tab contains a set of 28 check
boxes. Each check box corresponds to a standard
or user-defined (defined on the Amenities tab of
the Setup screen of the WinTen Rent Reasonable-
ness module) amenity. Edit the data on this tab
and save or cancel your changes with the standard
WinTen controls, checking the box next to each
amenity that is present in the selected unit.

& Maintain Assisted Housing Units

| {9 9|

||
||
||
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Utilities Tab

The Utilities tab enables you to view which utilities
are present in the selected unit. The top area of
the tab contains the unit’s identifying information,
which you can only edit on the General tab. The
main area of the tab contains a set of 30 check
boxes. Each check box corresponds to a standard
or user-defined utility (defined on the Utility Type
tab of the Utility Setup sub-screen). You must edit
this data in Occupancy and Rent Calculation, as
changing utilities can change a unit’s rent calcula-
tions.

& Maintain Assisted Housing Units

||
[ ]
||
||
[ ]
[ ]
||
||
||
[ ]

City [inzide Lexingtor limits) |_
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Notes Tab

The Notes tab enables you to enter free-form
text notes on the selected unit. The top area of
the tab contains the unit’s identifying information,
which you can only edit on the General tab. The
main area of the tab contains the text editing area
for your notes. Edit the data on this tab and save
or cancel your changes with the standard WinTen
controls.

# Maintain Assisted Housing Units

[ | B2 | &0 ws>

ET [HerswEvave r
fer pssisted |
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Browse Inspections Sub-Screen

When you click the Show Inspections button on the }g
Tenant Data tab of the Maintain Tenants screen,

the Browse Inspections sub-screen opens. This

sub-screen contains a table of all inspections that

have been performed on the selected tenant’s unit.

To view the detailed record of one, select it and

click the View button. This opens the Inspection

Detail sub-screen.

.Ei Browsze Inspections |
Tenant Mame: IKILEY, ELLEM S5M: I‘I BE-41-6571
Date |Address | Fratocal I Status I Landlord Iﬂ
t 881 GREGORY LM HOS FASS RAMNDY HOLZSCHLAG
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Inspection Detail Sub-Screen

The Inspection Detail sub-screen contains the
detailed records of one selected inspection. This
sub-screen is divided into four tabs: General, In-
spect, Approval, and Notes. It always opens on the
General tab, as shown below.

You cannot edit the data on the Inspection Detail
sub-screen. To edit an inspection’s record, use the
Section 8 Inspections program.

General Tab

The General tab contains identifying information on
the tenant, his landlord, his unit, and the selected
inspection record.

& Inspection Detail

fl <+ -+

Inzpection # 16

X

General |Inspect| ﬂnppmvall Mates I

Inzpector; ILun::as Brody

Inzp. Pratacal: IH [S

|5 ection 8 HOS - ver 12/29/00

Tenant: IELLEH KILEY
Fraperty: [381 GREGORY LN
|LE><INGTDN, K 40567
Phone Mumber: I[EEEI]EEE-?BEB
Lazt Inzpection: |D1 0842003

Landiord: [RANDY HOLZSCHLAG
[1827 GATEWAY BLVD
LEXINGTON, k40518

Inzpection Tepe: Inital

Shatuz; IF'.-“-‘-.S S
Requested: |02/24/2003
Secheduled Date: [02/24/2003 i

Start End

Inzpection Date: I |EIEI: IEIEI:

Follmwup Drate: I
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General Tab Data Fields

Inspector
This is the name of the inspector who performed
this inspection.

Insp. Protocol
This is the inspection protocol used for the inspec-
tion.

Tenant
This is the name of the tenant.

Property
These fields are the address of the tenant’s unit.

Phone Number
This is the tenant’s phone number.

Last Inspection
This is the date of the last previous inspection per-
formed on this unit.

Landlord
These fields are the name and address of the
tenant’s landlord.

Inspection Type
This is the type of inspection performed: initial or
follow-up.

Status
This is the inspection’s status: passed or failed.

Requested
This is the date on which the inspection was re-
quested.

Scheduled Date
This is the date on which the inspection was sched-
uled.

Inspection Date
This is the date on which the inspection was actu-
ally performed.

Followup Date
This is the date on which a followup visit or inspec-
tion was scheduled, if applicable.
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Inspect Tab

The Inspect tab contains the detailed informa-
tion on all inspectable items in the unit, based on
the protocol used for the inspection. To view the
detailed records for a single area or room, select
that area and click the View button. This opens
the Inspection Iltems sub-screen, described on the
facing page.

# Inspection Detail

[| <= = Inzpection # 16

Crezcription

Living Room
| 2 Kitchen Pazz
| 3 B athroom Pazz
| 4, Rooms Used for Living and Hallz Pazsz
| 4B Supplemental Other Booms Used for Living and Halls Pazsz
| 4] Al Secondary Booms Pazsz
| B Building E sterior Pazsz
| 7 Heating and Plurmbing Pazsz
| a General Health and Safety Pazz
| 9 Special Amenities Pazz
| D [luestions to azk the Tenant Pazz
| 4c Supplemental Other Boorms Uzed for Living and Hallz Pazz
| 40 Supplemental Other Boorms Uzed for Living and Hallz Pazz
<1

£ Wigw |
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Inspection ltems Sub-Screen

The Inspection Items sub-screen contains the de-
tailed inspection items for one selected area.

The inspection items are presented in a “tree” list
format. To expand (open) one branch of the tree,
click on the [+] symbol next to its item name. To
collapse (close) an expanded branch of the tree,
click on the [-] symbol. Use the Collapse and Ex-
pand buttons to expand or collapse all branches at
once.

# Ingpection Items x|
[ e e
[tem Itemn Status | Severity | Comments

=2 Condition of Faundatian
- Stairs, Failz, Porches, Balconies and Decks

- Condition of Roof and Gutters

- Ronof hot obzervable

- Large holedother defects with waterdair entiy

- Decayed gutter with water/air entry

- Decayed downspout with water,/ air entry

- Buckling, zagging

- Decayed soffit with waterair entiy

- |rkerior water damage showing

- Decaped guitter/downspout - no waterdair entiy
- Misz comment

/|- Condition of E=terior Surfaces

/|- Condition of Chirmney

- Lead-B azed Paint

/- M anufactured Homes: Tie Dowris

| R e O e B e |

Pazz
Pazsz
Pazz
Pazz
Pazsz
Pazz
Pazz
Pazsz
Pazz
Pazz
Pazsz
Pazz
Pazz
Pazsz
Pazz

o

qutter looge from starm

\Condition of Foundation
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Approval Tab

The Approval tab contains the detailed informa-
tion on any deficiencies that were found during
the inspection and the dates on which they were
recorded as having been corrected.

# Inspection Detail

[| <= = Inzpection # 16

D eficiency Approval Date

0242642003
L L tal
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Notes Tab

The Notes tab contains a table of all note entries
that the inspector made on the inspection. To view
one, select it in the table and click the View button.
This opens the View Inspection Notes subscreen,
which contains the text of the selected note.

# Inspection Detail

[| <= = Inzpection # 16

5 |

| 0242542003 ward condition

£ Wiew |

% View Inspection Note x|

Date: 02/25/2003

R i e Hofce

W' Frint on Tenant Failure Notice

Title: vard condition

Notes: [Large amount of storm debriz in front yard. Tenant iz waiting for landlord to clear.
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Process CHECKS

Section 8 writes checks and performs all associ-
ated calculations in a nine-step sequence. This
sequence is controlled by the Process Checks
screen. To process checks, click the Checks but-
ton or press <C> at the Main Menu.

i Section B Tenant a

File Help

ol
2 Tepmast

‘ Section 8 Tenant and Landiord

section 8 Documentation - himktentmkisd

£ Tenants bdaintain Tenants

ﬁ? Landlards Faintain Landlords

Pieoe | Process Checks

Bieparts Print Reports

Initialize tonthhy Initialization

& Units

0% “ouchers

&l Index

Setup

F Exit |

kaintain Linit Information
Faintain Youchers
Feindex/Pack Tahkles

bdaintain Setup Data

=10l =]
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Process CHECKS SCREEN

The appearance of the Process Checks screen
changes depending on your current stage in the
check processing sequence. This screen’s toolbar
has several nonstandard buttons that control check
processing. The area of the screen immediately
under the toolbar has additional controls. The low-
er area of the screen displays data related to the
currently active check data, or a generic “check”
image when you are not working with any check
data.

B2 ASES | YAXER R (S | © | |

| —Check Type
Check Date IEI?.-’EIEUEEIEIS

" Tenant Checks

ol may chooze to print checks far a certain group, if pou
" LandLord Checks like. This will cormezpond to the WHEM TO PAY  field on
the Tenant Screen. Leave blank ta print all.

Business Name 9999
999 Main Street
City, ST 99999.99495

Pay To Date; 01/01/1999

The

Order OF: Amount: § 999589

& 991100 Dollars

PAYMENT C Supervisor Signature

|'ooooool|’ |; poooooooo |: oooooooo]|’
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Check Processing
Step 1: Set Check Date

The upper right corner of the Process Checks

screen contains the Check Date data field. Its

default value is the current date. If you want to

change this date, click the Change Check Date —.
button to make the data field editable, then enter a |
new date or use the calendar box to select the cor-

rect date. Then click the Save button to save your

change or the Cancel button to cancel it.

NOTE: You cannot backdate checks (select
a date before the current system date), nor
can you set a check date outside the current

month.
Step 2: Set Check Type ~Check Type
Section 8 can process two types of checks: tenant o TE:ﬂantl:hEEkg

utility reimbursement payments (URP) and family
self-sufficiency deposits (FSS), and landlord hous-
ing assistance payments (HAP). The upper left " LandLord Checks
corner of the Process Checks screen contains the

Check Type set of radio buttons. Select the radio
button that corresponds to the type of check you
want to process.

If you select Tenant Checks and the program is
set up to print tenant address information on URP R
checks, the Which Address set of radio buttons ap- wihich Address™
pears. Select the radio button that corresponds to -

) ) . t* Physical
the address you want to print on the check: physi-
cal or mailing.

= Mailing
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Step 2a: Enter Check Adjustments

If you need to enter any adjustments to the checks

you are about to print, click the Check Adjustments G{”

LELh
button.
The Process Checks screen changes to display a Hint: Adjustments?

table of outstanding check adjustments that will be
processed in this check processing sequence. A
secondary toolbar appears over this table. Use the
standard WinTen controls on this secondary tool-
bar to add, delete, or edit check adjustments for
this check processing sequence.

H B2 REA vVAXRARIN 8 @ | ¥

[ Check Type

Check Date IDEHEEIEDDS
= Tenant Checks

ou may chooze to print checks far a certain graup, if you
% |andlord Checks like. Thiz will corespond bo the 'WHEMN TO PAY  field on
the Tenant Screen. Leave blank to print all

Check adjustments are alterations to the subsidy checks
that the landlord is scheduled to receive. Positive check
adjustments are for additional payments or reimburse-
ments to the landlord, while negative check adjustments
are for fees that the landlord owes your agency (“landlord
receivables”).

Fllig@ | & === SEARCH LANDLORD [last name] |
Landlard's Mame Tenant's Mame Adjustrment Dezcription Amount | =]
SwiilM, AMMETTE Landlord Receivable -120.00
_I
=
Tenant's Namel E\I Landlord's M ame ISW’.&IN, AMMETTE 5'
Dezcription ILandIDrd Recerable Adjuztment .-'-‘-.mn:uuntl -120.00 Balancel -1.040.00
Ledger Project [K132v00001 -]

Section 8 Tenant and Landlord * 7/31/2003 Edition * Process Checks * Page 6.4



Check Adjustment Data Fields

Tenant’s Name
This is the name of the tenant to whose record this
adjustment applies, if applicable.

Landlord’s Name
This is the name of the landlord to whose record
this adjustment applies, if applicable.

Description
This is a brief (50-character) description of the ad-
justment.

Ledger Project

This drop-down selection box enables you to
specify the ledger project in which this adjustment
should be recorded.

Adjustment Amount
This is the amount by which to adjust the selected
landlord or tenant’s check.

Remaining Balance
This is the remaining balance that has yet to be ap-
plied to the selected tenant or landlord’s check.
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Step 3: Print Pre-Check Report

Before you print checks, you must run a pre-check
report. This is a comprehensive report on all the
checks you are about to produce. To run this re-
port, click the Print Pre-Check Report button. |

When you click this button, the Payment Month
drop-down selection box becomes available in the
middle of the screen. Select the month for which
you are processing checks and click OK.

Fayment Manth IM-'*'-H CH j

f N8 x LCancel |

A dialog box opens that asks you if you want to
display the report on-screen (preview it) or print it.
Click Yes to preview the report or No to print it.

58 - wWinTen 58 Tenant & Landlord |

@ Tou may dizplay this repaort on the screen ar print it directly to the printer. Do yow wish to digplay this repart on the
zCreen’?

CautioN

Before you print checks, examine the pre-check report
carefully. If you find any errors, do not print checks until
you have corrected those errors.

If you need to go back and make corrections to
check data, click the Reset Check Process button. |
Otherwise, proceed to Step 4. ﬂ‘

CautioN

You can only use the Reset Check Process function before
you print checks. If you have printed checks, you must
complete the check processing sequence, then void any
checks that contain errors.
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Step 4: Prepare Check Data

Once you have verified that all checks on the pre-
check report are correct, you must prepare the
check data for printing. To do this, click the Pre-
pare Check Data button. i}! |

A dialog box opens that asks you to confirm your
intent to prepare check data. Click Yes to continue
or No to cancel.

58 -wWinTen 58 Tenant & Landlord |

@ Do pou wizh to prepare the checks listed on your pre-check report™

o |

If you click Yes, the program creates a temporary
check data file in which it saves all of the check
data for the current check processing sequence.

Caurion

Once you create the temporary check data file, you must
complete the check processing sequence or reset it with
the Reset Check Process button before you can use any
other functions in Section 8 Tenant and Landlord.
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Step 5: Print Checks

To print checks, click the Print Checks button. The
bottom area of the screen changes to display a
table of all checks that are about to be processed
and a secondary toolbar. This table is sorted by
landlord last name, then by tenant last name.

The table’s leftmost column is labeled “Print” and
contains values of “True” and “False.” All checks
with a “True” in this column will print the next time
you click the Print button.

1| B2 | RSA | YAKEA K|SO | &

[ —Check Type

© Tenant Checks Check Date IIII'I A03A2003

¥ Landlord Checks

ou may chooze to print checks for a certain group, if po
like. This will corezpond to the WHER TO PAY  figld an
the Tenant Screen. Leave blank to print all

T Damage/Unpaid Fent/Yacancy Checks

fl | = &+ | v8&OF SEARCH (Check Number] m

PRINT[CHECK NUMBER | CHECK, AMOUNT| CHECK. RECIPIENT | TEMANT MamE =
False 543700 RAMDY HOLZSCHLAG KILEY, ELLEF—
False 2365.00 PETER STEIM GRABOWSKI, GE
False E005.00 ELIOT WILLIAMS HAMCOCK,, JEFFI
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To simultaneously mark all checks after a selected
one as “True,” select the first check to mark and
click the Mark All for Printing button.

To mark a single check as “True,” select it and click
the Mark for Printing button.

To mark a check as “False,” select it and click the
Unmark button.

To delete a check and remove it from this check
processing sequence, click the Delete button.

When you have marked every check you want to
print, make certain that your blank checks are lined
up in the printer. Then click the Print button.

The Next Check Number data field becomes avail-
able in the center of the screen. Enter the check
number of the first blank check in the printer and
click OK. The program begins printing checks.

Once check printing is finished, the program re-
turns to the table of checks. If you need to re-print
any checks, mark them “True” and repeat the print-
ing process.

When you have printed all checks successfully,
click the Exit button to return to the main area of
the Process Checks screen.
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Step 6: Print Excess Vouchers

If you have more tenants on any landlord check
than will fit on that check’s voucher, or if you are
printing all FSS checks to the bank, the program
will print the detail of these payments on an excess
voucher. Click the Print Excess Vouchers button to
print any excess vouchers you have. The program
prints each excess voucher on standard 8.5"x11”
paper.

If you do not have excess vouchers, the program
skips Step 6.

Step 7: Print Pre-Posting Report

Before you post your just-printed checks to the
Section 8 journal, you must run a pre-posting
report. This is a comprehensive report on all the
checks you are about to post. To run this report,
click the Print Pre-Posting Report button.

When you click this button, a dialog box opens that
asks you if you want to view the report on-screen
(preview it) or print it . Click Yes to preview the re-
port or No to print it.

58 - WinTen 58 Tenant & Landlord

@ Tou may dizplay this repaort on the screen ar print it directly to the printer. Do yow wish to digplay this repart on the

SCIEEn Y

CautioN

Before you post, print the pre-posting report and examine
it carefully. If you find any incorrect check numbers, do
not post your checks to the General Ledger until you have
corrected those numbers. If you find other errors, you must
finish the check processing sequence and then void the
check(s) in question.
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Step 7a: Edit Check Numbers

If you need to change the number of a check (the
number recorded in the pre-posting report does not
match the number on the printed check), click the
Check Number Edit button. The bottom area of the
screen changes to display a table of all checks that
are about to be posted and a secondary toolbar.

CautioN

If you edit check numbers, you must print another pre-post-

ing report before you can post your checks.

H B2 R4 YAXNA 8 @ &

' Check Type
£ Tenant Checks

% [andlord Checks
& Damage/npaid Fent/Yacancy Checks

Check Date

II:IS.-’E'I d2002

ou may choosze to print checks for a certain group. if pou
like. This will comeszpond to the ‘WHEM TO BPAY
the Tenant Screen. Leave blank ta print all

field on

B

Fl H| == SEARCH [Check Mumber] =
CHECK NUMEER[CHECK AMOUNT] CHECK RECIFIENT [ LANDLORD NAME

000213 318.00 RANDY HOLZSCHLAG HOLZSCHLAG, RANDY —
000220 282,00 RANDY HOLZSCHLAG HOLZSCHLAG, RANDY
000221 265,00 PETER STEIN STEIN, PETER
000222 200.00 PETER STEIN STEIN, PETER
000223 265,00 CHERYL STEWART STEWART, CHERYL
n00224 286,00 CHERYL STEWART STEWART, CHERYL
000225 322,00 CHERYL STEWART STEWART, CHERYL
000226 272 50 CHERYL STEWART STEWART, CHERYL
000227 B0.00 ANMETTE SWwWaAIN SwAIN, ANNETTE
000225 257,00 ANMETTE SWwWaAIN SwAIN, ANNETTE
000223 210.00 ANMETTE SWwWaAIN SwAIN, ANNETTE
000230 330,00 ANMETTE SWwWaAIN SwAIN, ANNETTE

.
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To renumber a single check, select it and click the
Check Number Edit button. The Next Check Num-
ber data field becomes available in the center of
the screen.

Enter the correct number for this check and click
OK. Adialog box opens that asks you if you want to
renumber the rest of your checks. Click No.

To renumber a series of checks, select the first
check in the table whose number you want to
change. Click the Check Number Edit button. The
Next Check Number data field becomes available
in the center of the screen.

Enter the correct number for the first check in the
series and click OK. A dialog box opens that asks
you if you want to renumber the rest of your checks.
Click Yes. The program renumbers the check you
selected and every check below it in the table.

When you are finished renumbering checks, click
the Exit button to return to the main area of the
Process Checks screen.

|

|| Mext Check Number ‘

58 - winTen 58 Tenant & Landlord | x|

@ “would you Like to reset the numbers for the rest of your checks

|

|| Mest Check Mumber ‘

58 - winTen 58 Tenant & Landlord E2

@ “Wwould you Like to reset the numbers for the rest of your checks
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Step 7b: Process Direct Deposit EC

If you have enabled direct deposit for Section 8 and
one or more landlords are receiving direct deposit
payments in this check processing sequence, you
must process your direct deposit data.

Click the Process Direct Deposit button. The pro-
gram opens a print preview screen with the Direct
Deposit Bank Report for this check processing
sequence.
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Step 8: Post Printed Checks

Once you have finished reviewing the pre-posting

report, you must post your checks to the General

Ledger. Click the Post Printed Checks button. The g |
program goes through the posting process, which

may take several minutes or longer if you have a lot

of financial data to process. You may see several

progress dialog boxes during the process. When

posting is complete, the program returns to the

Process Checks screen.
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Voiding Checks

To void a check, enter the Process Checks screen
while it is not in the middle of a check processing
sequence. Click the Void Printed Checks button.
The bottom area of the screen changes to display
a table of all previously printed checks and a sec-

ondary toolbar.

@|

H B2 R4 YAXNA 8 @ &

' Check Type
£ Tenant Checks

£ Landlord Checks
& Damage/npaid Fent/Yacancy Checks

Check Date

II:IS.-’E'I d2002

ou may choosze to print checks for a certain group. if pou
like. This will comezpond to the WHERM TO BPAY  field on
the Tenant Screen. Leave blank ta print all

@ <=

SEARCH [Check Mumber] I

CHECK, NUMBER | CHECK AMOUNT| RECIPIEMT | LAMDLORD MAME L=
000217 145.00 ELIOT WILLIAMS wLLIAMS, ELIOT
000218 355.00 ELIOT WILLIAMS WwLLIAMS, ELIOT

318.00 RANDY HOLZSCHLAG HOLZSCHLAG, RANDY
000220 282.00 RANDY HOLZSCHLAG HOLZSCHLAG, RANDY
000221 265.00 PETER STEIN STEIM, PETER
000222 200.00 PETER STEIN STEIN.PETER |
000223 265.00 CHERYL STEWART STEWART, CHERYL
000224 286.00 CHERYL STEWART STEWART, CHERYL
000225 322.00 CHERYL STEWART STEWART, CHERYL
000226 272,50 CHERYL STEWART STEWART, CHERYL
000227 180,00 AMMETTE SWwalN SwiaIN, ANNETTE
000227 120,00 AMMETTE SWwalN SwiaIN, ANNETTE

.
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Select the check you want to void (or the first check
in the series of checks you want to void) and click
the Void Printed Checks button. The Void Check
Number Range data fields become available in the
center of the screen. Enter the numbers of the first
and last checks in the range you want to void (the
same number if you are only voiding one check)
and click OK.

A dialog box appears that asks you to confirm your
intent to void the selected check(s). Click Yes to
continue or No to cancel the voiding process.

58 -wWinTen 58 Tenant & Landlord

@ Checks from #O000213 to #00021 3 will be WVOIDED! Do you wizh bo continue?

@|

|| Yoid Check Mumber Range ‘

Lazt Check
|nnnz1a

x Cancel |

First Check
Qo0z19

W OK

=]

If you click Yes and you are only voiding a single
check, a dialog box opens that asks you to confirm
that the check whose details are shown is the one
you intend to void. Click Yes to continue or No to
cancel the voiding process.

Confirm

Check Mumber; 000279
Mame; RAMDY HOLZSCHLAG
Check Date: 0342142002
Amount; $318

|5 THIS THE CHECE. %'OU WISH TO VOIDY.

Mo Cancel

If you click Yes, the program completes the voiding
process. Repeat this process for each check you
want to void, then click the Exit button to return to
the main area of the Process Checks screen.
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Editing Hold Codes

To view and edit all outstanding check holds, enter
the Process Checks screen while it is not in the
middle of a check processing sequence. Click the
View Hold Codes button. The bottom area of the
screen changes to display a table of all checks of
the selected type that are being held, as well as a
secondary toolbar.

H B2 RXEA YyAX0AE K |5 | T |8

Check Type wihich Address’
@ Tenant Checks & Fhysical
" LandLord Checks = HMailing

Check Date IEIF".-’DBHEDEIS

ou may chooze to print checks for a certain group, if po
like. This will corezpond to the WHER TO PAY  figld an
the Tenant Screen. Leave blank to print all

I Ad FIEIRE A SEARCH TENANT [last niame] |

Landlord's Mame Tenant's Mame

swialM, ANMNETTE 416-B1-68 DANSIO0, RICARDO
| [SwalM ANNETTE 416-81-8E DAVIESS, KATHRYN
| ["ILLIAMS, ELIOT 851-45-26 DEVRIES, CAITLIM
| |STEWART, CHERYL 561-33 DOMNOHUE, MICHAEL
| [ILLIAMS, ELIOT 851-45-26 D'SOM, HUNTER
| |STEWART. CHERYL 561-33- GRABOWSKI, GEOFF
| [ILLIAMS, ELIOT 851-45-26 HANCOCK, JEFFREY
| |HOLZSCHLAG, RANDY BE4- LANGLOIS, JASOM
| [SwalN ANNETTE 416-81-88 LYBARGER. ANDY
|| THOENY, MICHAEL 815-18-E MORRIS, CHRISTOPHER
| [STEWART, CHERYL 5E1-33- RAFAT. ALlA
| |STEWART, CHERYL 5E1-33- 5IMMS, VICTOR

URF dmt |Hold| Tenant Hold Reazon

54.00
28.00
E1.50
13.85
18.00
117.00
28.00
20.00
22.60
56.00
23.00
24.00

WO MMM O M M M E

Hold Cade IK Drescription
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blah blah blah
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REPORTS

Information needs to be summarized and present-
ed in an easy-to-understand form so the reader can
make informed decisions. The Reports screen is
where Section 8 Tenant and Landlord turns all of its
data into meaningful reports. To enter this screen,
click the Reports button or press <R> at the Main
Menu.

i Section B Tenant a

File Help

K]

& Tenmast

Software

‘ Section 8 Tenant and Landlord

section 8 Documentation - himktentmkisd

£ Tenants bdaintain Tenants

ﬁ? Landlards Faintain Landlords

[£1 Checks Process Checks

Frint Repors

Initialize tonthhy Initialization

& Units

0% “ouchers

&l Index

Setup

F Exit |

kaintain Linit Information
Faintain Youchers
Feindex/Pack Tahkles

bdaintain Setup Data

=10l =]
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REPORTS SCREEN

The Reports screen is divided into five tabs: Tenant
Reports, Landlord Reports, Management Reports,
Portability Reports, and Labels. Each tab contains
printing and formatting options for one type of re-
ports. The Reports screen always opens on the
Tenant Reports tab, as shown below.

Report Menu

| &0

Tenant Reports | Landlord Feports | tanagement Beports | Partahility Beports I Labels I

| Sort Order

" Tenant 55M " Contract Mumber

‘ & Tenant Mame

[T Prirt using Green-Bar farmat [dot-matrix prinkers only)

& Manthly Tenant &ctivity Bepart
€ Admizsion D ate Lizting

= Complete List Ordered by &dmission ['ate
= Specitic &dmizsion Manth

{ Complete List Ordered by Mext Exam Date
= Specific Exam Month

£ List all Tenants Searching far a Lt

£ List all Tenants with E=piring Contracts

Complete Total: Beport

Hard ko House Fees Earmed

Hard to Howze Tenant Listing

IUIRP Haold Code Report

List of Tenantz with lrwalid Landlords

Grozs rent report ag of move in date

-
i
i
i
-
=
=

" Zero lncome Fepart

Groszs rent report az of today

"~ Tenart Listing

" Tenant Lizting by Bedroonm
" Tenart Listing by Project
" Youcher Listing

" Contract Number and Mame

" Manthly Intialization Feports

= Tenants Marked for Deletion

= Prednitialization Fepart

= ORLC Tenant Changes far Mext Month
£ Manthly Payrments Intislization Bepart

"~ Tenant Count Repart
[T Group By Project
[T Summary Drly

" F55 Tenants with Ezcrow Balance
" Allocation of F55 Interest Received
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Producing a Report

To produce a report, select its radio button. Set all
of the formatting options for the report, then click
the Print or Print Preview button.

If you click the Print button, a standard WinTen print
control dialog box opens. Select the printing op-
tions for the report and click OK.

If you click the Print Preview button, a print preview
screen opens with the selected report. Review the
report from this screen and close it when you are
finished.

Tenant Reports Tab

The Tenant Reports tab enables you to produce
reports on your Section 8 tenants. The top area
of this tab contains sorting and formatting options,
which change depending on the selected report.
The bottom area of the tab contains a set of radio
buttons that enables you to select a report to pre-
view or print.

Select a Tenant File Dialog Box

Many of the reports on the Tenant Reports tab can
draw their data from the current tenant database or
the tenant database from a previous month of ac-
tivity. When you click the Print or Print Preview but-
ton for such a report, the Select a Tenant File dialog
box opens. This dialog box enables you to select
the current month’s data or the data of a specific
previous month. Click OK to continue processing
the report or Cancel to cancel the report’s creation
and return to the Tenant Reports tab.

Select a Tenant File |

" Current Maonth's Tenant Data

&+ Previous Month's Tenant Data

FEERUARY... 2002

x Cancel |
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Available Reports

Monthly Tenant Activity Report

This report is an overview of tenant financial data
for a selected month. It uses the Tenant Data Se-
lect dialog box to select a specific month’s data.
You can sort this report by tenant name, tenant
SSN, or contract number.

Admission Date Listing
This report lists all tenants or a selected group of
tenants and their admission dates.

When you select this report option, a set of six
radio buttons directly below the Admission Date
Listing option becomes available. These radio but-
tons allow you to specify a group of tenants to use:
all tenants, sorted by admission date; only tenants
admitted in a specific month; all tenants, sorted by
next exam date; only tenants whose next exam
date falls in a specific month; all tenants searching
for a unit; or all tenants whose vouchers will expire
in a specific month.

If you select an option that only includes a specific
month’s data, the Select Month drop-down selec-
tion box becomes available at the top of the screen.
Use this to specify the month that the report will
cover.

Complete Totals Report
This report lists gross rents and totals paid out for a
selected month, grouped by bedroom size.

When you select this report option, the Allocation
Number drop-down selection box becomes avail-
able in the upper left corner of the tab. You can se-
lect a specific allocation number’s data to include
on the report or leave the Allocation Number field
blank to include all allocation numbers’ data.

This report uses the Tenant Data Select dialog box
to select a specific month’s data. You can sort it by
tenant name, tenant SSN, or contract number.

Hard to House Fees Earned

This report lists all tenants with a New HTH Status,
as well as a total count and total of fees earned. It
uses the Tenant Data Select dialog box to select a
specific month’s data.

Hard to House Tenant Listing
This report lists all tenants who are Hard to
House.

URP Hold Code Report
This report lists all tenants who have hold codes
set. You can sort this report by tenant name, tenant
SSN, or contract number.

& Complete List Ordered by Admission D ate
" Specific Admission Month

= Complete List Ordered by Mest Exam Date
"~ Specific Exam Manth

£ List all Tenants Searching for a Unit

£ List all Tenants with Expiring Contracts

Hint: Hold Code?

A hold code is a one-letter code that indicates that the
program should not write checks for a specific tenant. You
can set a tenant’s hold code on the Payment Info tab of the
Edit/Review Tenants screen.
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List of Tenants without Landlords

This report lists all tenants who do not have land-
lords who have records in the landlord database.
No checks will be written for these tenants. There
are no formatting options for this report.

Gross Rent Report as of Move-In Date

This report lists all tenants whose gross rent ex-
ceeded their units’ fair market rent as of their move-
in dates. You can sort this report by tenant name,
tenant SSN, or contract number.

Gross Rent Report as of Today

This report lists all tenants whose gross rent ex-
ceeds their units’ fair market rent as of the current
date. You can sort this report by tenant name, ten-
ant SSN, or contract number.

Zero Income Report

This report lists all tenants who have zero income
for a selected month. It uses the Tenant Data Se-
lect dialog box to select a specific month’s data.
You can sort this report by tenant name, tenant
SSN, or contract number.

Tenant Listing

The Tenant Listing produces a list of tenants, their
addresses, and their basic lease information. It
uses the Tenant Data Select dialog box to select a
specific month’s data. You can sort this report by
tenant name, tenant SSN, or contract number, and
you can filter it by landlord and/or bedroom size.

Tenant Listing by Bedroom

This report lists all tenants and their landlords, sort-
ed by bedroom size. It uses the Tenant Data Select
dialog box to select a specific month’s data.

Tenant Listing by Project

This report lists all tenants, sorted by allocation
number. It uses the Tenant Data Select dialog box
to select a specific month’s data. You can filter it
by allocation number or set it to include all tenants
regardless of allocation number.

Voucher Listing

This report lists all vouchers that are active in the
data area. You can sort it by tenant name, voucher
number, or contract number, and filter it by project
number.

Contract Number and Name

This report lists all tenants and their contract num-
bers. It uses the Tenant Data Select dialog box to
select a specific month’s data. You can sort this
report by tenant name, tenant SSN, or contract
number.

I

Tenant Reparts |Landlord F\epoltsl Managemantﬁeporlsl Portability Hapoltsl Labe\sl

[ Sort Order

l— @ Tenant Name

€ Tenant 55N £ Contract Number

[ Print using Green-Bar format [dat-matrix printers only)

% Manthly Tenant Activity Repart
" Admission Date Listing

& Complete List Ordered by Admission Date
€ Specific Admission Manth

€ Complete List Ordered by Mest Exam Date
& Specific Exam Month

& List all Tenants Searching for a Unit

© List all Tenarnts with Expiring Contracts

" Complete Totals Report

" Hard to House Fees Eamed

~ Hard to House Tenant Listing

' URP Hold Code Report

© List of Tenants with Invalid Landlords
€ Gross rent report as of move in date

" Gross rent repoit a5 of today

" Tenant Listing

" Tenant Listing by Bedroom
" Tenant Listing by Project
" Moucher Listing

€ Contract Mumber and Name

" Monthly Intialization Reports
&% Tenants M arked for Delation
€ Pre-initislization Feport
€ ORC Tenant Changes for Mext Manth
€ WMonthly Payments Infiskzation Feport
" Tenant Count Report
[T Group By Project
= Summary Oy
€ FS5 Tenants with Escrom Balance
" Allocation of FSS Interest Received

" Zero Income Report
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Monthly Initialization Reports
These are the reports that the Section 8 monthly = & o S e e AT
initialization wizard automatica”y prOdUCGS. You f:' Tenantz Marked Far Deleton
can manually run them from the Reports screen if

you need them { Pre-initialization Repart

i~ ORC Tenant Changes for Hext Month

When you select this report option, a set of four ra- ™ Morthly Papments Intislization Report

dio buttons directly below the Monthly Initialization
Reports option becomes available. These radio
buttons allow you to specify which initialization re-
port to produce: Tenants Marked for Deletion, Pre-
Initialization Report, ORC Tenant Changes for Next
Month, or Monthly Payments Initialization Report.

Tenant Count Report

The Tenant Count report lists total numbers of
tenants who meet one or more of the following
criteria:

* new admission

* portability move-in

» continuing lease

» continuing portability
* termination

* portability move-out

FSS Tenants with Escrow Balance

This report lists all tenants with FSS escrow bal-
ances. You can sort this report by tenant name,
tenant SSN, or contract number.

Allocation of FSS Interest Received

This option is not just a report. It enables you to al-
locate interest earned in your agency’s FSS escrow
account to all tenants who are enrolled in FSS.

When you select this option, the FSS Interest to

Allocate data field becomes available. Enter the

amount of interest that the FSS escrow account |
has earned, then run the report. The program al-
locates this interest to each tenant proportionately | I
to that tenant’s current FSS escrow balance. The

program then generates the Allocation of FSS In-

terest Received report, which shows the interest

allocated to each FSS participant tenant.

FS5 Int. To Alloc.
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Landlord Reports Tab

The Landlord Reports tab enables you to produce
reports on your Section 8 landlords. The tab con-
tains a set of radio buttons that enables you to se-
lect a report to preview or print.

&0

Tenant Reports  Landlord Reports | b anagement Flepn:urtsl Partahility Flepnrtsl Lal:uelsl

{* Landlord MBE AMontdBE Repork [T Prirt using Green-Bar farmat [dot-matrix prinkers only)
Month'ear to stark reparting fl:nrl j I j
 HAP Sumrmany by Landlard I j
[Leawe Blank for All]
I et E=am
A i
" Tenant Listing by Landlord I j ﬁ
L Elank for Al
(Leave Blank for Al (Leave Blark for Al]
"~ HAP Hold Code Repart " H&AP Check Adustments
" Manthly landlord activity repart € Print IRS farm -3 for landlords
" Landlord year-to-date katals W3 Report
" Ouick List of Landlords/0wners " Check for duplicate landlords
" Direct Deposit Listing € Owner1099 Tatals
" Tenants with zero HAP [T Summary Drly
. - ; : Sort by——————
Orly 0 th 1093 K d
" Landlord Receivables Listing = Only Owners wi ELIE & e Name
[T E=xclude fully paid Receivables IE”!'U'UEDEG i |12,-'3‘|,.F2|:||:|3 i € Owrer D

Available Reports

Landlord MBE/Non-MBE Report

This report summarizes the financial data of all
landlords who are marked as MBE (Minority Busi-
ness Enterprise) landlords from a starting month
through the end of that month’s fiscal year.

HAP Summary by Landlord

This report summarizes HAP totals for one selected
landlord, or each landlord in your database, for last
month’s and the current month’s HAP payments.

Tenant Listing by Landlord

This report lists all tenants of a specific landlord or
all landlords. You can filter this report to include
tenants with next exam dates within a specified
range of dates.
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HAP Hold Code Report
This report lists all landlords who have hold codes
set (whose payments are being held).

Monthly Landlord Activity Report

This report lists year-to-date totals for each land-
lord’s financial data for the current or previous fis-
cal year. When you print or preview this report, a
dialog box opens that asks you if you want to use
the current database or the database from the last
fiscal year.

Landlord Year-to-Date Totals

This report lists all landlords and their HAP pay-
ment totals for the current calendar and fiscal years
to date.

Quick List of Landlords/Owners
This report lists all landlords and unit owners.

Direct Deposit Listing
This report lists each landlord’s direct deposit in-
formation.

Tenants with Zero HAP
This report lists all tenants with zero HAP
amounts.

Landlord Receivables Listing

This report lists all landlords with check adjust-
ments (receivables) that are not associated with
a tenant.

If you check the Exclude Fully Paid Receivables
box, the report excludes all check adjustments that
have been paid in full.

HAP Check Adjustments

This report lists all tenants whose HAP checks for
the current month have received or will receive ad-
justments.

Print IRS Form W-9 for Landlords

This option produces W-9 forms for each of your
agency’s landlords. When you click the Print or
Print Preview buttons for this option, a dialog box
opens that asks you if you want to merge your land-
lord database with the W-9s. If you click Yes, each
W-9 is pre-filled with the data for one landlord. If
you click No, the program produces a single blank
W-9.

W-9 Report
This report lists all landlords who did not receive
W-9 forms for the last calendar year.

I |

Tenant Reports  Landlard Reports | Management Heporlsl Partability Hapoltsl Labe\sl

[ Print using Green-Bar format [dot-matrix printers only]

€ HAP Summary by Landlard
(Leave Blank for Al

" Tenant Listing by Landlord 7

(Leave Blank for Al (Leave Blark for 1)

" HAP Hold Code Report " HAP Check Adjustments

€ Monthly landlord activity report © Print IRS form 'w-3 for landlords
w3 Report
" Check for duplicate landlords

 Dwner/1033 Totals

¢ Landlord year-to-date totals

€ Quick List of Landlords/Owners
 Direct Deposit Listing

" Tenants with zero HAP = Summary Only

€ Landlord Receivables Listing

[T Only Owners with 1099 Required Sort b
& Ouner Name
| EEIETEN ™ [12/31/2003 @/ | & Quner |0

I Exclude fully paid Receivables

[T Exclude fully paid Receivables

@ YWwhould ou Like to Merge your Landlordz inta this report?
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Check for Duplicate Landlords

This option is not a report, but rather a data man-
agement function. It enables you to check for du-
plicate landlord records (multiple landlords with the
same SSN/EIN) and remove the duplicates from
your landlord database.

When you run this report, a dialog box opens that
asks you to confirm your intention to use this func-
tion and potentially alter your database. Click Yes
to continue or No to cancel. If you click Yes, the
program checks your database for duplicate land-
lord records and removes any it finds.

Owner/1099 Totals
This report displays all landlord checks written dur-
ing the specified range of dates.

You have the option to print only a summary report
(summarized by check number, rather than dis-
playing each detail item separately) and/or only a
list of landlords who receive 1099s. You can sort
the report by owner name or owner ID number
(SSN or EIN).

Confirm

This Option Wil Check for Duplicate Landlord Records and Attempt ta Remove Any Found.
CAUTION - CAUTION - TION

THIS OPTION SHOULD ONLY BE RUMN IF vOU ARE FINDIMG PROBLEMS IN POSTING YOUR
LAMDLORD CHECKS. THIS SHOULD BE YOUR OPTION OF LAST RESORT. AFTER RUNNING THIS
OPTION, ¥OU MUST REVIEW YOUR LANDLORD YEAR TO DATE TOTALS TO INSURE THE
REMAIMING LANDLORD RECORDS ARE CORRECT

ARE YOU SURE YOU WANT TO RUN THIS OPTION?

* Landlord Check Totals

I Suramary Only
[~ Orly Dwrers with 1099 Required

Soit by
& Owner Mame
{2002 @ Te [12/31/2002 @ | © OvnerlD
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Management Reports Tab

The Management Reports tab enables you to pro-
duce HUD-standard reports and reports on your
agency’s Section 8 financial data. This tab has
four sub-tabs: General Reports, Check Register,
HUD-52683, and HUD-52672. It always opens on
the General Reports sub-tab, as shown below.

General Reports Sub-Tab

The General Reports sub-tab contains reports on
your agency'’s financial situation and general ad-
ministrative reports.

Report Menu

l&n

Tenant Flepn:-rtsl Landlord Feports  Management Reparts | Partahility Hepnrtsl Lal:uelsl

% Budaet Comparizon Repart ™ SEMAP Certification Farm

" Inzpection Buery repaort

I i

" Cost / Projection Repart " Administrative Fee Caloulation
Sort Order

{= Tenant Mame
03427 £2002
Start D ate I E £ Tenant S5h

= Contract Humber

End Dat
nd L ate IEIE;"E'I.-’EDDE @ ) Allacation Murmber

" Section 8 ledger journal listing

Al Accoumnts  Single Account m
Start D1ate

Account Mumber I

I A @
€ Debit/Credit Format € One Column Format E gl Lisis

General Reports | Check Register | HUD-52683 | HUD 52672 |
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Available Reports

Budget Comparison Report

This report provides an overview of your agency’s
HAP budget for the year versus HAP payments to
date and a projection of HAP payments through the
end of the year based on that trend.

SEMAP Certification Form

This option produces the standard SEMAP certifi-
cation form. When you print or preview this option,
the SEMAP sub-screen opens. This sub-screen
has four sub-tabs which duplicate the four pages
of the SEMAP form. Edit the data on this screen
to reflect your agency’s SEMAP-related data, then
click OK to produce the form or Cancel to cancel
it.

SEMAP

Section 8 Management Assessment U.5. Department of Housing OB Approval Mo, 2577-0215 (exp.8/31./2001) —
Program (SEMAP) and Urban Developement
Certification Office of Public and Indian Housing

Fublic reporting burden for thiz collection of information iz eztimated to average 12 hours per rezponze, including the time far reviewing ingtructions, searching
exizting data zources, gathenng and maintaining the data needed, and completing and reviewing the collection of information. Thiz agency may not conduct
of zponzor, and you are not required to rezpond to, a collection of information unless it displayz a curently walid OMB control number.

Thiz collection of information iz required by 24 CFR sec 385707 which requires a Public Housing Agency [PHA] adminiztering a Section & tenant-bazed
azzistance program to submit an annual SEMAF Certification within 60 days after the end of itz fizcal pear. The information from the PHA concems the
performance of the PHA and provides assurance that there is no evidence of seriouzly deficient perfformance. HUD uzes the information and other data to
azzezs PHA management capabilities and deficiencies, and to aszign an averall performance rating to the HA. Responszes are mandatory and the infarmation
collected does not lend itzelf to confidentiality.

Instructions : Rezpond to thiz certification form wzing the PHA's actual data for the fizcal vear just ended.
Ha, Mame For H& Fizcal vear Ending Submizzion Date

CITY HOUSING AUTHORITY March 31 j |2l]l]2 ﬁ |E|3.4'2EIHEDDE E

Check here if the PHA expends less than $300.000 a year in Federal awardz[” Indicatars 1-7 will not be rated if the PHA expends
legs than $300,000 a vear in Federal awards and itz Section 8 programs are not audited by an independent auditar. & PHA that expends less
that $300,000 in Federal awards in a pear must stil complete the certification for theze indicatars.

Performance Indicators

1. Selection from the YWaiting List. [24 CFR 982 54(d)(1] and 982 204(a])
a) The PHA haz written palicies in itz adminizstrative plan for zelecting applicants from the waiting list.

PHA Response Yes & HNo &

b] The PHA's quality control zamples of applicants reaching the top of the waiting list and admizzionz show that at leazt 98% of the families in the samples
were selected from the waiting izt for admission in accordance with the PHA's policies and met the selection crtenia that determined their places on the
waiting list and their arder of selection.

PHA Response Yes {7 HNo &

2. Reasonable Rent. (24 CFR 9324, 982.54[d|[15]. 982 158(f|[7] and 352.507]
a) The PHA has and implements a reazonable written method to determing and document for each unit leazed that the rent to owner is reazonable based
on current rents for comparable unassisted units [i] at the time of initial leazing, (il before any increaze in the rent to owner, and fii] &t the HAP contract =l

Page 1 I FPage 2| Page 3| .-’-'l.ddendurnl
x Cancel |

W O
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Inspection Query Report

This is a variable-purpose report that lets you cre-
ate a report that shows every tenant who matches
a specific criterion. The three formatting controls
for this report allow you to specify the criterion
against which you are matching.

The primary control for determining the criterion
by which to filter tenants is the leftmost drop-down
selection box. This enables you to choose from
virtually every data field in the tenant database.
For example, if you want the report to only include
tenants whose contract rent matches a certain cri-
terion, select “contract rent amount.”

The center control is a drop-down selection box
which enables you to choose the “operator” to
use. A database operator is a mathematical ex-
pression, like “equal to “ (=) or “greater than” (>),
that performs a comparison between two things.
This enables you to specify how you are checking
individual tenants against the filtering criterion. To
continue the above example, set this to “>,” which
is the symbol for “greater than,” if you only want
tenants with a contract rent payment greater than a
certain amount.

The rightmost control is a data field that lets you
enter the value against which you are checking
every tenant record. Again, to continue the above
example, enter “400” if you only want tenants with
a contract rent payment greater than $400.

& Inspection Queny repart

Contract Rent Arnount -] |> -] |4DD
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Cost/Projection Report

This report shows a summary of your agency’s
financial data for a specified range of dates, bro-
ken up by each monthly initialization that occurred
within the specified date range.

Administrative Fee Calculation

This report provides an overview of the administra-
tive fees associated with each tenant in your Sec-
tion 8 database, and totals. You can sort this report
by tenant name, tenant SSN, contract number, or
allocation number.

Section 8 Ledger Journal Listing

This report lists all Section 8 checks posted to
the General Ledger between a specified range of
dates. You can filter this report to include checks
debited to all accounts or to one specific account.
You can produce this report in debit/credit (two-col-
umn) format or one-column format.

* Section 2 ledger journal listing

0&n |

Tenanlﬁeportsl Landiord Reports - Management Reports |F‘orlability Hapoltsl Labe\sl

@ Budgel

" Inspection Query report

" Cost / Projection Report

StetDate [D2172002
EndDale  [G3772002 |

" Section  ledger journal listing

|("'AIIAccnunls € Single Account ‘

StartDats | 77 E
EndDate |/ / E

Account Number

| € DehitCredit Format

= One Calumn Format ‘

' SEMAP Certification Form

2 —

' Administrative Fee Calculation
SotOrder————————
£ Tenant Name
£ Tenant 55N
€ Contract Number
€ Allocation Mumber

General Reparts | Check Register | HUD-52683 | HUD-52672

Hint: Admin Fee Report Tenants

Atenant is included on the Admininstrative Fee Calculation
report if he is was living in one of your agency’s Section 8
units on the first day of the current month. This report never
includes portability tenants.

Al Accounts " Single Account

Start Date IEIUEI'I.-’EDDE @

Account Mumber

& Dehit/Credit Format " One Colurnn Farmat

End D ate IEIE#'E'I.-’EDDE @
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Check Register Sub-Tab

The Check Register sub-tab enables you to print
reports on your Section 8 check register (your per-
petual record of all checks produced by the Section
8 program). All of the options on this sub-tab are
related to filtering and sorting the data from the
check register.

The top area of thg tab contains five check boxes, Hint: Check Numbers

each with an associated control or set of controls. If

you want to filter the report on one of these criteria, If you are searching for a specific range of check numbers,
check the corresponding check box and enter the you must enter both check numbers with six digits. For
appropriate information in the associated controls. example, if you begin your range with check number 44,

The lower left area of the sub-tab contains a set enter this as "000044.

of radio buttons, each of which corresponds to a
specific type of check. Select the radio button that
corresponds to the check type that you want the
report to include.

The lower right area of the sub-tab contains a set of
sort options. Select the option that you want to ap-
ply to the report. Check the Subtotal by Sort Order
check box if you want the report to be subtotaled by
the first sort field.

e

Tenant Reports | Landlord Feports  Management Reports | Paortability Feports I Labelz I

Check regizter report options [Preset to print all]
[ DATE RAMGE [T CHECK RAMGE
Start Date End D ate Beqginning Check Ending Check:
|+ & |+ & | |
[~ ONE TEM&NT [~ OME L&NDLORD [~ {ONE PROJECT:
SORT ORDER
% HAP Checks £ Ltility Checks
[¥ Subtatal by Saort Order
" Damage Payments &l Checks =
Check Mumber
" Unpaid Fent Payments " Woided Checks t:zgln_:?éq;TTein%nctuntract # Tenant
Landlord; Project; T t
" Wacancy Payments " F55 Escrow Paymerts L:leg:d; FEruclnliEecn::t; Teennénlinntract #
_ _ LandLord; Check Murmber
" Combined DLV " Check Adjustment Tenant
Tenant Contract #; Tenant
" Outgoing Portable &dmin Fee Prats € H&P Register Froject; Tenant
Project;Tenant Contract #
™ Outgoing Portable Ptz ™ Hide Detail

General Reports  Check Register | HUD-52683 | HUD-52672 |
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HUD-52683 Sub-Tab

The HUD-52683 sub-tab enables you to format and
produce Form HUD-52683 (Report on Program
Utilization).

When you first enter this sub-tab, the data fields
display the information in your database. How-
ever, you can change the data prior to previewing
or printing HUD-52683.

Enter the initial lease date and reporting date in the
corresponding data fields at the top of the sub-tab.
If you are printing HUD-52683 for an initial report-
ing period, check the corresponding check box.

Hint: Form HUD-52683

This form is used to report the number of families with ex-
ecuted leases and issued certificates or vouchers, as well
as project-based certificate activity. For detailed informa-
tion on Form HUD-52683 and the data it contains, see HUD
Handbook 7420.8.

Report Menu

&0

Tenant Hepl:nrtsl Landlord Feports  Management Beparts | Partability Fiep-:urt&l Lal:uelsl

R eport on program Ltilization

[ initial Beporting Period

Initial Lease Date |D3*"21-"2|:":|2 @

Fieport [ ate IEIE.-’E'IJEEIEIE E

&uthonzed nurmber of rental certificates I 0

MHurnber of rental certificates held by families searching 1]
Authorized rumber of rental vouchers 0

Mumber of rental vouchers held by families searching 1]

Mumber of unitzs HUD has approved for PEC agreements
MHurmnber of unitz under PEC agreements

Murnber of rehabilitated units under PBC HAP contract
Mumber of newly constructed units under PEC HAF contract
Murnber of PBC unitz under leaze

Mumber of PEC units covering 20 or lessz subzidized unitz
Mumber of PEC units covering 21 to 50 subsidized units

Mumber of PEC unitz covering 50 or more subzidized units

o) o o) o) o) o) SO &

General Reports | Check Begister HUD-52683 | HUD-52672 I
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HUD-52672 Sub-Tab

The HUD-52672 sub-tab enables you to format and
produce Form HUD-52672 (Report on Program
Utilization). When you first enter this sub-tab, a
confirmation dialog box opens that asks you if you
want to recalculate the form. Click Yes to recalcu-
late based on current data or No to use the same
values that were on this sub-tab the last time you
generated the form. When the dialog box closes,
the data fields on this sub-tab display the informa-
tion as calculated from your database. However,
you can change the data prior to previewing or
printing HUD-52683.

Enter the project number for which you are prepar-
ing the form in the Project Number field. Use the
Original Report and Revised Report radio buttons
to specify whether you are generating an original
report or a revised report. Check the Report Pre-
pared for New Funding Increment check box if this
report is for a new funding increment; if you do so,
the Estimate of Preliminary Expenses fields at the
bottom of the sub-tab become editable.

Hint: Form HUD-52672

This form is used to calculate Section 8 housing assistance
payments and administrative fees for Section 8 programs
that utilize contracts between HUD and your agency (e.g.
Section 8 certificates, Section 8 vouchers, mod rehab). For
detailed information on Form HUD-52672 and the data it
contains, see HUD Handbook 7420.8.

Report Menu

&0 |
Tenant Flepn:urtsl Landlord Reports  Management Reports | Partahility Flepnrtsl Lal:uelsl
Supporting data far annual contributions estimates
Project Number & Bignal Hepor Fai Marke! Adrin Fes
................................... et T ahle _
[<000-<00000000 " Revised Report First 00 Tenants [Col 4] 384
Fresision Murmber LEX = Remaining Tenants [Cal B] 43,85
| [ Report prepared for new funding increment E simated future HTH tenants | 0
BEDROOKM # DWELLING MOMTHLY GROSS FamILy REHT HaF
SIZE UNITS REMT STAMDARD PATYMENTS PAYMEMNTS
OBEDROCHM 18 AR0.00 417 34583
1 BEDR OOk 0 0.00 0,00 0.00
2 BEDROOMS 0 000 0,00 0.00
JBEDROOMS 1 727.00 000 72700
4 BEDROOMS 0 0.0 0,00 0.00
5BEDROOMS 0 0. 0,00 0.00
E BEDROOMS 0 0.nn 000 0.00
ESTIMATE OF PRELIMINARY EXPEMSE [Mew Funding |ncrement Orly)
0.00 0.00 0.00 0.00 0.00
[0.00 0,00 0.00 [0.00 000
Q.00 000 0.00 Q.00
General Beports | Check Hegister I HUD-52E83 HIUD-A2672 |
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Portability Reports Tab

The Portability Reports tab enables you to produce
reports on portable tenants and related financial
information. Use the Which Report set of radio
buttons to select a report to preview or print. The
available formatting options on this tab change de-
pending on which report is selected.

0&o0n |

Tenant Flepn:urtsl LandLord Flepnrtsl tManagement Feports  Portability Reports |La|:ue|3|

—Which Report?

&% Incaming Partable Tenants

Sort Order————

{* Tenant Mame

" Outgoing Portable Tenants 1 LSS
Enar

" Al Portable Tenants
™ Paortability Ledger - &1l Incoming Portable Tenants
™ Family Portability Information HUD 52665 - All Incoming Portable Tenants

™ Portable Biling Statement - All Incoming Portable Tenants

™ Paortability Payments Lag - &l Incoming Partable Tenants
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Available Reports

Incoming Portable Tenants
This report lists all incoming portable tenants. You
can sort it by tenant name or tenant SSN.

Outgoing Portable Tenants
This report lists all outgoing portable tenants. You
can sort it by tenant name or tenant SSN.

All Portable Tenants
This report lists all portable tenants. You can sort it
by tenant name or tenant SSN.

Portability Ledger - All Incoming Portable Ten-
ants

This report lists all incoming portable tenants, along
with their initiating housing authorities, current
charges, month-to-date payments, and balances
due for all incoming portable tenants, subtotaled by
initiating housing authority.

Family Portability Information HUD 52665 - All
Incoming Portable Tenants

This option prints a Form HUD-52665 for each in-
coming portable tenant.

Portable Billing Statement - All Incoming Por-
table Tenants

This option prints a billing statement for each in-
coming portable tenant.

Portable Payments Log - All Incoming Portable
Tenants

This report is a log of all payments made for in-
coming portable tenants within a specified range
of dates. You can sort it by tenant name or tenant
SSN.
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Report Menu

0Es

Tenanlﬁeportsl LandLord Hepollsl Management Reports  Portabilty Reports |Labe\s|

hich Report
& {ncoming Portable Tenants

' Dutgoing Portable Tenants

€ All Portable Tenants

" Partabiity Ledger - All Incoming Portable Tenants

" Fanmily Portability [nformation HUD 52565 - All Incoming Portabla Tenants

 Portable Biling Statement - &ll Incaming Partable Tenants

" Portability Pagments Lag - All Incoming Portable Tenants

Sort Oider———————

' Tenant Mame

€ Tenant 55N




Labels Tab

The Labels tab enables you to create mailing labels
or mail merge files for all tenants or landlords or
a selected group of tenants or landlords. The tab
is divided into two areas. The top area, Tenant/
Landlord Labels, enables you to select the set of in-
formation from which to generate the labels or file.
The bottom area, Select a Label Type, enables you
to specify whether you are generating a specific
size of mailing label, a mail merge file, or a custom
size of mailing label.

Report Menu

&0

TenantHepDrtsl LandLord Fiep-:urt&l  aniagement Fiep-:urt&l Fuortability Feports  Labels |

TEMANT/LANDLORD LABELS

| Tenant Labels

* Physical Address " Mailing Address

) Landlord &ddress

LandLard Labelz

) Mwnen&ddiess

Al Tenants

&+ Only Those for a Criteria

Select criteria to print labels for

| &mount of HAP Paid This Marth -l

o

Select

a label type

Mate: I pou do niot wish bo print on any of the labels listed, zelect the mail merge buttan. Thiz will create a comma delimitted text file
[.txt] For pou ko merge into a word processor document.

¢ Dot matrix printer labels [select size)
" Awery 5160 [Laser Printer Prezet Size|
™ Awvery 5197 [Laser Printer Prezet Size|

" Create mail merge file

*4idth Height

The walues below represent 1100t of an inch. Therefare
450 would reprezent 4.50 inches. ou should measure paur
labels to zet these values comrectiy.

Left b argin Top Margin

[200 ]|

= = =
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Tenant and Landlord Labels

Select the type of labels you want to generate:
Tenant Labels or Landlord Labels. Then select
the radio button that corresponds to the address
you want to use: Physical Address (unit address),
Mailing Address, Landlord Address, or Owner Ad-
dress.

If you are generating labels or a mail merge file for
all tenants or landlords, select the All Tenants or All
Landlords radio button.

If you are generating labels or a mail merge file for
a specific group of tenants, select the Only Those
for a Criterion radio button. The controls to the
right of this radio button become active. These al-
low you to choose the criterion by which you want
to filter your tenants or landlords (admission date,
base rent, contract number, and so forth) and the
value against which you want to check them. For
example, you can filter your tenants so that you
only print mailing labels for those who have a rent
charge that's over 30 days past due and greater
than $25.

The primary control for determining the criterion by
which to filter tenants or landlords is the topmost
drop-down selection box. This enables you to
choose from virtually every data field in the tenant
or landlord database. The controls beneath the
primary criterion selection field change depending
on what filtering criterion you have selected. For
example, if you want to filter tenants based on their
HAP payments for the current month, set this to
“Amount of HAP Paid This Month.”

The leftmost control is a drop-down selection box
which enables you to choose the “operator” to use.
A database operator is a mathematical expres-
sion, like “equal to “ (=) or “greater than” (>), that
performs a comparison between two things. This
enables you to specify how you are checking in-
dividual tenants against the filtering criterion. To
continue the above example, set this to “>,” which
is the symbol for “greater than,” if you only want
tenants with a HAP payment greater than a certain
amount.

The rightmost control is a data field that lets you
enter the value against which you are checking
every tenant record. Again, to continue the above
example, set this to “200” if you only want labels for
tenants with a HAP payment greater than $200.

0&n |

Tenanlﬁeportsl LandLord Hepollsl Management F\eportsl Portabilty Reports  Labels |

TEMANT/LANDLORD LABELS
| Tenant Labels LandLard Labels
& Physical Address " Mailing Address € [Landord & ddfess O Ouwner Addiess
Select criteria ta print labels far I
&l Tenants
IAmount of HAP Paid This Manth j
& Onlp Thase far 2 Crteria S
Select alabel type
Note: If pou da nat wish o print on any of the labels listed, select the mail merge button. This will create a comma delimitted text fils
[ k=) For you to merge into & word processor document,
The values below represent 1/100th of an inch. Therefore
@ Dok matris printer labels (select size] 450 would represent 4.50 inches. “rou should measure pour
labels to set t l H
€ Avery 5160 (Laser Printsr Preset Size] Rl I e =S ey
€ Awery 5197 [Laser Printet Presst Size) Width Heght  LeftMaign  Top Margin
€ Create mail merge file I2DD 3‘ ISE j I1 ﬁ I1 j

Amount of HAP Paid Thiz Month j

Armount af Ay Furniture Bent -
Armount of Any Security Deposit

Arount of F55 Paprient to Pa

dmount of HAFP Paid Thiz Month

Arnount of IRP Paid This Month

Armount to Pay Mext D amage Claim

Amount to Pay Mext Upd Bent Claim -
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Select a Label Type

The set of radio buttons in this area of the tab
enables you to specify the type of labels or mail
merge file that you are creating.

If you want to print to a laser printer, using sheets
of labels, select the Avery 5160 or Avery 5197 radio
button, depending on which size of labels you are
using. You must use label sheets that conform to
one of these sizes or the program will not line up
the addresses with the labels correctly.

If you want to print to a dot-matrix printer, select
the Dot Matrix Printer Labels radio button. The
four data fields in the bottom right corner of the
tab become usable. Enter the width and height
of the labels and the left and top margins that the
program should use to print them. Note that these
values are in hundredths of an inch. For example,
if the labels are four inches wide, enter “400” in the
Width field.

If you want to create a mail merge file that word
processing programs like Microsoft Word can use,
select the Create Mail Merge File radio button.
When you “print” this selection, you do not actually
send anything to your printer. Instead, the program
opens a standard Windows file save dialog box and
asks you where you want to save your mail merge
file. Select a location and file name and save the
file.

Dok matrix printer labels [zelect size)
 Avery 5160 [Lazer Printer Preset Size)
™ Awery 5197 [Lazer Printer Prezet Size]

{~ Create mail merge file

The walugsz below reprezent 1/100th of an inch. Therefare
450 waould represent 4.50 inches. Y'ou should measure waur
labels to zet these values cormectly.

Width Height  Left Margin Top Margin

jzo0 #H [ o =H b 3
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MAINTAIN UNIT INFORMATION

The Section 8 Tenant and Landlord program main-
tains a database of both assisted and unassisted
units for tracking rent reasonableness data. The
Maintain Unit Information area of the program en-
ables you to add units to this database, review and
edit existing ones, and delete unit data that is no
longer valid. To enter this area, click the Units but-
ton or press <U> at the Main Menu.

. Section 8 Tenant a

File Help
ki)
i)

'I'enmast

‘ Section 8 Tenant and Landlord

& Tenants

ﬁ? Landlords

[£1 Checks

5] Beports

Initialize

section 8 Documentation - himktentmkisd

Maintain Tenants L@ Units

Maintain Landlords 0% Wouchers
Process Checks &l Inclex
Frint Reports Setup

bdanthly Inialization

F Exit |

kaintain Linit Information
Faintain Youchers
Feindex/Pack Tahkles

bdaintain Setup Data

=10 x|
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Browse Housing UNITS ScREEN

The Browse Housing Units screen is the first screen
that opens when you enter the Maintain Unit Infor-
mation area of the program. This screen contains
a table of all units in the Rent Reasonableness
database. From this screen, you can add a new
unit to the database, review or edit an existing unit
record, or make a copy of an existing unit record to
use as the starting point for adding a new unit.

%! Browse Housing Units

Selected Unit Sart By
|VIF Al " Azsisted 7 Unassisted " Owner ¢ Bediooms
i{* Sheet = Locatian
Search Far I w ™ Zip " Census Tract
Owner I Address I Zip IBdlmsl Location I Censzus Tract I ﬂ
lf-‘\NNE-I_I_E oAl 3RR0A BLUE RIDGE F 40582 3 east-eastside (Richi
_a"-‘\NNE-I_I_E oAl 3RR0C BLUE RIDGE F 40586 3 east-eastside (Richi
N ARNMNETTE SwwalM 35508 BLUE RIDGE F 40586 3 east-eastside (Richi
N ARNMNETTE SwwalM (35500 BLUE RIDGE F 40586 3 east-eastside (Richi
N ELIOT WWILLIAKME 3550 BLUE RIDGE RL 40586 3 EAST-eastside (Ric
_a"-‘\NNE-I_I_E oAl 3RR0F BLUE RIDGE F 40586 3 east-eastside (Richi
N FaAMNDY HOLSCHLA 2301 DELTAMAY 40581 ¢ east-eastside (Richi
N FaAMNDY HOLZSCHL 882 GREGORY LM 40567 ¢ east-eastside (Richi
N FaAMNDY HOLSCHLA 3861 HERSHEY AVE 40573 3 east-eastside (Richi
N ELIOT WWILLIAME 753 IRON RANMGE RC 40512 ¢ east-eastside (Richi
N ELIOT WWILLIAME 2091 JERICHO DR 40593 ¢ east-eastside (Richi
N CHERYL STEWAR 218 LANSDROF FOR 40561 ¢ east-eastside (Richi
| CHERYL STEWAR 220 LANSDROF FOR 40561 ¢ east-eastside (Richi
=l

4 ddd Urit | & Edit Unit | I:::lp_I,ILlnitl

F] Exit |

Section 8 Tenant and Landlord < 7/31/2003 Edition ¢ Maintain Unit Information < Page 8.2




The Selected Units set of radio buttons in the top
left area of the sub-screen enables you to select
which units are displayed in the table: only assisted
units, only unassisted units, or both types. The
Sort By set of radio buttons in the top right area of
the sub-screen enables you to select the order in
which units are sorted in the table.

Adding a New Unit Record

To add a new unit, click the Add Unit button. The
Maintain Unassisted Housing Units sub-screen
opens to a new unit record.

& Add Unit |

Editing an Existing Unit Record

To edit an existing unit record, select that record
and click the Edit Unit button, or double-click on
the record’s entry in the table. The Maintain Unas-
sisted Housing Units sub-screen opens to that unit
record.

& Edit Unit |

Copying an Existing Unit Record

If you need to add records for multiple similar units,
you may want to just add one record, then make a
copy of it and edit the copy for every other similar
unit. To make a copy of an existing unit record,
select that unit in the table and click the Copy Unit
button. The Maintain Unassisted Housing Units
sub-screen opens to that unit record. Make your
changes to the record so it accurately depicts the
similar unit rather than the original unit.

Copy it |
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MaINTAIN Housing Uit Screen

The Maintain Housing Unit screen enables you to
view and edit the record of a selected unit. It has
four tabs: General, Amenities, Utilities, and Notes.
This screen always opens on the General tab, as
shown below.

General Tab

The General tab contains information on the se-
lected unit’s location, owner, and general demo-
graphics (size, building type, etc.). Edit the data on
this tab and save or cancel your changes with the
standard WinTen controls.

.# Maintain Housing Unit
General |.ﬁ.menities| thilitiesl Motes I
A+ =082 &b «=+

—Addres

Street Murnber |23D1 Street Mame IDELT#*« WAAY Apt. Mo, I
City, State Zip |LEXINGTON e =] |40s81 |_,_,nassisted

—Locatior
Drezcription Ieast zide [Richmaond Road area) j Cenzus Tract I

Counky |Fm*ETTE

—Dwner Informatior Rent Summary——
MName |lelND‘1’ HOLSCHLAG Amount
Address |1 827 GATEWAY BLYD Cantract I 0.00

City, State, Zip [LEXINGTON [kr =] [40s18 Utiites [ 0.00
Telephane |(653)254-6176 o[ 000

—General Dezcription

Bedroomsz I 2 Eiathrn:u:umsl 2 Floar Area [zq.ft] 1000 “ear af Construction I 1378

LItil. Aflows. Prafile | City finside Levingtar limits) =
Lnit Type ISingIe Farnily Detached j
Structure Type ISingIe Farnily Detached j [T Handicapped Accessible

Inf. Source IFleaItn:lr Publication/|nfo j Last Updated Imﬂ 7420071
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General Tab Data Fields
Address

Street Number
This is the unit’s street number (house or building
number).

Street Name
This is the name of the unit’s street.

Apt. No.
This is the unit's apartment number, if applicable.

City, State Zip
These three fields are the unit’s city, state, and zip
code.

Location

Description

This drop-down selection box enables you to select
the unit’s location (neighborhood) from the list of For more information on setting up unit locations, refer to
locations set up on the Locations tab of the Setup the WinTen Rent Reasonableness manual.

screen of the WinTen Rent Reasonableness mod-

ule.

Hint: Unit Locations

Census Tract
This is the census tract in which the unit is lo-
cated.

County
This is the county (or parish, in Louisiana) in which
the unit is located.

Owner Information
Name
This is the name of the unit’'s owner.
Address

This is the owner’s street address.

City, State, Zip
These three fields are the owner’s city, state, and

Zip code.

Telephone

This is the owner’s phone number.
Rent Summary

Contract

This is the unit's monthly contract rent.

Utilities

This is the unit's monthly utility allowance, as de-
termined by the utility allowance profile selected.
You cannot change this field; the program fills it in
automatically.
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Gross
This is the unit’s gross rent (contract rent plus utility
cost).

General Description

Bedrooms
This is the number of bedrooms in the unit.

Bathrooms
This is the number of bathrooms in the unit.

Floor Area
This is the unit’s floor area in square feet.

Year of Construction
This is the year in which the unit was constructed.

Util. Allow. Profile

This drop-down selection box enables you to spec-
ify the unit’s utility allowance profile. The available
options are those which are set up on the Allow-
ance Profile tab of the Utility Setup sub-screen.

Unit Type

This drop-down selection box enables you to speci-
fy the unit’s type. The available options are the unit
types recognized by HUD’s PIC system.

Structure Type

This drop-down selection box enables you to speci-
fy the structure type of the building in which the unit
is located. The available options are the structure
types recognized by HUD’s PIC system.

Handicapped Accessible
If the unit is accessible to handicapped individuals,
check this box.

Info. Source

This drop-down selection box enables you to spec-
ify the source from which your agency gathered the
unit’s information. The available options are those
which are set up on the Information Sources tab of
the Setup screen of the WinTen Rent Reasonable-
ness module.

Last Updated

This is the date on which the unit’s record was last
updated. You cannot edit this field; the program
fills it in automatically every time you save changes
to the record.

General | Amenites | Uiities | Motes |

D+ -—#02 &0 v <+

e
Sireet Number [2301 Strest Name [DELTA Wi

City, StaleZip [LEXINGTON

AptNo. |

[ Local

County [FAVETTE

 Owner Information

City, State, Zip [LEXINGTON

General Description

[rer =] [ansen e
tiory
Deezcription Ieast side [Richmond Road area) j Census Tract I—
Rent Summary—————
Name IHANDY HOLSCHLAG Amount
Address |1 827 GATEWAY BLVD Contract I 0.00
[ker =] [ensta Uties [ 0.00
Telephone lW Gross m
Bediooms | 2 Bathvcoms [ 2 Floordvealsqit] [ 1000 Year of Construction 1978
Uil Allave. Profile | ity (inside Lexington fimits) =l
Unit Type IS\ngIe Farvily Detached j
Stucture Type IS\ngIe Farvily Detached j [ Handicapped Accessible
Infa. Source IF\ealtor Publication/Info Last Lipdated IW
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Amenities Tab

The Amenities tab enables you to specify which
amenities are present in the selected unit. This top
area of the tab contains the unit’s identifying infor-
mation, which you can only edit on the General tab.
The main area of the tab contains a set of 28 check
boxes. Each check box corresponds to a standard
or user-defined (defined on the Amenities tab of
the Setup screen of the WinTen Rent Reasonable-
ness module) amenity. Edit the data on this tab
and save or cancel your changes with the standard
WinTen controls, checking the box next to each
amenity that is present in the selected unit.

%) Maintain Housing Unit

fam peviavay e
e _ | |

||
||
||
||
||
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Utilities Tab

The Utilities tab enables you to specify which utili-
ties are present in the selected unit. The top area
of the tab contains the unit’s identifying information,
which you can only edit on the General tab. The
main area of the tab contains a set of 30 check box-
es. Each check box corresponds to a standard or
user-defined utility (defined on the Utility Type tab
of the Utility Setup sub-screen). Edit the data on
this tab and save or cancel your changes with the
standard WinTen controls, checking the box next to
each utility that is present in the selected unit.

.Ei Maintain Housing Unit

| Motes I

g2 BDh|y ==+
Street Mumber |23EI1 Street Mame IDELT.-“-‘-. WA

City, State Zip [LEXINGTON [rey

General I Amenities

Apt, Mo, I
I Unaszzizted

40581

—Utilitie

Heating - Matural Gas

[ ] Heating - Bottle Gaz

[ Heating - Dil/E lectric

[ | Heating - Coal/Other
Cocking - Matural Gas

[ Cooking - Bottle Gas

[ | Conking - DI/Electnic

[ | Cooking - Coal/Other

[ ] Other Electric

&ir Conditioning

Water Heating - Matural Gaz
[ ] water Heating - Bottle Gas
[ ] % ater Heating - Dil/Electic
[ ] " ater Heating - Coal/Other
W ater

Sever

Trazh Collection

R angeMicrowayve

R efrigeratar

[ ] User Utiliey Type 1
[ ] User Utility Type 2
[ User Utility Type 3
[ ] User Utility Type 4
[] User Utility Type 5
[ User Utility Type &
[ ] User Utility Type 7
[] Uzer Utility Type 8
[ User Utility Type 9
[ ] User Utility Type 10
[ ] Uszer Utility Type 11
[ User Utility Type 12
[ ] User Utility Type 13
[] Uszer Utility Type 14
[ User Utility Type 15
[ | User Utility Type 16
[ ] Uszer Utility Type 17
[ User Utility Type 18
[ ] User Utility Type 19

[ ] User Utility Type 20
[] Uszer Utility Typpe 21
[ User Utility Type 22
[ | User Utility Type 23
[] Uszer Utility Type 24
[ User Utility Type 25
[ | User Utility Type 26
[ ] Uszer Utility Type 27
[ User Utility Type 28
[ | User Utility Type 29
[] Uszer Utility Type 30
[ User Utility Type 31

LIkl Allawy. Profile IEit_l,l [inzide Lexingtan limits)

Litilities I 0.0
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Notes Tab

The Notes tab enables you to enter free-form
text notes on the selected unit. The top area of
the tab contains the unit’s identifying information,
which you can only edit on the General tab. The
main area of the tab contains the text editing area
for your notes. Edit the data on this tab and save
or cancel your changes with the standard WinTen
controls.

.Ei Maintain Housing Unit

General I Amenities I Ltilities |

D #B2&0|>+=> |

Street Mumber |23EI1 Street Mame IDELT.-“—‘-. Ly Apt, Mo,

City, State Zip [LEXINGTON [y |aoset [ Unassisted

Enter notes here.

Unlimited zpace.
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MAINTAIN VOUCHERS

If you have enabled voucher processing in Setup,
you can use Section 8’s voucher tracking functions
to maintain a list of all Section 8 vouchers that your
agency has issued or has available to issue. To
work with this data, click the Vouchers button or

press <V> at the Main Menu.

% Section 8 Tenant a

File Help
ki)
&

Tenmast
Software

=10l |

‘ Sectionn 8 Tenant and Landiord

£ Tenants

ﬁ? Landlards

[21 Checks

= Beports
r=] Bep

Initialize

Section 8 Documentation - himktentmbkisd

kaintain Tenants
kaintain Landlords
Frocess Checks

Frint Fepors

bdanthly Intialization

& Units | baintain Linit Infarmation

[ ouchers | Maintain Vouchers

lﬂ Index Reindex/Pack Takles

Setup taintain Setup Data

B] Exit |

Hint: Adding Tenants

If you are using voucher tracking, you cannot add tenants
directly from the Section 8 Tenant and Landlord or Occu-
pancy and Rent Calculation programs. You must add them
from the Applicant List program.
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MAINTAIN VOUCHERS SCREEN

The Maintain Vouchers sub-screen enables you to
track every voucher that your agency has in the cur-
rent data area. In addition to providing a compre-
hensive list of all issued vouchers, this sub-screen
also enables you to create, edit, or delete records
for open vouchers. If you are using the WinTen
voucher processing functions, the Applicant List
program uses this list of open vouchers when you
issue a voucher to a new Section 8 tenant.

.Ei Maintain Youchers

fll= -#B2=«+=+ B0 8-

iy I.fl'-.ll j Order by I‘v‘-:uu-:her Mumber j Search For Go |
Youcher Hurnber IP‘rl:uiect MNurmber IEedr-:u:umSI"-.r"l:uucher Shatus W
| [20000875 FEe 000071 3 Leased
| (20001031 FEe 000071 0 Leased
| [20030152 EBEI 00003 1 Open
| [20030153 EBEI 00003 1 Open
| [20030155 EBEI 00003 2 Open _
|| 20030156 EBEI 00003 2 Open
|| 20030157 FBES 00003 2 Open
| |20030518 FBES 00003 3 Open
| |20030513 FBES 00003 3 Open
|| 20030520 FBES 00003 3 Open
=
Woucher Murber |2EIEISEI1 54 Marme IENHIED t CHIVADORI
Project Number |K.r359v/00003 -l SSN [517-44-8155
Bedroom: I 1 Youcher [ssue Date IDSJEE;"EDDE

YYoucher Expiration D ate IDEJEMEDDE

Woucher Details I Youcher &ctions I

The top portion of the Maintain Vouchers sub-
screen contains a table of every voucher that
is currently in the program. The bottom portion
changes depending on which of the two sub-tabs
is selected. If the Voucher Details sub-tab is se-
lected, the bottom portion of the screen contains
the selected voucher’s unique information.
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If the Voucher Actions sub-tab is selected, the bot-
tom portion of the screen contains a second table
which lists all changes in status that the selected
voucher has undergone:

Hint: What are voucher actions good for?

At present, the Voucher Actions sub-tab is for informational
purposes only. In the future, we plan to add functions that
use this data to help you determine your Section 8 budget
utilization information.

Yaucher &ction Crezcription

EMRICO M CHIVADORIET7-44-815E,03/25/2003 03/25/2003 | CAD

Action D ate | Action By

Yaoucher Details  Woucher Actions

Use the standard WinTen controls to add, edit,
or delete open voucher records. You cannot edit
or delete the record of an active voucher on this
screen.

Maintain Vouchers Screen Controls

Print and Print Preview Buttons

If you click the Print or Print Preview button on this
sub-screen, the program produces the S8 Voucher
Report. This report is a hardcopy version of the
table of vouchers with the current View and Order
By selections (see following) in effect.

View

The View drop-down selection box enables you to
filter the table of vouchers to display all vouchers,
only open vouchers, only vouchers with leases,
only vouchers that have been issued but not yet
associated with a lease, only vouchers that belong
to existing tenants who are searching for new units,
only held vouchers, or only retired vouchers.

Order By

The Order By drop-down selection box enables
you to sort the table of vouchers by voucher num-
ber, project number, or bedroom size.

Search For ... Go

To search for a specific voucher record, enter your
target in the Search For field and click the Go but-
ton. The program searches the table and selects
the first voucher whose value in the currently se-
lected Order By field matches your search target.
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Maintain Vouchers Screen Other Functions

Hold Vouchers

This command opens the Maintain Held Vouch-
ers sub-screen, which enables you to place one
or more open vouchers on a temporary hold or to
return them to the pool of open vouchers.

Retire Vouchers

This command opens the Maintain Retired Vouch-
ers sub-screen, which enables you to place one
or more open vouchers on a permanent hold or to
return them to the pool of open vouchers.

Build Voucher Table

This function rebuilds the list of vouchers by
clearing all assigned vouchers, then going through
the Section 8 database and adding each tenant’s
voucher to the table. For assistance in using this
function, contact Tenmast.

Maintain Voucher Tables Screen Data Fields

Voucher Number
This is the voucher’s unique identifying number
within your agency.

Project Number

This drop-down selection box enables you
to select the project to which the voucher is
assigned.

Bedrooms
This is the bedroom size for which the voucher
holder is authorized

Name
This is the name of the voucher holder, if the
voucher is assigned. You cannot edit this field.

SSN

This is the voucher holder’s Social Security
number, if the voucher is assigned. You cannot
edit this field.

Voucher Issue Date
This is the date on which the voucher was issued,
if applicable. You cannot edit this field.

Voucher Expiration Date
This is the date on which the voucher will expire, if
applicable. You cannot edit this field.

-

Hald Vouchers
Retire Wouchers

Build Youcher T able

D+ -#B0<«+ &0 8-

iew |4l x| Guder by [voucher Humber | SeachFor

Woucher Humber  |Projest Humber [Bedronms[Woucher Status

20000875 Kv853v00001
20001031 K¥853v00001
20030152 Kv8s3v00002
20030153

20030155
20030156 Kv8s3v00002
20030157 K¥853v00003
20030518 Kv8a3v00002
20030519 K¥853v00003
20030520 Kv8a3v00002

I Y O - O I

3 Leased
0 Leased
1 Open
1 Dpen

2 Open
2 Open
2 Dpen
3 Dpen
3 Open
3 Open

Voucher Number [20030154 Name [ENRICO M CHIVADORI
Fraject Number [¥va53v00003 B 55M [517-44.8156
Bedrooms 1 Voucher lssue Date [U3/25/2003

Woucher Expiration Date IUE#ZJIZUU?

oucher Details | Youcher Actions
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Maintain Held Vouchers Sub-Screen

The Maintain Held Vouchers sub-screen enables
you to place open vouchers on a temporary

hold. This is most commonly used when you are
running out of funding and need to keep vouchers
in your records but ensure that they are not

issued.

The left half of the screen contains a list of all
open vouchers, while the right half contains a list
of all currently held vouchers. To hold a voucher,
select it in the list of open vouchers and click the
[>>] button to move it to the list of held vouchers.
To return a held voucher to open status, select it in
the list of held vouchers and click the [<<] button.

& Maintain Held Youchers

Axailable Open Wouchers Selected Held Youchers

| |20030156
| |2003057
| |20030518
| |20030513
|| 20030520

Froject #

kX855 00003

Froject #

20030152 kX855 00003

K8a3v 00003 20030153 K8a3v 00003

K8a3v 00003
K8a3v 00003
K8a3v 00003
K8a3v 00003
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Maintain Retired Vouchers Sub-Screen

The Maintain Retired Vouchers sub-screen
enables you to retire open vouchers - that is, to
place them on a permanent hold. This is most
commonly used when HUD has cut your funding
and you will never be able to issue a voucher, but
you need to keep it in your system for reporting
purposes.

The left half of the screen contains a list of all
open vouchers, while the right half contains a
list of all currently retired vouchers. To retire a
voucher, select it in the list of open vouchers and
click the [>>] button to move it to the list of held
vouchers. To return a retired voucher to open
status, select it in the list of retired vouchers and
click the [<<] button.

. Maintain Retired Youchers

Froject #

kX855 00003

Axailable Open Wouchers Selected Retired Youchers
Froject #
K¥'853 00003
20030156 Kxea3vo0003
20030518 Kxea3vo0003
20030515 Kxea3vo0003
20030520 Kxea3vo0003
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INDEX DATABASES

This function rebuilds the indexes that Section 8
uses to search for specific records within its data-
bases. Index file are similar to a library’s card cata-
log - they tell the computer the location of the data
for which you are searching. Indexing databases is
safe to do at any time - it does not need to be done
at a specific time of the month or the year. To initi-
ate the reindexing process, click the Index button
or press <I> at the Main Menu.

File Help
- L) t
& e“m as
‘ Section 8 Tenant and Landlord
section 8 Documentation - himktentmkisd
& Tenants kaintain Tenants & Units baintain Linit Information
ﬁ? Landlards Maintain Landlords 0% “ouchers Maintain “ouchers
[#1 Checks Frocess Checks Hl Index || Reindex/Pack Tahles
Bepons Frint Repors Setup | bdaintain Setup Data
Intialize taonthly Initialization

F Exit |

=10 x|
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When to Reindex

Occasionally, index files can become corrupted.
This means that such a file’'s data is no longer
complete, and it may not be in a form that Sec-
tion 8 can read. The most common indicator of a
corrupted index file comes when you search for a
record that you know is present and the program
does not find it. Reindexing solves this problem
by going through each database and rebuilding the
index file for it.

Caurion

You must make sure that no one else is using Section 8
before using this feature. Reindexing rewrites files, which
can cause damage to the data within those files if they are
already open when Rent Reasonableness attempts to
index them.

When to Pack

While you are reindexing, you also have the op-
tion to pack Section 8’s databases. Packing is a
process by which the program removes all blank or
deleted entries from its databases, thereby reduc-
ing the size of the files.

Caurion

Tenmast recommends that you do not perform packing un-
less specifically instructed to do so by Tenmast Training &
Support personnel. Packing permanently removes deleted
records. Once you have packed, data that the packing
process erases will be irrevocably gone.
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Reindexing and Packing

When you begin the reindexing process, a dialog
box opens that asks you if you want to initiate this
process. Click Yes to continue or No to cancel.

Confirm |

the Section 8 System before continuing with thiz procesz. Do vou wizh to reindes the Section 8 databazes at

@ Indexing requires the excluzive uze of the Section 8 Databaszes. “rou muzt make sure that Mo One elze iz in
this time?

If you click Yes, the Index and Pack Database dia-
log box opens. This dialog box has four check box-
es that allow you to select which activities you wish
to perform with the database. You can reindex both
current records and historical (inactive tenants and
landlords) records. If you choose to reindex either
current or historical records, you have the option to
pack those records as well.

Index & Pack Database |

[ Current [v Pack Current

[~ Histany [ Back Histan

o 0K I x Cancel |

Check the boxes that correspond to the functions
you want to perform. Then click the OK button.
The program begins the reindexing process, which
should take no longer than two or three minutes.
When the process is complete, the dialog box clos-
es and the program returns to the Main Menu.
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INITIALIZATION

Because of the way accounting works, Section 8
only works with the records for one month at a time.
When Section 8 is in a given month, it only handles
transactions that occur within that month. Because
many agencies don’t always finish recording a
month’s transactions until after that month has
ended on the calendar, Section 8 doesn’t automati-
cally move itself to the next month when the calen-
dar turns. It waits until an operator tells it, “okay,
you’re done with this month, now close the books
on it and open them for the next month.” The pro-
cess of closing one month and opening the next
one is known as initialization. To initialize, click the
Initialization button on the Main Menu. This starts
the Section 8 Initialization wizard.

% Section 8 Tenant a

File Help

o
: Tepmast

‘ Sectionn 8 Tenant and Landiord

Section 8 Documentation - himktentmbkisd

£ Tenants baintain Tenants

al Landlords baintain Landlords

[21 Checks Frocess Checks

Beports Print Reports

[ Initialize | Monthly Initialization

berreen B =t sl e S

& Units

0% Waouchers

&l Index

Setup

B] Exit |

kaintain Linit Infarmation
kaintain Youchers
Reindex/Pack Takles

baintain Setup Data

=10l |
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Section 8 MontHLY INmiALizaTioN WizarD

The Section 8 Monthly Initialization dialog box
uses a simple graphic representation to show your
progress through the initialization sequence. Steps
that you have completed without error have green
check marks next to them, steps that you have
skipped or that the program cannot perform have
blue dashes next to them, and steps that you have
completed but that have generated errors in the
program have red Xs next to them. The next step in
the sequence is highlighted in bold type.

% Section 8 Monthly Initialization

bl &

[ritializing into MARCH

—Section 8 Manthly [nitialization Step

=== [rint a Ligt of Tenants without Landlords
v’ Frint a Lizt of Tenantz Marked for Deletion

Print Pre-initialization Report

Frint ORC Tenant Changes for Mext Maonth

Frint Monthly Payment [nitialization Beport

Confirrn ORC Tenant Changes for Mext Month * Mext

Beain Maonthly Initialization Process %’ Skin

Frocess Landlords

Frocesz ORC Tenant Changes for Mext Mornth
Frocess Tenants

Record Monthly Hiztory

Complete Monthly Initialization Process
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Initialization Controls

Exit Button

This button exits the Section 8 Monthly Initializa- E
tion wizard and returns you to the Main Menu.

The Section 8 program records the point at which

you exited the sequence. The next time you enter

the wizard, the program returns you to the step at

which you exited.

Start Button (becomes Next button)

This button is only available at the beginning of the * Start |
initialization sequence. It begins the initialization

sequence. Once you move past Step 2, it becomes

the Next button.

Back Button 4} Back
This button moves you back one step in initializa-

tion sequence.

Next Button * Mt
This button moves you to the next step in the initial-

ization sequence.

Skip Button .
This button skips the next step in the initialization Q? Skip
sequence.

Section 8 Tenant and Landlord < 7/31/2003 Edition < Initialization ¢ Page |1.3



Step 1: Print Invalid Landlord List-
ing Report

When you click the Start button to begin the initial-
ization process, a dialog box opens that asks you
to confirm your intent to begin initialization. Click
Yes to continue or No to cancel the process.

58 - winTen 58 Tenant & Landlord

If you click Yes, the Report Order dialog box opens.
Select the order in which you want to sort the report
and click OK.

A standard print preview screen opens with the
Invalid Landlord Listing report. Review the report
and print it if necessary, then close the print pre-
view screen to proceed to Step 2.
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Step 2: Print Tenants Marked for
Deletion Report

Click the Next button. A standard print preview
screen opens with the Tenants Marked for Deletion
report. Review the report and print it if necessary,
then close the print preview screen to proceed to
Step 3.

Step 3: Print Pre-Initialization Re-
port

Click the Next button. The Select Tenants for Pre-
Init Report dialog box opens. Select the formatting
options for the report and click OK.

A standard print preview screen opens with the
Pre-Initialization Report. Review the report and
print it if necessary, then close the print preview
screen to proceed to Step 4.

Step 4: Print ORC Tenant Changes
for Next Month

Click the Next button. A standard print preview
screen opens with the ORC Tenant Changes for
Next Month report. Review the report and print it
if necessary, then close the print preview screen to
proceed to Step 5.

& Select Tenants for Pre-init Report

YWhich tenants an Pre-init reports————

& Only Tenants with changes
= Al Tenants

v Print Detail

« OK
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Step 5: Print Monthly Payment

Initialization Report

Click the Next button. The Report Order dialog box
opens. Select the order in which you want to sort
the report and click OK.

A standard print preview screen opens with the

.5 Heport Order

—Report Order————

Monthly Payment Initialization Report. Review the = Tenant Mame
report and print it if necessary, then close the print
preview screen to proceed to Step 6. = Tenant 55M

" Contract Murnber

" Allocation Mumber

o 0K
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Step 6: Confirm ORC Tenant
Changes for Next Month

Click the Next button. A confirmation dialog box
appears that asks you if the Tenant Changes for
Next Month report (Step 4) is complete. Click Yes
if it is or No if it is not.

58 - WinTen 58 Tenant & Landlord

2

If you click No, the program remains at Step 6.
This enables you to exit the initialization process
and make corrections in the program as needed.

If you click Yes, a dialog box opens that asks you to
confirm your intent to begin initialization. Click Yes
to continue or No to cancel the process.

S8 -WwWinTen 58 Tenant & Landlord
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If you click Yes, the program begins the initializa-
tion process. In order, the program performs the
following steps:

* process landlord data

* process ORC tenant changes for the new month
* process tenant data

* record monthly history

» complete initialization process

When the process is complete, a dialog box opens
that informs you that the program has successfully
initialized into the next month. Click OK to close
all associated dialog boxes and return to the Main
Menu.

58 - winTen 58 Tenant & Landlord

i)

——
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Colors 3.3
Cyclical Actions 11.1,2.2

D

Directories
Setup 3.6
DUV. See Check Adjustments

E

Excess Vouchers 6.10

F

FMR. See Payment Standard
FSS 5.19
Setup 3.8
Future Changes. See ORC Changes

|

Initialization 11.1
Inspections 5.22, 5.39, 5.40

L

Labels 7.19
Landlords 4.1
Add 4.3
Adjustments 4.15
Change 5.5
Check History 4.11
Edit 4.4
MBE 4.9
Payment History 4.10
Search 4.2
Ledger
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Monthly Initialization 11.1

0]

ORC Changes 5.13
Overview 2.1

P

Payment History 4.10
Payment Standard
Setup 3.3,3.28
Portability 5.8, 5.24
Posting
Setup 3.10

R

Receivables
Tenant 5.27

Reindex 10.1

Rent Calculation 5.10

Reports 7.1
Landlord 7.7
Management 7.10
Portability 7.17
Tenant 7.3

Reset Check Process 6.6

S

Setup 3.1
Caseworkers 3.32
Check Formats 3.13
Colors 3.3
Directories 3.6
FSS 3.8
Ledger 3.10
Management Codes 3.30
Payment Standard 3.3, 3.28
Posting 3.10
Units 3.3
Utilities 3.3,3.24
Voucher Formatting 3.18, 3.19



T

Tenants
Add 5.3
Edit 5.4
Inspections 5.22
ORC Changes 5.13
Payments 5.16
Receivables 5.27
Rent Calculation 5.10
Search 5.2
Transfer 5.5

U

Units
Add 8.3
Copy 8.3
Edit 5.33,8.3,8.4
Setup 3.3
Utilities
Check Setup 3.26
Setup 3.3,3.24

\%

Void Checks 6.15
Voucher
Formatting 3.18, 3.19
Vouchers
Excess 6.10
Held 9.4,9.5
Maintain Numbers
Retired 9.4, 9.6
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