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INTRODUCTION

The WinTen? Section 8 Tenant and Landlord pro-
gram is designed for use on computers running
the Windows NT, 2000, or XP operating system.
The interface is designed 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 is a preliminary user manual written as of
3/9/2005. Some sections of this manual may be
incomplete in regard to the program released as
of that date. Some sections may be inaccurate in
regard to later versions of the program. It does not
apply to previous versions of the program (includ-
ing MS-DOS-based ones).

When Tenmast issues an update to a piece of
software, we post a documentation update on our
Web site at www.tenmast.com. If you have a cur-
rent Update & Support Agreement for Section 8,
you may download both the updated program and
the updated documentation at no charge. See the
Client Service Area of our Web site for detailed in-
structions.

Getting Help

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

Revisions

To better serve our clients, we constantly update
our manuals, just as we constantly make im-
provements in our programs. If you find an error
or omission in this documentation or have a sug-
gestion for improving it, please call the Tenmast
Marketing/Communication Services Department
toll-free at (877) 836-6278 or send e-mail to
info@tenmast.com.
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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:

* 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.

WinTen” Section 8 Tenant and Landlord * 3/9/2005 Edition * Program Overview © Page 2.



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
Initialization chapter of this manual.

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

» Tenants Searching for a Unit (Reports screen,
Tenants tab)

* URP Checks on Hold (Reports screen, Tenants
tab)

* HAP Hold Code Report (Reports screen, Land-
lords 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 dur-
ing 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.

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.

WinTen? Section 8 Tenant and Landlord ¢ 3/9/2005 Edition * Cyclical Actions * Page 2.3



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.

i section 8 Tenant and Landlord

Filz Help
! WinTen
By
‘ Section 8 Tenant and Landlord

Section 8 [S8Y)

& Tenants | Maintain Tenants [ Initialize | Monthly Initialization
&Y Landlords | Maintain Landlords d Units baintain Lnit Information

[ Checks | Process Checks 0% Youchers | Maintain Youchers

Al
ali

Beports | Print Reports Setup | Maintain Setup Data

=101
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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.

q..,!:'-';‘ Section & Tenant and Landlord
File Help

Xl

WinTen

‘ Sectionn 8 Tenant and Landlord

Section 8 [58Y]

% Tenants | Maintain Tenants
&Y Landlords | Maintain Landlords

|21 Checks | Process Checks

141

£ Beports | Print Reports

Tenmast

@ Meking Your Job Easier!

v

K] Exit |

) Initialize

# Units | baintain Lnit Information

0% wouchers |

konthlky Initialization

kaintain Youchers

| Maintain Setup Data

=101
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SETUP SCREEN

The Section 8 Setup screen has seven function ar-
eas, accessed by a set of seven buttons. Each of
the setup function buttons opens a corresponding
screen for setting up that aspect of the program.

% Sectiond Setup
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Default Settings Screen

The Default Settings screen opens when you click A
the General button on the Section 8 Setup screen. ]

The Default Settings screen contains your agency’s Maian Defeut Setings

identifying information and the settings for the fiscal — Biods | Mananreds

year in which Section 8 is currently operating. Use o

the standard WinTen? controls to edit the data on Coseorker | Meirtai Cessnorers

this screen and save or cancel your changes. benagomentCo | eiteinenagement Code

% sectiond Setup

Iaintain FMP. Maintain Fair Market Rent

File Edit Help

fll#ed 2 &

Qrganization Mame ITENM”"‘ST SOFTwWARE

Annual HAP Budaget

Addiess 132 VENTURE CT

500000

City, State, Zip ILEXINETDN, k" 40511

Phaone Mumber Im
Fax Murmber I—
Fed. ID # IW
State D #  [038765432

Seazonal Biling

% Surnmer Beginning Maonth I.ﬂ‘«pril "'l
 winter Beqinning Month IDctDI:ner "'|

= Mone

Primary 58 Mumber Iw
Current v'ear IEDDE Evl
Current Active Month m
Fr' Begin Month ID':t- :"]

Addresz on Tenant Check:
" Physical

{* Mailing

Mest Check Mum

IDDDDDD'I

[~ Edit HAP/URF Amounts ¥ Past To Ledger

v Enable Direct Deposit
Direct Deposit Transfer File Hame [w/ ext] |SSCHEFIL THT

[~ PFrint ohe check per tenant to each landlord
Federal Backup Withhaldingl 28 %

irirnurm rent (Must be from O b 50.00) I 0 kanthly administrative fee for first B00 tenants I _/az2
Baze Hard ta House [HTH] fee amaunt I 75 Monthly adminztrative fee for over G00 tenants I a0 g2
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Default Settings Screen 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.

Default Settings Screen Fields

Organization Name
This is your agency’s name as it should appear on
all printed reports.

Address
This is your agency’s street address.

City, State, Zip
This is the city, state, and zip code portion of your
agency’s address.

Phone Number
This is your agency’s phone number.

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 program
can print checks. The program adjusts this setting
automatically during monthly initialization.

FY Begin Month

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

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.

- = Color HE

t'| .Btf:'.fi..c colors:
rrreErmrr
ol (il
I T T
I T
I
TN
Custom colors:
[
N o

Define Custom Colors »» I

Cancel |
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Seasonal Billing

This set of fields enables your agency to set up
seasonal billing for utilities, which means that any
given tenant can have one utility company in sum-
mer and a different utility company in winter.

If none of your tenants use different utility
companies for summer and winter, select “None.”

If at least some of your tenants use different utility
companies for summer and winter, select either
“Summer” or “Winter.” (It does not matter which you
choose.) Then use the Summer Beginning Month
field to select the month when summer billing be-
gins and use the Winter Beginning Month field to
select the month when winter billing begins.

If you do seasonal billing, you can designate for
each tenant which utility company the tenant uses
in summer and which the tenant uses in winter. You
can do this on the Rent Calc tab of the Maintain
Tenants screen. (For information, please see the
Maintain Tenants chapter of this manual.)

Address on Tenant Checks

This pair of radio buttons enables you to specify
whether to print tenants’ physical addresses or
mailing addresses on tenant checks. Most agen-
cies choose to print mailing addresses.

Next Check Num
This is the number of the next check to be printed
from the Section 8 program.

Edit HAP/URP Amounts

The HAP Amount (Housing Assistance Payment
amount) field and the URP Amount (Utility Reim-
bursement Payment amount) field appear for each
tenant on the Rent Calc tab of the Maintain Tenants
screen. The values of these fields are set automati-
cally by the WinTen? Occupancy and Rent Calcula-
tion (ORC) program. (For information, please see
the Maintain Tenants chapter of this manual.)

Check the Edit HAP/URP Amounts box if you want
to be able to edit these values directly in the Sec-
tion 8 program. If you do not check this box, you
can change these values only in ORC, which you
will typically do during a tenant certification.

NOTE: Under normal circumstances, we rec-
ommend that you edit HAP and URP amounts
only in ORC during a certification.

Post To Ledger

Check this box if you want checks printed from
the Section 8 program to post automatically to the
WinTen? General Ledger program.

Organiation Name, |TENMAST SOFTWERE

Annual HAP Budget

Addiess |12 VENTURE CT

500000

Dty St Zip |LEXINGTON, K 40511

Phone Number [ B959542
Fatiber |
Fed D@ 12995
SiweD# [o9E7EBiZ2

Curertvear P05 2]
Cumert Actve Merih [ =]
FY Begin Marth |02t =

[~ Seasondl Biling

£ Summer Beginning Morth |4prl 2
" Winter Beginning Mont | O ctober =

£ None

Nest Check Num

0000001

I EdtHAP/URP Amounts I Post To Ledger

Primary 58 Number |F 404

[¥ Enatle Direct Depast
Direct Deposh Transfer Fie Name [/ ext] [SBEHKFIL TXT

I~ Print one check per tenant to each landlord

Federal Backup Withholding | 28 3%

Mirimum rent [Must be from 0 to 50.00] 0 Manthly administrative fee for first 600 tenants /12

Base Hard to House (HTH] fes amount 75 Monthly adminstaiive fes for aver 600 tenants %62
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Enable Direct Deposit
If you want to create direct deposit (ACH) transac-
tion files for landlord checks, check this box.

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 al-
lowed to pay. This field is not editable if you are
using the WinTen? Occupancy and Rent Calcula-
tion 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.

i sections setup

Fils Edt Help

f#¢do| &

Organiation Name, |TENMAST SOFTWERE

Annual HAP Budget

Addiess |12 VENTURE CT

500000

Dty St Zip |LEXINGTON, K 40511

Phone Number [ B959542
Fatiber |
Fed D@ 12995
SiweD# [o9E7EBiZ2

[~ Seasondl Biling

£ Summer Beginning Morth |4prl 2
" Winter Beginning Mont | O ctober =

£ None

Primary 58 Number |F 404

Curertvear P05 2]
Cumert Actve Merih [ =]
FY Begin Marth |02t =

Address on Tenant Checks |
Nest Check Num
 Physical
0000001
& Maling

I EdtHAP/URP Amounts I Post To Ledger

[¥ Enatle Direct Depast
Direct Deposh Transfer Fie Name [/ ext] [SBEHKFIL TXT

I~ Print one check per tenant to each landlord

Federal Backup Withholding | 28 3%
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Maintain Check Format Screen

The Maintain Check Format screen opens when
you click the Checks button on the Section 8 Set-
up screen. It enables you to configure the manner
in which Section 8 prints checks and vouchers
(check stubs).

The Maintain Check Format screen is divided into
three sub-tabs (at the lower left): Check Format,
Tenant Voucher Format, and Landlord Voucher
Format. Each of these sub-tabs contains the con-
figuration of the corresponding check or voucher.
The main area of each sub-tab shows the ar-
rangement 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.

#% Maintain Check Format

File Help

]

Iaintain Default Setings

 [iChece | MainiainChecks
§ Uil Co Maintain Utility Company
GL Projects Maintain GL Projects
Case Warker Maintain Caseworkers
Management Code | Maintain Management Code
Iaintain FMP. Maintain Fair Market Rent

il E—

CHECE FORMAT

i Check Fg[ma.t"él Tenant YYoucher Format | Landlord % oucher Format I

oucher Size » |3.5 CheckMAfaucher

¢ Accept

=
Check Sizes JAE Woucher/Check & ilAl >] Copy From..| B, Restore

Copy To... Print Test

) I_ CheckYouchervoucher ©
Top Margin > 105 Youcher/Check Afoucher € il
Left Margin = |D_2 WoucherMoucher/Check

X Ahandon
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Caurion

Check formatting can be a difficult and time-consuming
process, 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 fur-
ther 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!

Maintain Check Format screen 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 be-
gins 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.

CHECK FORMAT

Check Format | Tenant Youcher Foimat | Landiord Voucher Fomat |
Voucher Size > |35 CheckAVoucher

=
Chack Sies [35_ Youerelheck 2 ﬂﬂﬂ B Copy Erom. | B Restare ‘ o Bocept
Tophargin> 195 ioueher/Check AVoucher V[T By cowlo. | Epinret | X sbain

Left Margin> 10.2 WaucherAfoucher/Check

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 ex-
ample 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 deselect a selected data
field, hold down <Ctrl> and click on it again. Each
click on a field positioning button moves the select-
ed 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.

ﬁﬂ

Copy From...

Copy To...

D_ﬁ Bestore

Print Test |

\/ Aocept

x Abandan

WinTen? Section 8 Tenant and Landlord ¢ 3/9/2005 Edition * Setup * Page 3.9



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 Field),

Select a Data Field

Check Mumber
Check City

Check State

Check Zip

Fayment tMonth

Check Detail

Check, Dollar Arpgunt [1 DOLLARS Ak
Current D ate

Text1

Text 2

T et 3 |

W OF x Cancel |

Define User Field
Text I

¢ (0]8 | x Cancel | ‘

Define User Field

File M ame I
Scale To (100,000 2

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
Windows programs, you can also set the font color,
but for purposes of check printing, all font colors
will come out black on the printed checks.

Field Optionz

Set the font options you want and click OK to save
them or Cancel to cancel your changes.

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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Check Format Sub-Tab

The Check Format sub-tab enables you to format
checks. Use the formatting controls discussed on
the previous pages to configure the voucher for-
mat.

WYoucher Size »

f Accept

|3.5 CheckAYoucher .

Check Sives |35 Voucher/Check 5 Al mcowEon.| T Resore
ID'E— CheckoucherNoucher ﬂ ﬂ
1}

Youcheroucher/Check

X shandon

% Maintain Check Format ill
TEM&MT WOUCHER FORMAT
Check Format | Tenant Youcher Format | Landlord Youcher Farmat |

Top Margin > 1Y oucher/CheckAoucher Coow T b
* pe Lo =3 Print Test
Left Margin » [0 J
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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 to-
tals 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.

% Maintain Check Format

TENANT WOUCHER FORMAT

=

_ “
_— W

Check Format | Tenant Youcher Format | Landlord Youcher Farmat |

WYoucher Size »

[35  Check/voucher i

Check Size > W Woucher/Check o+ ﬂ Copy Fram... mﬁ Restare W decept
[05
0

CheckoucherNoucher ﬂ ﬂ

Top Margin > 1. Yaucher/CheckAMoucher By Copy Too. | =Y Print Test Lhandan
Left Margin [02  WoucherAoucher/Check ﬂ B Cony I = 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 land-
lord checks. Use the formatting controls discussed
on the previous pages to configure the voucher
format.

% Maintain Check Format ﬂl
LaMDLORD WOLUCHER FORMAT
flcnant Haacl [Voucher # N Contract Flimount [

Check. Fu:urmatl Tenant Youcher Format | | andlord Youcher Format §

Voucher Size > |35 Checkfoucher o
Check Sizes |35  Youcher/Check v ﬂ Copy From...| B Restore W deocept
) CheckAfoucheroucher ﬂ ﬂ
Top Margin > ID'5 Youcher/Check Afoucher ﬂ Copy To.. Print Test | € Abandon
Left Margin » [02  WoucherAoucher/Check - - =
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Utility Company Setup Screen

The Utility Company Setup screen opens when

File Help

you click the Util. Co button on the Section 8 Setup ]

screen. It enables you to set up the utility company .
information that the program uses for printing util- e Nerancmse
ity reimbursement checks. The Utility Company T
Setup screen has two sub-tabs (at the lower left): £ GlLProjecks_| Mainai GLPrjact
General and Utility Checks. It always opens on the [ Ectiin || vetvensasitzs

Management Code | Maintain Management Cods
General sub-tab, as shown below. e || e R e

&% Utility Company Setup

X
Ltility Camnpary |
il -#Wo (B0« |H |
Mame |;|
| [CITY DF RUSTON WATER AND SEWAGE
| |ENTERGY
| |ARKLA GAS
| |LINCOLN PaRISH
Y KEMTUCKY UTILITIES
BLUEGRASS RECC
Name [KENTLICKY UTILITIES
Care OF [KENTUCKY UTILITIES
Strest Address |1200 VINE 5T
City, State, Zip |LEINGTON.KY, 40511

General | Utiity Checks
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General Sub-Tab

The General sub-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.

General Sub-Tab Data Fields

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.
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2% Utility Company Setup
Utiity Company |

0+ -

ZIEL|++d

ENTERGY
[SRKLA GAS
LINCOLN PARISH

BLUEGRASS RECC

CITY OF RUSTON WATER AND SEWAGE

\

Narne. IKENTUEKY UTILITIES

Care OF IKENTUEKV UTILITIES

Stioel Adchess [1200¥INE 5T

iy, Stale, Zip [LEINGTONKY, 20511

General | Utility Checks




Utility Checks Sub-Tab

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

% Utility Company Setup

Ltility Cormpary |

iD=
LItility Compary IKENTLICKY UTILITIES
—Check Format

" Tenant Mame Only

{+ Tenant and utility compary name

" Tenant ar utlity company name Apply to All Campanies

£~ Utility company name for tenant

{~ Single check for each utility company

—iddress To Appear on Check:

* Tenant
Apply to Al Companies

" Utility Company

General  Utility Checks
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Utility Checks Sub-Tab Data Fields and
Functions

Utility Company

This is the utility company that is currently selected
on the General sub-tab. To change the utility com-
pany whose check processing options you are edit-
ing, switch back to the General sub-tab and select
a new company, or use the Next and Previous but-
tons 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).

Click the Apply to All Companies button to the
right of these fields to apply your choice to all utility
companies.

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.

These options are not available if your choice for
Check Format, above, is “Tenant Name Only” or
“Single check for each utility company.”

Click the Apply to All Companies button to the
right of these fields to apply your choice to all utility
companies.

@i utility Company Setup
Uity Company |

Nlgdo|+=+
Uity Compary [KENTUCKY UTILITIES
i~ Check Formal
 Tenant Name Orly
& Tenant and uliity company name:
 Tenant or utly company name Apply to All Companies
£ Utiity compary name for tenant
 Single check for each uliity company
rAddress To Appear on Checks
& Tenant
Apply ta Al Comparies
" Utiity Compary
General Uity Checks
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Ledger Posting Setup Screen

The Ledger Posting Setup screen opens when you B
click the GL Projects button on the Section 8 Setup ]
screen. It enables you to set the account numbers i St
that the program uses to post various Section 8- i Chocka | MariainChedks

related transactions to the Section 8 journal, which 9 Ui.co. | MoaitainUtly Cormpany

will in turn post to General Ledger. 6 GLPjerts | Maintan 6L Frojecs
Cage Warker Maintain Casewarkers

This screen maintains a separate set of account I R
numbers for each project. The top of the screen Lo, _| Vel Pttt
contains a list of all projects that are set up on the
screen. The bottom of the screen contains the ac-
count numbers for the currently selected project.
Use the standard WinTen? controls to edit the data
on this screen, add or delete project records, and
save or cancel your changes.

#% Maintain x|

File Edit Wiew Help

Hl+ -#WdQ|+=+|H

HUD Project #
YLD GO0a0:
LD GEE09330330

HUD Project # |LDG000076678
Earik &ccount IFNB Checking E‘I

Landlord HAP Account |1 00.4715.00.001

L |

Lef Lol Lef e Lef Lef e

Tenant URF Account |1 00.4715.00.003

Woid Checks Wwiitten in Prior Years Account |1 00.4715.00.001

Landlord Portable Youcher Payments Account |1 00.4715.00.001

Partable Youcher Administrative Fee Account |1 00.4715.00.001

Tenant F55 E scrow Payments Account |-| 00.4715.00.001

Federal Backup Withholding &ccount |1 00.4715.00.001
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Ledger Posting Setup Tab Data Fields

HUD Project Number
This is the project’s unique identifying number, as
assigned by HUD.

Bank Account
This is the checking account from which Section 8
will write checks for this project.

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

Tenant URP Account
This is the account to which the program will post
tenant utility reimbursement 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.

Fie Edt Vien Help

Ol -#Ed2|+«+|H

HUD Project # |LDGO0007EETS

Bank Account. [FNE Checking a]

Landlord HAP docount |1 00 4715.00.0m

Tenant URP Account it |]EIEI 4715.00,003

Woid Checks Whitten in Prior Years Account |] 00.4715.00.00

Landlord Portable Voucher Payments dccount |] 00.4715.00.00

Portable Youcher Administrative Fee Account |] 00.4715.00.00

Tenant FSS Escrom Payments Accourt [160.4715 00,001

JH BN WCH K ECH K T

Federal Backup Withholding Account |] 00.4715.00.00
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Maintain Caseworkers Screen

The Maintain Caseworkers screen opens when
you click the Caseworker button on the Section
8 Setup screen. It enables you to add, edit, and
delete caseworker records. Caseworker records
allow you to associate a specific caseworker with
each tenant in Section 8’s database.

The top portion of this screen contains a table of
all caseworkers who are currently in the database,
while the bottom portion of the screen contains
the detailed information for the currently selected
caseworker.

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

Maintain Caseworkers

&l sections Setup

File Help

]

Iaintain Default Setings

 [iChece | MainiainChecks
§ Uil Co Maintain Utility Company
GL Projects Maintain GL Projects
Case Warker Maintain Caseworkers
Management Code | Maintain Management Code
Iaintain FMP. Maintain Fair Market Rent

i+ -#¢Wd2|(&0[H}H"

Cazeworker Code

AMDREA, AMDREA FLOREMCE
JAMES WILSON
FATHLEEM E CARMEY
MARK HUFFER
TOMNYS D/ S0OMN

[A59)3E7-7480
(B59)267-7450
[A59)3E7-7480
(B59)267-7450

Whork Bt #

227

M

ohile Phone #

|
1 -
1 -
1 -
]

Cazewarker Code I,&NDH Er

First & Last Name [ANDREA. [FLORENCE

E-mail Address Iaﬂalence@tenmast.cam

“whark Phore W Extension IW
MobiePhore [1 1 -
Fager Phone I[]—
Harne Phore I[]—
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Maintain Caseworkers Screen Controls

Change Caseworker Code Button o3
This button opens the Change Caseworker Code =

dialog box. This dialog box enables you to edit Caseworker Code: [ETmmmm

the selected waiting list’s unique identifying code.

When you change a caseworker code, the program T | | % sl |

updates its databases, changing that waiting list
code to its new value in every record associated
with that code.

Maintain Caseworkers 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 TR

KATHY KATHLEEN E CARNEY

Caseworker Code button.

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

(]
593677480 (-
593677480 (-
593677480 0]
859)367-7480 227 ()

name.
E-mail Address
This is the caseworker’s e-mail address. =l
Caseworker Code [ANDREA
st & Last Name: [ANDREA [FLomence
Wo rk P h o n e : E—i:wlA:ﬂvess afierence@enmast com
This is the caseworker’s work phone number. ek o [T 700 Eweon 7
MobilePhone [( ) -
. PagerPhone [() -~
Mobile Phone e —

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
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Maintain Management Codes Screen

The Maintain Management Codes screen opens

File Help

when you click the Management Code button on ]

the Section 8 Setup screen.

Management codes are user-defined codes for _ Paghecks | banten Checks
q Uil Co Maintain Utility Company
GL Projects Maintain GL Projects

sorting and filtering tenant records. You can attach

a single management code to any tenant record. Cassrier | MeinaiCassvarkers
This enables you to sort tenant records by man- enagernen Cove | Martein Menagemert Coce

1 M‘ Iaintain Fair Market Rent
agement code and to filter reports so they only

show tenants with a selected management code.
Edit the data on this screen and save or cancel
your changes with the standard WinTen? controls.

Iaintain Default Setings

i.}:'-';: Maintain Management Codes

i+ -#¢Wd2|(&0[H}H"

Management Code IDescriptiDn I
IMCYER WEEDS INCOME YERIFICATION

|_|LOOKINGS LOOKIMG FOR SECTION 8 UNIT

PLEASE PEMDING LEASE APPROVAL

[ FvoUCHER  |PENDING RECEIPT OF SIGNED YVOUCHER

M anagement Code IF‘VDU CHER

Dezcription IPENDING RECEIFT OF SIGMED YOUCHER
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Maintain Management Codes Screen Con-
trols

Change Management Code Button

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-
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.

| 1_ Change Management Code

MGTCODE |[[IE[sf=(5]

o OK I X Cancel |

Al -#E2(&0[H%

Management Code |Desciiption

INCVER NEEDS INCOME VERIFICATION
LOOKINGE LOOKING FOR SECTION & UMIT

|_[PLEASE PENDING LEASE APPROVAL
PENDING RECEIPT OF SIGNED VOLICHER

Management Code |PYOLICHER

Description IPEND\NB RECEIPT OF SIGNED YOUCHER
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FMR/Payment Standard Setup Screen

&l sections Setup

File Help

The FMR/Payment Standard Setup screen opens
when you click the Maintain FMR button on the
Section 8 Setup screen. It 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 screen contains a table
which lists every FMR table that is currently set up
in the program. The bottom portion of the 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.

#% FMR /Payment Standard Setup

]

Iaintain Default Setings

 [iChece | MainiainChecks
§ Uil Co Maintain Utility Company
GL Projects Maintain GL Projects
Case Warker Maintain Caseworkers
Management Code | Maintain Management Code
Iaintain FMP. Maintain Fair Market Rent

A+ -2 [&D0|[+=>|H"

FiR /Pt Std Code
FRAMEFORT/FRAMKLIN COUNTY

GEO GEORGETOWMN/SCOTT COUNTY
LE= LEXINGTOM

Lau LOUISWILLE

ISR ISER OWERRIDE OM TEMANT FORM

Description

Effective | Expiration
0140042005 | 12431 /2005
01401./2005 | 12431 /2005
01A01/2005 |12/ /2005
01401./2005 | 12431 /2005

1040171384 | 03/30/2039

FrB /Pt 5td Code IFFT

Bedrooms  FMRB/Prt Std

| o | 300.00

Description |FRANKFORT/FRANKLIN COUNTY K | 350.00
Effective Im I 2 I AR0.00
Expiiation [12/31/2005 ] [ | 550,00
| 4 | E50.00

| 5 | 800.00

| & | 300.00

I s B I 15 Percent [%) per Bedraanm
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FMR/Payment Standard Setup Screen Con-
trols

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/Pmt Std 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
=]
FHR D IFKT
¢ oK x Cancel | ‘

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.

2l FR /Payment Standard Setup [x]
O+ -#EB2|&0|«+H"

FHA /Pt Std Code

FRANKFORT/FRANKLIN COUNTY
GED GEORGETOWN/SCOTT COUNTY
LEX LEXINGTON

Lol LOUISVILLE

SR USER OVERRIDE OM TENANT FORM

01/00/2005 12/31/2005
01/ /2005 12/31/2005
10401 114984 09/30/2093

I~ |
Bedwoms  FMR/Pmt Std
FMR/PtStd Code [FFT [To [ =00
Description [FRANKFORT/FRANKLIN COUNTY [ [ se00
Effective [11/01/2005 B [z [ 4w
Evpiation [12731/2005 ] [3 [ s
[s 15 Percent () per Bedioom

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 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.

q..,!:'-';‘ Section & Tenant and Landlord
Filz  Help

} WinTen

‘ Sectionn 8 Tenant and Landlord

Section 8 [58Y]

£ Tenants | baintain Tenants [ Initialize

konthlky Initialization

A Maintain Landlords @& Units | kdaintain Linit Information
&1 Checks | Frocess Checks 04 Wouchers | aintain “ouchers
By Beports | Frint Feparts fE Setup | Maintain Setup Data

K] Exit |

=101
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Browse LANDLORDS SCREEN

The first screen that appears when you enter the
Maintain 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.

x
File Edit Wiew Help

0+ o«

Wiew I.f-‘-.ctive Landlords ﬂ Ordered by | Landlord LastNamej Search for ||

Landlord Last Mame Landlord First Mame Landlord 1D

ALCORM RAMDY 792-74-2974 234 FORKED BRIDGE ROAD RUSTOM
|_|BRIGHT PATTY 792-74-9275 231 EAST MaDISON RUSTON
|| CANIPE LIS, 090-34-37M 1917 MvwWETHER LM RICHMOND
| |COVINGTON HOUSIMG AU THORITY OF 80-80385358 | A43 MAIN STREET COVINGTOM
|_|DUFF hIKE 4h-64564064 200 MAIN 5T LE=INGTOMN
|_|GRACES KIRK. BE3-73-7974 154 BEL BOMMET STREET RUSTON
|_|GRACES KIRE. 10-34876657 154 BELL BOMMET STREET RUSTOM
|_|GUILLORY THOMAS 31-42523637 BR FORKED HILL ROAD 'WEST RUSTOM
|_|HARRIS KATHERIME 71-24564324 |52 JONES DRIVE RUSTON
|_|HERMANDEZ HECTEEE 45-45454545 |83 BLACK BavYOU RUSTOM
|_|HILLSEORD EDDIE 472-96-1845 BE SUMMERHILL ROAD RUSTOM by
|_|HORMET JIMbY 72-4138081 2134 HORSE STREET RUSTOM
|_[/OHNSON KEITH 4324241122 321 MANCY LAME RUSTOM
|_|LEVINE HARRY 7h3-97-5536 653 BOLLEY ROAD RUSTOM
| |LOMGLEY B&RRY 7270570352 43KINGS HwY RUSTON
|_|MARTINEZ FLORIZA, 093-76-5444 3403 PROVIDEMCE AVE MCALLEN
| |MCHANUS STEWEN 313-28-7875 7E3 PROFESSIOMAL DRIVE RUSTOM
| |MCHANUS STEEM 71-3432525 763 PROFESSIOMAL DRIVE RUSTON
|_|MILLER JOHN 12-38123562 | 2700 MILL wiooD LE=INGTON
|_|FITRE ESTHER 71-24432538 1432 JOHNW PAUL JOMES DRIVE RUSTOM
|_|PLANTATION PROPERTIES 424.80-8502 47 YOUNGTOWN RUSTON
|_|FOINT PLACE FB-908B877E 43 KINGS HwY RUSTON
| |REESE REBECCA 709-24-3012 1232 PEACE STREET RUSTOM -
4] | ;IJ
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Browse Landlords Screen Controls

View

This field allows you select whether to view active
landlords or inactive landlords. Active landlords are
those who presently have tenants. Inactive land-
lords are those who once had Section 8 tenants in
their units, but do not at this time.

Ordered By
This field determines the order in which the land-
lord 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 records you have select-
ed with the View field and highlights the first record
in the table that matches your search target.

Add Icon

Click this icon to add a new landlord. This opens
the Maintain Landlords screen to a blank landlord
record. This screen is described in more detail on
the following pages.

Edit Icon E?
Click this icon to review and/or edit the currently se- S

lected landlord. This opens the Maintain Landlords
screen on that landlord’s record. This screen is de-
scribed in more detail on the following pages.
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MAINTAIN LANDLORDS SCREEN

The Maintain Landlords screen contains the com-
plete data for one selected landlord record. It has
five tabs: Landlord Data, Owner - 1099, Monthly
Payment, Check History, and Check Adjustments.
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 Tools
Landiord Mame S'wialM, EATHERIME I #1-24564324

Landlord Data | Ownher - 1DE|EI| M anthly Payment | Check Histu:ury' Check Adiustments'

[l +#H0 & >+> J|G XD

r—Landlord [nfarmation
First Mame | ERIET=EIRE

Last Mame ISW.f-‘-.IN

| Care of I In Care aof (2] I

Address |52 JONES DRIVE Phone |[ ] -
City [RUSTON State |L4 | ZipCode |?12?u-

Hold Code | I~ PHA Ext. Vendor |
FHa 1D I Conbiact # I [~ Backup Federal Tax withheld
—tanager's Informatior —Direct Deposzit [nformation
Name |KATHEF!INE HARRIS Account Type
¥ Direct Deposit {* [ - Checking = 5 - Savings
Address (5 JONES DRIVE
City, State Zip |F|U5TDN LA 71270 Bank Mame IFIFTH THIRD BANE.

Phone Mumber |3-| 8-755-9087 account # |354-21 Ha
Routing # |2421 7E00E
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Landlord Data Tab Controls

Maintain Notes Icon
The Maintain Notes icon opens the Maintain Land-
lord Notes screen, which we discuss below.

Custom Report Writer Fields Icon

The Custom Report Writer Fields icon opens a
dialog box in which you can record user-defined
information for reporting on the currently selected
landlord. (For more information, please see the
user manual for WinTen? Custom Report Writer.)

Edit Landlord ID Icon

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 Icon

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 Icon
The Recall Landlord button enables you to remove

a landlord’s “marked for deletion” status.

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.

o-

Gy

Big Gen Field 1 ||
Big Gen Figld 2 I
Big Gen Field 3 I

¢ Ok I X Cancel |

T

Type of ID Number EIN or 55N?
The 1D number may be an EIN [93-9333393) or a S5M [993-99-9939). pleasze select the twpe of 1D
number you will be entering.

"""""" | S5M [999-99-9999) | X Cancel |

X|
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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.”

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

PHA ID
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 (i.e., non-Tenmast) check process-
ing programs.

Contract #
This is the landlord’s contract number.

Backup Federal Tax Withheld

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).

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

Fle Edit Tools
Landiord Name Sw/lN, KATHERINE

ID 71-24564324

Landlord Data | Quner - 1038 | Monihly Payment | Check History | Check Adiustments |

N+ #d? &>+ L[S XT

~Landlard |nbarmati

First Name | ¥ITEEIRTE

Last Name |S\/aIN

In Carz o In Care of 2
Address [62JONES DRIVE Phone [[ ] -
ciy [FUSTON Stale [L5 7] ZimCade [71270-
Hold Core [ I~ PHA £t Verdor
Y — Comett [ I Backup Federal Tax nithheld
~Manager's Informatior r~Diect Depost Informatian
Name [KATHERINE HARRIS HEEEL LT
[¥ DiectDepost | & - Checking € 5~ Savings
Addiess 7 JONES DRIVE
iy, State Zip [RUSTON L& 71270 Bark Neme [FIFTH THIRD BAHK
Phone Hube 375 55.5087 | Aocount # [E421418
Routing # [262175006
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Direct Deposit Information

The Direct Deposit Information fields are for any
landlord who receives HAP payments through
direct deposit transactions. They enable you to
select the type of account in which the landlord re-
ceives direct deposit transactions and to enter the
bank name, account number, and routing number
for these transactions.

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

Account Type
Select whether the direct deposit goes to a check-
ing account or a savings account.

Bank Name
This is the name of the bank where the landlord’s
account is located.

Account #
This is the number of the landlord’s account at the
bank.

Routing #
This is the nine-digit ABA (American Bankers Asso-
ciation) routing number that identifies the bank.
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Maintain Landlord Notes Screen

The Maintain Landlord Notes screen opens when
you click the Maintain Notes icon on the Land-
lord Data tab. It 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 screen
and save or cancel your changes.

i Maintain Motes

fl+-#EHO[&-b-[+=+|H

o

Landiord  |472-96-1845 |HILLsBORD. EDDIE

05/01/2004 |Hold - no /-9
05/24/2004 |Hold released - received ‘w3
07/15/2004 | On wacation - don't mail checks
07/23/2004 | Returned from wacation

b ark
b ark,
b ark,

Date IEIEHIN #2004 E

Subject |Hold - no -3

MNaotes |Placed on hold. Has not submitted signed -3 form to us pet.
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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 Tools
Landlord Mame SWAIN, KATHERIME I 71-24564324

Landlord Data  Owhner - 1033 | tonthly Payment | Check Histor | Check Adjustments

e &y +=+

—Owner Informatiorn

First Mame |KATHEHINE Last Mame |SWAIN

TIN £ EIM I?'l 24564324 In Care Of I

Address |52JEINES DRIVE

City [RUSTON StateIL.r'-‘-. ~| Zip Code |?12?n

FPhone |31 §-255-9087

¥ Rec'd-3 Fam
v 1099 Required

—Owner MBE Setting
¥ Owner is on the MBE Report

Race Code (g MULTI-RACIAL
Ethnic Cade |2-NDN-HISF‘ﬂ«NIE

Sex IF vl

Led Lo

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, the owner qualifies for MBE (Minor-
ity Business Enterprise) tax credits and should ap-
pear 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 displays the monthly to-
tals of payments made to the selected landlord for
each fiscal year. The total at the bottom of the tab is
the fiscal year-to-date total of payments.

Maintain Landlords

File Edit Tools

Landlord Mame Swialk, KATHERIME IO 71-24564324

Landlord Datal Owirer - 1039 Mu:unthlyF'ay nll Check History | Check Adjustments

gl &y +=+

Fizcal rear I 2004 - |

Current Calendar Year

Maonth Mame Armaount £
il $100.00

October $124.00

Sephember $234.00
450,00

Monthly Payment Tab Data Fields

Fiscal Year
Select the fiscal year for which you wish to view
payments.
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Check History Tab

The Check History tab contains a record of each
HAP and URP check that has been paid to this
landlord and this landlord’s tenants. The Check
Header Information section at the top contains one
row for each check. The Check Detail Information
section at the bottom displays all the transactions
that made up the check currently selected in the
Check Header Information section.

You cannot edit the data on this tab — the program
automatically updates it. You can however, void
landlord checks, add manual checks, and make
1099 adjustments. We discuss these options be-
low.

Maintain Landlords

File Edit Tools
Landlord Mame HILLSEORO, EDDIE

ID 472-96-1845

Landlard Datal Dwner-1DEIEI| tdanthly Payment

&y ++H-

| Check Adjuztrments

—Check Header Informatior

Check & Check Date ¥ [Check Type Recipient Aot Yoided? Date Yoided 1= |

Q000005300 |11/22/2004 | Landlord H&P Y0ID - EDDIE HILLSBORO $800.00 11/22/2004

Q000005300 (114222004 | Landlord HAP YWOID - EDDIE HILLSBORO $800.00 1172242004

Q000005833 |10/05/2004 | Landlord HAP EDDIE HILLSEORO $100.00

QooooosEss | 1040442004 | Landlord HAP EDDIE HILLSBORO $12.470.00

ooooosesa 100442004 | Landlord HAP EDDIE HILLSEORO $12.470.00

00000058380 |09/28/2004 | Landlord HAP EDDIE HILLSBORO $48.950.00

Qooooosesn  |09/28/2004 | Tenant URP EDDIE HILLSEORO $48,980.00

Q00000se74  |09/27/2004 | Landlord HAP EDDIE HILLSBORO $16.320.00 o

0000005874 |09/27/2004 | Tenant URF EDDIE HILLSEORO $16,320.00 -

Check Detail Informatior

Type of Payment Tenant Mame Amaint &

Tenant URP -$16,320.00

Landlord H&P STEWART, PAULA M $16,320.00
$0.00]
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Add Manual Checks

The Add Manual Check Wizard allows you to re-
cord a check that wasn'’t printed through Section 8
check processing.

To start the Add Manual Check Wizard, click the
drop-down arrow after the Tools (Other Functions)
icon on the Check History tab. Then click Add
Manual Checks.

Add Manual Check Wizard

The Add Manual Check Wizard contains three
steps.

Step 1: Select Bank Account

Step 1 allows you to select the bank account and
enter the check information. Enter the data, then
press PageDown or click the Start button.

Step 1 Data Fields

Bank Account
To select the bank account from which you wrote
the check, click the Lookup icon after this field.

This opens the Select Bank Account screen. Click
to choose the bank account and then click the Se-
lect button.

Check # for this Adjustment
Enter the number of the check.

Check Date
Verify or enter the date on which the check was
written.

.

add Manual Checks
Add 1099 adjuskrment

Yoid Landlord Checks

i1 add Manual Check Wizard (Step 1 of 3) x|

Select Bank Account

Bank Account I SI
Check # far this Adjustsment I
Check Date IDS!DE.‘ZDDE E
Instruction:
IV Select Bank Account and press the Start buttan to continue. |

File Edt Yiew Help

Bl+a +=+
Didered by [Account & =] ssachior ]

FME Checking
PNC PNC Bark.

@ carel
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Step 2: Enter Adjustment Amount

Step 2 allows you to enter the adjustment amount
and select the expense account. Enter the data,
then press PageDown or click the Next button.

Step 2 Data Fields
Adjustment Amount

Adjustment Amount
This is the total amount of the manual check.

Backup Withholding Taxes
If applicable, this is the amount of tax withheld from
the check whose data you are entering.

Expense Account #

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

Step 3: Confirmation

Step 3 allows you to confirm all of the information
before you finish adding a manual check. The fields
on this step are not editable.

If anything is incorrect, press PageUp or click the
Back button to go to the previous step(s) and cor-
rect it.

If everything is correct, press PageDown or click the
Finish button to finish adding the manual check.

&% add Manual Check Wizard (Step 2 of 3) x|

Enter Adjustment &moLnt
Bark Account [BANK ONE

Check # for this Adjustment (85421
Check Date |02/03/2005

"Adiustment Amaount

Adjustment Amount | 0.00
Backup Withhaolding Taxes |0.00

Expense Account # | =

Instiuiction:
IV Enter the Adjustment amaount, backup withholding and Debit account and press the Newt button to continue ‘

& izard {Step x|
LastStep
Bank Account [BANK ONE
Check # for this Adjustsment 85421
Check Date |03/03/2005
Adjustment Amount 307
Backup Withholding Taxes 0
Expense Account 1%:3 |1EI[I 4150.08.000-0THER SUNDRY EXPENSE
Instruction:
IV Confirm the above values, and click Firish to complete the task ‘
& Back | Finish 3 Cancel
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Add 1099 Adjustments

The Add 1099 Adjustment Wizard allows you to
record a 1099 adjustment.

To start the Add 1099 Adjustment Wizard, click the
drop-down arrow after the Tools (Other Functions)
icon on the Check History tab. Then click Add 1099
Adjustment.

Add 1099 Adjustment Wizard

The Add 1099 Adjustment Wizard contains three
steps.

Step 1: Select Bank Account

Step 1 allows you to select the bank account and
enter the adjustment information. Enter the data,
then press PageDown or click the Start button.

Step 1 Data Fields

Bank Account
To select the bank account for this adjustment, click
the Lookup icon after this field.

This opens the Select Bank Account screen. Click
to choose the bank account and then click the Se-
lect button.

Receipt # for this Adjustment
Enter the number of the receipt you issued for the
adjustment.

Adjustment Date
Verify or enter the date on which the adjustment
was made.

.

add Manual Checks
Add 1099 adjuskrment

it add 1099 Adjustment (Step 1 of 3) x|
Select Bank Account
Bark Account I gl
Receipt # far this Adjustment I
Adjustment D ate |D3.1‘03/2005 E

Instructi

Ir Select Bank Account and press the Start button bo continue |
Concel

File Edt View Help

B+ ++

Drdered by [aceaunt & = seachior ]

FNB Checking
PNC PNC Bark.

2 coen
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Step 2: Enter Adjustment Amount

Step 2 allows you to enter the adjustment amount
and select the expense account. Enter the data,
then press PageDown or click the Next button.

Step 2 Data Fields

Repayment Amount
This is the total amount of the adjustment.

Expense Account #

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

Step 3: Confirmation

Step 3 allows you to confirm all of the information
before you finish adding a 1099 adjustment. The
fields on this step are not editable.

If anything is incorrect, press PageUp or click the
Back button to go to the previous step(s) and cor-
rect it.

If everything is correct, press PageDown or click the
Finish button to finish adding the manual check.

% add 1099 Adjustment (Step 2 of 3) x|

Enter Adjustment &moLnt
Bark Account [BANK ONE

Receipt # for this Adjustment (395124

Check Date M
Repapment Amount l|—
Expense Account I j
Instiuiction:
IV Enter the Adjustment amaount, backup withholding and Debit account and press the Newt button to continue ‘
& Back | Cancel

g:f;‘ Add 1099 Adjustment (Step 3 of 3) 5'
b e

Bank Account [BANK ONE

Check # for this Adjustsment 395124
Check Date |03/03/2005

Adjustment Amount B34

Backup Withholding T axes

Expense Account # |1DU.AH 90.08.000-0THER SUNDRY EXPENSE

Instruction:
IV Confirm the abave walues, and click Finish to complete the task. ‘

& Back | Cancel
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Void Landlord Checks

The Void Checks Wizard allows you to void land- ﬂ
lord checks. To begin the process, click the drop- S,

-

down arrow after the Tools (Other Functions) icon add Manual Checks
gr;]g;isCheck History tab. Then click Void Landlord Add 1099 Adjustment

This option is also available from the Check Pro- Yoid Landlord Checks
cessing screen. For that reason, we discuss void-
ing checks along with the other check processing
options. For information on using the Void Checks
Wizard, please see the Process Checks chapter of
this manual.
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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

Landlord Mame HILLSEORO, EDDIE

ID 472-96-1845

Landlord Datal Dwaner - 1EIEIEI| taonthly Payment | Check Histary I:hECk-"-"-C|IUS“'|'IENS|

D+ = e |5 5

Tenant's Name Dezcription Total Amount | Manthly Adusted  |Remaining

to Adjust Adjustment | Thiz Month | Balance
ANCE, JENNIFER G WANCE, JENMIFER G - HAP Adjustment 500.00 500.00 -300.00 200.00
Tenant's Name [VANCE, JENNIFEF G Q] Tosltoadust| 0000 Monthly Adjustment| 50000

Diezeription I‘v‘-"-"-NEE, JEMNIFER & - HAR Adjustment Femairing Ealancel 80000 Adusted This Mnnthl -300.00

Ledger Project I LDGOOODYEEYE - |
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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.

WinTen? Section 8 Tenant and Landlord ¢ 3/9/2005 Edition * Maintain Landlords  Page 4.19



WinTen? Section 8 Tenant and Landlord * 3/9/2005 Edition ¢ Maintain Landlords ¢ Page 4.20



MAINTAIN  TENANTS

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

q..,!:'-';‘ Section & Tenant and Landlord
File Help

i

WinTen

Sectionn 8 Tenant and Landlord

Section 8 [58Y]

| Maintain Tenants ] Initiclize | Monthly Initialization
N
ﬁ?l:andlurds | Maintain Landlords & Units | Maintain Unit Information
[£1 Checks | Frocess Checks 0% Wouchers | baintain Youchers
=3 Reports | Frint Reports 2 Setup | Maintain Setup Data

K] Exit |

=101
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Browse TENANTS SCREEN

The first screen that appears when you enter the
Maintain Tenants area is the Browse Tenants
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.

i Browse Tenants X

File Edit Yiew Help

i« =+

Wi Ia’-‘«ctive Tenants j

Search for ||

Ordered by | Tenant Last Mame j

Tenant Last Hame Tenant First Mame Tenant 55M | Street Address Contract Mumber | Phone Mumber |Landlord Mame

AMDERSON W E EMTIURE CT., Apt. #1 167ytghyertty  |MILLER. JOHM
|_|BRONTE TYWETTEER F97-23-7432 1506 BOMNIE BELL LM, Apt. 4 YIRGINIA CITY HOU
|_|BROWN ELIMICE K 44322111 2141 TE=AS AvVE 12 HORMET, JItdhty
|| EHAN MICHEAL D 779-36-3543 1506 BOMMIE BELL LM, Apt. 2 PLAMTATION PROF
|_|EHAN STEWVEM k. BE4-54-3246 1422 JUPITER LN M Ch&MUS, STEVE®
|| GENT BARBARA 432-40-2142 1504 BOMMIE BELL LM, &pt. 3 HAPBRD M MCMANUS, STEEN
|_|KIRKPATRICK JOHM & 040-14-8025 | 1504 BOMMIE BELL LM, Apk. 10 [318]251-8423  VIRGIMIA CITY HOU
|_|LONG JaSMIME K g4208-1121 71 MOCKINGEIRD LM [318)255-8752 | PLAMTATION PROP
| |LOVELY MAGARET O B75-97-3591 96 SCHOOLHOUSE RD HILLSEBORO, EDDIE
| |MARKS kATHY R 524-35-2085 | 1504 BOMMIE BELL LM, Apt. B HILLSBORQO, EDDIE
|_|MOORE JULIETTE M 423431234 488 PENNY RD BRIGHT. PATTY
| |MABORS DEBOR&H T 472-43-7597 7B M HILLS LN, &pt. 104 BRIGHT, PATTY  —
|_|FEREZ MRS C 538-475201 1504 BOMMIE BELL LM, APT. £ HILLSEBORO, EDOIE
|_|POINTDEXTER WAMESSA D B72:95-7395 1504 BOMMIE BELL LM, APT. 2 HILLSEBORO, EDDIE
|_|STEPHENSON PETER K I66-54-2364 VB M HILLS LM, Apt. 100 [31B)255-7243  MCMAMUS, STEWEM
|| STEWART ALFORD 482035028 512 GEORGIA ST, &4PT. 111 [318]251-3452 | LEVIME, H&RRY
|| STEWART Pl b B02-43-25256 1504 BOMMIE BELL LM, APT. £ HILLSEBORO, EDDIE
|_|STRICKLAND TASHAE 850-43-8362 1504 BOMMIE BELL LM, APT. & [318)255-7243 | GRACES, KIRK
|_|waNCE JEMMIFER G 342-425564 1504 BOMMIE BELL LM, APT. ¢ HILLSBORO, EDDIE

L3

| ;IJ
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Browse Tenants Screen Controls

View

This field allows you select whether to view ac-
tive tenants or inactive tenants. Active tenants are
those who are currently receiving Section 8 subsi-
dies from your agency. Inactive tenants are those
who once received assistance from your agency,
but currently do not.

Ordered By
This field 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 program
searches whichever set of records you have select-
ed with the View field and highlights the first record
in the table that matches your search target.

Edit Icon

Click this icon to review and/or edit the currently
selected tenant. This opens the Maintain Tenants
screen on that tenant’s record. This screen is de-
scribed in more detail on the following pages.
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MAINTAIN TENANTS SCREEN

The Maintain 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 History. 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 Tools
Tenant Mame BROMTE,YWETTE B

55M I?‘EI?‘-EEI-NEIE

Tenant Data | Fent I:alc.l ORC Changesl Payrment Infn.l F55 Datal Portablel Heceivablel Check Histnryl

il+-¥EH2 &8 v+ L S/ 2ad §IXPSO

First, Last Marme |WETTE B |EHEINTE

Care Of I

@

Street |1505 BONMIE BELLLN, Apt. 4

City, State Zip IGH;’-‘«MBLING, L& 71245
Cotirity ILINEEILN PARISH

I anagement Code I[N anel j
[]

Cazeworker I[N one|

Searching for a Unit =

Project IKY245'\-‘EI 0am

Youcher #2341
Ldrmizsion Date IUW2E-’2UU4

Landlord IVIHGINIA CITY HOUSING AUTHORIT,

Landlord 1D I?B-EI?EB?EIN

Portable v Woucher Size |1 'I #

140 F'u:urtablell - Inzoming vl HTH v

HTH
Tenant Type IHnusing Choize Ych j Status IC - Collected j

of Beds |2_

Race Multi-Racial
Ethricity Hispanic
Elderly [+

Dependents 1

Farmily Members 3

Mext Inzp. Date I11£29;"2EIEIE
Mest Inzp. Time I

Comment 1 I

Termination [ate

Comment 2 I
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Tenant Data Tab Controls

Print Tenant Reports Icon

The Print Tenant Reports icon 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.

Maintain Notes Icon
The Maintain Notes icon opens the Maintain Ten-
ant Notes screen, which we discuss below.

Custom Report Writer Fields Icon

The Custom Report Writer Fields icon opens a
dialog box in which you can record user-defined
information for reporting on the currently selected
tenant. (For more information, please see the user
manual for WinTen? Custom Report Writer.)

Change Landlord Icon

The Change Landlord icon opens the Select Land-
lord screen, which enables you to select a new
landlord for the tenant. Click on the appropriate
landlord, then click Select to save your change or
Cancel to cancel it.

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

Transfer Tenant Icon

The Transfer Tenant icon enables you to transfer
the selected tenant into a new unit. When you click
this icon, a confirmation dialog box appears. Click
Yes to transfer the tenant, or click Cancel to cancel
the process.
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Big Gen Field 1 ||
Big Gen Field 2 I
Big Gen Field 3 I

./DKl

x Cancel |

X

A

i
Fle Edt Vien Help
A |
View [Active Landirds =] Ordered by [Landiord Last Name | Search for
Landiord Last Name [Landiord First Name [Landiord D [addess Ciy 1]
[_[suiLLory THOMAS 3142523637 65 FORKED HILL ROAD WEST RUSTON
[_|Hermis KATHERINE 7124564324 52JONES DRIVE RUSTON
|_|HERNANDEZ HECTEEE 4545454545 BB BLACK BAYOU RUSTON
[_|HiLLseoRn EDDIE 472961845 56 SUMMERHILL ROAD RUSTON
[ |HoRNET JIM 7243138081 2134 HORSE STREET RUSTON
[ |Joxnson KEITH 4324241122 321 NANCY LANE RUSTON
[ evime HeRRY 753875935 653 BOLLEY ROAD RUSTON
_|LonGLEY BARFY 7270570352 | 43KINGS Hw' RUSTON
_|MarTINEZ FLORIZA 095765444 3409 PROVIDENCE AVE MCALLEN
[ |Mcmanus STEEN 713432525 763 PROFESSIONAL DRIVE RUSTON
[ |Mcmanus STEVEN 313267675 763 PROFESSIONAL DRIVE RUSTON
[_|MiLER JOHN 1235123662 2700 MILLWOOD LEXINGTON
[_|r7re ESTHER 7124430535 432J0HN PAUL JONES DRIVE RUSTON
|_|PLaNTATION PROPERTIES 424808502 4TVOUNGTOWN RUSTON
[_|FoINT PLACE 93088776 AZKINGS Hwh RUSTON
[ |reESE REBECCA 709243012 1232 PEACE STREET RUSTON
[ |reESE REBECCA 724265026 1232 PEACE STREET RUSTON
[_|sutTon PATRICK 7180850385 55 DONNELLY ROAD RUSTON
[_|TOWN & COUNTRY APARTMENTS, 999765342 12345670901 2345678901 2345 12345678901 2345
[3 RGINIA CITY HOUSING AUTHORI 502JUNIPTER ROAD VIRGINIA CITY
[WES T HAVEN MANAGEMENT CO. AT 101 MAIN STREET LEXINGTION o,
Ll | _'IJ

@) Cancel

@ Are wou sure you wank Eo transfer this tenant bo a new unit?

X




If you click Yes, the Transfer Date dialog box
opens. Verify or enter the date of the transfer and
click OK.

The Select Housing Unit screen then opens. Se-
lect the unit into which to transfer the tenant and
click the Select 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.

Searching for a Unit Icon

This icon 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 icon, a confirmation dialog box
appears. Click Yes to continue, or click Cancel to
cancel the process.

If you click Yes, the Searching for a Unit dialog box
opens. Enter the issue and expiration dates for the
voucher and click OK. The program marks the ten-
ant as searching.

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

Change SSN Icon

This icon enables you to change the Social Secu-
rity number of the currently selected tenant. When
you click this icon, the SSN field becomes editable.
Enter the tenant’s new SSN and click the Save icon
to save the change or the Cancel icon 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 Icon

This icon enables you to mark a tenant record for
future deletion from the Section 8 database. When
you click this icon, the record becomes editable.
Enter any comments you may need to make re-
garding the reasons for deletion and click the Save
icon. 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

@ Are wou sure wou wank to mark this kenant as Searching For a Unit?

X

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 wvoucher izsued

Date voucher expires |1 1/06/2004 E
Date extension expires |1 2/06/2004 E
" OK I X Cancel |
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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 Icon
Click this icon to revoke the “marked for deletion”
status from a tenant record.

Show Inspections Icon

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

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 icon 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.

.&i Review / Edit Mailing Address
File Record

Hliwmo

Tenant [ELLEN KILEY
Care OF I
Stieet [3351 HERSHEY AVE
City / State / Zip [LEXINGTON

IKY «| fs0573

£ Review / Edit Phone Numbers

o ilede

‘wark Phone |[859] 2738362
Meszage Phane |[859] 494-7655

BRONTE."WETTEE 55N |797-29-7432

Tenant Data | Rent Calc. | ORC Changes | Payment Info. | FS8 Data | Poitable | Recsivable | Check History |

Bl -#Q@|&8>e> |/ ¢/ 2ad e XGS

Fit, Last Mame: [1VETTE B [eRaNTE
CaeOF | M Phane ,_l
5 hing for a Unit =

Street [1508 BONNIE BELL LN, Apt. 4
Profect [} 245000001
Voucher #7311
Admission Date [07/26/2004

City, State Zip  |GRAMBLING, L 71245
Courty |LINCOLN PARISH

Management Code: | INane] [~

Casaworker |[None) ~

Landlord ID |78-97937974

Landiord IV\RG\N\A CITY HOUSING AUTHORIT.

Partable 7 VoucherSize [1 - Bofbeds 2 Dependerts
Race

1/0 Pottable || -Incoming = HTH [ Racid Family Members

HTH
Tenant Type: [Housing Choice Voh ~ | gpanys |G- Collcted >

1
3

Ethriciy Nestnsp. Date [11723/2005
Elderly [7 Nest Insp. Time

Conmert 1 | Temination Date
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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.

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.

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 icon.

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
icon.

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.

1/0 Portable
This drop-down selection box enables you to spec-
ify the tenant’s portability type, if applicable.

File Edit Tools
55N |797-29-7492

Tenant Name BRONTE, YVETTE B

Tenant Data | Rent Calc. | ORC Changes | Payment Info. | FS8 Data | Poitable | Recsivable | Check History |

Hle-#00 B8 v++ |l o/ tadl &1XTL
Fist Last Name: [{VETTE B [eRaNTE

Cae0f | 5‘;‘

Street | 1608 BONNIE BELL LN, Apt. 4

Phone =
Searching for a Unit I
Project |'v245v000071

Youcher #[/317
Admission Date [07/26/2004

Landord D [T8:97537974
Portable [# YoucherSs [1 = HofBeds [2 Dependsnts

110 Porsbl[| oo =] HTH 7 Race Hulifiacia Farmily Members

HTH
Tenant Type [Housna Choce Vel 7] gpays [C - Collected 7]

City, State Zp |GRAMBLING, L 71245
Courty [LINCOLN PARISH
Management Code: | INane] [~
Caseworker [INone) |

Landiord IV\RG\N\A CITY HOUSING AUTHORIT.

1
3

Ethriciy Hisparic NextInsp. Date [[7/28/2005
B [ Nest Insp. Time

Conmert 1 | Temination Date

Hint: 1/0 Portable

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

If you indicate 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.

Dutgoing Portable Transfer
OUTGOING PORTAELE TRAMSFER

[ ate transfer will occur

o 0K K Cancel |
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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.

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
current 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.

WinTen? Section 8 Tenant and Landlord ¢ 3/9/2005 Edition ¢ Maintain Tenants ¢ Page 5.9



Maintain Tenant Notes Screen

The Maintain Tenant Notes screen opens when you 'r
click the Maintain Notes icon on the Tenant Data .
tab. It enables you to store an unlimited amount of

notes or miscellaneous information regarding the
selected tenant. Use the standard WinTen? controls

to edit the data on this screen and save or cancel

your changes.

i Maintain Notes pd
l+=-#EHQ2 &-D-|++|H
Tenant |797-29-7432 [BRONTE. YWETTE B

020272008 [ard Condition

Date IEI2HD2H2IJI35 E

Subject |ard Condition

Maotes |Large amount of strorm debris in front pard. Tenant iz waiting for landlord to clear. d
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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

File Edit Tools

Tenant Mame MOORE, JULIETTE M SSN|423-43-1234

Tenant Data  Fent Cale. |DF|I: Changesl F'aymentlnfn.l F55 Datal Portablel Heceivablel Check Histnr_l,ll

l#Edo &y ++

—Leasze/Contract Information

HAP Contract & |2EI1 5-0078 Lease lzsue Date |D1 0242005

HA&P Contract Datel Mext Exam Date ID-I A0242006
HAP Contract Sign Datel

—LItility Compaty Informatior

Surmmer LItility Compary ICITY OF RUSTOMN 'wWATER AND SEMW/AGE ﬂ “wfinter Utility Compargy I.f-‘-.Fl kLA GAS

Surmmer Utlity Ca Acct |8234-54?D-254 winter Lty Co Acct |41 8-5694121

—Current Rent Calculatiorn

Tenant Type IHu:uusing Chaice Youcher j Tenant Rent I R0 Wirimurn Rent Erempt I
Papment Standard T able IHm Gross Fent |—4EIEI Security Deposit I 1]
Payment Standard 71 Income Level |E
— I 350
Contract Fent A00 AP e
[ Itility Alloveatice 1] URP Amaount I u Anrwal lncome I a
Tatal Tenant Payrmert R0 Tatal Assistance Payment 350.00 Adjusted Income I 0
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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

Fle Edt Tools

Tenant Name MOORE, JULIETTE M SN [423-431234

Tenant Data Rert Cac. | ORC Changes | Fayment Info. | F55 Deta | Potable | Recsivable | Check Histoy |

H#Eo & 5 «>

i Lease/Contract Information

HAP Conlract 1 [2015:0078 Leass lssus Dats [01/02/2005
WP EEEIED Next Exam Date 01 /0272008
HAP Contract Sign Date

Lty Compiany Informatior
Summer Utiity Company |CITY OF RUSTON WATER AND SEWAGE ] winter Utilty Company [ARKLA GAS |

Summer Uiy Co Aect (62345470254 winter Uity Co Acet [116:5694121
I~Cutrent Fient Caleuiation
Terant Type [Houing Chioce Vowler 7] 1oronpen | 50 Minum Flert Exerpt I
Payment Standard Tabie [F01 I S Bt 0
Gross Rert 400
Payment Standard 7 T Incame Level |E
Contract Rent i) meun
Utity Allowarice 1 URP Amount o Annual Income: i
Total Tenant Payment 50 ToldssisencePaymert 5000 Adusted Income 0

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 BROMTE, %WETTE B SSNITST-ES-NSE

TenantDatal Fient Cale.  ORC Changes | Papment Infu.l F55 Datal F'Drtahlel Heceivahlel Check Histul_l,ll

&8 -Hy =+

Tranzaction Code

HAP Amount

AP Amount

Wwhao Created

Effective Date Drate af Change
1211012004 : 11172004
01/01/2005 2 BR 12/28/2004 300

]

ssN |7ar-2a74az Effective Date |11/01/2004
Tenant Mame IWETTE BROMTE

Tranzaction Code IAnnuaI Reexamination j TTF 203
Who Created Change  |MDL Ltility &llowance

Date of Change I‘] 1M1742004 H&P Armount 14

LIRP Amount

:
i

Froperty 1D

MEXT TEMANT CHANGE TO BE PROCESSED DURING MOMTHLY MITIALIZATION
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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 bottom
half contains the detailed information for the cur-
rently 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 Cal-
culation 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.

File Edit Tools
55N |797-29-7492

Tenant Name BRONTE, YYETTE B

Tenant Data | Rert Cao. ORC Changes | Fayment Ifo. | F55 Deta | Potable | Recsivable | Check Histoy |

B&8-Hy <+

1y _>|_I
ssn [797.237492 Effestive Data |11/0172004
Tenant Mame [YWETTE BROMTE

Transaction Code | 4nrual Feexaminalion
“who Created Change  |MDL
Date of Change {11/17/2004 HAP Amounk 147

Fiopety D [30 URP Amount i

TP 203
Utiity Allowance i

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.
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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 pay-
ments, while the bottom portion contains a table
of all outstanding adjustments to the tenant's HAP
and URP payments.

When you click the Edit icon, the Add and Delete
icons become usable. Use the standard WinTen?
controls to edit the data on this tab, add or delete
adjustments to the tenant’s payments, and save or
cancel your changes.

Hint: Adjustments

Check adjustments are alterations to the subsidy checks
that a tenant or landlord is scheduled to receive. Positive
check adjustments are for additional payments or reim-
bursements, while negative check adjustments are for fees
that the landlord or tenant owes your agency.

Maintain Tenants

File Edit Tools
Tenant Mame KIRKPATRICK, JOHN A

55M |EI4EI-‘| 4-3025 |

TenantDatal Rent Ealc.l ORC Changes Payment Info. |FSS Datal F‘ortablel Heceivablel Check Histnryl

Blo - @08 >«

LEASE |S5UE DATE |

MEXT EXAM DATE |

06/01./2004

03/01/2005

tadhen to Pay I_ LedgerAccuunthiectILDGUUUU?EE?S 'I Ext. Vendur#l ‘

Port, &drmin Fee I 1]

Huld To Be Paid Adjuztrnent Check HaP/URF
Code Reason Held Mext Check Mext Check Aot Thiz Month
TerantURF [ | | 0+ qmoo=] 1oom | i
LandodHep | | | 469 +| 133000 = | 179800 | 0

s

Check Adjuztments

Twpe | Dezcrption

Totalto |Monthly  |Adusted | Remaining | Ledoer Acct =
Adjust Adiustment | Thiz Month |Balance | Project

HAP | KIRKPATRICE, JOHM & - HAP Adjustrment
URP  EIRKPATRICK, JOHM A - URP Adjustment

25.00 -1,305.00 1.405.00 LDGOOOOYEETS
100.a0 100.00 0.00 100,00 LDGOOOD?EETS

Future outgoing portable admin, fee | n
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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.”

WinTen Section 8 Tenant and Landlord ¢ 3/9/2005 Edition ¢ Maintain Tenants ¢ Page 5.18



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.

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.

[Maintain Tenants

Fle Edt Tools

Tenant Name KIRKPATRICK, JOHN A

S5N |040-14-8028

Tenant Data | Rert Cac. | ORC Changes Payment Ifo. | F55 Deta | Potable | Recsivable | Check Histo |

Als - #0285 «»
—=
LEASE ISSUE DATE I NEXT EXé4M DATE |
06/01/2004 | 03/01/2005
WhentoPey | | LedgerAccount Project [LDBO0D07E67% | ¥]  Ext, Vendar # ‘
Hold ToBsPaid  Adustment  Check  HAP/URP
Code Reason Held MestCheck  NewCheck  Amount  This Month
TenantURP [ [ | 0+ 10000 - 1000 i
LondiordHep || 489+ [ 139000 = [ 1700 0
Port. Adnin Fee 0 [

— Check Adustments

Type |DescHDUun

HAP | KIRKPATRICK, JOHN & - HAP Adustment
URP  KIRKPATRICK, JOHN & - URP Adjustment

100.00 100.00

Totalto  |Menthly  |Adjusted |Remaining |Ledger Acct
Adiust  [Adiustment | This Month | Balance roject
2500 -1,305.00 140500 LOGOODOTEETS

000 10000 LDGOONO7ER?S

[REL

Future: oulgoing portable admin fes 0

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.

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.
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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 Tools
Tenant Mame LOMNG, JASMINE K SSN|842-DB-4‘12‘|

TenantDataI Fent I:alc.l ORC Changesl Payment Info.  FS5 Data IHeceivabIel Check Historyl

gl o &y ¢+

FSS Participant [V

BASIC FS5 INFORMATIOMN | F55 PAYMENT INFORMATION

F55 plan beqinning date IDE"":F| 42003 Papment Hold Code I_

P9 E L 21 IDE"ID-| /2008 Date of lagh escrow papment
M anthly ezcrow payment amt. | Fil
Current month interest earned | ]

Amount to be paid this month I 150
>E0D Contract to date interest earned | 117.06

Up to date F55 escrow bal

F55 ESCROW BANK INFORMATION

Deposit ezcrow payments o |CENTRAL BANE.
Street Address {100 W/ WINE
City |LEXINGTON State Ky -
Zip Code |40807
F55 ezcrow account number |20497413

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 enters
“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.

[Maintain Tenants

Fle Edt Tools

Tenant Name LONG, JASMINE K 5N [paz g1z
Tenant Data | Rert Cac. | ORC Changes | Fayment Info. F55 Data | Recaivabls | Check Hitory |
H#Edo| &y -+
FSS Patticpant 7
BASIC FS8 INFORMATION | FS5 PAYMENT INFORMATION
i e e 02/01/2003 Payment Hold Code u
FSS plan endng date 02/01/2008 Date of last esciow papment
Marthly escrow payment amt (il
sk tobe padtismonth 77 Cunert month nferest eamed 0
Up t date FSS eseroiw bal i Conlract to date interest eamed 117.06
F55 ESCAOW BANK INFORMATION
Deposi escrow paymerts to CENTRAL BANK.
Stieet Address 100 VINE
Ciy LEXINGTON Stete [k ¥
Zip Cade 0507
FSS esciow account rumber 20457413
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Check History Tab

The Check History tab contains a table of all
checks paid to this tenant or his landlord. You can-
not edit the data on this tab, but you can void tenant
checks.

Maintain Tenants

File Edit Tools

Tenant Mame MARKS, KATHY R 55H |524-35-2EIBE

Tenant Data | Rent Calc. | ORC Changes | Payment Info. | FSS Data| Recsivable  Check History |

& vy <«=+H-

Check # Check Date % | Tupe of Payment Recipient Amaount Landlord 1D Woided ? [ate oided

0000005893 |10/05/2004 | Landiord HAP EDDIE HILLSBORO $100.00| 472-36-1845
0000005332 |10/05/2004 | Landlord H&P MIKE DUFF $121.00| 45-54564564
0000005832 |10/05/2004 | Landlord HAP MIKE DUFF -$121.00| 45-64564564

Void Tenant Checks

The Void Checks Wizard allows you to void tenant
checks. To begin the process, click the drop-down $ v
arrow after the Tools (Other Functions) icon on the void Tenant Check
Check History tab. Then click Void Tenant Checks.

This option is also available from the Check Pro-
cessing screen. For that reason, we discuss void-
ing checks along with the other check processing
options. For information on using the Void Checks
Wizard, please see the Process Checks chapter of
this manual.
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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 ANDERSON, CHRISTY A SSNIE?B-EB-5448

TenantDatal Rent Ealc.l ORC Change&l Pavment Infn.l FSS Data  Portable IHeceivablel Check Histnr_l,ll

Do &) «>|®
PORTAELE TENANT HOUSING AUTHORITY INFORMATION

Irititing Housing Authorty [VIRGINIA CITY HOUSING AUTHORIT, Teranth |

Address (502 JUNIFTER ROAD hagis [

City., State, Zip MRGINIA CITY Vo [pazaz PHAID |

CURRENT INVOICE INFORMATION | FAMILY INFORMATION
Street Address |‘| J2WEMTURE CT, Apt. #1
City, State Zip LEXINGTON, K 40511

Youcher # \_-‘1 1]

RECEIV&BLE STATLIS |

taonthly HAP to Qvner
tdonthly AP to Tenant

|nitiating HA FMB [Optional)

Admininigtrative Fee Received

LI

[805% af |nitiating H& Admin Fee] Eizsiaus Belbmse I 2044

el T e Current Charges I 292

Amount of current DL checks s I 0
Total current charge 292

Balance Due 2336

Portable Tab Controls

Receive Payment Icon
The Receive Payment icon opens the Portability E'
Payment dialog box. This dialog box enables you

to record the receipt of a partial or full payment of Portability Payment |
portability charges.

Enter the amount of the payment and click OK. Flease enter the payment amount.

The program records the payment and adjusts the |3III.IIIIII
screen’s balances accordingly.

)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.

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 Setup screen). , o

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 KIRKPATRICK, JOHM A 55N |E|4EI-‘| 4-8025

TenantDatal Rent Ealc.l ORC Ehangesl Papment Infu.l F55 Datal Portable HReceivable IEheck Histul_l,ll

#d?2 & «> =

RECENAELES INFORMATION  |pvoice # |
FRIOR CHARGES
[Damange Charges I—EEU Other Charges I—El
Wacancy Charges I—U Total Prants to Date |—12U
Unpaid Rent Charges I 100

CURREMT CHARGES

Damage Charges I 0 Other Charges I 0
Yacancy Charges I 1]
Urpaid Rent Charges I 0

Description |

RECEIVABLE BALANCE

Prior peniod receivable balance 200

Tatal current period charges 1]

onth to date payments 1]

Receivable Balance a: of 03401,/2005 200
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Receivable Tab Controls

Receive Payment Icon
The Receive Payment icon opens the Receive Ten-
ant Payment dialog box. This dialog box enables
you to record the receipt of the tenant’s partial 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

Confirm

[Maintain Tenants
File Edt Tools
Tenant Name KIRKPATRICK, JOHM &

55N {040-14-8025

Tenant Data | Rert Calc. | ORC Changes | Payment Info. | F55 Data | Porable Receivable | Check Histoy |

ll#do o)y «>|®

RECEMABLES INFORMATION  [nycice Y
PRIOR CHARGES

Damage Chaiges 220 Other Charges I o

Vacancy Charges [l ToslPuntstoDats | 120
Unpaid Flent Charges 100

CURRENT CHARGES

Damage Charges i Other Chaiges 0

Wacancy Chaiges | I
Unpaid Rent Charges 1

Description |

RECEIVABLE BALANCE

Prior peried receivable balance. 200

Total curent period charges 0

Month to date payments 0

Receivable Balance a5 of 03/01/2005 200
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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 icon 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 Reports - BRONTE, Y¥ETTEB F97-2

f* Partable Billing Invoice [HUD-52685]

{~ Partable Billing Statement

" Tenant Voucher [HUD-5264E)

Youcher Humber W 341
lesue Date [11/18/2004 g

|vitial Expiration Date  |D1/7772005 E

Extended Espiration Date |12/ 152005 E

" Tenant Cantract [HUD-52641]

HAP Contract Sign D ate I A E

Pririt [ Preview | X Cancel
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Report Options

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 screen
opens. This screen enables you to enter the data
that will appear on the HUD-52665 form. Enter the
required data (Part | for an outgoing portable ten-
ant, Parts IlA and 1IB for an incoming portable ten-
ant), 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

013/15/2002 |
03/19/2002 |

03/19/2002 |G

03/19/2002 |
[oroa:

03/15/2002 |G

03/19/2002 |
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Maintain Assisted Housing Units Screen

The Maintain Assisted Housing Units screen opens
when you click the Unit Information icon on the
Tenant Data tab. It contains the information on
the selected tenant’s housing unit. It has four tabs:
General, Amenities, and Utilities. This screen al-
ways 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.

j‘;—'ﬁi Maintain Assisted Housing Units

Street Mumber |15|:|4 Street Mame |BOMMIE BELL LM Apt. Mo, |1E|

City, State Zip |GRAMBLING s |71245 [ assisted 1

| Amenities | Utities |

¢ -#WH 2 [&0 %>

—Addres

Stieet Mumber [1504  Street Name [BONNIE BELL LN fptMo 10
City, State Zip [GRAMBLING PRI GES
~Location
Diescription IFIUFML j Cenzus Tract ITENM!-"-ST
Courty |LINCOLN PARISH Propety D [11
—Owrer Information Rent Summary
Name |REBECCA REESE Amaunt
Address [1232 PEACE STREET Conract | 390.00
City, State, Zjp [RUSTON [ =f|71270 Utiities [ 2300
Telephone I[ | - Gross Im

—General Descriptiorn

Bedroomsl 2 Bathroomsl 1.5 Floor Area [sq.fl.]l 730 Year of Construction 2003

LIt &llows. Prefile |ty =
Unit Tupe IDupIe:-:fTwo Family/Semi-Detached ﬂ
Structure Type ISemi-Detached j [~ Handicapped Accessible
Info. Source IFIE;&L ESTATE AD j Last Lpdated IM

WinTen? Section 8 Tenant and Landlord ¢ 3/9/2005 Edition * Maintain Tenants ¢ Page 5.31



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
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.

Street Number ITEEM Street Name |BOMMIE BELL LN

Apt.No. [10

City, Stale Zip [GRAMBLING s [rees

[General | Amerites | Uties |

[ Assisted 1

0+ -#E0 &0 u+>|L
Add

defe:
Street Mumber |1504 Street Name |BONMIE BELL LN

Ciy, State Zp [GRAMBLING La =] [f1285

Apt No, |1u

Location

Description |RURAL = Census T

ract [TENMAST

IUNEDLN PARISH Froperty 1D |11
Rent

1 Information
Name |REBECCA REESE
L =||71270

Address {1232 PEACE STREET

1t Summar

"
Amount

Contract. 330,00

Lltilte: 2300

=
Gross 413.00

[~ Bieneral Desoiption

Bediooms | 2 Bathwooms | 15 FloorAreafsqht] 730 Year of Construction 2001

Ut Allow. Profile | Ciy =
Unit Type [Duplex/Two Fani/SemiDetached |
Stclue Typs [SemiDetached 7] I™ Handicapped Accessible
Infe. Sewee [REAL ESTATE AD = Lot Updted [10/08/2004
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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 screen.

Unit Type

This drop-down selection box enables you to spec-
ify 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 Reasonableness
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.

4.:'-';1 Maintain Assisted Housing Units

Street Murnber |15|J4 Street Manne IBDNNIE BELL LM Apt. Mo I‘ID
City, State Zip |GRAMBLING s f7r24s [ assisted 1

General ;! |Utilities|
il W2 (&0 %>

—Amenitie:
Carpet [ ] Handizap &ccessibility
[ Patio/Parch/Deck [] Garage or Carport
“Wood Stove [] Garbage Disposal
[ Playground [ ] Dwner Pays &ll Utilities
[ Starm Windows Cable
Laundry Facilities [ ] User Amenity 2
Range [ Uzer Amenity 3
[ ] Dishwasher [ ] User Amenity 4
[] Fireplace [] User Amenity 5
[ Starage [ Uzer Amenity &
[ Parking [ ] User Amenity 7
[] Screens [] User Amernity 3
[ 1w asher/Diyver Cannection [ Uzer Amenity 9
Refrigerator [ ] User Amenity 10
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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 box-
es. Each check box corresponds to a standard or
user-defined utility (defined on the Utility Type tab
of the Utility Setup screen). You must edit this data
in Occupancy and Rent Calculation, as changing
utilities can change a unit’s rent calculations.

ﬁ'{{ Maintain Assisted Housing Units

Street Mumber |15|J4 Street Mame |BONMIE BELL LM
City, State Zip |GRAMELING a4

Apt, Mo I'ID
I Aasisted 1

Generall Amenities  Utilities |

Hl#Eo (50| %>

 Lkilitie:

Heating - Matural Gas
[ ] Heating - Battle Gas
[ Heating - OilElzctric
[] Heating - Coal/Other
Cooking - Matural Gaz
[] Cooking - Batle Gas
[] Coaking - Dl/E lectric

[JUSER UTILITY T+PE 1
[]USER UTILITY T+PE 2
[ 1 USER UTILITY T+PE 3
[1USER UTILITY T¥PE 4
[JUSER UTILITY T¥PE &
[ 1 USER UTILITY T¥PE &
[] User Utilty Type 7

[ User Uil Type 20
[ 1 User Utility Type 21
[ User Utility Type 22
[ 1 User Utility Type 23
[ 1 User Utility Type 24
[ User Utility Type 25
[ 1 User Utility Type 26

[] Cooking - Coal/Other
[ Other Electric
Air Conditioning

[] User Utility Type &
[ ] User Utilty Type 3
[] User Litility Type 10

[ 1 User Utility Type 27
[ User Utility Type 23
[ 1 User Utility Type 29

Wwiater Heating - Matural Gas
[ ] % ater Heating - Bottle Gas

[ ] ater Heating - 0il/E lectric [ Uzer Utility Type 13
[ ] ater Heating - Coal/Other [ Uzer Utility Type 14
"wiaker [] User Utility Typz 15
Sewer [ Uzer Utility Type 16
Trash Collection [ Uzer Utilty Type 17
Range/Micromave [ Uzer Utilty Type 18
Refrigeratar [ Uzer Utility Type 19

[ Uzer Utility Type 11 (] User Ltlity Type 30
[ ] Uzer Utility Type 12 =0 Llbliby Tope 31

Ut Allows. Prafile | City |
Uitiites 0.00
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View Inspections Screen

When you click the Show Inspections icon on the }9
Tenant Data tab of the Maintain Tenants screen,

the View Inspections screen opens. This screen

contains a table of all inspections that have been

performed or that are scheduled to be performed

on the selected tenant’s unit.

j‘;—':'-'i Yiew Inspection For Tenant: KIRKPATRICK, JOHN A { 040-14-8025 ) ﬂ
File Edit View Help
| ==
Inzpection Datel Status |.~'-‘u:|u:|ress |Landlnrd Marne Schedule Date | Inspector Code u
o SCHEDULED 1604 BOMMIE BELL LM, Apt. 10 VIRGIMIA CITY HOUSING AUTHORIT | 3/1./2005 S5C
KU o
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Process CHECKS

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

i Section 8 Tenant and Landlord o ] |

WinTen

‘ Sectionn 8 Tenant and Landiord

Filz Help

i

Section & [38Y]

#& Tenants | Maintain Tenants 7 Initialize | Monthly Initializetion

a¥ Landlords | kaintain Landlords & Units bdaintain LUnit Infarmation

1 Brocess Chacks 0% Youchers | Maintain YVouchers

ali

Repors | Print Feports Setup baintain Setup Data

F] Exit |
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CHeck Processing WizarD

The Check Processing wizard uses a simple
graphic representation to show your progress
through the processing 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.

i% Check Processing (Step 3 of 14) x|

TSN

~Check Proceszing Step

== [hange Check Date

" Select Kind of Check
Select Checking Account
Select ltems To Pay

Review Tenants on Hold

Review Check Adjustments

* M ext

Frint Pre-Check RBeport

Frint Checks ﬂ
Edit Check Murnbers
Frint Excess Youchers
Process Direct Deposit
Frint Pre-Posting B eport
Piost Checks

Check Date II]EIJ'I]EIJ'EI]I]E

Kind of Check |Landlord HAP Checks

Checking Account I

WinTen? Section 8 Tenant and Landlord ¢ 3/9/2005 Edition  Process Checks * Page 6.2



Wizard Controls

Exit Icon

This icon exits the Check Processing wizard and
returns you to the Main Menu. If you start the wiz-
ard and then exit before completing it, 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
wizard. It begins the check processing sequence.
Once you move past Step 1, it becomes the Next
button.

Back Button
This button moves you back one step in the wizard
sequence.

Next Button
This button moves you to the next step in the wiz-
ard sequence.

Skip Button
This button skips the next step in the wizard se-
quence.

Void Posted Checks Icon

This icon opens the View Printed Checks screen,
from which you can void one or more printed
checks. We discuss this option at the end of this
chapter. (See Voiding Checks.)

Reset Check Steps Command
Please use this command only at the direction of
Tenmast Training & Support staff.

After you complete Step 7 (Print Pre-Check Re-
port), you can no longer use the back button to
move to previous steps. If a serious error occurs
while you are printing checks, the Reset Check
Steps command allows you to restart the wizard.
If you need to restart the wizard, please contact
Tenmast Training & Support.

N

-

Reset Check Steps  Shift+Cerl+Alk+C
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Step 1: Change Check Date

When you click the Start button to begin the wizard,
the Change Check Date dialog box opens. Verify
or enter the date to be printed on the checks. Then
click the OK button to save any changes or the
Cancel button to cancel them.

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: Select Kind of Check

Click the Next button. The Select Check Type dia-
log box opens.

Section 8 can process three types of checks: ten-
ant utility reimbursement payments (URP) and
family self-sufficiency deposits (FSS), and landlord
housing assistance payments (HAP).

Select the radio button that corresponds to the type
of check you want to process, then click the OK
button to close the dialog and proceed to Step 3.

Step 3: Select Checking Account

Click the Next button. The Select Bank Account
screen opens. It allows you to select the checking
account from which to write the checks.

Click to choose the checking account and then
click the Select button to close the screen and pro-
ceed to Step 4.

Change Check Date

Check Date |MERHEEE

v" Ok, x Cancel |

S8CheckTypesSelectionForm

* Landlord HAP Checks

™ Tenant URP Checks

i Tenant F55 Checks

Fie Edit View Help

IR AR

Ordered by [Account 1 | Sl

FNB FNE Checking
PNC PNC Bank

@ Lo
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Step 4: Select Items to Pay

Click the Next button. The Select When to Pay dia-
log box opens.

You can choose to print checks for all tenants or
only for tenants in a specific payment group. Pay-
ment groups are user-defined and based on values
you have entered for individual tenants in the When
to Pay field. This field appears on the Payment Info
tab of the Maintain Tenants screen. (See “Payment
Info Tab” in the Maintain Tenants chapter of this
manual.)

Select a payment group or select “(All)” to print all
groups. Then click the OK button to close the dia-
log and proceed to Step 5.

Step 5: Review Tenants on Hold

Click the Next button. The Review Hold Codes
screen opens. This screen displays checks that
will not be printed because they are on hold.

Two Hold Code fields (for Tenant URP and Landlord
HAP checks) appear on the Payment Info tab of the
Maintain Tenants screen. (See “Payment Info Tab”
in the Maintain Tenants chapter of this manual.)

If you have entered an “H” (for “Hold”) in either Hold
Code field for any tenant, that tenant will appear on
the Review Hold Codes screen.

Verify, edit, or remove holds, then click the Exit icon
to close the screen and proceed to Step 6.

Show All/Show Holds Only Icon

By default, this screen displays only tenants on
hold. Click the Show All/Show Holds Only Icon to
toggle between displaying tenants on hold and dis-
playing all tenants.

Edit Icon

To edit the hold code for a tenant, select the ten-
ant in the table and click the Edit icon. The Hold
Code and Description fields for that tenant become
editable at the bottom of the screen.

Remove Hold
To remove the hold on a tenant, select the tenant in
the table and click the Remove Hold icon.

Select When To Pay

ou may choose ta print checks for a certain group, if you like. This will corezpond
to the WHEM TO PAY  field on the Tenant Screen. Select [All] to print all.

When ta Pay |M 'I

W 0K

Select When To Pay

ou may choose ta print checks for a certain group, if you like. This will corespond
to the "WHEM TO P&y field on the Tenant Screen. Select [All] to print all.

wihen ta Pay [[I] =l

2
C
i |
S

% Review Hold Codes

Hold Code [ Description | et Exam Date Missed
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Step 6: Review Check Adjustments

Click the Next button. The Maintain Check Adjust-
ment screen opens. This screen displays a table
of outstanding check adjustments that will be pro-
cessed in this check processing sequence.

If necessary, use the standard WinTen? controls
to add, delete, or edit check adjustments for this
check processing sequence. Then click the Exit
icon to close the screen and proceed to Step 7.

Step 7: Print Pre-Check Report

Click the Next button. A standard report preview
screen opens with the Pre-Check report. Itis a
comprehensive report on all the checks you are
about to produce.

Review the report and print it if necessary, then
close the report preview screen to proceed to Step
8.

i Maintain Check adjustment G

I - &+> SEARCH LANDLORD (st name) |
enant's Nams

DUFF. MIKE MARKS. KATHY R

HILLSBORO, EDDIE
SUTTON, PATRICK.

WANCE, JENNIFER G
PEREZ. MARIA C

WANCE, JENNIFER G - HAP Adiustment 800.00
PEREZ. MARIA, C - HAP Adjustment 10.00

I~
Tenants Name |0 OHAHLE HANCTE E Landlard's Name | Zo0PE LIS E
Description [JONAHLIE, NANCY K - HAF Adustmer | Adustment Amount| 5000 Balarce| 00
Ledgar Project [LOG00N 667E =]

Hint: Adjustments?

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”).

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 to make corrections to
check-processing data, click the Back button on
the Check Processing screen. Otherwise, proceed
to Step 8.

CautioN

You can use the Back button only 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 8: Print Checks

Click the Next button. The Maintain Checks Before
Printing screen opens. This screen displays a table
of all checks you are about to process.

The table’s leftmost column is labeled “Print?” and
contains values of “Yes” and “No.” All checks with a
“Yes” in this column will be printed.

To simultaneously mark all checks after a selected
one as “Yes,” select the first check to mark and
click the Mark All button.

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

To mark a check as “No,” select it and click the
Unmark button.

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

To reset check numbers, select the first check
whose number you wish to reset and click the
Reset Checks button. A confirmation dialog opens.
Click the Yes button to reset only the selected
check. Click the All button to reset numbers for all
checks from that point forward.

When you have marked every check you want to
print, click the Print icon. The Next Check Number
dialog box opens. Enter the check number of your
next blank check and click OK.

The checks to be printed appear in a standard re-
port preview screen. Review the checks carefully.
If you need to make any corrections, close the pre-
view screen and make any necessary changes on
the Maintain Checks Before Printing screen. Then
click the print icon again to set the check number
and reopen the preview screen.

If all the checks in the preview are correct, make
certain that your blank checks are lined up in the
printer and then click the Print icon on the preview
screen.

#% Maintain Checks Before Printing =

O=-&|«>

SEARCH (Check Nuntel [N

Print 7| Direct Deposit?| Check # moun ecipient ame
» [ 2,170.80 VIRGINIA CITY HOUSING AUTHORIT
o 1653500 HARRY LEVINE
3,188.00 PATTY BRIGHT
6,630.00 EDDIE HILLSBORO
10.00 PATRICK SUTTON
1.500.00 STEVEN MCMANUS
7552.00| PLANTATION PROPERTIES

BEHEEEE
zzzzz=

i o

 Mark | O Unmark | ] Mark A1 | ﬂHeselEhecksl

L] tark &

o Mark

] Unmark.
=

ﬂ Rezet Ehecksl

Confirm x|

@ Do you wish ko reset this check number? Select ALL to reset check numbers from this poink Forward,

¢ ok I x LCancel |
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Once check printing is finished, close the preview
screen to return to the table of checks. If you need
to re-print any checks, mark them “Yes” and repeat
the printing process.

When you have printed all checks successfully,
click the Exit icon on the Maintain Checks Before
Printing screen. A confirmation dialog asks if all
of your checks printed successfully. Click the Yes
button to return to the main area of the Check Pro-
cessing screen.

Step 9: Edit Check Number

Click the Next button. The Edit Check Numbers Af-
ter Printing screen opens. This screen allows you
to change check numbers, if necessary, to match
the numbers on the checks you just printed. You
can edit a single check number or a series of check
numbers.

To renumber a single check, select it and click the
Edit Check Number icon. The New Check Number
data field becomes available in the center of the
screen.

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

Section 8 Tenant and Landlord |

@ HAVE ALL OF YOIR CHECKS PRINTED SLMCCESSFULLYY

Yes Mo |

&6 Edit Check Numbers After Printing

08 [++>

SEARCH (Check Number)

o |Ves 2,170.80 I
No  |Yes 972.00[STEEN MCMANUS

14 CITY HOUSING AUTHORIT

o o
‘ Mew Check Number |
[
¢ OF. x LCancel |
Section 8 Tenant and Landlord ]

@ WWould wou Like ko reset the numbers For the rest of wour checks

Yes Mo |
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To renumber a series of checks, select the first
check in the table whose number you want to
change. Click the Edit Check Number icon. The
New 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 icon to return to the main area of the Check
Processing screen.

Step 10: Print Excess Vouchers

Click the Next button. A standard report preview
screen opens with any 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 ex-
cess voucher. Excess vouchers print on standard
8.5”x11” paper.

Review and print the excess vouchers, then close
the report preview screen to proceed to Step 11.

Step 11: Process Direct Deposit

Click the Next button. A standard report preview
screen opens with the Direct Deposit Bank Report
for this check processing sequence.

Review the report and print it if necessary, then
close the report preview screen to proceed to Step
12.

| New Check Number |
I
[ Vo | %o |

Section 8 Tenant and Landlord |

@ wrould vou Like bo resel the numbers For the rest of vour checks

Yes Mo |
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Step 12: Print Pre-Posting Report

Click the Next button. A standard report preview
screen opens with the Pre-Posting Report for this
check processing sequence. It is a comprehensive
report on all the checks you are about to post to
General Ledger’s Section 8 journal.

Caurion

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 cor-
rected those numbers. If you find other errors, you must
finish the check processing sequence and then void the
check(s) in question.

After you have printed and reviewed the report,
close the report preview screen to proceed to Step
13.

Step 13: Post Checks

Click the Next button to post your checks to Gen-
eral Ledger.

The 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, a message box appears
telling you that you have successfully completed
the check processing. Click the OK button to return
to the Section 8 Main Menu.

Section 8 Tenant and Landlord x|
@ vou have successfully completed Check Processing
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Voiding Checks

To void a check, enter the Check Processing screen G:
while it is not in the middle of a check processing
sequence. Click the Void Posted Checks icon.

The View Printed Checks screen opens with a
table of printed checks. It gives you access to the
Void Checks Wizard, which allows you to void one
or more checks.

% ¥iew Printed Checks for : |

File Edit Wew Help

e+ &

View |[Al]

j Ordered by |Check # j

Check Date
L 09/16/2
|| 0000005832 03/16/2004

|| 0000005841 | 03/21/2004
0000005241 | 03/21,/2004
|| 0000005541 | 0942142004
|| 0000005841 | 09/21/2004
|| 0000005574 09427 /2004
0000005574, 03727 /2004
|| 0000005574 09/27 /2004
|| 0000005574 09/27/2004
|| 0000005875 09427 /2004
|| 0000005575 09427 /2004

Payee
HARRY LEVINE
VOID - HARRY LEVIME

WOID - CENTRAL BANE.
CENTRAL BAMNE.

CEMTRAL BAME.

WOID - CENTRAL BANE.
W0OID - EDDIE HILLSEORO
WOID - EDDIE HILLSBORD
EDDIE HILLSBORO

EDDIE HILLSBORO
PLAMTATION PROPERTIES
PLAMTATION PROPERTIES

|| 0000005833 091742004 |WOID - VIRGIMIA CITY HOUSING AUTHORIT -$600.00 Yes
|| 0000005833 0341742004 | VIRGINIA CITY HOUSING AUTHORIT $600.00 Yes I
|| 0000005834 03/17/2004 | STEVEN MCMANLS $8.745.00 Mo
|| 0000005835 09/21/2004 | PLANTATION PROPERTIES $9.200.00 | Na
|| 0000005836 09/21/2004 | STEVEM MCMANLS $300.00 Yes
|| 0000005836 09/21/2004 | WOID - STEVEM MEMANLIS -$300.00 Yes
|| 0000005838 03/21/2004 | VIRGINIA CITY HOUSING AUTHORIT $300.00 Mo
|| 0000005833 03/21/2004 | JOHM & KIRKPATRICK $400.00 Mo
|| 0000005833 09/21/2004 |JOHN A KIRKPATRICK, -$400.00  Na
|| 0000005840 09/21/2004 | WOID - JASMINE K LONG -$100.00 Yes
|| 0000005840 09/21/2004 | JASMINE K LONG $100.00 Yes
|| 0000005840 03/21/2004 | JASMINE K LONG -$100.00 Yes

$2.050.00 Yes
$2,050.00 Yes
-$2,050.00 Yes
-$2,050.00 Yes
1632000 Yes
$16.320.00 Yes
$16,320.00 Yes
416,320,000 Yes
$300.00 | Mo
-$300.00 Mo

=
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Void Checks Wizard

The Void Checks wizard walks you through three
steps to void checks.

To start the wizard, select the check you want to
void (or the first check in the series of checks you
want to void). Then click the Void Printed Checks
icon on the View Printed Checks screen.

Step 1: Enter Check Range

Step 1 contains two editable fields, From and To.
Enter the numbers of the first and last checks in the
range you want to void. (Enter the same number for
both if you are voiding only one check.)

Click the Start button to go to Step 2.

Step 2: Verify Void Data

Step 2 contains a table of the checks you identified
on Step 1.

The table’s leftmost column is labeled “Void?” and
contains values of “Yes” and “No.” All checks with a
“Yes” in this column will be voided.

To simultaneously mark all checks as “Yes,” click
the Mark All button. To simultaneously mark all
checks as “No,” click the Unmark All button.

To change a single check from “Yes” to “No” (or
vice versa), double-click the check in the table.

Click the Next button to go to Step 3.
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6 void Checks Wizard (Step 1 of 3)

Enter Check Range

Bark Name  [FNE Checking

Flange of Check #

From [000000S832 To  [O00DODSE32

Enter the Check # range and click the Start button to confinue.

&5 Void Checks Wizard (Step 2 of 3)

Wity Void Data

Bark Name  [FNB Checking

From 0000005834 To (0000005835

Gid? 0 |Check # [Check Date_[Payee

[Amourt |

v
Yes |0000005834 |05/17/2004 | STEVEN MCMANUS
Ves |

$8,745.00|

|03/21/2004 | PLANTATION PROFERTIES

3.20000|

Selesct the List of checks to woid and press the Next buttan ta continue.

& Back Next 3 Cancel
&1 Mark s
Urmnark Al |




Step 3: Confirmation

Nothing on Step 3 is editable. It contains a table
of the checks you chose to void on Step 2 (all
checks marked “Yes”). All checks in this table will
be voided.

If anything is incorrect, click the Back button to go
to the previous step(s) and correct it.

If everything is correct, click the Finish button to
void these checks.
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Bark Name |[FNB Checking

From 0000005834 To 0000005835
ayee

‘Ves |03/08/2005 |000DO0S835 | PLANTATION PROPERTIES

$9.200.00

Confiim the sbove values, and click Finish to complete the task

Com
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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 8 Tenant and Landlord 1 ]
Filz Help
! WinTen
L
Section 8 Tenant and Landlord

Section & [38Y]

& Tenants | Maintain Tenants [ Initislize | Monthly Initislization
a¥ Landlords | kaintain Landlords & Units | bdaintain LUnit Infarmation
(#1 Checks | Frocess Checks 04 Youchers | taintain Youchers

s .| Print Reports (% Setup | baintain Setup Data

K] Exit |
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REPORTS SCREEN

The Reports screen is divided into five tabs: Ten-
ants, Landlords, Management,
Initialization. Each tab contains printing and for-
matting options for one type of report. The Reports
screen always opens on the Tenants tab, as shown

below.

Portability, and

i section 8 Reports

&b

]

Tenant Lizting

Tenant Admizzion D'ate Listing
Tenants with Expiring Contracts
Tenantz Searching far a Unit
Tenant Bent Lizting

Yovcher Listing

Tenant Count Bepart

Hard to House Tenant Lizting
Hard to House Fees Eamned
URPF Payment Schedulz

IURP Checks on Hold

LURF Check Adjustments

F55 Tenant Lizting

Complete Tenant Totalz Report

@ i B B S i e e e TG e i B e |

Tenatt Monthly Activity Repaort

|Landlord$| Managementl Portal:uilit_l,ll Initializatiu:unl

Tenant Lizting I

—Reparting Penod
& Curent Manth

" Historical Data  For Morth I

—Selected Landlord
& 4l Landlords

" Selected Landlord I

—5Selected Project
" 4l Projects

" Selected Project I

—Selected Bedroom

Mumber of Bedrooms I[AII] "I

—Repart Option

Group By I[No Grouping) j Sort Order ILastName 'I

[~ Surarmary Oy
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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 icon.

If you click the Print icon, a standard WinTen? print
report dialog box opens. Select the printing options
for the report and click OK.

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

Tenants Tab

The Tenant Reports tab enables you to produce
reports on your Section 8 tenants.

The left side of the tab contains a set of radio but-
tons that enables you to select a report to preview
or print. The right side of this tab contains the sort-
ing and formatting options for the selected report.
These options vary by report, but many tenant
reports can be filtered by landlord, by project, by
number of bedrooms, and/or by date.

Available Reports
Tenant Listing
Tenant Admission Date Listing
Tenants with Expiring Contracts
Tenants Searching for a Unit
Tenant Rent Listing
Voucher Listing
Tenant Count Report
Hard to House Tenant Listing
Hard to House Fees Earned
URP Payment Schedule
URP Checks on Hold
URP Check Adjustments
FSS Tenant Listing
Complete Tenant Totals Report
Tenant Monthly Activity Report
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Landlords Tab

The Landlords tab enables you to produce reports
on your Section 8 landlords. The tab contains a set
of radio buttons that enables you to select a report
to preview or print.

i Section 8 Reports

| I anagement F'ortabilit_l,ll Initizlization

1

Landlord Listing

Landlord Direct Deposzit Listing
Landlord MEE Report

IRS ‘w3 Report

IRS w3 Forrm

Landlard Year-ta-date Tatals:
Owrer 1093 Totals

HAP Payment Schedule

HAP Check Adjustments

HAP Hald Code Repaort

i e B e i i B T B

Landlord Listing

—Reporting Period
% Curent Manth

" Historical Data  For Month I

—HReport Option

Sort Order ILast Mame 'I

Available Reports
Landlord Listing
Landlord Direct Deposit Listing
Landlord MBE Report
IRS W9 Report
IRS W9 Form
Landlord Year-to-Date Totals
Owner 1099 Totals
HAP Payment Schedule
HAP Check Adjustments
HAP Hold Code Report
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Management Tab

The Management tab enables you to produce
HUD-standard reports and other reports on your
agency'’s Section 8 financial data.

i Section 8 Reports

&b

Tenantsl Landlords Managemenll F'ortabilit_l,ll Initizlization
{+ HAP Begister Beport

{~ Administration Fee Calculation

= Cost Projection Repart

" SEMAP Certifization Farm

" Section B Check Reagister

" HUD 52672

H&P Reaister Report

Date Range
o Al Dates

(" Selected Date Range  From |03/08/2005 [ To |03/08/2005 [

Available Reports
HAP Register Report
Administration Fee Calculation
Cost Projection Report
SEMAP Certification Form
Section 8 Check Register
HUD-52672
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Portability Tab

The Portability tab enables you to produce reports
on portable tenants and related financial informa-
tion. As with all reports, the available formatting op-
tions on this tab change depending on which report
you select.

i Section 8 Reports

&b

Tenantsl Landlordsl I atagement F'Uftabl"l.'r'l Initialization
{+ Partable Youcher Listing

" Incoming Partability Ledger

{~ HUD 52665 Paortability Form

= Incoming Portability Biling Docurments

= Portability Payrment Lag

Portable Youcher Listing |

—Select Portability Type
Portability I[.-’-‘«II] "l

—Report Option

Sort Order ITenant MHame "'l

Available Reports
Portable Voucher Listing
Incoming Portability Ledger
HUD-52665 Portability Form
Incoming Portability Billing Documents

Portability Payment Log
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Initialization Tab

The Initialization tab enables you to produce four
reports related to monthly initialization.

i Section 8 Reports

&b

Tenantz Marked for Deletion

{* Tenants Marked for Deletion
= Monthly Pre-lnitialization B eport
{~ ORC Tenant Changes

= Manthly Payments |ritialization Bepaort

Available Reports
Tenants Marked for Deletion
Monthly Pre-Initialization Report
ORC Tenant Changes
Monthly Payments Initialization Report
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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.

it section 8 Tenant and Landlord I P ] S|
File Help
! WinTen
g
‘ Section 8 Tenant and Landlord

Section & [S8Y]

konthlky Initizlization

£ Tenants | baintain Tenants [ Initialize
ﬁ? Landlaords | Maintain Landlords
[#1 Checks | Process Checks O Wouchers | Maintain Youchers

= Rieports | Frint Feports B Setup | taintain Setup Data

" tdaintain Unit Information

Tenmas e
ftware

Lakin Yo ok Ea
daking Your Job Ea

v

sigrl
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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 data-
base. 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.

x
File Edit Wew Help

IIEE Akl

View | (1] =] Ordered by |Owner =l Seachtar |

Street Marne =
| 4 BEULAH GLASSCOCK 100 PERRY LANDING PERRYVILLE 40067
|_|BOB JOHNSON 1931 ST19TH ST CHOUDRAMT 78501 2 RURA&L
|_|BOB JOHNSON 1931 S19TH ST CHOUDRAMT 78501 2 RUR&L
|_|BOB JOHNSON 1931 S18TH ST CHOUDRAMT 71227 2 RUR&L
|_|BOB JOHMSON 1331 S 19TH &VE CHOUDRANTT | 78501 2 RURA&L
|_|BRIGHT, PATTY 7B M HILLS LM 104 RUSTON 71270 1 City Lirnits
|| DOMINION 1111 GOLFYIEW DR E18  RICHMOWD 7235 1 City Lirnits
| |DOMIMION 1111 GOLFYIEW DR £20  RICHMOND 7213 1 RUR&L
|_|EDDIE HILLSEORO 15604 EORMIE BELL LM 4 GR&MEBLING 71245 3 RURA&L
|_|EDDIE HILLSEORO 1504 EORMIE BELL LM 3 GR&MBLING 71245 2 RUR&L
|_|EDDIE HILLSEDORO 1504 EOWMIE BELL LM 8 GR&MEBLING 71245 3 ABC
|_|EDDIE HILLSBORO 1504 EOMMIE BELL LM 7 GR&MEBLING 71245 3 RURA&L
|_|EDDIE HILLSEORO 1504 EORMIE BELL LM 1 GR&MBLINGZ23 | 71245 3 RUR&L
|_|EDDIE HILLSBORO 1504 BOMMIE BELL LN 2 GR&MBLING 71245 3 RUR&L
|_|GUILLORY, THOMAS 1506 BOMMIE BELL LM 1 132 MaIN 5T 71245 2 RURA&L
|| GUILLORY, THOMAS 76 M HILLS LM 105 RUSTON 71270 1 City Lirnits
|_|GUILLORY, THOMAS 1m4a MavWEATHER LM RICHMOND 71233 5
|_|HECTOR HERNANDEZ 1010 OUACHITA LM M&IN ST 71270 3 City Lirnits
|_|HECTOR HERWAWDEZ 71 MOCKIMGEIRD LM RUSTOMN 71270 2 City Lirnits
| |HORNET, JIMMY 1504 BOMMIE BELL LM a8 GRAMBLING GRa& 71245 5 RUR&L
|_[{OHN MILLER 132 WENTURE CT #1 LEXINGTOM 40511 1 RURA&L
|_|KATHERINE HARRIS 1931 S19TH LM CHOUDRAMT 78501 5 RUR&L
|_|KIRK GRACES 1506 BOMMIE BELL LN 3 GR&MBLING 71245 2 RUR&L
|_|KIRK GRACES 1504 EOWMIE BELL LM 5 GR&MEBLING 71245 2 RURA&L J

-
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Browse Housing Units Screen Controls

View
This field allows you select whether to view as-
sisted units, unassisted units, or all units.

Ordered By
This field determines the order in which the unit
records are displayed in the table.

Search For

This data field enables you to search for a specific
unit record. Enter the target of your search in this
data field and click the Go button. The program
searches whichever set of records you have select-
ed with the View field and highlights the first record
in the table that matches your search target.

Add Icon

Click this icon to add a new unit. This opens the dh
Maintain Housing Units screen to a blank unit re-

cord. This screen is described in more detail on the

following pages.

Edit Icon

Click this icon to review and/or edit the currently Eié
selected unit. This opens the Maintain Housing 3
Units screen on that unit’s record. This screen is

described in more detail on the following pages.

Copy Housing Unit Icon

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 Housing
Unit icon. The Maintain Housing Units screen (de-
scribed below) opens to that unit record. Make your
changes to the record so it accurately depicts the
similar unit rather than the original unit. Then click
the Save icon to save it as a new unit record.
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MaNTAIN Housing Uit Screen

The Maintain Housing Unit screen enables you to
view and edit the record of a selected unit. It has
three tabs: General, Amenities, and Utilities. 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.

it Maintain Housing Unit

Street Mumber I?E Street Name | HILLS LM Apt Mo, |1E|5

City, State Zip [RUSTON s |71z [hssed 20
I'| amenities | Utiiies |

fl+ -#WHQ2 (&0 [><«+>|J

'&dﬁdtrree; Humber I?B— Street Mame IN HILLS LM &pt Mo, |105
City, State Zip [RUSTON e =||71270
~Locatior
Description IEity Lirnits j Censuz Tract I
County |LINCOLN Propety 1D [g6
—waner Infarmatiar Rent Sumnmany
Name |GUILLORY. THOMAS Arnourt
Address |85 FORKED HILL ROAD WEST Cantract |74?5_31
City, State. Zip [RUSTON s =][M1z70 Utiiies [ 2169
Telephore I[ | - Gross Im

—General D ezcriptiorn

Bedrooms |_1 B athrooms |—1 Floor Area [s0.ft] I—?UU Year of Construction 1383
Ut Allow. Prafile | City =l
it Type IHowhnuseJTDwnhouse j
Struycture Type IFlowhnuse.»’TDwnhouse j [~ Handicapped Accessible
Infe. Source [REAL ESTATE AD = Last Updated [08/23/2004
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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
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.

Hint: Unit Locations

For more information on setting up unit locations, refer to
the WinTen? Rent Reasonableness manual.
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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 screen.

Unit Type

This drop-down selection box enables you to spec-
ify 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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Street Number I?S Street Name [N HILLS LN

Apt.No. [105

Ciy,State Zip [RUSTON o [mam [Chsived A
[General | Amerites | Uties |
0« -#EA2 &3> «+|L
Addre:
Shieet Nunber [76 Sireet Name [N HILLS LN Apt.No. [105
City, State Zip [RUSTON [La =] [rizr
~Locatior
Desciiption City Limits | Census Tract |
County [LINCOL PropertylD o6
~Owret Infomatior Fint Sunmar
Neme [GLILLOFYY, THOMAS Jra—
Address [65 FORKED HILL ROAD WEST Contisct | 47531
Ciy, Stete, Zip [RUSTON [ =z Utiies [ 21.69
Teephone [[1 - Gross [ 4g7.00
~General Descipton
Bedooms | 1 Batheoms [ 1 Floorweafsah] 700 YVear of Construction 1983
Ut Allow. Profile | Ciy |
Unit Type [Rowhouse Towrhouse |
Structure Type [Fomhouss/Tonrhouse - [ Handicapped ecessibie
Infe, Saue [REAL ESTATE AD = Lest Updated [08/23/2008




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 amenity (defined on the Amenities
tab of the Setup screen of the WinTen? Rent Rea-
sonableness program). 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

Street Humber I?E Street Mame |k HILLS LM Apt. Mo, |1E|5
City, State Zip [RUSTON s frrzro [ assisted 30

| tiiies |
fl# 2| &0|y «+
—Amenitie:
[ | Carpet Handicap Accezsibility
Patio/Porch/Deck [ ] Garage or Carpaort
[]'ood Stove [] Garbage Dispozal
[ | Playground [ | Dwner Paps All Ukilities
[ Skarm Windawes [] Cable
Laundry Facilties [] Range
Range [] User Amenity 3
[ Dishwwasher [ abe
[] Fireplace [ Uzer Amenity 5
[] Storage [ tesr
[ Parking [ Uzer Amenity 7
Screens [ ] Uzer Amenity 8
[ 1w asher/Diyer Connection [ Uzer Amenity 9
Refrigeratar [ Uzer Amenity 10
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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 check boxes.
Each check box corresponds to a standard or user-
defined utility (defined in Setup). 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.

% Maintain Housing Unit

Street Humber I?E Street Mame |k HILLS LM

City. State Zip [RUSTON |Le

]
/o &n v+

General I Amenities |

[r1270

apt No. [105
I Agsisted 30

—Ltilitie:
[ ] Heating - Natural Gas [ ] GEOTHERMAL HEAT
[ ] Heating - Battle Gas [ JUSER UTILITY TPE 2
[] Heating - Qil/Electric [ JUSER UTILITY T¥PE
[] Heating - Coal/Other [ Uzer Utility Type 4
[] Cooking - Matural Gas [ WATER
[] Cooking - Bottle Gas [ 1WwWaTER
[] Cooking - Ol/E lectric [ Uzer Utility Type 7
[] Coaking - Coal/Other [ User Utilty Type B
Other Electic [ User Utility Type 3
[_] Air Conditioning [ ] User Utilty Type 10
[] ' ater Heating - Natural Gas [ User Uty Type 11
[ ] ater Heating - Battle Gas [ Uzer Utility Type 12
[_] %/ ater Heating - Dil/E lechric [ ] User Utilty Type 13
[] " ater Heating - Coal/Other [ User Utilty Type 14
"' ater [ Uzer Utility Type 15
Sewer [ ] User Utilty Type 16
[ Trash Collection [ User Utilty Type 17
[] Range/Microwave [ Uzer Utility Type 18
[ | Refrigerator [ ] Uzer Utility Type 19

[ 1 User Utility Type 20
[ User Uil Type 21
[ 1 User Utility Type 22
[ 1 User Utility Type 23
[ User Uil Type 24
[ 1 User Utility Type 25
[ 1 User Utility Type 26
[ User Uil Type 27
[ 1 User Utility Type 28
[ Uzer Utiliy Type 29
[ User Uil Type 30
[ 1 User Utility Type 31

Ut Allow. Prafile | City

Itilitie:s I 21.69
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Maintain Unit Notes Screen

The Maintain Unit Notes screen opens when you 'r
click the Maintain Notes icon on the General tab. .
It enables you to store an unlimited amount of

notes or miscellaneous information regarding the
selected unit. Use the standard WinTen? controls

to edit the data on this screen and save or cancel

your changes.

i Maintain Motes

Ble -#@Q & Y|+
Property Motes IEE I?E M HILLS LM, Apt. 105
Date Subject Who
4
Diate I E
Subject I
Motes ﬂ
=
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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.

i section 8 Tenant and Landlord I 9 ] B
Filz Help
! WinTen
[
‘ Section 8 Tenant and Landlord

Section 8 [S8Y)

konthky Inifialization

£ Tenants | baintain Tenants i Initialize
&Y Landlords | baintain Landlards g Units | bdaintain Unit Information
[#1 Checks | Frocess Checks D$£Duchersh’1amtam “auchers
Eeports | Frint Reports Setup | Maintain Setup Data

fe F] Exit |

mas
ftware

G e e e
Making Your Job Ea

s

sigrl

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 screen enables you to track
every voucher that your agency has in the current
data area. In addition to providing a comprehensive
list of all issued vouchers, this 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.

i Maintain Youchers

¢+ -#HdO++ B0 8-

Wig I.t'-‘«ll j Order by I‘-.r"u:uucher Mumber j Search Far
Woucher Mumber Froject Humber # of BEedrooms

K 2480000

|_|wea0 k240000

|_|veE0 K 2480000

|_|vevo k24800001

| |wea0 k240000

|_|v2a0 K 2480000

| |v3 k24800002

|| w300 k240000

|_|va10 k2450000

| |v320 k24800001

| |w330 Ky 24m0000

| |v340 k2450000

BEE k24800001

| |w342 Ky 24m0000

||V kK 24800105

|_|w400 K 2480000

| |v5 kv 245P011

|_|vE k240000

Youcher Status

3| Leazed

2 Searching
2 Leazed

2| Leazed

1 Leazed

3 lzzued

2| Leazed

2| Searching
3 Leazed

4 |zzued

4 Leased

2 Leazed

3 Leazed
1|0pen

2 lzsued
2|0pen

2| 0pen

Woucher Mumber IVEdD

Name [ALFORD STEW&RT

Praject Murnber IK"('245VEIEIEIEI'| j SN |482-DB-5EI28

Bedooms I 3

Youcher [zzue Date I

Youcher Expiration Date I

Woucher Details I Youcher Actiong |

The top portion of the Maintain Vouchers screen
contains a table of every voucher that is currently
in the program. The bottom portion changes de-
pending on which of the two sub-tabs is selected.
If the Voucher Details sub-tab is selected, the bot-
tom 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.

Youcher Actian
’ Hald Youcher

Youcher Detail:  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 Icons

If you click the Print or Print Preview icon on this
screen, the program produces the S8 Voucher Re-
port. 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 Vouchers
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 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.

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.

-

Haold Youchers

Retire Youchers

Al -#E0<++ 50D 8-

iew [l | Order by [Voucher Number =] gearchFor | EI

Woucher Number

Project Number # of Bediooms [ Voucher Status
Ky 24500001 3| Leased
V250 Ky 24500001 3 Leased
W2E0 Ky 245¢00001 2 Searching
w270 Ky z43¥ 00001 2 Leased
w280 Ky z43¥ 00001 2 Leased
w230 Ky z43¥ 00001 1 Leased
W3 Ky 245y 00002 3 Issued
w300 K 245y 00001 2 Leased
W30 K 245y 00001 2 Searching
V320 Ky 24500001 3 Leased
V330 Ky 24500001 4 Issued
V340 Ky 24500001 4 Leased
341 Ky 245¢00001 2 Leased
W34z Ky z43¥ 00001 3 Leased
4 Kyz4v0mos 1 Open
w400 Ky z43¥ 00001 2 Issued
WE Ky 245P011 2 Open

WE K 245y 00001 2 Open

Vousher Number [V240 Weme [ALFORDSTEWART
Pioject Number [KY245/00001 =l SSN [452.08.5028
Bedooms [ 3 VoucherlssueDats [
Voucher EvpiitionDate [

‘oucher Detals | Youcher Actions
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Maintain Held Vouchers Screen

The Maintain Held Vouchers 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
Include Voucher [>>] 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 Remove Voucher [<<] button.

% Maintain Held Youchers

Axailable Open Wouchers

Selected Held Youchers

Froject #
K245 0000
|11 Ky245/00002
BGE KY245/00105
vz Kv245v00001
V230 Kv245v00001
v KY245/00105
VB KY245P011
G Ky245/00001 2|
V7 Ky245/00002
[ vs Ky 245/00105 «
[ Jvs KY245P011
=l

Y 12345675901 2345
T=098JMHHYT BSR4

Froject #
kv 24500001

K245P011
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Maintain Retired Vouchers Screen

The Maintain Retired Vouchers 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 Include Voucher [>>] 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 Remove Voucher
[<<] button.

i Maintain Retired Youchers

Axailable Open Wouchers Selected Retired Youchers

Froject #
k24500001

V11 kK245 00002

|V K245 00105

||V kK245 0000

|30 kK245 0000

||V K245 00105
Wh K245P011

| |VE kK245 0000 2'
WY kK245 00002

BEE! K245P011 Sl

=l

Froject #

ky 245000105
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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 or press <I> on the Main Menu.
This starts the Section 8 Initialization wizard.

i section 8 Tenant and Landlord

Filz Help

} WinTen

‘ Section 8 Tenant and Landlord

Section 8 [S8Y)

& Tenants | Maintain Tenants
ﬁ?l:andlurds baintain Landlords

[#] Checks | Process Checks

Al

£y Reports | Print Reponts

F] Exit |

| Monthly Initialization

& Units

04 Wouchers |

Setup

kaintain LUnit Information

kaintain Youchers

Maintain Setup Data

=101
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Section 8 MontHLy Inimiauization Wizarp

The Section 8 Monthly Initialization wizard uses a
simple graphic representation to show your prog-
ress 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.

i Section 8 Monthly Initialization (Step 3 of 11) x|

Iritializing into FEERLARY

—Section 8 Manthly [nitialization Step

=== Print a Lizt of Tenants Marked for Deletion
\(’ Frint Pre-initialization Report
Print ORC Tenant Changes for Hext Month

Frint Monthly Payrent [nitialization Beport
Confirrn ORC Tenant Changes for Mext Month

Beaqin Maonthly Initialization Process

Processz Landlord=

Frocesz ORC Tenant Changes for Mext Month
Proceszs Tenants
Initialize Check Adjustments

Complete Monthly Initialization Process
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Initialization Controls

Exit Icon
This icon exits the Section 8 Monthly Initializa- [|
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 1, it becomes

the Next button.

Back Button
Back
This button moves you back one step in the initial- 4} ac

ization 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.

Step 1: Print a List of Tenants

Marked for Deletion

When you click the Start button to begin the initial-
ization process, a standard report 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
2.
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Step 2: 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 report 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 3.

Step 3: Print ORC Tenant Changes
for Next Month

Click the Next button. A standard report 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 4.

Step 4: 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 report preview screen opens with the
Monthly Payment Initialization Report. Review the
report and print it if necessary, then close the report
preview screen to proceed to Step 5.

% select Tenants for Pre-init Report

YWhich tenants an Pre-init reports————

& nly Tenants with changes

Al Tenants

v Print D etail

o OK

% Report Order

—Report Order———————

" Tenant Mame

" Tenant 55M

" Contract Murnber

" Allocation Mumber

« 0K

X
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Step 5: 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 3) is complete. Click Yes
if it is or No if it is not.

Section & Tenant and Landlord %]

@ Does the Tenant Changes for Mext Month report include all kenant changes that should take effect nexk month?

Yes

[o |

If you click No, the program remains at Step 5.
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.

Section 8 Tenant and Landlord %]

If wiou conkinue, monthly initialization will prepare your Seckion 8 data for FEBRUARY .
You should have already printed ALL REPORTS From lask month,

Are you sure you wank bo initialize
FROM: JAMNLARY
INTC: FEBRLIARY
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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

* initialize check adjustments

» 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.

Section 8 Tenant and Landlord |

@ ¥ou have successfully completed Section & Monthly Initialization

ok |
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