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INTRODUCTION
The WinTen² 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 WinTen² 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 WinTen² software, Section 8 is designed 
to integrate with other programs in the WinTen² 
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 WinTen² 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.
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CYCLICAL 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 WinTen² IRS 1099/Magnetic 
Media program. You do not have to initialize Sec-
tion 8 before you print 1099s, but you must be fin-
ished with all December checks.

At the End of a Fiscal Year
Print the Landlord Year-to-Date Activity Report be-
fore you initialize into the first month of the fiscal 
year.
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MAIN MENU
The Main Menu is the starting point for using each 
function of the Section 8 program. This manual 
details each of these functions in its respective 
chapter.
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SETUP
The first time you run Section 8, the first option 
you should select from the Main Menu is Setup. 
All WinTen² 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 WinTen² 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.
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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.
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The Default Settings screen opens when you click 
the General button on the Section 8 Setup screen.  

The Default Settings screen contains your agency’s 
identifying information and the settings for the fiscal 
year in which Section 8 is currently operating. Use 
the standard WinTen² controls to edit the data on 
this screen and save or cancel your changes.

Default Settings Screen
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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.

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.

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.
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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 WinTen² 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 
WinTen² General Ledger program.
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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 WinTen² 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.
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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.
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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 
(2/10”).

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.

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” 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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CAUTION
Check formatting can be a difficult and time-consuming 
process, even for experienced WinTen² 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!
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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.
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Adding a Data Field
To add a data field to the check, move your mouse 
pointer to the Data Field label at the top of the tab. 
Click and hold on this data field, and drag and drop 
to where you want the field to be located. A new 
data field appears in that position.

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

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

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

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

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

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

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

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.
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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.
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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.
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Utility Company Setup Screen
The Utility Company Setup screen opens when 
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-
ity reimbursement checks. The Utility Company 
Setup screen has two sub-tabs (at the lower left):  
General and Utility Checks. It always opens on the 
General sub-tab, as shown below.
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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 WinTen² 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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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 WinTen² controls to edit the 
data on this tab and save or cancel your changes.
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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.
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Ledger Posting Setup Screen
The Ledger Posting Setup screen opens when you 
click the GL Projects button on the Section 8 Setup 
screen. It enables you to set the account numbers 
that the program uses to post various Section 8-
related transactions to the Section 8 journal, which 
will in turn post to General Ledger.

This screen maintains a separate set of account 
numbers for each project. The top of the screen 
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 WinTen² controls to edit the data 
on this screen, add or delete project records, and 
save or cancel your changes.
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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.
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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 WinTen² controls.
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Maintain Caseworkers Screen Controls
Change Caseworker Code Button
This button opens the Change Caseworker Code 
dialog box. This dialog box enables you to edit 
the selected waiting list’s unique identifying code. 
When you change a caseworker code, the program 
updates its databases, changing that waiting list 
code to its new value in every record associated 
with that code.

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

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

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

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

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

Pager Phone
This is the caseworker’s pager number.

Home Phone
This is the caseworker’s home phone number
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Maintain Management Codes Screen
The Maintain Management Codes screen opens 
when you click the Management Code button on 
the Section 8 Setup screen.

Management codes are user-defined codes for 
sorting and filtering tenant records. You can attach 
a single management code to any tenant record. 
This enables you to sort tenant records by man-
agement code and to filter reports so they only 
show tenants with a selected management code. 
Edit the data on this screen and save or cancel 
your changes with the standard WinTen² controls.
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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.
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FMR/Payment Standard Setup Screen
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 WinTen² 
controls to edit the data on this tab, save or cancel 
your changes, and add or delete records.
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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.

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.

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.
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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.
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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.
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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
Click this icon to review and/or edit the currently se-
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 WinTen² controls to edit the 
data on this tab and save or cancel your changes.
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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 WinTen² 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.
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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.
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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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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 
WinTen² controls to edit the data on this screen 
and save or cancel your changes.

Maintain Landlord Notes Screen
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Owner - 1099 Tab
The Owner - 1099 tab contains the taxpayer and 
tax reporting information for the landlord. Use the 
standard WinTen² controls to edit the data on this 
tab and save or cancel your changes.

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 WinTen² 
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.

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.
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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.
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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.
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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.

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.

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.
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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.
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Void Landlord Checks
The Void Checks Wizard allows you to void land-
lord checks. To begin the process, click the drop-
down arrow after the Tools (Other Functions) icon 
on the Check History tab. Then click Void Landlord 
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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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 WinTen² controls to edit the data on this 
tab, add or delete adjustments, and save or cancel 
your changes.
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Check Adjustments Tab Data Fields
Tenant’s Name
This is the name of the tenant to whose record this 
adjustment applies, if applicable.

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

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

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

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

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

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

Hint:  Total to Adjust
Remember, a positive adjustment amount indicates extra 
money being paid to the landlord, while a negative ad-
justment amount indicates money being held out of the 
landlord’s check.
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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.
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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.
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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 WinTen² controls to edit the data 
on this tab and save or cancel your changes.
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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.

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.

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 WinTen² Custom Report Writer.)

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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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 



WinTen² Section 8 Tenant and Landlord • 3/9/2005 Edition • Maintain Tenants • Page 5.6 WinTen² Section 8 Tenant and Landlord • 3/9/2005 Edition • Maintain Tenants • Page 5.7

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 WinTen² 
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 WinTen² 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 WinTen² 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.
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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.

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

Hint:  I/O Portable
If you indicate 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.



WinTen² Section 8 Tenant and Landlord • 3/9/2005 Edition • Maintain Tenants • Page 5.8 WinTen² Section 8 Tenant and Landlord • 3/9/2005 Edition • Maintain Tenants • Page 5.9

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.
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The Maintain Tenant Notes screen opens when you 
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 WinTen² controls 
to edit the data on this screen and save or cancel 
your changes.

Maintain Tenant Notes Screen
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Rent Calc Tab
The Rent Calc tab contains the rent calculation 
data for the selected tenant. Use the standard 
WinTen² controls to edit the data on this tab and 
save or cancel your changes.
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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 WinTen² 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.

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 WinTen² 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.
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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.

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 
WinTen² 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 WinTen² 
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.
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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.”
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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.

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.

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.
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FSS Data Tab
The FSS Data tab contains family self-sufficiency 
data for the selected tenant. Use the standard 
WinTen² 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.

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.
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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.

Void Tenant Checks
The Void Checks Wizard allows you to void tenant 
checks. To begin the process, click the drop-down 
arrow after the Tools (Other Functions) icon on the 
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 WinTen² controls to edit the data 
on this tab and save or cancel your changes.

Portable Tab Controls
Receive Payment Icon
The Receive Payment icon opens the Portability 
Payment dialog box. This dialog box enables you 
to record the receipt of a partial or full payment of 
portability charges. 

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

Use the standard WinTen² controls to edit the data 
on this screen and save or cancel your changes.

Hint:  What happens to this tab during initialization?
During monthly initialization, the program adds current 
charges to prior charges, then zeroes out current charges.
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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.
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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.
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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 I for an outgoing portable ten-
ant, Parts IIA and IIB 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.
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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 WinTen² controls.
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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 WinTen² 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.



WinTen² Section 8 Tenant and Landlord • 3/9/2005 Edition • Maintain Tenants • Page 5.32 WinTen² Section 8 Tenant and Landlord • 3/9/2005 Edition • Maintain Tenants • Page 5.33

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 WinTen² 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 WinTen² Rent Reasonableness 
module) amenity. Edit the data on this tab and save 
or cancel your changes with the standard WinTen² 
controls, checking the box next to each amenity 
that is present in the selected unit.
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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.
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View Inspections Screen
When you click the Show Inspections icon on the 
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.
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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.
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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.
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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.
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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.

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.
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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.
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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 WinTen² 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.

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”).

Step 7:  Print Pre-Check Report
Click the Next button.  A standard report preview 
screen opens with the Pre-Check report.  It is 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.

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.
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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.

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.

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. 
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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.
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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.

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.

CAUTION
Before you post, print the pre-posting report and examine 
it carefully. If you find any incorrect check numbers, do not 
post your checks to the General Ledger until you have 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.
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Voiding Checks
To void a check, enter the Check Processing screen 
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.
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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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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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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.
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REPORTS SCREEN
The Reports screen is divided into five tabs:  Ten-
ants, Landlords, Management, Portability, and 
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.
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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 WinTen² 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.

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. 

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.

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.

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.



WinTen² Section 8 Tenant and Landlord • 3/9/2005 Edition • Maintain Unit Information • Page 8.2 WinTen² Section 8 Tenant and Landlord • 3/9/2005 Edition • Maintain Unit Information • Page 8.3

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.
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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 
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 
selected unit. This opens the Maintain Housing 
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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MAINTAIN HOUSING UNIT 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 WinTen² controls.
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Hint:  Unit Locations
For more information on setting up unit locations, refer to 
the WinTen² Rent Reasonableness manual.

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 WinTen² Rent Reasonableness mod-
ule.

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

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

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

Address
This is the owner’s street address.

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

Telephone
This is the owner’s phone number.

Rent Summary
Contract
This is the unit’s monthly contract rent.

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

General Description
Bedrooms
This is the number of bedrooms in the unit.

Bathrooms
This is the number of bathrooms in the unit.

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

Year of Construction
This is the year in which the unit was constructed.

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 WinTen² 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 amenity (defined on the Amenities 
tab of the Setup screen of the WinTen² Rent Rea-
sonableness program). Edit the data on this tab 
and save or cancel your changes with the standard 
WinTen² controls, checking the box next to each 
amenity that is present in the selected unit.
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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 WinTen² controls, checking the box next 
to each utility that is present in the selected unit.
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The Maintain Unit Notes screen opens when you 
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 WinTen² controls 
to edit the data on this screen and save or cancel 
your changes.

Maintain Unit Notes Screen
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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.

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 WinTen² voucher 
processing functions, the Applicant List program 
uses this list of open vouchers when you issue a 
voucher to a new Section 8 tenant.

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.

Use the standard WinTen² 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.
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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.
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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.
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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.
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SECTION 8 MONTHLY INITIALIZATION WIZARD

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.



WinTen² Section 8 Tenant and Landlord • 3/9/2005 Edition • Initialization • Page 10.2 WinTen² Section 8 Tenant and Landlord • 3/9/2005 Edition • Initialization • Page 10.3

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 
initialization sequence. It begins the initialization 
sequence. Once you move past Step 1, it becomes 
the Next button.

Back Button
This button moves you back one step in the initial-
ization sequence.

Next Button
This button moves you to the next step in the initial-
ization sequence.

Skip Button
This button skips the next step in the initialization 
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.
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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.

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.
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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.
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