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Community Service

Overview

Community Service Requirements have come and gone over the past few years, but
currently they are the law. HAB’s Community Service produce is designed to give HA
staff a simple and flexible way to track individual tenants progress towards fulfilling the
agencies community service requirements.

Community Service Requirements

Passed initially as part of the QHWRA act of 1998 and targeted to start in the year 2000,
the original rules were suspended until June of 2003. At that time HUD clarified the
rules and issued PIH Notice 2003-17 stating that November 1%, 2003, would be the
beginning date of Community Service Requirements. The rules are that all “qualified”
participants of a Public Housing Program must show that they are either employed, in
school or attending job training. If they fall under the term “qualified” and are not doing
one of the above, then they need to perform some type of community service on a
monthly basis. The amount of community service required is 8 hours per month. The
definition of community service is flexible and the agencies may refer to local or state
guidelines to find satisfactory definitions.

What makes community service a difficult task?

The law says to track community service monthly, but allows lots of leeway in the favor
of the tenant in terms of timeliness. Every month the obligated tenant must work eight
hours, but if they do not work that month, then they can “work-off” the debt in a future
month. Obligated tenants can even build up a surplus of hours and use that surplus in
the future.

The law says to check for compliance yearly, not monthly. So tenants can go up to 11
months without a review. If they are found to be non-compliant they can be given an
additional 12 months to work off the debt of hours. (They would fulfill the normal eight
hours per month plus additional hours for the unfinished previous years obligation.) The
basic point-of-law is 96 hours within the span of a 12-month lease.

The law requires third-party verification for activities conducted outside of the PHA’s
domain. It could be tough to track down verifications where the volunteer work is
seasonal or temporary.
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The law is unclear on what to do with tenants that become “unqualified,” but still owe
hours. Do they still owe the hours? Do you wait until they are “obligated” again to
monitor compliance? What if a tenant shirks the requirement for 10 months and then
starts job training and gets a job.

How does HAB Community Service help?

One thing is certain! Every Housing Authority handles CS a little differently. Therefore,
the CS software is flexible so that it meets the needs of every HA.

The system helps identify all individuals that fall under the Community Service
Requirements and allows the user to easily move between the community service
screen, the tenant recertification, and letter assistant. The module allows easy posting
of the 96 CS hours required yearly and entering CS hours completed by Public Housing
residents along with the capability to create letters and reports.
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From the Community Service Module

In Encompass, go to Tenant/Applicant Mgt — winCS.

mASS Trel 2012.101) Lookup Applicants using Filter: Apphicants using hbknox (habinc)

winFAM

winHAP

winTAR

winF5s5

Find [ Tenant/Applicant Mgt }I_ Financial Mgt
Fomfillop [ Tor R Fss I [ s [ i R Ver

WinTRAK

winRR

Property Mgt

winR55

Managers

winVER

Reports

Letter Assistant

Help

@ @

Setup

Tenant Statistics

o

Applicant Statistics

Once you click on the ‘winCS’ button, the following screen appears.

8

urrent Hours Leﬂ] Generate Requiredl

Hours Required per Month Project (All) Projects v Rows: 241 Pending 1
[ List of all people who's Community Senice Indicator is currently set to (1) Yes, (2) No or (3) Pending in WinFam
Search
Head Name Member Name Member Staff Prog. Proj. Sub Comm Last Reexam Last 50058 Last Reason Move-in
Type Status
— —-— e {Head  :debbie 1009 001 { Annual Reexam

(2) No

1010172012

10/01/2012

[ om0a2012 |

fwe - fowe  fd Adut debble 11009 0012 (2)No | 10/01/2012 | 10/01/2012 | Annual Reexam 107272011
T Wt (W Spouse | debbie 1008103 (1)Yes | 01012012 | 0612012 {FSS 0712572008 |
— b Wemesy  (Head  debble (1009103 | (2)No | 010172012 | 08012012 (FSS | 07/25/2008 |
- N Head ibeth 11009002 @) No | 0872272012 | 08/2272012 |New Admission | 08/22/2012 |
——— — Spouse |chemre 1009 103 “@)No | 010172013 | 010172013 | Annual Reexam | 01/06/2011 |
= == e T o B B By Bt
— e ™o {Head tonya 11009001 2)No | 0410172012 | 04/01/2012 | Annual Reexam | 07/20/2010 |
T G e e e e
' A Co-head | jamie 1009 001 @)No | 08212012 | 081212012 |New Admission | 0872172012 |
s = e e
S — o — Head | tonya 1009 001 (2)No | 0470172012 | 0410172012 | Annual Reexam | 08/13/2009

Hoard Aahhia 100G Nn1 (2 Nn EMmana MMIIN12  Aonunal Reavam NUNKRIN11

« »

ja EXDO"J To see tenant details, double-click a line CS Letter

To see Community Senice details roht clicka line

The first tab is the “View Required” tab. This option allows the user to display all tenants
that have a community service indicator of Yes (1), No (2), or 3 (Pending). From this
screen, aresident can be highlighted to go to other options: a double-click will
bring the user to the tenant recertification screen and a right-click to the tenant’s
community service ledger.

There is a “Project” dropdown to choose all projects or view just one project at a time.
An “E” button is available to export the information to Excel and a “CS Letter” button to
create letters for community service residents.
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The next tab is the “Current Hours Left.”

Bt CommService Reponts Setup
ot CommService
View Reqwe& Current Hours LeaGenefaxe Reqwed]
Build Project:  (Al) Progcts . I™ Include moved out famdy
Sesrch " Show zeros and credes o0
Head Name Vemger Nave Merder Hours Hours Hours Move-n  Nove-out Curent Comm  Ust Address Prog Proj Scb.  Perse »
Type Required Corpieted  Remanng S
so- - Heas @ 0 » 0781201 [ 100 Main Street 102 470 218%
~eaz -] 104 123 0022009 t 437 lowa Ave 1204 16073
- - Mead &3 2s 858 02222012 1 300 N Jefferson St 5 N 18273
- - Coread “ L] ®w a2 1 200 N Jeffecson St & L2 1978
Heas " ms 2 ‘ 1520 Ncxnight S 1208 10488
Head " & 1" 4 | 104 sy
Heas 8 [ 3 HOA | 13438
Mead e ) 185 m 1 472 owa Ave 1204 .Zii»t
"es 24 % < 1 S23owaCout |  120A | 1317
THead 112 0 N2 |oaeanon 1 [170SWestR11E | MOA (20716
Head 120 0 20 SS0201 1 76 bwa Ave 1204 210
Heas & 2 18 [ 4 529 bwa Court 120A B34
Co-nead 144 10 14 03292011 1 2003 € Kaox St 1204 21416
Heas 18 0 18 01/082010 ¢ 1574 McKnight St 1208|1776 -
’
@ Expoa To see tenant details, double-chck a line Repot - Hrs Remaning CS Letter
To see Comenunity Serice detads. nght chick a loe
Report - Hrs Remaining by Project

This tab displays all the CS residents that owe CS hours. Notice the options to click on
to “Include moved out family” and “Show zeros and credit” balances.

As in the previous tab, “All Projects” or just one at a time can be viewed. The “Build”
button must be clicked to fill the screen.

From this screen, aresident can be highlighted to go to other options: a double-
click will bring the user to the tenant recertification screen and a right-click to the
tenant’s community service ledger. The “E” button and “CS Letter” button are
also available from this tab.

There are also two report options available — “CS Hours Remaining and CS Hours
Remaining by Project” available for users that prefer reports to using the “E” button to
export to Excel.
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The final tab is the “Generate Required.”

View Required| Current Hours Lef(Ger

Records last generated for.  11/2012 Hours Required per Month:  Processing Group:
Generate Next Month
Enter next month to generate  12/01/2012 8 (A b2

I Generate required records for tenants set to (1) Yes and (2) No. Click ‘Generate? column to add Pending tenants I
Total # of records: 241 # of Pending: 17
Generate? Head Name Member Name Member Staff Prog. Proj. Sub. Comm Last Reexam | Last 50058 Last Reason Move-n -
Type | Status F

M S |Head | 11009 001 (2) No 10/01/2012 | 10/0172012 | Annual Reexam | 07/03/2012

Sl Seseen s (Head 1009 001 (2) No 05/01/2012 | 12/0172012 | interim i 1272812010

.t Adut | {1009 001 (2) No i 10277201

By e Spouse | 1009 103 (1) Yes i 07/25/2008

I Wiy & {Head  idebbie 1009103 (2) No 011012012 | 06/012012 |FSS | 0772512008

e Head beth 11009 002 (2) No 082212012 | 08/22/2012 | New Admission | 08/22/2012

S Wiy | Spouse 11009 103 (2) No i 0106201

et T Head | debbie 11009 001 (1) Yes 10/0172012 | 10/01/2012 | Annual Reexam | 11/05/2007

P Sgmas t i Head tonya 1009 001 (2) No 04/01/2012 | 04/01/2012 | Annual Reexam 07/20/2010

T b o Head debbie 1009 103 (2) No 05/01/2012 | 05/01/2012 | Annual Reexam | 02/17/2010

T e Co-head £1009 001 (2) No | 0812172012

Bt - Head tonya 1009 001 (2) No 04/0172012 | 04/01/2012 | Annual Reexam | 04/14/2009
B Head itonya 11009 001 {2) No 04/01/2012 | 0410172012 | Annual Reexam | 08/13/2009 | _

< »

Expont To see tenant details, double-click a line To see Community Senvice details, right click a line

This tab is available to post CS hours required to CS residents that have a status of Yes,
No, or Pending. This tab will be covered in more detail later in this document in the
section “Posting Hours Required” on page 12.
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From Encompass

When using Encompass to look up and work on Public Housing resident files, the
Community Service information is available from the “PH/Owned Housing Tenant Action
Bar.

Find | TenantjAppliéal;ngt { Financial Mgt Property Mgt Nianagers I Reports [ Help I Setup |

@ @ @ (\@ () Vehides © PHas @ PHUnits  (©) HMS Notes :..@)
Tel

it Encompass  Applicants nants ) Applicants/Tenants Llandlords Vacated Tracking My Appts O Driver Licenses @ Utility Co. @ Sec8 Units @ To-Do List Show Pictul

enants - Public HSG 5
Tenants - Lookup

=
@ PH/Owned Housing Tenant Actions - MemoPad E“El@
‘ Tenant Actions [ Appts/Letters Property Management f Other 3

C}/} F-'*‘J [~ Eamiy Members @ @ E @ @ @ m ‘

FSS Calc  FSS Balance  FSS Addendum  Resident Sves  Verify Notes ommunity Svc / Attachments  Print Bar Code

Emith

F|onne M (i) sod

Init Label Last Name | First Name | M.L| Soc Sec # Middle Numei Type Port | Member HOH Full Name| Movein | Move Out Intent 2 Vacate Address City County Zip StaffAd
| Status' Type

CIic:king:on the Corﬁmunity Sérvice :buttonbwill t’)ring‘ up thé resident’s comm'unity ;service
ledger. The options on this screen will be covered in the section “CS Balance for an
Individual Resident.”

Community Sertvice History

ds Stant 101201 Theu Date: 12012012 Add
NOL010
JOute cregtes Staft Estered On Communty Service Note  Mours Done Mowrs Req Re-sxam Date
12012012 | natinc| 11290012 | Montsdy egered Hours 000 e | 1osaoie
02012012 | habnc| 11232012 | Mostly Reqered Hours 000 800 | M0s2010
V0012012 | hebin | 117200012 | Montsly Recured Hours 000 8300 | 1052010
05012012 | hebinc| 11202012 | Moatiy Regured Hours 000 280 1Heosz010
SL012912 | pating | 111192012 | Moty Recured Hoers 000 800 | 11052010
TNO12012 | nadine| 11192012 | Mosthly Requred Howrs 000 200 | 1052010
CADIZ012 | datinc | 11INZ012 | Mosthly Recured Hours 000 800 | 1mos10
SUO1R01Z | habinc| 11102012 | Uestdy Requred Hours [ 800 | 14052010
12012011 | Mabinc | GV2N2012 | Moty Reqered Howrs 000 808 | 1082010
12511 | nabinc| SVT2912 | Montsly Requred Hours 000 800 | 1M0s2010
TOL2011 | abinc | GMDARE12 | Monthly Requred Hours 000 800 | 1mosen0
OMDI011 | habnc| COB2311 | Mostiy Requred Mours 000 200 | 1052810
OMOLZOTN | habing| G8O12011 | Montsly Regured Hours 000 808 | 1M0sz010
OTR12011 | Natinc | 0812011 | Montely Requred Hours 000 800 | 11052010
OLOIGD1Y (e | 0B72011 | Monty Requred Howrs 008 305 | 11052010 | 1568 Mcknight St Galeadery :
DEON0T |ea | DS/B2011 | Montaly Requred Hours 000 B0 | I1U0S2010 | 1555 McKaght S Galesbury | x:m
GULDIZON |ea | BATNZO1T | Montsly Requred Nours 000 200 | 1M0S2010 | 1558 McKnight St Galestury :
OMOMZ0N (wa | OMGT0N1 | Montaly Requred Howrs 000 000 | 1LOSI0N0 | 1595 McKnght St Gaesder: . At GO Lones
‘. ’
}um] Save £3) G Exgon | Selected Selected ¥ of records:
5 Do e 3 19100
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There are filters available in Encompass/Tenants so that you can build a list of CS
Residents with statuses of Yes, No, Pending or Exempt.

Find Tenant/Applicant Mgt | Financial Mgt - Froperty Mot | Managers Repl

® O & O

Exit Encompass  Applicants \ Tenants / Applicants/Tenants Landlords Vacated Tracking

[T Advanced

- Clear

omm. Semnvice - (1) Yes

. Serice - (1) Yes
Comm. Senvice - (2) No
Comm. Senice - (3) Pending
\Comm. Senice - (4) Exempt
FSS Tenants

FSS Tenants - Current
Inspections - Last 7 days
Inspections - Next 7 days —brt # | Projec ALL
Inspections - This Month =

Inspections - Today

My Appointments

My Appointments - Last 30 Days
My Appointments - Next 10 days
My Appointments - Today i

Middle Nam  Type Port Member HOHR
Status Type
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From the Tenant Rent Certification Screen

When in a resident’s “Tenant Information” screen, the resident's community service

ledger is available from the “Household” tab.

[ |
Form Related Tenant Actions/Processes Reports
[ #rograms. |
(») Cutrent { ) e (™) &)
) @ © ® @&® ® ® ®
hant Save  (») Permanent Find An SSN Print Screen  Printer  Show Pictures POF
x —~ -~
: Basic HM'W!"nmmolusﬂslmmms omumlwm,]nmc*]wﬂ Tax Credit | Misc] EID| 00208) Fasty
Jacd| Quick| Period |
P LD Smith @1595 McKnight St, , Galesburg, IL 614014251 CHANGE HOH | VEW HISTORY | mu[uual
| |
y (habinc) Workds <] ¥ LastName FirstName M1 MiG(Salf (Sr.| Sex|  SSN | Typs Date of Birtt Age Eldet Disa Citze Eth
L 1595 McKnight St Y |04052001| 9] N | N [EC |
_Y lOl‘!QQOOJI 7( N | N .EC
Last Name Smwth H Head
Furst Name L Mddle Int: D  Meddie Name: Dionne Race
Salutation Ms (Sr., Je 1) = ™ White
SSN ) ARN ¥ Black/,
Higher I Indian-
Date of Bath 0472011979  Age EL) Elderly. Drsability: Education
[ Asian
Gender Female ” @ @ @ ™ Hawaii
Ethmicity: Non-Hispanic
. Prncipal Language .
s 2 NOTES Noteworthy Pa
[ - N None
The following resident CS ledger will appear.
Community Servico Information
pacotrouse: ] LastRe-Exam Date: Pt
s Member Type  Age pos Gender  Disabied Communiy Serdce Stass
= 1] ‘ 1<¥es Rocurnd
Stant 112010 Theu Date: 12012012 Add Modly Ueiete Pt [Froow/Thes Dase)
Move-in neL010
Date credbed  Staff  Estered On (MW-M ours Done Mowrs Req  Re-exam Date Aooress -
12012012 | sabinc| 11290012 | Moststy Regered Hours 000 000 | 11052010 | 1995 Mexngnt 2 Galeaburd -
08012012 |haboc 11252012 | Mostly Requred Hours 000 B0 | MOS2010 | 1595 MCKnght X, Galesburg:
00012012 | hadinc| 11200012 | Mostsy Reqered Hosrs 000 B00 | I1LOSA0I0 | 1565 McKnigh 52, Galesdury :
050172012 | et 117202012 | Mostiy Requred Hours 000 200 | 11052010 | 1955 McKght St . .
$40172912 | matin| 111192012 | Moty Reqered Howrs 000 800 | 1LOSZON0 | 1955 McKnight 2 . Galesburg .
TI012012 | nedinc| 11182012 | Mosty Requred Hows 0.00 300 | 10S2010 | 1595 McKngat St ]
DA012012 | Bading | 11192012 | Mosthly Reguired Mours 000 800 NOM2010 | 1568 McKnight 52 Galesbery .
SUOR012 | habinc| 11702012 | Menty Requred Hows [ 800 | 1LOSZ010 | 1555 McKaight St , Galesbery .
12012011 | Sebinc| G322912 | Monthly Requred Howrs 000 B00 | 1WOS2010 | 1568 McKnght SR . :
012011 | nabin | S3T22012 | Montsty Requred Hours 000 800 | MOS2010 | 1555 McKaight St . alesbury .
10012017 [ habing | SMON012 | Monthy Regurred Howrs 000 s 10010 | 1566 McKnight 52 . Galesbery
OB0L2011 | habne | CROS2S11 | Mosthly Requred Mours 000 £00 | 1LOS2010 | 1565 MeKagM SL . :
L2011 | hebing| GO1/2011 | Monthly Regured Hours 000 800 | MOSZ010 | 1595 MoKnght SK . Galesdurs :
0712011 | hatne | 12011 | Montnly Requred Hours 000 800 | 1052010 | 1555 MeKnght S, G ; N7
04012011 |ea | DAGTR01 | Mosthy Requred Howrs 000 800 | 11082010 | 1966 McKnght St ] o 'G :
CEOLR011 [ea | SSB2011 | Moathly Requred Howrs 000 200 | 1UOS2010 | 1555 McKnight S2 . Calesbury . 2o
. Hours Entered by Staf
CLRI2011 (a4 | CUTN2OT | Monthly Requred Mours 000 800 | 102010 | 1558 McKnight St . Galesbury :
0MOIQ01 [ea | COGT0N | Monthly Requied Howrs 000 800 | I1LOS2010 | 1565 McKnght 52 P IS Notes CS Letas
| BtEsc) | sweiry) e Exgont | | Selected Selected # of records.
; Do S 2 19100
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Posting CS Hours Required

Community Service hours can be posted to all residents with a status of (1) Yes, (2) No
and (3) Pending. This option is available under Tenant/Applicant Mgt — winCS —
Generate Required. Each month eight hours of required community service can be
posted to each resident’s CS ledger.

-
View Required| Current Hours | eft Generate Reuuwred‘A

0512012 Hours Required per Mont| Processing Group:
06/01/2012 E g8 AMP 1 . Generate Next Month

| Generate required records for tenants set to (1) Yes and (2) Mo. Click ‘Generate? column to add Pending tenants. |

[3 |

Records last generated for:

Enter next month to generate

Total # of records: % of Pending: \2

Generate? Head Name Member Mame Member Staff Prog. Proj. Sub. Comm Last Reexam | Last 50058 Last Reason r.|c|\.fe—\nJJ‘I -

Barnes, G Barnes, G G Head bw UB&ZMUm (3) Pending 07012011 07/01/2011 { Annual Reexam 07142008

\ [v Thompson, L Thompson, L S Head bw 0952 11 U)L—‘ (3} Pendin 04i01/2011 04/01/2011 } Interim 04/25/2008
|| Steward, 5 Steward, 55 Head bw 0962 110 A (2} No 0840142011 06/01/2011 i New Admizzion 06/0142011

v Clark, R Clark, RJ Head bw 0862 110 A (2) No 11012011 12/01/2011 ¢ Interim 11/05/2008

V| Hall, 5 Hall, 5 L Head bw 0962 110A (2) Ne 08/01/2011 | 06/01/2011 | Annual Reexam 08/02/72008

V| Zefo, M Zefo, M C Head bw 0862 110 B (2} No 05112201 051272011 | New Admission 05122011

Vv Becton, T Becton, TT Head bw 0962 110A 1) ves 03/01/2012 | 03/01/2012 ; Annual Reexam 03/0%2011

7 Goodwin, J Goodwin, JJ Head bw 0962 110A ) es 03/30/2011 03/30/2011 { New Admission 03/3042011

V| Hughes, C Hughes, CC Head bw 0962 110A (1) Yes 01/21/2011 | 08/01/2012 | Interim 0172142011

V| Overstreet, J Overstreet, 1 J Head bw 0962 1104 1) ves 0840142011 06/01/2011 | New Admizsion 06/0142011

V| Osborn, C Osborn, C D Head bw 0962 110A (1) "es 04/01/2012 | 04/01/2012 | Annual Reexam 04401/2004

v Shaffer, T Shaffer, TE Head bw 0862 110 B 1) ves 05/16/2011 | 05M6/2011 ; New Admission 05162011

V| Snell, J Snell, J T Head bw 0962 110A (1) Yes 031872011 | 03182011 | New Admission 03182011

d V- ™~

ga Export L To see tenant details, double-click a line To see Community Service details, right click a line )

When opening this screen, the date CS hours were last generated is displayed
along with the next month to generate. These dates are filled automatically by
the software. The only time a date needs to be entered is the first time posting
CS hours in the HAB software.

1 ]

Processing groups can be set up so that a HA can post CS hours required for
one development (or AMP) at a time. The default setting is (All) projects so the
- HA can decide what they prefer to do. Once you decide to do (All) OR set up
separate processing groups, that method should be continued each month for
consistency and making sure residents are not posted more than eight hours per
month.

NOTE:

Instructions for setting up processing groups are on page 16 of
this document.
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The columns can be sorted by clicking on the column heading. This screenshot
is sorted by “Comm Status” so that the tenants marked as (3) Pending can be
checked or not checked to post eight hours of CS. Notice that family members
have a blue font and Heads of House have a black font.

H

The “Generate?” column can be checked or not checked to generate CS hours
required for residents with a CS status of (3) Pending. Residents with a status of
(1) Yes and (2) No are automatically checked “on” by the software to have eight
hours of CS required posted.

'

A double-click will bring the user to the tenant recertification screen and a right-
click to the tenant’s community service ledger. The “E” button is also available to
send this information to Excel for reporting purposes.

ﬂ

Once everything is reviewed, click on the “Generate Next
Generate Next Month | Month” button to post eight hours of CS required to each
resident’s CS ledger.

Below is a resident’s CS ledger which was accessed by highlighting and right-clicking on
the resident from the “Generate Required” screen. Notice the eight hours in the “Hours
Req.” column for the date of 06/01/2012. This is the amount that was generated
automatically from the “Generate Required” option

Head Of House: Last Re-Exam Date: 10/01/2010 Print

[EE G B Member Type  Age D.OB. Gender  Disabled Community Service Status
Nexd> H 1 111511981 M N 1=Yes (Required) -
[ Community Service Histoy |
Records Start: 1010122009 Thru Date: 0110172013 Add | Modiy | Deete |  Pint(Fom/ThuDate) |
Move-in: 0972872009 .
This Person Running Current
/Oate credited| Staff | Entered On: Community Service Note | Hours Done| Hours Req. Re-exam Date Address Total Month
>06l0112012 habinc | 12/01/2012 | Monthly Required Hours 0.00 8.00 09/01/2010 {170 S West St, 316, GalesburDJ F
Wﬂ-mm onihly Required Hours T000 [ 8O0 | 03T/20T0 [1705 West St 316, Galesbur; . | Nirs- Required:
04/01/2012 : habinc; 11/19/2012 ; Monthly Required Hours 0.00 8.00 09/01/2010 ;170 S West St, 316, Hrs. Completed:
03/01/2012 i habinc: 11/19/2012  Monthly Required Hours 0.00 8.00 09/01/2010 170 S West St, 316, B
02/01/2012 }habinc: 11/19/2012 | Monthly Required Hours 0.00 8.00 09/01/2010 {170 S West St, 316, Galesbur; : I’
01/01/2012 :habinci 11/10/2012 { Monthly Required Hours 0.00 8.00 09/01/2010 (170 S West St, 316, Galesbur:
ll 12/01/2011 : habinc: 03/23/2012 ; Monthly Required Hours 0.00 8.00 09/01/2010 ;170 S West St, 316, This Famil
11/01/2011 i habinc | 03/12/2012  Monthly Required Hours 0.00 8.00 09/01/2010 (170 S West St, 316, Galesbur:
10/01/2011 ; habinc ; 03/06/2012 | Monthly Required Hours 0.00 8.00 09/01/2010 {170 S West St, 316, Galesbur; i Required.
09/01/2011 {habinc 09/08/2011 { Monthly Required Hours 0.00 8.00 09/01/2010 (170 S West St, 316, Galesbur:
08/01/2011 : habinc: 08/31/2011 ; Monthly Required Hours 0.00 8.00 09/01/2010 ;170 S West St, 316, Hrs. Completed:
07/01/2011 : habinc; 08/3172011 | Monthly Required Hours 0.00 8.00 09/01/2010 170 S West St, 316, Galesbur: Remaining:
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Posting CS Hours Completed

To enter CS hours that a resident has completed go the resident’s CS Ledger.

Community Service Information

Head Of House Bradford K / 786-68-2004 Last Re-Exam Date: 06/01/2011 Print |
H mber. ‘ ——
G E LTS Member Type  Age D.OB. Gender  Disabled Community Service Status
Next> Bradford, K / 785-58-2004 - 45 08/02/1966 F N

4=Exempt

Community Service
Records Start: 06/01/2007  Thru Date: 01/01/2013 Modify Delete Print [From/Thru Date)
Move-in: 06/18/2006 This P
This Person Running
Date credited Staff Entered On: Community Service Note Hours Done | Hours Req.| Re-exam Date Address Total
07/13/2010 :ea 07/13/2010 | turned in on 711310 10.00 06/01/2010 ;529 lowa Court, , Galesburg, | 216
06/15/2010 iea | 06/15/2010 | turned in on 6/15/10 12.00 06/01/2010 : 529 lowa Courl,, Galesburg, 1 216| HrS- Required:
06/01/2010 | habinc | 1210172012 8.00 06/01/2011 1529 lowa Court, , Galesburg, | 216| Hrs. Completed: m
03/01/2010 iea 03/18/2010 | Monthly Required Hours 0.00 8.00 06/01/2009 ;529 lowa Court, , Galesburg, | 216
Remaining:
02/01/2010 ;ea 02/0172010 ; Monthly Required Hours 0.00 8.00 06/01/2009 ;529 lowa Court, , Galesburg, | 216
01/01/2010 iea 01/05/2010 | Monthly Required Hours 0.00 8.00 06/01/2009 529 lowa Court, , Galesburg, [ 216
ll 12/01/2009 ea 12/03/2009 | Monthly Reguired Hours 0.00 8.00 06/01/2009 | 529 lowa Court, , Galesburg, | 216/ T
11/01/2009 iea 11/17/2009 | Monthly Required Hours 0.00 8.00 06/01/2009 529 lowa Court, , Galesburg, | 216
07/01/2007 idt 07/02/2007 | amended to match file 0.00 0.00 06/01/2007 529 lowa Court, , Galesburg, | 216 Hrs. Required: 40.00
Hrs. Completed: 0

Current
Month

0

Click on the “Add” button.

Ad&(hnmwnunhyﬁenﬁceFknn:

[x

-

Hours are for: 1 I{JEHHIE{H[]
Hours worked: 2 I 6.00

Motes(1,016 Character Limit)

Click here if this is a
Monthly Required record.

" Required? 4 I

Mowed lawn for Youth Center.

=

M

/

Save

Cancel

—J

Type in the date the hours were done. This record will automatically be
attached to the current re-exam period.
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2 Type in the number of hours that were completed. There is no need to make it
_I a negative amount as the system tags it as hours completed.

3 I A note field is available to add any notes about this record.

4 If hours required need to be added manually, click on the “Required?” checkbox
—I so that hours can be “charged” to the resident’s account.

Click on the “Save” button to save this information. It will display as follows.

Records Start: 06/0172007  Thru Date: 01/0172013 Modiy |  Delete
Move-in: 06/19/2006
Date credited| Staff | Entered On: Community Service Note Hours Done| Hours Reg.| Re-exam Date L Address
08/01/2010 : habinc: 12/01/2012 ; Mowed lawn for Youth Center. 6.00 06/01/2011 ;539 lowa Court, , Galesburg, {216
I 07/13/2010 iea 07/13/2010 ; turned in on 7/13/10 10.00 06/01/2010 529 lowa Court, , Galesburg, {216

There are “Modify” and “Delete” buttons to modify or delete any record that was entered.

Community Service History

Records Start: 06/01/2007  Thru Date: 01/0172013 Madify Delete Print (From/Thru Date]
Move-in: 06/19/2006

This Person Running
Date credited| Staff | Entered On: Community Service Note Hours Done | Hours Req. | Re-exam Date Address Total
08/01/2010 | habinc| 12/01/2012 | Mowed lawn for Youth Center., 600 | { 06012011 {528 lowa Court, Galesturg, {216] . =
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Setting up CS Processing Groups

In the CS software, go to Setup.

Find Tenant/Applicant Mgt

winFAM  winHAP  winTAR  winFSS

winRR

Financial Mgt

winRSS

Property Mgt

winTRAK

Managers

winVER

Reports

Help Setup

ZC R0 R @ @ =

Letter Assistant

Tenant Statistics

.

i Community Service
Exit CommService .
~ A/
7

Setup

Reports

Click on “Add Group” and type in the new of the processing group.

fet up Community Service Processing Groups

Processing Group

Projects in Processing Group

'

Edit Group Name |

Add Group

Project Name Pgrm | Proj

001(A) Moon Tower A - 170 S 0962 | 110
001(B) Moon Tower B - 255 W| 0962/ 110

Sub

ID | ID | group

A
B

Available Projects

Remove

Pgrm
ID
2000
3000
4000
4500
4600
4700
9000
9000
9000
9000
9000

a4nn

Proj | Sub
ID | group
201 |
301
401
450
460
470
660
666
880
888
999

Project Name

Prairieland Townhous
Prairieland 236
Brentwood

Tax Burnwood

Shady Oaks - NC w/s
Triplite PH w/some TA
Prairieland App Depo
Prairieland Non-Tenan
Brentwood App Depo
Brentwood Non-Tenan
LR Non-Tenant Recei

Wanimbar Ermd
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Set up Community Service Processing Groups
Processing Group Enter new group name here !
AMP 1 . |AMP 4
Projects in Processing Group Available Projects
Project Name Pgrm Proj  Sub Pgrm Proj | Sub Project Name
D 1D group 010 g

Tab out of the “Enter new group name here!” and assign projects to the processing

group by highlighting the projects under “Available Projects” and clicking on the “Add”
button.

Set up Community Service Processing Groups @

Processing Group

AMP 4 - Edit Group Name Add Group
Projects in Processing Group ﬁ/ailable Projects ~
Project Name Pgrm| Proj| Sub Pgrm | Proj | Sub Project Name
ID | ID | group \
3000 3
4600 460 Shady Oaks - NC w/s
4700 470 Triplite PH w/some TA
> 9000 | 660 Prairieland App Depos
9000 | 666 Prairieland Non-Tenan
Remove 9000 | 880 Brentwood App Depos
9000 | 888 Brentwood Non-Tenan

The processing group is now created. Click on “Close” to save the processing group.
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Set up Community Service Processing Groups
Processing Group

AMP 4 =

Projects in Processing Group

Edit Group Name Add Group

Available Projects

Project Name Pgrm | Proj| Sub Parm| Proj | Sub Project Name
D | ID | group ID  ID group

—  Prairieland Townhouse Apts. | 2000 | 201 4500| 450 Tax Bumwood
— Prairieland 236 3000 | 301 ‘ 4600 | 460 Shady Oaks - NC w/s
— | Brentwood 4000 | 401 4700 470 Triplite PH w/some TA
Add 9000 | 660 Prairieland App Deposg
- 9000 | 666 Praineland Non-Tenan
9000 | 880 Brentwood App Depos
’ 9000 | 888 Brentwood Non-Tenan
9000 | 999 LR Non-Tenant Recei

Remove 9100 910 Voucher Fraud

/ COCGCOC cocc

»
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Viewing Community Services Balances

CS Balance for an Individual Resident (CS Ledger)

Individual CS balances are tracked on the CS Resident Ledger which can be accessed
from the Community Service module, winFAM (Tenant Recertification Screen), and
Encompass. When opening this Ledger, all family members for a family can be
accessed by clicking on the “Next” button.

Community Service !nfarmatian

Head Of House:

ERICIoNeThe u1 MemberType  Age D08 Gender  Disabled C°"‘"‘““"YS°M

1=Yes (Required)

el

mmunity Service Histor -5

Records Start 12/202005  Thru Date: o203 | 4 |

Date credted Staff Entered On:|  Community Service Note Hours Done, Hours Req.| Re-exam Date Address. ~ | This Person Running Cient
1170172012 |becky | 11/05/2012 | Monthly Required Hours 0.00 8.00 10/01/2012 {523 Indiana Street, , Zanesvilk 1 Total Month
10/12/2012 | becky | 10/12/2012 | doctors excuse 800 10/0172012 {523 ndiana Street, , Zanesvilk 1
10/0122012 | becky | 10/01/2012 | Monthly Required Hours 0.00 800 | 10/01/2012 {523 indiana Street, , Zanesvik 1 | Hrs. Required:

092772012 | becky | 09/727/2012 | Doctor Excuse 800 100012011 {523 niana Street, , Zanesvi 1 |

09/01/2012 | becky | 09/04/2012 ; Monthly Required Hours 0.00 8.00 10/01/2011 | 523 Indiana Street, , Zanesvilk 1 5 | :

08/27/2012 | becky | 08/27/2012 | Doctor Excuse "800 10/0172011 {523 Indiana Street,, Zanesvik 1 | Remaining E

08/01/2012 | becky ; 08/03/2012 | Monthly Required Hours 0.00 8.00 10/0112011 523 Indiana Street, , Zanesvilk 1 ’ -
07/1972012 | becky | 07/19/2012 | Doctor Excuse 8.00 011 | 523 indiana Street, , Zanesvili 1 EJ

u 07/0172012 | becky | 07/05/2012 | Monthly Required Hours 0.00 800 523 Indiana Street, , Zanesvill 1 This Family

06/27/2012 | becky | 08/27/2012 | Doctor Excuse 8.00 523 ndiana Street, , Zanesvilk 1

06/01/2012 | becky | 06/01/2012 | Monthly Required Hours 0.00 80071 10/017201N{523 ndiana Street,, Zanesvi1 | Hrs- Required:

0572412012 | becky | 0572472012 | Doctor Excuse 800 1000172011 treet, , Zanesvik 1 | Hrs. Completed: ,

05/0122012 | becky | 05/0172012 | Monthly Required Hours 0.00 800 | 10012011 52§ T fureet, Zanesvik1 | 2 -

0411772012 | becky | 04/17/2012 | Doctor Excuse 200 10/01/2011 {523 ndiana Strget , Zanesvill 1 &

04/12/2012 | becky ; 04/12/2012 | adjust from previous period to makg  21.00 10/01/2011 ;523 indiana Stry . vlt 1

04/1212012 | becky | 0411272012 | adjust from previous period to make 800 | 10/0172008 | 523 diana Street, I Non-Compliance agreement’

04/12/2012 |becky | 04/12/2012 | adjust from previous periodtomake  0.00 | 9.00 | 10/01/2007 [523 ndiana Street. , Zanesvilf 1 “Hours Auto Generated
0411222012 | becky | 04/12/2012 | adjust from previous perodfomaké  0.00 | 4.00 | 10/01/2006 |S23 ndiana Street, , Zanesvilk 1 Hours Entered by Staff
0411212012 | becky | 0411272012 | adjust from previous periodtomakd  0.00 | 1050 | 10/0172005 |523 ndiana Street, , Zanesvilk 1 C )
PAIA A ks | NAMNAPNAS | Rtk Prnmesiondt P, ann L gAn ANINAPOAL LEAD tndinmn Choned Tl 4 | HMS Notes CS Letter I

' |
X’*E:—tl—u”ESﬁC)_ Save (F3) Export Selacted Selected # of records:
: : Done Required 173

At the top of the screen, resident information from winFAM is displayed.

32474

NOTE: The “Next” button brings the next family member’s CS Ledger forward.

- The “Rent History” button has been added so that the 50058 information for the
family can be easily accessed. This will help in determining when a resident’s
CS hours need to be completed by.
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=

Rent Summary - All Programs [ o)
Form| Effective Tenant Util HAP | Contract Reason @ Status FileName Annual | F:~
Date Rent Allow Amount Income M!

06/01/2012:$141.00/$134.00{$0.00{$0.00 | FSSMIW Ad Marked ! 12053101D.ASC ! $14,580.00; |
02/01/2012: $141 00} 5134 00{$0.00/$0.00 [Interim iMarked|12020201B ASC |$14,580.00; {
010172012 1$0.00! ' nua|ReexMarked 11122901E ASC |$14,58000/ ¢
1000172011 | . Intenm Manrea 11092901DASC |$14,580.00, ¢
010172011 514100 513400 so oo so oo' Annual ReexMarked 10123001GASC 51458000: {

AAAaMAANITaT4 h(\ fcana f\f\ fh f\h en AN

wlom ol ! nnu'v\nnqn ANV (44 CON AN

The CS status is displayed for each family member. This status cannot be
changed in the CS module, but must be changed from the “winFAM-Tenant
Certification Screen/Household Tab.”

The “Records Start” date is the date of the first CS record for the resident and

the “Records Thru” date is the date which CS has had CS hours required
posting. Both of these date fields can be typed in so that records for a specific time
period can be viewed or reported on. These records can be exported to Excel by
clicking on the “E’ button or a report can be printed by using the “Print From/Thru Date”
option.

The “Add, Modify, and Delete” buttons are available to add CS hours
completed, make adjustments to the CS resident’s CS Ledger balance, and make notes
for hours completed and/or required. Any CS record can be modified or deleted.

Modify Communnity Service: [
Hours are for- 11/21/2011]
Hours Worked 8.00

O o R
Ashford University

Save Cancel
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E

[ The “Print From/Thru” button will print a summary or detailed report of the
records displayed for the “Records Start” and “Thru Date.”

[

[ The hours required and completed are displayed and color coded purple for
auto-generated CS hours required and yellow for CS hours entered by HA Staff.

[

The CS balances are displayed here for the CS resident chosen and the total
for the family. The far right boxes display current month CS hours owed and
he grand total of CS due on the left.

—

[ Non-Compliance Agreement Tracking. See section below.

0 HMS Notes and Letter Assistant can be accessed here.

. Options to “Exit”, “Save”, and export to Excel (“E” button).

ERERE

Setting up Non-Compliance Agreements

Community Service residents that have not completed their CS hours or owe the HA
hours because of fraudulent income reporting can be assigned a “Non-Compliance
Agreement.” The CS HAB software can help with this tracking.

Go the CS Ledger screen for the resident that requires a “Non-Compliance Agreement”
and check the option.

-| Remaining 32.00

( [+ Mon-Compliance agreement? )

Hours Auto Generated
Hours Entered by Staff
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When you check the option “Non-Compliance Agreement,” the following screen appears.

Enter date agreement starts: 1211002012

Records Start: 0330

Notes(1,016 Character Limit)

pate credted| Staff | Entered )
1012012 | becky | 11/05/201 Start repayment of hours
100172012 | becky | 1001201
02772012 | becky | 0927720
DSID12012 | becky | 0904201
08012012 | becky | 08/03/20
071192012 | becky| 07119201
07T/012012 | becky | 07/0520

I
06/01/2012 | becky oa:nuzoﬂ

Save Cancel

0422013,

i

1] Delete

This Person

Hrs. Required:
Hrs. Completed:

Remaining:

Hrs. Required:
Hrs. Completed: [

Remaining:

Prinit [From/Thoa Daate)

Running Current
Total Menth

This Family

[ _Mon-Compliance agreement?
Hours Auto Generated
Hours Entered by Staff

HAB suggests entering the information for the agreement as follows. There is not a field
to add in the hours required because the hours are already part of the CS resident’s

balance.

Non-Compliance Agreement for Beebe, Tyrus )
Enter date agreement starts 11/15/2012

=]

Notes(1,016 Character Limit)

Non-Compliance Agreement needs to be completed by 12/01/2013

40 CS Owed. Start repayment of hours. Owes hours from January - May, 2012. » |

\
A

Save Cancel

The entry will be highlighted red as follows and no hours are listed in the “Hours
Required” column but display as part of the “Community Service Note.”
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Records Start: 09/0172007  Thru Date: 01/01/2013 Tenant has moved out! Add I Modify l

Date credted| Staff Entered On: Communiy Service Note Hours Done | Hours Req. | Re-exam Date Address -
152012 | nabinc | 12092012 [ 09/08/2008 | 519 Indiana Street, , Zanesvilk -
09/01/2008 | becky 09/03/2008 | Monthly Required Hours 0.00 8.00 08/31/2007 {519 Indiana Street, | Zaneevlé:
08/01/2008 | becky ;| 08/04/2008 | Monthly Required Hours 0.00 8.00 08/31/2007 ;519 Indiana Street, , Zanesvié: H

When the resident completes the CS hours owed for the agreement, take off the check
mark for the “Non-Compliance Agreement” and the following screen will appear.

2=No

Enter date agreement ends: h 211002012

ute Delete Prinit (From/Thi D ate)
= Notes(1,016 Character Limit) This P
o Llis rerson Runnin Current
12 End repayment of hours 4 Tatal g Manth
12
e s Roqured: || eeco] | [ oo
i s Compieted: || eor | ™ e
Remaining: ;
i | | 32.00] 0.00
12
12
12 = This Family
12
12 \ Save Cancel j Hrs. Required: -
12 Hrs. Completed: |

| Remaining: | 0.0

{ I™ Mon-Compliance agreement? )
" Hours Auto Generated
Hours Entered by Staff

HAB suggests typing in the following information to show the CS hours and agreement
are completed.
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Enter date agreement ends: 1271572012
Motes(1,016 Character Limit)
40 C3S Completed. End repayment of hours. Completed 12/15/2012
Mo, -
e
Save Cancel

The completed entry will display highlighted in green.

NOTE: Thered and green highlights displaying are dependent on the wording of
“Start Repayment” and “End Repayment” in the Notes Field of the “Non-
Compliance Agreement” screen.
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CS Balances for all Community Service Residents

The best place to see CS balances for all CS residents is the “Current Hours Left” tab.

£t CommServce Reponts Setup

®

Dot CommSernvice

View Reqme(( Current Hours Lea(seﬂefale Required| 2
Build Project:  (Al) Propcts . D l ™ Include moved out family

Sesrch ™ Show zeros and credits 3 o
Head Name Verger Name Nexder Hours Hours Hours Move-n  Nove-out Current Comm  Ust Address Proj Seb Porse »
Troe Requred Corpieted  Remenng Kt
- - Head @« 0 [+ 781201 | 1 100 Main Street 102 470 21830
veas P2, 104 122 | 05082009 t 43 bwaAve | 120A 16073
» » “Meas o3 25 s |o2z2n2 ! [300NJeftersonsts 1M | 162n
- — Coress 3 % |z ' 200NJeffersonsts 10 1978
4"-(05 "4 ms ! ‘ .'.‘_-fc Nexnght St | 1208 | 10488
Head " 0 1" 4 I | 1"0A -3;@;
Heas 8 ° 3 WestS1514 | MDA | 13435
Head 256 185 m 1 472 owa Ave | 120A ‘;‘.6[
“Weas 24 2095 Py 1 S23owaCout | 120A | 1317
, ’ THead 12 0 n2 1 [AT0SWest&NE | 10A 20716
Thess 120 B 20 | esnaaon 1 ebweive | 10A |2r®
Heas e 2 18 05157005 & (SoybwaCest | 120A |83
Conesd | a4 ° 14 | eazenon 1 2000E KaaxSt | 120A  |214%6
Head 18 0 18 01/082010 ¢ ISTENcKnghtSt | 1208 17736 =

« '
@ Expodt To see tenant details, double-chck a line Report - Hrs Reenaining CS Letter
To see Comenunity Senice detads. nght click a loe

Repon - Hrs Remaining by Project

1 Choose “(All) Projects” or one project at a time to display what balances to report
or work on.

3 Click on the “Include moved out family” to include CS residents that have moved
out.

3 I Click on the “Show zeros and credits” to display CS residents with zero or credit
balances.

From this screen, aresident can be highlighted to go to other options: a double-
click will bring the user to the tenant recertification screen and a right-click to the
tenant’s community service ledger. The “E” button and “CS Letter” button are
also available from this tab.



HAB Community Service Manual Page -26-

There are also two report options available — “CS Hours Remaining and CS Hours
Remaining by Project” available for users that prefer reports to using the “E” button to
export to Excel. Examples of this report are displayed in the “Community Service
Reporting” section of this manual (see below).

Community Service Reporting

Under “Current Hours Left” Tab

This tab is a great place to get a report of total hours owed by each tenant in a project or
in all projects depending on the “Project:” selection that is chosen.

The “E” button is available to export your information to Excel so that you can format the
report any way you like.

View Required Current Hours Left IGenerale Required
All or one project ]
[ Build || Project (Al Projects e I Include moved out family
Search “I” Show zeros and credits 5
Head Name Member Name Member Hours Hours Hours Move-in | Move-out| Current Comm  Uni Address Prog. Proj. Sub.| Perso ~
Type Required Completed Remaining Status
. . ‘Head . 9% . 0 | 9 :omowzom: T [Ty a0 21830
“Head 232 | 108 128 06/08:2009 | T | 120A 16073
R — S iHead | 88 s25 | 355 02222012 1 - 130 j16273
O . toeme iCohead| 71 6 | 6 02222012 1 ‘et T30 s
- tee THead | 164 | Ms | 525  l04122007 | 4 1208 |10486
THeaa 192 80 | 12 03282006 | 4 18969
‘Head 5. | 0 8 07/1472008 | 3 {13436
- “Head 206 | 185§ A1 1213172008 1 12664
R R L e e
T T {Heas | 120 0 | 120 103092011 1 - {20716
o e e e e : : et
"Head o | 3B | 4 061912006 | s 18314
i Co-head 144 |10 G 134 03202011 | 1 121416
THead 6 1 0 ] 16 ;0170672010 4 17736 -
(E B Create a reportin Excel by Report - Hrs Remaining | (St o Bt T s
jils, right click a line tenants or by project.
Report - Hrs Remaining by Project
J -

The “Reports — Hrs Remaining” and “Reports — Hrs Remaining by Project” is a listing of
all residents owing CS hours. It includes their phone number and last annual re-exam
date. A sample is shown here.
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View  Prnt

@ < o]

) Unity Repont Buider - Fappr\ hen seponts CSRPHSTL QRP

HALS. for Windows

Community Service

haben: Hours Remaining as of 12052012
P appe hems saports CHRPMITL Q0P
Relus Hears
HOH Mbr Name Mbr Phene Anzsal HraRegd HraDese Remaining
— r— 4 0To12011 v X .0
— - » - 12300
- e M i LK ]
- toe K “en
[ - [ - - ~ e [¥ 2%
boe (. » P 1w
bw [ I3 ' S 0

On the Community Service Ledger

On the CS Ledger screen, the “Print(From/Thru Date)” is available. This will print a
summary or detail report for the members of the family you are viewing for the dates
displayed in “Records Start” and “Thru Date.” These dates can be changed by the user
for whatever dates wanted for the report, i.e. a specific recert period.

Example of the Summary Report.

File View Print

=]l Unify Report Builder - F:\apps\hms\reports\CSRPHSXS.QRP

EREDED

12/5/2012 H.MLS. for Windows 1
6:59:05 AM Community Service
habinc Summary Form
Fapps'hms'reports\CSRPHSXS QRP
| HOH: Anderson, V' Phone: 55 S |
Hours
Name Member ReFxam HrsReqd HrsDone Remaining
Anderson, VM Head
Total for Annual Re-Exam Date: 07/012010 8.00 13.00 -5.00
Total for Annual Re-Exam Date: 07/012011 80.00 3950 40.50
Total for Anderson, Virginia M 88.00 52.50 35.50
Banks,M S Other Head
Total for Annual Re-Exam Date: 07/01/2011 56.00 6.00 50.00
Total for Annual Re-Exam Date: 02/22/2012 15.00 0.00 15.00
Total for Banks, M S 71.00 6.00 65.00
Anderson, V - Family Total 159.00 3850 100.50
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Example of the Detail Report.

1252012 H.MLS, for Windows 1
T:02:40 AM Community Service
habine Detail Form
F'apps hms'reports\CSRPHINF QRP
I HOH: Anderson,V  Phone: [ o] |
(6348/16273) (1728-6)
Hours
Anderson, VM Head 07012010 S5N W W e
test to add hours paid 0272272012 5.00
Balanced transfered to 07/01/2011 by habine 07012011 8.00
06/01/2011 3.00
Annual Re-Exam Date: 070172010 .00 13.00 500
12/0472012 10,00
teat 12/0472012 10.00
06/01/2012 1.00
035/01/2012 2.00
04/01/2012 2.00
030172012 8.00
02/01/2012 8.00
01/01/2012 1.00
09/01/2011 8.00
08012011 8.00
07/012011 8.00
Brought forward from 07/01/2010 by habinc, 070172011 3.00
temed in on 67711 06/07/2011 19.50
Annual Re-Fxam Date: 07/0122011 20.00 39.50 40.50
Total for: Anderson, Virginia M £8.00 5250 3550
Banks, M § Other Head 07012011 SEN: W e L
06/01/2012 8.00
050172012 8.00
040172012 8.00
03012012 8.00
02/01/2012 8.00
01/01/2012 8.00
03/092011 6.00
03013011 400

In Community Service/Reports

There are three additional reports located under the “Reports” tab of CS.

) Community Service

Exit CommService Setup

V \

-~ —

| B

/

Summary Form  Summary List  Tenants Eligible

View Required | Current Hours Left| Generate Required
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Summary Form Report — This report looks like a CS Statement by re-exam date.

=] Unify Report Builder - F:\apps\hms\reports\CSRPHSTS.QRP =8 ol ===

File View Print

(3] ]

1292012 H.MLS. for Windows 1
w4744 AM Community Service
‘habinc Summary Form

Frlapps/hms|reports\ CSRPHS TS QRP

[ HOH: Aist, Bl T ("1} s £508 |

Hours

Name Member Re-Exam HrsReqd  HrsDone Remaining
Cibat Biciis Head

Total for Ansual Re-Exam Date: 07/03/2012 24.00 24.00 0.00

Total for Andual Re-Exam Date: 1000172012 16.00 800 500

Total for e, Suie W 40.00 3200 800

Wi, Sives - Family Total 40.00 3200 8.00

Summary List — A listing of all CS residents with their balances displayed per re-exam

date.
=] Unify Report Builder - F\apps\hms\reports\CSRPHISS.QRP = -]
File View Print
Rl < <] »[»] 2
1292012 HALS. for Windows 1
9:52:21 AM Community Service
habine Summary List
F.'apps/hema seports CSRPHISS.QRP
Annual Hours
Name BeExam HrsReqd HrsDome Remaining
HOH: hiskewyi bimies Mo "] Sl filid
it Tiltee Head
07/032012 2400 24.00 N 0.00
10/01/2012 16.00 500 W 800
Total for: A Shiee 40,00 32.00 8.00
Wit Siies  Family - Total 40.00 32.00 8.00
HOH: wlssghe, T Flme 67 Tl
B S Head
01/012006 40.00 40.00 0.00
Total for: sl Sass 40.00 40.00 0.00
Wligie, Ssise  Family - Total 40.00 40.00 0.00
HOH: bt finfians  Flose Sl 59 005 il
RS - Hesd
05/012008 16.00 16.00 0.00
05/012009 $0.00 §9.00 9.0

Total for: Missiie s 96.00 105.00 -9.00
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Tenants Eligible — A listing of Public Housing residents and their CS status.

=)| Unify Report Builder - F:\apps\hms\reports\CSRPLIST.QRP
File View Pnnt

EREDD

121092012 H.LS. for Windows 1
9:56:19 AM Community Service
habinc Tenants Eligible for Community Service as of 12/09/2012
F:'apps hms'reports CSRPLIST.QRP
HOH Name Mbr Age Staff Comm Srv  Last ReExm
— Sadee e Tebien H 35 debbee 1009 001 29552 No 1012012 1012012 Annual Reexam
— Tasam L E 18 1009 001 Exempt
e - deee © H 38 debbie 1009001 Exempt 6/12012 612012 Annual Reexam
. St — g A 52 1009 001 Exampt
N e L PE N H 26 dabbie 1009001 Exampt 112013 1122013 Annual Reexam
- - - -~ H 42 dedbie 1009103 Exempt 612012 6/12012 Annual Reexam
sl vemee et bemee H 35 tonya 1009 001 Exempt 1212012 1212012 Annual Reexam
- e - — s 27 1009001 Exempt
- em— - b awm—— H 21 debbie 1009 001 No 57172012 1212012 Intenim
—in Sadee SN S H 22 tomya 1009103 Exempt 31172012 3712012 mmh{}m
- St - e A 25 1009 103 Exempt
E SO, e et H 36 tonya 1009 103 Exsmpt 7172012 Annual Reexam
fre B Spe G H 24 jamie 1009103 Exempt 162012 New Adeniss
[ I A 28 1009 001 No
R e e H 61 debbie 1009001 2 Exempt 10/1/2012 Annual Reexam
W ORI s 33 1009103 Yes
WS S biten H 32 debbie  1009103/1890644310 No 1122012 Fs$
[ SORTUSN, Sece  Sebnen H 30 tonya 1009 001 2938 50  Exempt 6/62012 Internim
e b tee toe H 56 beth 0 No 82272012 New Admiss
| ST T L H 28 cherie Exempt V12013 Annual Reexam
[ [ G- s 27 No
R T H 50 debbie Yes 1012012 Annual Reexam
LWL e 2 ETET— i Ll i=ppepy

Check these reports out! We at HAB challenge the user to use the “E” button to use
Excel for reports. Using Excel allows flexibility as to what appears on the report.



