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Introduction

The Real Estate Assessment Center (REAC) is a U.S. Department of Housing and Urban
Development (HUD) national management center created to centralize and standardize the way
HUD monitors and evaluates the physical condition, as well as the financial condition of HUD
properties. This includes over 3,000 Public Housing Agencies (PHA) and over 30,000 Federal
Housing Administration (FHA) multifamily insured, direct loan, HUD-held, and Section 8 project-
based subsidized properties.

The Physical Assessment Subsystem (PASS) is a Web-based subsystem developed by REAC
to monitor the physical condition of HUD properties based on on-site physical inspections. One
component of PASS is Scheduling, where inspection schedules are managed.

Objectives

The purpose of PASS Servicing Mortgagee Scheduling is to provide Servicing Mortgagees with
a tool to effectively manage physical inspection scheduling details.

Servicing Mortgagees have access to property and scheduling information within their own
organization. Servicing Mortgagees can search for inspection schedules, based on specified
criteria (e.g., city, dates, etc.), and can modify basic property information. As a Servicing
Mortgagee, they will select HUD REAC certified inspectors to work for their organization. From
those inspectors they can select one or more to be Master Schedulers for their organization.
The Master Scheduler is responsible for scheduling the organization’s inspections to
Independent Inspectors. Not all of the properties have to be scheduled by the Master
Scheduler. The Servicing Mortgagee can schedule inspections as well.

The Servicing Mortgagee and Master Scheduler can download information (inspection
schedule, inspection property and inspection participant information) edit that information, and
send the updated information directly to REAC’s database using the Bulk Upload Process.

September 21, 2001 PASS Release 4.0 1
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Accessing Servicing Mortgagee Scheduling

Security

PASS Servicing Mortgagee Scheduling is a secure, Web-based system containing sensitive
public housing information. A HUD-issued user ID is required to access PASS Servicing
Mortgagee Scheduling. Authorized Master Scheduler only have access to inspection
scheduling information for properties associated with their FHA number.

Authorized users for PASS Servicing Mortgagee Scheduling includes:
- Servicing Mortgagees
HUD REAC certified inspectors responsible for scheduling inspections (Master
Schedulers), and conducting on-site physical inspections (Independent Inspectors) at
HUD properties
HUD REAC personnel responsible for monitoring HUD properties

Authorized User Login

To access PASS Servicing Mortgagee Scheduling, a user must log in using their HUD-issued
user ID (e.g., M11111).

To log in to PASS Servicing Mortgagee Scheduling:
1. Open the Internet browser (e.g., Netscape). The example shown is the Yahoo main screen.

% vahoo! - Netscape

Fil= Edit “iew Go Communicator Help

]

¢« = 3 1 o 4 5 & T
Back Forward  Reload Home Search  Metzcape Frint Security Sop

J' B aokmarkz \&; Lu:uc:atiu:un:;http:.-’.-’www._l,lahue.c:emf'l

j (1™ Wwihat's Related

2 © © YaHoO!

&@‘i_

hat's Hew Fersonallze
Yahoo! Mail
free emal for life

Auctions

Messenger Check Email
Get the Y1 Stock Market T@
sswe click here

HeW! Yahoo! Photos
upload, share, print
| Search | advanced search

2. Enter the following URL address in the Location field:
www.hud.gov/offices/reac/index.cfm

fi= Eci Viem Eo Commmcals Hep

i ¥+ 3 AT B S
: | S Reload Semch Hehl;aw Puint

.J Boctrrate A Mebite [t e o goihaesieen Anded cim

v

Home

= {7 et Falated
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The Real Estate Assessment Center (REAC) home page displays (next page).

| = B
hunﬁqmmunities

real estate
assessment center
customers

products

tools

online systems
contactus

about reac

hud news
homes

communities

working with hud

resources

tools

webcasts

mailing lists

federal clearinghouses
contactus

help

NOTE:

real estate
assessment center

Horme = About HULD = Real Estate Assessment Center

real estate assessment center (reac)

b Effective October 20, 2000,

features

REAL Receives honors from the Federal CI0 Council
Excellence.Gov Award

Comparing HUD's Customer Survey Results

REAC's Custormer Service and Satisfaction Survey out
perfarms the recent American Custorer Satisfaction
Index (ACSI) survey results,

Just released!

Uniform Physzical Condition Standards and Physical
Inspection Reguirements for Certain HUD Housing:
Adrministrative Process for Assessrment of Insured and
Assisted Properties Read more...

highlights

} The Business of Government Jourmnal takes a look
inside REAC

P weh Conversion Cornplete, Learn more about our
rew Web forrmat by selecting Web Features,

P FYE 12/21 PHAs Receiving Development Level
Survey

P Letters issued to OwnersffAgents and Public
Housing Agencies providing guidance on the
Incorne Discrepancy Rescolution Guide, Read the
letters.

b CPAz can begin registering to obtain their Unique
IPA Identifier (UII) Read more...

P Statu:z Reports for Tenant Incorme Verification
Discrepancy Resolution Read more...

Content updated January 18, 2001

translate | search/index

Secure Connection
Coordinators (AKA FASSUR
Coardinaters andd or
Coordinators) are granted
access to physical inspection
reports via the Internet, HUD
will continue to mail repaorts
until March 31, 2001, Read
More...

HUD extends due date to
request no cost lead-baszed
paint evaluation for project
based Section 2 properties,
Read more...

o Back to Top

U, g Department of Housing and Urban Cevelopment
451 7th Street 5.%., Washington, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455

Horne | Privacy Staternent

screen displays (next page).

The content of this page is updated on a regular basis, therefore, the appearance
may vary.

3. Click on the online systems link under the REAC heading on the left. The Online Systems

September 21, 2001
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ACCESSING SCHEDULING

=)
P

TOPICS

HUD HOME ABOUT HUD Q&EA SEARCH/INDEX

online systems

If you already have a User ID, click on

the “Log In" button to proceed directly
oeiN )

customers
products
tools

online systems
contact us

reac home

log in, the "User Name" field actually
requires your user ID.

WHAT'S NEW

SIGNIFICANT REVISIONS!
Industry User Guide for the Financial Assessment
Subsystem-Multifamily H

IMPORTANT! Obtaining instructions for getting a Ull has just gotten

easier!!

Retrieve the short version of the Ul Registration Instructions updated Januan

24, 2001

NEW! Financial Assessment Subsystem - Public Housing Agencies
Tap level financial statements are now reguired to be submitted with the

audited financial submission.

Effective October 30, 2000, Secure Connection Coordinators {AKA
EASSUB Coordinators and or Coordinators) are Granted Access to
Physical Inspection Reports via the Internet. HUD will continue to

mail reports until March 31, 2001 updated Decembers, 000
NEED A USER ID?

Cornplete registration instructions are available, or go directly to the

appropriate secure connection registration farm.

Multifamily Housing Entity

Public Housing Agency

HIGHLIGHTS

SINGLE FAMILY APPRAISAL QUALITY SYSTEM ACCESS

All AQA Contractors and Review Appraisers must register for a Secure
Systems ID and password to access 3ASS Online. Additional infarmation

and online registration.

TENANT INCOME VERIFICATION SYSTEM (TEVS) ACCESS
The former TEW'S site to access S5 and 551 benefit histary and income
discrepancy reports for Public Housing Authorities (PHAs) has been

transferred to REAC. TEVS' new location

If your public housing authority needs technical assistance, please
contact the Social Security and Supplemental Security Income Hotline

Internet Facility at (202) 708-4932, extensions 3319 or 3321,

TENANT INCOME DISCREPANCY RESOLUTION

To review and repart on Tenant Income Discrepancies, PHAs, owners, and
managemernt agents select the "Log In" button located at the top of this

page.
SYSTEM PASSWORDS

Effective April 8, 2000 Secure Systerns Passwords must be reset every 21

days. More password details
QUICK TIPS DESK REFERENCE

REAC has prepared handy, one page desk reference sheets with step by
step instructions for obtaining user IDs and logging into the secure
systems. They are quick, easy and colorful. Print Quick Tips now.

SYSTEM SECURITY USER GUIDE FOR PHAs

This guide provides instructional guidelines on how to get a user ID,
access Secure Systems, and perforrm systermn administration functions.

Last revised: Februany 3, 2004

ing (FASSUB) Changes to FASS-MF. To
view guide go to Docurnents and Guidance. Updated Febrary @, 2001

E-MAIL

4. Click on the Log In button.

September 21, 2001
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The Username and Password Required screen displays.

. Uzername and Password Required
5. Enter your user ID (e.g., M11111) in the User Name

field. The user ID is case-sensitive; remember t0 | Enter username far unknown prompt at
use a capital letter when entering the user ID. hudapps. hud. gov:

6. Tab to the Password field and enter your password. | User Mame: [
The password is also case-sensitive.

Pazsword: I

7. Click on the ik button. ok I Cancel I

If your ID has been de-certified (inspector has permanently lost inspection privileges), you
will see this screen and will not be able to access the Scheduling application.

Error

Usar has heen terminated.

[t

Inspector Status Definition
Activated
Certified inspectors that have inspection privileges.

De-activated
Inspector has not lost certification, but has temporary loss of
inspection privileges.

De-certified
Associated inspectors that have permanently lost their inspection
privileges.

If you are a Master Scheduler and your ID has been de-activated, you can still access the
Scheduling application and perform the functions of a Master Scheduler. However, you have
temporarily lost your privileges to conduct inspections.

September 21, 2001 PASS Release 4.0 5
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If your ID is active, the Secure Systems Legal Warning page displays.

Seenre-Systems —<—

HUD

US. an utmmln;
and Urban Development

Legal Warning

Misuse of Federal Information through the HUD
Secure Connection web site falls under the provisions
of title 18, United States Code, Section 1030. This law
specifies penaltics for exceeding authorized access,
alterations, damage, or destruction of information
residing on Federal Computers.

Continue |

Zn AN

1 I
£ Backto Top
Home

Last Modified: haby 26, 1909

8. Click on the ontinue button. The Secure Systems screen displays.

September 21, 2001 PASS Release 4.0
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fal Seenre-Systems =<
I & HUDweh

* I|]|I||I

U S, Itept. of Housing

und Urban Development SySIEHlS

* Dhysical Assessment Subsystem (PASS)

System Administration - Guide

* Password Change
fasiad]

AN

2 ___=_':'E L
Housing ??? D HUDTet Backto TDIpI
HUDweb Send Mail Help Search Home

Last Modified: g 27, 2000

9. Click on the Physical Assessment Subsystem (PASS) link. The Physical Inspection Main
Menu screen displays.

Physical Inspection Main Menu
: Iilllll r

I IlIII o ZcheduleNView Inspections

U, Drept, of Honsing } i
and Urban Development * Thnspection Beview

Secure Svsiems

s Buylk Tpload

Menu

10. Click on the Schedule/View Inspections link. One of three screens displays if the Master
Scheduler works for one or more than one Servicing Mortgagee and/or contractor
organization as shown on pages 8-9.

NOTE: Master Schedulers can only access those properties that are assigned to the Master
Scheduler.

September 21, 2001 PASS Release 4.0 7
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ESSING SCHEDULING

Master Scheduler

If you are the....

Schedule Inspections Query Screen

Displays

Master Scheduler for only one Servicing
Mortgagee organization, then the
Schedule Inspections query screen
displays.

If an inspector becomes inactive after
being assigned an inspection, the system
will display a message indicating the
number of inspections assigned to
inactive inspectors as well as a link to an
Inactive Inspector List.

If you work for only one Servicing
Mortgagee organization, the message and
link appears on the Schedule
Inspections screen.

Click in the checkbox under Unschedule,
then click on the Submit button to

unschedule the inspection.

Once all of the inspections scheduled to
inactive inspectors have been
unscheduled, the message and link no
longer appear on the Schedule
Inspections or Inspection Scheduling
screen.

Fussetiom
 Febdule Lripertion. T View Wb Page Fejn
View
7 Viarw Unachoduls d
Lanpectinns
Seleotinn Criteria

F Vi A4ll Inspectiom

Frapestyi

Schedule Inspections

© Cosate Toxt Hapon

Ingpsrilasa

" Varw Schaduled

Ty |

some: [ H

iy Coche: [

Tiwprettinots 5 ik Thome Fom g
Egin [
Frem |

S ol B S g

drerng Ao
Mavtvr Schasduler I3
Inapeortion T
Tieal Farara Date
Bgn |
Tnwporien Numbar: Frome | Ta |
Prapesty ID=
FHA DNorsher: |

Eren. | Ta |

(Ha Curhaz)

U napctahiba o nike -

To [ Lt Bekarcd hupecbon

Eohhilg Ingadctian

P cai b stian bain My

Schedule Inspections
You have | mspechen that is z_f:ume-:l o mastwe Inspectar.
LAk hete - oo et Inactire Tng !
Fumn oo
= Schodule Tispection T View Weh Page Report © Create Toxt Regom
Wiew
e e
¥ Viaw All Fnspactions -ll':IEYc.‘Urlll:hEﬂl.l!ﬂ "f:lrﬂ:Srhnﬁlkd
s i ot e Inspen ctims
nactve Inspector List Sort By [Irapeciule 8
Rt 01 B0 Bl Mo ol Padesrchii b Bl Iﬂ----—'«-m
HoSckeduis All
Urirchachds Inmpecior HAniur rapscion 10 rea napaction Duts Crgmniziian
| hdfiihg Dw-Aockaiad 110287 CTTFE00T  May & 2002 B AK A0 Dvwug
Submit Rezal
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Master Scheduler

If you are the.... Servicing Mortgagee Inspection

Scheduling Screen Displays

Master Scheduler for more than one
Servicing Mortgagee, then the Servicing
Mortgagee Inspection Scheduling

screen displays. SC hed UIing
Select the appropriate Servicing

Mortgagee from the Servicing Mortgagee . .
drop?dgwn list. 9 Morgas Inspection Scheduling

Click on the Inspection Scheduling button, | Servicing Mortgagee

and the Schedule Inspections query
screen displays. |I =l

%

Inspection Scheduling |

If an inspector becomes inactive after

L ]
being assigned an inspection, the system SChEd u I i ng

will display a message indicating the Inspection Scheduling
number of inspections assigned to ; :
Touhave | mepechon that 15 asagned to machve Inspector

inactive inspectors as well as a link to an Ok hike o 2.5 bo the Thschng Tasnector Ll
Inactive Inspector List. ‘

Servicing Mortgagee

Click in the checkbox under Unschedule, | |nacte inspecer List | p—
then click on the_ Subm!t button to R o
unschedule the inspection.

Lo Bckedule All
Once all of the inspections scheduled to
inactive inspectors have been Unichachds upecier  Saus  bepeonil  PSA apaction Oe Orgarizsion
unscheduled, the message and link no ¢ R M [ R T BRI i
longer appear on the Schedule T P
Inspections or Inspection Scheduling
screen. sty

September 21, 2001 PASS Release 4.0 9
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Master Scheduler

If you are the....

Master Scheduler for a Servicing
Mortgagee(s) and Contractor(s), then the
Contractor/Servicing Mortgagee
Inspection Scheduling screen displays.

Select either the Contractor or Servicing
Mortgagee organization from the
corresponding drop-down list.

Click on the Inspection Scheduling
button, to begin the scheduling process.

If an inspector becomes inactive after
being assigned an inspection, the system
will display a message indicating the
number of inspections assigned to
inactive inspectors as well as a link to an
Inactive Inspector List.

Contractor/Servicing Mortgagee
Inspection Scheduling Screen
Displays

scheduling

/ Inspection Scheduling

| Contractor | Servicing Mortgagee

I El B

Inspection Scheduling |

scheduling

Inspection Scheduling

Touhawve 1 mnspection that i3 assighed to mactve Inspector
Chicle here to oo to the 'Thactive Inspector List'

| Contractor | Servicing Mortgagee
Click in the checkbox under Unschedule, | RN -l
then click on the Submit button to
unschedule the inspection. P |
Once all of the inspections scheduled to
inactive inspectors have been P T
unscheduled, the message and link no
longer appear on the Schedule wrtets wos B Moo [0
Inspections or Inspection Scheduling witctian |
screen.

Unachaduls rapscisr  Sesur  Inepschon Font InEpachian Onts Do g znlicn

r HER W O hilivalid 1RISET DRMEOT W B STHDY AT 0 i

Eaimie | Rl"ﬂlj

September 21, 2001 PASS Release 4.0 10




Servicing Mortgagee Scheduling and Bulk Upload for Master Schedulers

Quick Reference Guide Version 1.0

ACCESSING SCHEDULING

Master Scheduler
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Schedule/View Inspections

Schedule Inspections Query Screen

The Schedule Inspections query screen allows the Master Scheduler to search for specific
inspection assignments. Master Schedulers can request to update inspection schedules, view
inspection reports or create text reports using this screen. Searches can be narrowed in scope
by entering specified criteria such as: City, State, Zip Code, Inspection Schedule Date Range,
Scoring Range, Master Scheduler ID, Inspector ID, Ideal Future Inspection Date, Inspection
Number(s), Property ID(s), FHA Number and Uninspectable Code.

schedule Inspections

Youhave | mspection that is assigned to inactive Inspector
Click here to go to the Tnachwe Inspector List'

Function
= Schedule Inspection T View Web Page Report T Create Text Report
View
& View All Inspectinns 1: s;’ia:\;ni:schadu]ed I: ;’i:::n:sheﬂulad
Selection Criteria
Property:
City: |
State: | =

Zip Code: [

Inspection Schedule Date Range:

Eegin: | L] 7 Eng. sl =
Scoring Hange: From: I_ To: l_ (Last Beleased Inspechon)
Master Scheduler ID: I Select Master Schadylar

Inspector ID: I Select Inspecior
Ideal Future Date :

Begin: | il & Eng. 28 Py
Inspection Number: From | To: {
Property ID: From: | To i

FHA Number: I (Mo Dashes)
Ininspectahle Code Inspectable(l)
Reported Umninspectable(RLY ﬂ
Submit |  Reset |

Physical Inspection bain e

September 21, 2001 PASS Release 4.0 12
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/

Schedule Inspections Query Screen

Feature Description

Schedule Inspections

Tou have | mspechon that i assgned to machve Inspector

Chelke here to go to the 'nactve Inspector Liat

When this link is clicked, the Inactive Inspector List
displays. This list displays all inspectors that are
associated with your organization who are now de-
activated or decertified with pending inspections.
This screen allows you to unschedule those
inspections assigned to inactive inspectors.

Click in the checkbox under Unschedule, then click
on the Submit button to unschedule the inspection.

Once all of the inspections scheduled to inactive
inspectors have been unscheduled, the message
and link no longer appear on the Schedule
Inspections or Inspection Scheduling screen.

hactve Inspecior List Sort By [Irapectori
oo 5ol g A I

Unschaduls nmpecicr Stelur Fapscaon (D rHA Inapaction Duts CrgaraceEan
r Wi CedAdmsiad 110587 CIZF2007  May 8 2002 S 00AK L LT ITH

dshedhaln nga s

P ool bnegsctian ban M

# Schedule Inspection This function allows the Master Scheduler to
schedule or reschedule inspections.

& View Weh Pace Report This function allows the Master Scheduler to view
e Inspection Schedule Reports for scheduled

inspections, unscheduled inspections, or both

scheduled and unscheduled inspections.

& Create Text Report This function allows the Master Scheduler to

download and update large volumes of data
(inspection schedule, inspection property and
inspection participant information) using Microsoft
Word.

September 21, 2001 PASS Release 4.0 13
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Schedule Inspections Query Screen

Feature Description

After the data is revised, the data is sent to REAC
via the Bulk Upload Process.

) . This view option allows the Master Scheduler to
® View All Inspections view both scheduled and unscheduled inspections.
% View Unscheduled This view option allows the Master Scheduler to
Inspections view unscheduled inspections.

& View Scheduled This view option allows the Master Scheduler to
view scheduled inspections.

Inspections

The Select Master Scheduler link prompts a pop-up
Select Master Scheduler window. The pop-up window displays all HUD
NOTE: Inactive inspectors can be REAC certified inspectors selected by the Servicing
selected for search criteria. Mortgagee.

Selecting a specific Inspector ID link on the pop-up
window closes the window and places the inspector
ID of the Master Scheduler in the Master Scheduler
ID field.

Select Inspector The Select Inspector link prompts a pop-up window.
The pop-up window displays all HUD REAC certified
inspectors selected by the Servicing Mortgagee.

Selecting a specific Inspector ID link on the pop-up
window, closes the window and places the inspector
ID in the Inspector ID field.

This button initiates the action to locate schedule
information based on information entered for the
query.

This button returns all fields to the original
information.
Fhuysical Inspection Main Menu The Physical Inspection Main Menu link returns the

Master Scheduler to the Physical Inspection Main
Menu screen where other PASS components can
be accessed.

September 21, 2001 PASS Release 4.0 14
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To access the Schedule Inspections query screen:

Click the Schedule/View Inspections link on the Physical Inspection Main Menu screen.

Physical Inspection Main Menu
; Iililll -

Illll » Schedule/View Inspections

US, Drept. of Honsing 3 7
and Urban Development * Tnapection Eeview

BECUTE SYsiems

s Bulk Tpload

Menu

Schedule Inspections

Touhawe | inspection that i assigned to mactive Inspector
The Schedule Chele here to go to the Tnactove Inspector List!

Inspections query o
screen displays.

# Schedule Inspection  © View Weh Page Report  © Create Text Report

View
&= View All Inspections ;s::i‘;:;mhedﬂﬂ ;sgi?gfnihem'd
Selection Criteria
Praperty:
City: |
State: | =l

Zip Code: [

Inspection Schedule Date Range:
Begn [ Ed&Ea] 0 S

Scoring Hange: From I Ta: {Last Eeleased Inspection)
Master Scheduler IT: I Select Master Scheduler

Inspector ID: I Solect nsgecior
Ideal Future Date :
Begin | 4 & Eng | Ly &

Inspection Number: From | To:
Property 1T From: | 'Iu:vf

FHA Number: [ (e Dashes)
Uninspectahle Code : ||FISF'E"Z‘|59|'J|E.:]N:I %
Raported Uninspactablef@l) =]
Submit ] Riesat I

Physical Inspechon hdam Bem
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SCHEDULE/VIEW INSPECTIONS

Query Fields

The query fields in the Function and View sections of the Schedule Inspections query screen
are required fields. Master Schedulers must select one option in each section. The system
automatically displays as the default, Schedule Inspection in the Function section and View All

Inspections in the View section of the screen.

All the query fields in the Selection Criteria section are optional. To execute a search, Master
Schedulers can enter data in all, some, or leave the fields blank. The more information provided
in the query search reduces the number of unnecessary results. For example, if you have 100
inspections that need to be scheduled, and if you do not specify specific information about your
inspections, the Inspections Schedule Report displays all 100 inspections once submitted.
However, if you only want to see your inspections in the state of Virginia, then select Virginia in

the State field, and the Inspections Schedule Report displays only those inspections in

Virginia.

The Function section determines what Master Schedulers can do with the inspection
information by clicking on the appropriate radio button. Master Schedulers have three

options:

- Schedule Inspection allows the Master Scheduler to enter or modify schedule

information on the Inspections Schedule Report.

- View Web Screen Report allows the Master Scheduler to view or print the

Inspections Schedule Report screen.

- Create Text Report allows the Master Scheduler to download inspection schedule,
inspection property, inspection participant and participant role reference information.

The View section allows the Master Scheduler to search for scheduled, unscheduled, or all

inspections (scheduled and unscheduled) by clicking on the appropriate radio button.

The City field allows the Master Scheduler to search for inspections by a particular city.

The State field allows the Master Scheduler to search for TSR 'ﬁwida =
. . . . . . o CTi [E]
inspections by states and territories using the drop-down list. m%., ﬂ* Acuam )
Hawail
Mabsii [or_ ek cip s g B
Idahao —l
1lEnois
dule In, 1 Clindi
e Inspection Kns::!l ot
e choy |
Loid=ans -
ARl Inspections Ivassachusalls |
Iitarylang |
i |latarie
.I:I:I.I
Ik
r.-‘lrnEfur:a l'q
1% un
o rﬁiﬁgnp: _!
Cipg: |IHontana |
tborlh Carolhre =]
. . Biate = |
The Zip Code field allows the Master Scheduler to search for e T |
inspections by postal zip code. — -
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The Inspection Schedule Date Range allows the Master Scheduler to search for
inspection schedules within a range of dates, selecting the Begin and End dates of the time
112

frame, and by clicking on the calendar icon.

To use the calendar box:

1. Click on the calendar icon to view the
current month in the calendar box. The current Today

date is highlighted. <] =]foct =lJz000 = =] =l

2. Select a date by:

. . 5 M w T 5
Click on a date (e.qg., 20) to select a date in
I: 2 % 4 F B 7
the current month.
g 9 10 11 12 13 14
To move backward or forward by year, click i 16 1¥ 18 1% 20 1l
on the symbols (I< or >I) once per year. 22 23 24 25 2% T 28

To move backward or forward by month,
click on the symbols (< or >) once per
month.

Master Schedulers can also use the drop-down arrows to select the month and year
from the Month and Year menus. The calendar changes when the month and year
are selected and then the Master Scheduler clicks on a specific date within the
month.

The calendar box closes once a date is selected, or click on the close control X icon to close the
window.

NOTE: If a date is only entered in the Begin field, the query results will list all inspection
schedule date ranges equal to or greater than the inspection schedule date
entered.

If a date is only entered in the End field, the query results will list all inspection
schedule date ranges equal to or less than the inspection schedule date entered.

To generate a search for one inspection schedule date, enter the same date in the
Begin and End fields.

The Scoring Range field allows the Master Scheduler to search for inspections by score(s)
of the last released inspection.

NOTE: If a score is only entered in the From field, the query results will list all scores equal
to or greater than the score entered.
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If a score is only entered in the To field, the query results will list all scores equal to

or less than the score entered.

To generate a search for one score, enter the same score in the From and To fields.

The Master Scheduler ID field allows the Master Scheduler to search for inspections by
using the Master Scheduler’s ID number. Enter the Master Scheduler ID number in the field.
The Master Scheduler can also click on the Select Master Scheduler link to view a list of all

Inspector ID numbers on the Inspector List that have been selected to work for the

Servicing Mortgagee. Click on the Inspector ID link to select a Master Scheduler Inspector.
The Schedule Inspections screen redisplays once an Inspector ID is selected from the

Inspector List screen.

Inspector List Sart By: | Inspector 1d

Highlighted Inspectors have bhecome inactie.

Frev |wigw: 1.2 of 2 Hext 1 Select No. of Records to Show: 125 "i Fage Ho: 11 ']

Inspector 1d Inspectar Name Home State Home City
BO0515 Ling Filippa W Melean
m Robert Red WA Falls Church

=

NOTE: The Inspector List screen contains the Inspector ID numbers of both, Master
Schedulers and Independent Inspectors selected by the Servicing Mortgagee.
There is no special listing that displays only Master Scheduler ID or Independent

Inspector ID numbers.

The Inspector ID field allows the Master Scheduler to search for inspections by the

Inspector’s ID number. Enter the Inspector ID number in the field. Master Schedulers can
also click on the Select Inspector link to view a list of all Inspector ID numbers that have
been selected by the Servicing Mortgagee. The Schedule Inspections screen displays
once an Inspector ID is selected from the Inspector List screen. Inactive inspectors can be

selected.

Inspector List Sort By: | Inspector 1d

Highlighted Inspectors have become inactie.

Frev fiew: 1-2of 2 Nest 1 Select Mo, of Records to Shaw: 125 "i Fage Ma: 11 ']

In=pectaor Id Inspector Hame Horme State Horne City
MO0519 Ling Filippo WA Melean
Mooas4 Robert Red WA Fallz Church

=l
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NOTE: The Inspector List screen contains the Inspector ID numbers of both, Master
Schedulers and Independent Inspectors selected by the Servicing Mortgagee.
There is no special listing that displays only Master Scheduler ID or Independent
Inspector ID numbers. Inactive inspectors can be selected.

The Ideal Future Inspection Date allows the Master Scheduler to search for inspection
schedules with the ideal future inspection date, selecting the Begin and End dates of the

112
time frame by clicking on the calendar ol icon.

To use the calendar box:

Lid| .
1. Click on the calendar LLI icon to view the
current month in the calendar box. The current

date is highlighted. ﬂﬂl':":t =] 2000 jjﬂ

2. Select a date by:

_ _ 5 M W T F 5
Click on a date (e.g., 20) to select a date in 2 g o E s 7
the current month. s 0 10 11 17 13 14

To move backward or forward by year, click
on the symbols (I< or >I) once per year.

To move backward or forward by month, click
on the symbols (< or >) once per month.

Master Scheduler can also use the drop-down arrows to select the month and year from
the Month and Year menus. The calendar changes when the month and year are
selected and then the Master Scheduler clicks on a specific date within the month.

The calendar box closes once a date is selected, or click on theclose control X icon to close the
window.

NOTE: If a date is only entered in the Begin field, the query results will list all ideal future
inspection dates equal to or greater than the ideal future inspection date entered.

If a date is only entered in the End field, the query results will list all ideal future
inspection dates equal to or less than the ideal future inspection date entered

To generate a search for one ideal future inspection date, enter the same date in
the Begin and End fields.

The Inspection Number field allows the Master Scheduler to search for inspections by a
specific inspection or for a range of inspections.

NOTE: If the inspection number is only entered in the From field, the query results will list
all inspection numbers equal to or greater than the inspection number entered.
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If the inspection number is only entered in the To field, the query results will list all
inspection numbers equal to or less than the inspection number entered.

To generate a search for one inspection number, enter the inspection number in the
To and From fields.

The Property ID field allows the Master Scheduler to search for inspections by a specific
property ID or for a range of property Ids.

NOTE: If the Property ID number is only entered in the From field, the query results will list
all property ID numbers equal to or greater than the property ID number entered.

If the Property ID number is only entered in the To field, the query results will list all
property ID numbers equal to or less than the property ID number entered.

To generate a search for one property ID number, enter the property ID number in
the To and From fields.

The FHA Number field allows the Master Scheduler to search for inspections by a specific
FHA number.

The Uninspectable Code field allows the Master Scheduler to search for inspections by an
uninspectable code selected from the drop-down menu.

IN Property is inspectable (default)
RU  Property is being reported as uninspectable (inspection cannot be scheduled)

The following codes are only assigned by HUD:

\ Property has been verified by HUD as inspectable and
is being referred back for inspection (inspection can still be scheduled)

VU Property has been verified as uninspectable (inspection cannot be scheduled).
Inspections with the VU code cannot be downloaded to a Data Collection Device
(DCD).

Once criteria from the Function, View, and Selection Criteria sections are selected, click on the

Sl button, and one of the following screens or options displays:

- Inspections Schedule Report (to schedule/reschedule inspections) via the Schedule
Inspection function

- Inspections Schedule Report (to view scheduled/unscheduled inspections) via the
View Web Screen Report function

- Text Report via the Create Text Report function
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Inspections Schedule Report

Once the Schedule Inspections query screen is updated and submitted, the Inspections
Schedule Report displays. The Inspections Schedule Report contains basic information on
scheduled, unscheduled, or both scheduled and unscheduled inspections based on specified

criteria. The Master Scheduler assigns or reassigns inspections to any inspector working for the
Servicing Mortgagee.

Those inspectors working for the Servicing Mortgagee can view properties to which they have
been assigned and modify their inspection schedules.

To ensure the integrity of the data, any modifications to the inspection schedule or property
information should be made prior to the download of the inspection.

Inspections Schedule Report

5 Record(s) Found
All Inzpechons
To scheduls an Inspectior, enter the Inspector's [D, Inspection Date and the Local Time

' o can either enber the Inspector i nto each antry field inthe grid, in the follossdng entry box and check all records on the grid thet
wou weant to put this I0in, o you can simply enter the inspector 10 in the olowing entry bos snd check and dlick “Apply A1 to spply 1o
all the records on thes page only . You mest cick "Updabe” in order 1o send your changes 1o the dalabase

Sedect Inzpechor Apgly Al Pomw w750 5 Nel i?«.“m-l.”‘l.\ﬂwm!:halu# H =) Fegeka: |1 j" Sk Pags

Last Tdeal

FHA No E}“‘"‘m Nl’m'l""*" City State Il\l;P Insp.Date Local Time h“)’?“”’ Released ;;';: Future g’“" P
’ Insp Date Date

LEWPE LS S3bbE Lake Ve Yiemma VA 203 OS2WED &0 Lzl EU
[T 35587231 800045632 Far Homes Waushmgton DC 2005 i = I 0472000 S1c* 01003 1"
W 02437383 S00DESES Skylme  Mclean MY 2000 [fmrmmm [0200PM 3] [Goms — 10201999 79c* 10212000 1N

. Clarles Falls -

M oses7ese ooozerer (% ¥ wy o gooe Fewae [1ro0am =] [ osmingss 67 10442000 N
P gaansen sssiosl 0 OF L Leawile KY 2010 [ewmw [0300PM =] fm 10711993 e 10212000 IR

Soddtn | R

Back s Search Page

Fh ecition Main Menu

NOTE: Use the scroll bar to view all the columns, if necessary. Property with an
Uninspectable Code of RU appears highlighted and cannot be scheduled.
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Inspections Schedule Report

Feature

Description

Select Inspector I

Enter the Inspector’s ID number in the blank field if known.

If not, click on the Select Inspector link. The Select
Inspector link prompts a pop-up window. The pop-up
window displays all HUD REAC certified inspectors selected
by the Servicing Mortgagee.

Selecting a specific Inspector ID link on the pop-up window,
closes the pop-up window and places the inspector ID in the
Select Inspector field.

Only active inspectors can be assigned to conduct the
inspection.

Frev | iew: 1- 25 of 30

Mext

These buttons allow Master Schedulers to view information
on the previous screen or next screen. In this example,
there are 25 records on the current screen. To display the
remaining 5 records click on the Next button. Once records
26-30 are displayed, click on the Prev button to return to
records 1-25.

Select Mo, of Records to Showes: i25 = i

Sets the number of records displayed at one time. The
system automatically displays 25 records at a time. Records
display in increments of 25, 50, 75, 100, 200 or 250 records
on a screen.

Fage Nn:l1 *!

The list of scheduled or unscheduled inspections can
contain more than one page. To view another page, select a
different page number from the drop-down list.

For example, if viewing page 5 of 10 pages, and the Master
Scheduler selects page 8 from the drop-down list, page 8
displays.

Apply All |

Once an Inspector ID number appears in the Select

Apply All
Inspector field, click LI and all the properties will

have the Insp. ID field updated with that inspector’s ID
number.

Search Page

Returns the Master Scheduler to the Schedule Inspections
query screen.

-

When a checkbox is selected, the Inspector Number ID
located in the Select Inspector field automatically updates
the Insp. ID field for the row selected.
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Inspections Schedule Report

Feature

Description

FHA No and Property ID links

Both links allow the Master Scheduler to view or update the
Property Information screen for a particular property.

From the Property Information screen, you can access
prior Inspection Summary Reports or Investor Reports. To

access, click on the Prior Inspection Data link on the
Property Information screen.

Click on the appropriate View Report link to access either
the Inspection Summary Report or Investor Report.

Enter the date of the inspection using this format:

Insp.
Date MM/DD/YYYY (e.g., 02/14/2001).
. Select the time of the inspection (7 AM to 3 PM in half hour
Local Time .
increments)
Inspector Enter the ID number of the inspector scheduled to conduct
ID the inspection in this field.

The field can be updated by the system using the checkbox,

Apply All . .
LI button, or by manually entering the inspector ID
number.

September 21, 2001
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Inspections Schedule Report

Feature

Description

Uninsp.
Code

Identifies the inspectable status of a property. The code can
only be changed from IN to RU. Clicking on an
uninspectable code link prompts a pop-up window where
the Master Scheduler updates the fields with the information
that was provided rendering the property uninspectable.

Note: If the Uninspectable Code is changed in error,
contact the Technical Service Support Center.

The codes are:

IN — Property is inspectable (default)

RU — Property is being reported as uninspectable
(inspection cannot be scheduled)

The following codes are only assigned by HUD:

VI — Property has been verified by HUD as inspectable and
is being referred back for inspection (inspection can
be scheduled)

VU — Property has been verified as uninspectable
(inspection cannot be scheduled)

Note: Inspections with an Uninspectable code of VU cannot
be downloaded to a Data Collection Device (DCD).

LIpdate

Button schedules or reschedules the inspection based on
the information entered.

Button returns all fields to the original information.

Physical Inspection hain Menu

The Physical Inspection Main Menu link returns Master
Scheduler to the Physical Inspection Main Menu screen

where other PASS components can be accessed.
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To schedule or reschedule an inspection schedule:

% Schedule Inspection

1. Click on the radio button in the Function section on the Schedule

Inspections query screen.

2. Click on a view option in the View section of the screen. In this example, View All
Inspections is selected.

achedule Inspections

Tou have | inspection that iz assigned to mactive Inspector
Chck here to go to the Tnactive Inspector List'

Function
# Schedule Inspection T View Weh Page Report " Create Text Report

View
& View All Inspections I:;’;:::;::srheduled I:s:;z:;;hetluled
Selection Criteria

Property:

City: |

State: | ]

Zip Code: [

Inspection Schedule Date Range:

e I 1 P 2°5 m— T P

Scoring Hange: From | Ta I {Last Beleazed Inspection)
Master Scheduler ID: | Select Master Schedular

Inspector ID: | Select [nspector
Ideal Future Date :

Begin [ l&Eae]  8&
Inspection Mumber: From Ii Tao Ii
Property ID: From: I_ Ta I_
FHA Number: [ (o Dashes)

Uninspectahle Code : Inspeciable(li)
Reporied Uninspectable(RU) =]

Submit |  Reset |

Fhosical Inspection Main MMemy

3. Enter the search criteria in the appropriate fields, or leave these fields blank.

NOTE: If all fields are left blank, then the search will be larger in scope.

4. Click on the ST button. The Inspections Schedule Report displays.
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Inspections Schedule Report

5 Recordis) Found
All Inzpechons
To scheduls an Inspectior, enter the Inspector's [D, Inspection Date and the Local Time

' o can either enber the Inspector i nto each antry field inthe grid, in the follossdng entry box and check all records on the grid thet
wou weant to put this I0in, o you can simply enter the inspector 10 in the olowing entry bos snd check and dlick “Apply A1 to spply 1o
all the records on thes page only. You mest cick "Updsbe” in order 1o s2nd your changes 1o the databsse

Sedect Inzpechor Apgly Al I 'P'-Im.'!-s.ns hlmm.umwuuoﬂﬁ j* Fu.-,.eue.]‘ :" ok Page

Last . Tdeal .
Property Preperiy Imsp. Inspector Prior Uninsp.
FHARe Name ~ CWy  State 0 Insp.Date LocalTime Released oy Fulre o

Insp Date Date

[ 35567220 BO0043832 FarHomes Washmgton DO 2006 | | =T O4MFE000 Slet  DAATE0Z 1N

¥ 08437383 S00088856 Skylme  Mclean WY 2000 [f=reme  [0200PM x| Moome 10204999 79 10212000 1M

W oea7ess sonomeney ol b WY 200z Mewman [1100aM =] o 09210995 74 1041472000
Smath Clhach

Qﬂﬂﬂlﬁlﬂlﬂ_&[ﬂlﬂ_ﬂ- F Lowiswille  EY 20010 [De: 3200 |I:I:3'IZIEIF'M '! [imnaa 1020019593 Tee* 12152000

Apartenamnts
Lipdate ] fezet |

Back s Search Page

Fh ecition Main Menu

NOTE: The complete table may not display on the screen. Use the scroll bars in the table
to view all columns and rows.

The Inspections Schedule Report shows basic information for all inspections that match the
specified search criteria.

When the Master Scheduler schedules an inspection the following three fields must
be updated:

- Insp. Date (Inspection Date) - The correct format for the Insp. Date field is
MM/DD/YYYY

- Local Time - The time of the inspection from 7 AM — 3 PM in half-hour
increments.

- Inspector ID - Inspector ID number

5. Click on the S button. The Inspection Scheduling Results screen displays
confirming the schedule changes.
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Inspection Scheduling Results

1 rows hawve been successfully changed.

Eack to Inspections Schedule Report

Back to Search Page

Physical Inspecton Main Menu

NOTE: If an inspector is scheduled for more than two inspections on the same date, a
warning message is displayed to inform the Master Scheduler of the scheduling
conflict. However the database is still updated with the scheduled inspection.
The following is an example of this message:

www? hud gov - [JavaScnpt Application]

& Inzpectari 1111 haz 3 inspections scheduled on 06/02/2001.

A Master Scheduler must update the Uninspectable Property Details screen if a property is
determined to be uninspectable.

To update the Uninspectable Code:

1. Click on an IN code link in the Uninspectable Code column to update.

Inspections Schedule Report

5 Record(s) Found
All Inspechons
To scheduls an Inspection, enter the Inspectod’s [D, Inspection Date and the Local Time

' ou o etier enter the Inspector d nto each endry fizld inthe grid, in the folloredng eréry box and check all records on the grid thet
wou weant 1o put this 0 in, or you can simply enter the inspectoe 10N the dolowing entry box and check and click "Apply AIF to spply 1o
&l the records on thes page oy, You must cick "Updste” in order 1o gend your changes o the detabase

Sedect Inspector Apply Al Boer | vcwe: 1- 50t 5 M8 ] Bctors Mo of Rooaeds 1o Bhaw: | 25 [T P ER

Last . Ieal

FHA No 5)“""” NI BT City State M]"’P' Insp.Date Local Time '[‘6”“""’ Released ]S';‘:: Future g"“.*“"
! Insp Date Date

OEWPE TS S0GE Lake Wawa  Wiemaa VA 2203 OS32Y9200D &0a DErzsrads EII
[T 35567221 800043832 Far Homes Washmgton Dc 2008 ; - I 04172000 ¥1e* 04717772003 m
¥ 08437983 E006EE66 Sklme  Melesn NY 2000 Monmm [0zoopm =] M — 1020090 T 10212000 D

e biarles Fall: . .

W 03437644 00667 Sy BT 200z Memmm o [1T00AM =] [mme  0m2i09s 6Ta 104G000 M
W 08375383 SO0ROE0E] E‘:"F o, Lediwile KY 2010 [rewe [oaoopw =] R i0miness e 10212000 [N

o | o

Back s Search Page

Physical ectiorn hain Menu
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The Uninspectable Property Details screen displays.

Uninspectable Property Details

Inspection Mo: 2000 Property Id: 800066666
Property Name: Sloylme

Uninspectable Code: IIN 'I

Repoarter Information

First Mame: I

Last Name: |

Telephone Numher: I_ I_ i

Examipls: TI3-555-1717
Telephone Extension: I

Uninspectahle Reason Information

Update Resat Cinga

2. Update all the fields (telephone extension is optional).

3. Click on the P93t | hitton. The following message appears.

www? hud_gov - [JavaScnpt Application]

@ Do pow wizh to change the Lningpectable Code from [M ta BLY

Cancel |

4. Click on the 2 button. The Inspections Schedule Report redisplays with the

Uninsp Code updated to RU. The inspection cannot be scheduled if the Uninspectable
Code is RU.
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To View Property Information, Inspection Summary Reports or Investor Reports from the
Inspections Schedule Report:

Click on the FHA No or Property ID link on the Inspections Schedule Report to review and
update the Property Information screen or to view prior Inspection Summary Reports or
Investor Reports. The SKYLINE (800066666) property is shown below.

Rireer:

FProperty Information

Fropetty Infommation

FProperty ID: BG5S
Tnspection No.: 000

Skyline

Prior Inspection Data
FHA Wurmnber: 03437383
Bullling Count: [0

Froperty Mame: |sxvLine
Froperty Address:

|159: =kwiine 5T W

Cliy: [peLesn State: v T [zocoo [oooo
Phone: [zozi7oess [ Fax: Im
Email: |
Mlanagement Agent Information:
Mame: [ r|
Crgandention: IST'E"J'EI'J HAMAGENENT COBPANY, IHC.
Strest: [
|
I:‘iq: ]Enc Frille Stata: Tﬁ ij: IE.I:F 5 I-Em
Thome: Im pmt- [467 | Fax: Ii
Email: |:|t=1r\em'¢nnu.g\emen:@cr-:hl:.cnm

Lpdste Profile I Reset ]

Fhvpswc al Inspeection Jizn e

Master Scheduler can edit all fields on this screen to update the property information.

a.

b.

Click in the appropriate field and enter new or revised data.

Click on the

Update Profile

button to save the property information in the

database. A message displays confirming the update.
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Update Profile

The Profile update was successful

Back to Search Pace
Physical Inspection Main Menu

c. Click on the Back to Search Page link to return to the Schedule Inspections screen
or click on the Physical Inspection Main Menu link to return to the Physical

Inspection Main Menu screen.

Master Scheduler can access prior Inspection Summary Reports or Investor Reports

from the Property Information screen.

a. Click on the Prior Inspection Data link located at the top of the Property Information

screen.
Skyline
Property Information
Property Information Prior Inspection Data
Property ID: 300066666 FHA Number: 08437383
Inspection No.: 2000 Building Count: |0
Property Name: [SEYLINE
Property Address:

The Prior Inspection Information screen displays.

SKYLINE

{FHA NO: 08437383 Property ID: 800066666)

Prior Inspection Information

Property Information Frior Inspection Data
Insp. Ho.  Insp. Date  Insp. ID Insp. Hame Score InSRF::::_':" Ia\:;s::tr
1536 02/14/2000  MBE342  Murthy Krishna 71b R%T:Trt R%\gn
1202 0901415899 MOO0OZ2  Steven Martino 74b H%:; R%

Physical Inspection Main IMenu
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b. Click on the View Report link of the property to be reviewed, and the Inspection
Summary Report displays in a PDF format. (See Appendix A for an example of an
Inspection Summary Report)

OR

c. Click on the View Report link of the property to be reviewed, and the Investors
Report in a PDF format. (See Appendix B for an example of the Investor Report)

To close the PDF:

d. Click on File and select Exit to close the PDF and return to the Prior Inspection
Information screen.

Acrobat Reader - WWHRJMQ9. pdf]

AR Edit Yiew Toolz Window Help
Open... Chrl+0
Cloze Chrlia

T
=l

Document Info k
Frint... Chrl+F m
Frint Setup... Ctr+Shift+F
Freferences 3

1 CANWINDOWSATEMPYWAHRIMAT. pdf
2 MDD 54T EMPAVOHPY U S, pdf ]
3 CAWINDOW ST EMPYWOR30HO0. pdf
4 CAWINDOW SATEMPYWOT OKEPP. pof

Possible Al o# H&5
Painis Paints  Deduction

e. Click on the Property Information link to return to the Property Information screen,
or click on the Physical Inspection Main Menu link return to Physical Inspection
Main Menu screen and continue working.
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View Web Page Report Option

The View Web Page Report option allows the Master Scheduler to view or print the
Inspections Schedule Report. This is a view only screen and no inspections can be
scheduled or rescheduled. Use the scroll bar to view all the columns, if necessary.

Inspections Schedule Report
5 Record(s) Found
Al Inspections
) e 1 - 5 01 5 ] setect wo. of Recoras 1o showe: [25 B pagene:[1 5] [ESSSRE
Last 5 Tdeal .
FHA  Property  Property Insp. Insp. Local  Inspector Prior Uninsp.
Ne ID Name  OF Ste o Date Tine 1D Reloased o, Totue (o,
Insp.Date Date
35547221 200045632 Far Homes Wasghngton DC 2009 MAT000 91c* MATZ003 L)
Dec
08437383 B000AS666 Skylne MecLlean MY om0 17 200PM  MODERS 102171999 T 1DM2172080 it}
2000
08477444 300076767 Charles  Falls NY 2002 ?s“ OOAM MODES4  09/21/1999 47a®  I004r2000 [N
EAI M4 SOOTETET o oy Chazch . i O
Hilsop Dec
08375383 §00CS0608) Lowswille KY¥ 2000 15 I00AM  MODES  1V21/1999 Tee*  nizizoo0 IM
partments 2000
Back to Search Page
Physical ion Main M
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To view the Web Page Report:

r- "
1 Click on the View Weh Page Eeport
Schedule Inspections query screen.

radio button in the Function section of the

Schedule Inspections

Function
" Schedule Inspection  # View Weh Page Report ” Create Text Report

View
o T
@ ViewAll Lispections VIE“:V Tnscheduled VIE“.’ Scheduled
Inspections Inspections
Selection Criteria
Property:
City: |
State: | =]

Zip Code: I

Inspection Schedule Date Range:

" View Unscheduled
& View All Inspections L RS

2. Click on the , Inspections ,or
" View Scheduled
Inspections radio button in the View section.

3. Enter data in the appropriate fields in the Selection Criteria section, if necessary.

Submit

4. Click on the button. The Inspections Schedule Report displays with the
inspection schedules matching the submitted criteria.

Ingpections Schedule Report
¥ Recardis) Found
A1l Inspections
Pl | e 1§ g B I-',.-..-..u.di.-.....m.. Show (15 ] Page b |1 2 S o Fegm
Last L Tdenl Ttk
FHA Froperty  Froperty o Insp. Inzp. Local Imspecinr Prior Uninsp,
2 - Ciky Siaie . Released Future Code
] e N amp No. Date Time m Ensp. Diate Srore Date
DEWRTMY S1nh Lake View  Vienna ¥a- 210 MW &' 0Ny RO
155673 HOMAEE Far Homes Wesbmglon L 2009 MINIOm fhet I L
Dt
0B477303 EOO0466dE  Shylme Melean WY 2000 1T 200FM  MODES4  Q0i21S9R Tt nangaon [
00
O2ATMAY BEO0TETET :'|m'|". f'L _ WY o2 13 LI O0AM MODE24 DA 4Ta" | ' LATEIT0 Lo
Srth Church i
13 gonmnesa) PR loiedle KT 2000 15 I0NAM  MODISE  I0G19RR TRt (vvmon M
e s
Back s Sesrch Page
Fhiysical Inspection hain M1
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To View Property Information, Inspection Summary Reports or Investor Reports from the
Inspections Schedule Report:

Click on the FHA No or Property ID link on the Inspections Schedule Report to review and
update the Property Information screen, or to view the prior Inspection Summary Reports or
Investor Reports. The SKYLINE (800066666) property screen is shown below.

Skyline
Property Information
Froperty Information Prior Inspection Data
Property ID: 800066666 FHA Numhber: 08437333
Inspection No.: 2000 Building Count: iD

Property Name: |$KYLINE

Property Address:
Street: [1592 skyline ST Nw
City: [McLean State: [ov  Zip:  [z020z 0ooo
FPhone: [1202) 70843 | Fax: |2 027054932
Email: |
Management Agent Information:
Name: I i_I
COrganization: ISTEUEN MAMAGEMENT COMPANY, INC.
Street: I
City: [rocicrille State: [0 Zip:  [20603 _ [naze
Phone: [(703) 4356787 e [267  Fax: !
Email: Isteven:management@ erols.com
Update Profile I Reset |

Fhysical Inspection Ifain Menu
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Master Scheduler can edit all fields on this screen to update the property information.

a. Click in the appropriate field and enter new or revised data.

pdate Frofile

b. Click on the button to save the property information in the
database. A message displays confirming the update.

Update Profile

The Profile update was successful

Back to Search Pagze
Physical Inspechon Iam Menu

c. Click on the Back to Search Page link to return to the Schedule Inspections screen

or click on the Physical Inspection Main Menu link to return to the Physical
Inspection Main Menu screen.

Master Scheduler can access prior Inspection Summary Reports or Investor Reports
from the Property Information screen.

a. Click on the Prior Inspection Data link. The Prior Inspection Information screen

displays.
SKYLINE
(FHA NO: 08437383 Property ID: 800066666)
Prior Inspection Information
Property Information Frior Inspection Data

Inspection  Investor

Insp. Ho. Insp. Date  Insp. ID Insp. Hame Score Report Report
1536 02/14/2000  MSE342  Murthy Krishna 71b View View
FHeport Feport

1202 09/01/1999  MO0DO2  Steven Martino 74b iew e
Feport Feport

Physical Inspection Iain Menn
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b. Click on the View Report link of the property to be reviewed, and the Inspection
Summary Report displays in a PDF format. (See Appendix A for an example of an
Inspection Summary Report)

OR
c. Click on the View Report link of the property to be reviewed, and the Investors

Report displays in a PDF format. (See Appendix B for an example of the Investor
Report)

To close the PDF:

d. Click File on the Menu bar and select Exit to close the PDF and return to the Prior
Inspection Information screen.

Acrobat Reader - MYHRJMQ 9. pdf]
[XC8 Edit Yiew Tool: Window Help

= Open... Ctrl+0 i
= Cloze Chrl+af
Dacurmett [nfo r
Brint... Ctrl+P ]
Frint 5 etup... Ctrl+5 hift+F
Preferences r

1 CAWANDOWSATEMPYWAHE MG S, pof
2 CAWINDOWwWSATEMPYWWOHPY 3L S, pof T
2 CAWINDOWSATEMPAWYOL0H 00, pof
4 CRWINDOwWSATEMPYWOT OREPP. pf

Possible Area H&5
Paints Palnts  Deductian

e. Click on the Property Information link to return to the Property Information screen
or click on the Physical Inspection Main Menu link return to Physical Inspection
Main Menu screen and continue working.
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Create Text Report Option

The Create Text Report option allows the Master Scheduler to download inspection schedule,
inspection property and inspection participant information for editing on their own computers
using Microsoft Word. Once the information is modified, it is sent back to REAC using the Bulk

Upload Process.
This function should only be used if

To create a text report:

large volumes of records need to be updated.

1. Click on the |~ Create Text Re

port

radio button in the Function section of the Scheduled

Inspections screen.

" Schedule Inspection

* View All Inspections

Property:

City:

Schedule Inspections

Function
" View Weh Page Report ' Create Text Report
View
" View Unscheduled " View Scheduled
Inspections Inspections

Selection Criteria

" View Unscheduled ™ View Scheduled

" View All Inspections

2. Click on the , Inspections or | Inspections
radio button in the View section.
3. Update data in the appropriate fields if necessary, in the Selection Criteria section of the
screen.
. Subrnit . .
4. Click onthe button. The Text Reports screen displays:

Text Reports

Inspection Schedule Text Report

Inspection Property Text Report

Inspection Participant Text Report

Participant Role Reference Text Report
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5. Select the text report link to download. In the example below, Inspection Schedule Text
Report is selected.

Inspections Schedule Report

(A1 Inzpections)
5 Eecord(s) Found

Highlight the text between the horizontal lines. Copy tt, then paste it into a Word file.

FHA Mumber;Property Id;Prop. MName;City;3tate;Inspection Id.;Insp. Date;Local Time; Inspector ID; Last

02076745, 53668, Lake Wiew; Vienna WA 22103, 03292000;67 a*;03,/28/2003; 1M, ™

35567221,800045632;F air Homes,Washington,DC; 2009, ;0471 7/2000;91 c*;04/17/2003;1H, ~

08437383 00066666 S kayline W cLean;M¥;2000;Dec 17 2000,2:00PLWI00EE4; 10,21 /1999 79 c*; 10/21,2000;14;, ~

08437444, 800076767 Charles Smith;F alls Church; NV;2002;Dec 18 2000,11.00 AL WO0ES4,00/2171999:67a*; 10/14/2000; I, ~
08375383,8000806051  Hilltop Apartments;Lovisville KY,2010; Dec 15 2000, 3:00FLI; MO0224; 10/21A999; 70+, 10/21,/2000, IN, ~

Physical Inspection Main MMenu

6. Highlight the text.

nspections Schedule Report - Netscape

File Edit Wiew Go Communicator Help

T - 3
| 4 2 A 2% a % & @
Eaik Eorward Feload Home Search  Metscape  Frint Security Etop

mt'Bnnkmarks A LDC&HDHZ!fi|EZ.-".-".-"H|.-"D&T.-"PASS.-"SEHED.-"HE|2.E.-"TMP984?53423.NI‘H

|
]
|

Inspections Schedule Report

(&1 Tnspections)
5 FEecord(s) Found

Highlight the text between the horizontal ines. Copy it, then paste it mto a Word file

FHA Number:Property Id;Prop. Name;City:3tate;Ins ion Id.:;Insp.

Physical Inspection ain Menu
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Quick Reference

7. Copy the text by depressing the CTRL and C keys, or selecting the copy command in the

Edit menu.

8. Open the Microsoft Word application. A blank Microsoft Word document screen displays.

& Miciesall

wiesd - Document B E

T me [dr wes [nost Fomet Took Table Wrdos beo ;  =l=l
DEd@bhy - ~@8F - A HEE=SEY o v 7
- o | @ Fewrtese g | PR Comencs ¥
borwal “El Trase Wo Rovan FELD B n r HE!EI-“E EEi:i-- 0- # TN
o L [ e [ T e L
5 o e S

Note: To ensure that the information is placed in the Word document properly, take the

followin

g steps:
Click on File, then Page Setup

Click on the Margin tab, change the Top, Bottom, Left, and Right margins to O

Click on the Paper Size tab and change the Orientation to Landscape

Click on the button

Change the font style to Arial, the font size to 8
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9. Paste the highlighted text into the screen by depressing the CTRL and V keys or select the
Paste command in the Edit menu.

|@ File Edit Miew Insert Format Tools Table Window Help _Iﬂl_)ﬂ
D@dalRy| i 2ad|v-« |Aw/pmE=gET 0w |5

j = = | [ E’ﬂ' ot a Faworites + | Go - | 55 | Ciocurment2 -
“Nnrmal - Arial -
[ ]
i@ ! &l Ertries = i [HEW |
R R T S~

Ha_Mumber,Propetty_ld Prop._Mame, City, State; Inspection_ld,; Inzp._Date;Local_Time, Inzpector_ID;Last Releazed Insp. Date; Prior Score;ldesl Future Date; Lni

5976745, 53065 Lake ViewWienns, WA, 221 03;;,, 03528/2000,67a* 03/28/2003N,  *

S567221,800045632 Fair Homes;Washington, DiZ; 2009;;;, 044 Tr2000,91c% 041 7220035, »

5437383, 000066666 Skyling; McLean; MY, 2000, Dec 17 2000, 2:00PK, MOOSS4, 10021 M 999, 79c* 10021 L2000, ;-

5437444, 80007ETET Charles SmithFalls Church; Ny, 2002, Dec 15 2000;,11: 000, MODEE54; 09521 1 999, 67a%, 1001452000, I, *
5375355, B000G0R05T; Hitap Apartments; Louisville; K, 2010, Dec 15 2000; 3:00PM, MOOSE54; 100211999, 79c*10521/2000; I, *

10. Highlight all of your text using your mouse, then click on Table in the Menu Bar and select
Convert Text to Table.

“@ File Edit Wew Insert Format Tools | Table Window Help
DR SRAY & BE Josred
“ = = | (> | | oy & Favorites - | F Inisert Table. ..

” Marrmal DEleteaellsny

=rEE GEls

Hj Q| = E R e el
“ ey | &l Entries - | Tdeet,

Seleck o

||_||1|2 S|k Gl U

Select able

ﬁ et sutetEarmat .

E.; Bistrbute Havws Evenly.

FH DisErbtE Galimrns Byl
el || Heraftand didth

el el e

S e
[E show Gridines

The Convert Text to Table window displays.
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11. Enter 14 in the Number of Columns field, click on the Other radio button and enter a

semicolon (;) to separate text, then click on the button.

B e £t e oot e Dok Tabe sindoe beko R
DB | SEE | db@d - Ly FEE=E8 BT o - |
o = ﬂf?::!ﬁ'ﬂhmmbesrigu- M Dacumerts B
[[romai 2l Al =8 BrU | S==s=cE&EiE|0 @A
Fp —— = w2 OB E i Bl # gL =
o) Al Erenes = Mem. .
B Lo B e e e o e s = T =
HE,_Humber Fromerty i Pron_Hame, Ciy, =5 Uil cs ki r! ﬂ |_]uc Pl iresp. Doale o GEors el Fubure Qe Lnk
(i e el
e oo S
L3RS A B B Shyin e kL srg M 200 gutoFoemat...
(s S SO L e e .
| Separabe bt ot
[ Paregraphes 1 Coriaas
I [abs Coothen [ =
o
(=]

The data is formatted into a table. Update the inspection schedule information as needed.
=181 ]

@Eile Edit Wiew Insert Format Tools Table ‘window Help

heE SRAY RSt - 2@ HixE=84 BT 0% - 3
= "3’|@ @lﬁ Q Favorites = gov!ﬁ|Document2

[ — - [pru== :
vl — ® «ZIno-%o@Ea e
@| All Entries - Iﬁew...‘
[ N, RN i AT+ RN - O - R+ D - MR, - [

il
. ! ! | | |
S:00P [EONEEES

Lo J Ky 2010

After the data has been updated, convert the table back to text.

12. Click on a column within the table.
13. Click on Table in the Menu Bar and click Select Table.

14. Click on the Table in the Menu Bar and select Convert Table to Text.

41
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15. Click on the Other radio button (semicolon) and click on the button.

Convert Table To Text !

Separate text WIth_____ ....... _!

" Paragraph marks -
" Tabs :

8 Commas

¥ Other: Il_
(0] 4 I Cancel

16. Save the file as a text file to later use for the bulk upload process. The file must have a .txt
extension.

NOTE: Whenever a Word document is saved as a .txt file, a blank row is placed after the
last row of data. This blank row must be removed from the txt file before it is used
in the Bulk Upload process. Complete steps 17 — 23 to remove the blank row.

17. Click on the Start button on your desktop. Select Programs, then Accessories and finally
Notepad. The Untitled — Notepad screen displays.

El Untitled - Notepad | _ O] x]
File Edit Search Help
K A
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18. Click on File in the toolbar menu and select Open.

Bl Untitled - Notepad

[X=8 Edit Search Help

Mew

Save
Save bz

Page Setup...
Frint

Exit

The Open window displays.

File Edt 5Search Help

Open 9:51:00am Kl E3 | 2]

Lookin: | = Hard diive [C:] =] | |=j<| |
E:I Frogram Files [ 1'windaws Ilpdate Setup Files

[ 1 Pws =] datal tet

| IReal

:I tape

1 Uedit

| 1'windows

« | i

File name: m Open I
Filez of twpe: |Te:-:t Diocuments j Caticel |

o Iy
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19. Click on the Look in: drop-down arrow and select the location where the txt file is stored.

Once located, click twice on the file and the File Name field is updated with the name of the
txt file. Click on the Open button.

Eile Edit 5Search Help

Open 9:51:00am K E3 | :I‘

Lockin: | = Hard diive (] = g|
E_:I Program Files !i:l Windows Update Setup Files

[ ] Pes
| I Real

:] Lape
|1 Uedit
| 1 'windows

1] | A
File name; Idata1 it Open I
Filez of type: | Test Documents ;I Cancel |

B iy

The txt file displays in Notepad.

NOTE: Notice the blank row after the last row of data.

Bl datal.txt - Notepad =l E3
File  Edit Search Help

FHH_Numher;Pruperty_ld;Prnp._Name;Bity;State;Inspectinn_Id.;Insp._Date;‘:]

08976745;53668 ;Lake Uiew;Vienna;UA;22103;;;;03/29/2000;67a%;03/28/2003;
35567221;800045632 ;Fair Homes;Washington;DC;2009;;;;04/17/2000; 9 1c*; 04/
884373823;8000866666 ;Skyline ;McLean;HY;208808;Dec 17 20080;2:00PH;HO6B884;10/.
08437440 ;800076767 ;Charles Smith;Falls Church;HY ;20062 ;Dec 18 2000;11:00
FBS?i383;8333896381;Hilltnp Apartments;Louisville;KY;2818; Dec 15 2088;

4] | Bl 2
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20. Move your cursor to the end of the last row and click on the Delete button.

a datal _txt - Notepad |_ [O] x|
Fil=  Edit Search Help

_ID;Last Released Insp. Date;Prior Score;Ideal Future Date;Uninsp. Eude:J

888 1IN;
;67a%; 18/14/720808; IN; -

21/1999; 79cx;10/21/2080; IN; h

Kl i'd

21. Move your cursor (using the scroll bar) back to left. The cursor cannot move below the last
row of data because the blank row has been deleted.

E datal.txt - Notepad _ O
File Edit Seach Help

FHA_Mumber ;Property_Id;Prop._ Hame;City;State;Inspection_Id.;Insp._Date;

B89767N5 ;53668 ;Lake Uiew;Uienna;VA;22183;;;:083/729/2000;67a*;03/28/2803;
35567221;8088045632 ;Fair Homes;Washington;DC;2009;;;;084/17/2008;91c*; 04,
98437383 ;800066666 ;Skyline ;McLean;NY;20008;0ec 17 2000;2:00PH;HOB884; 10/
B84374NY ;800076767 ;Charles Smith;Falls Church;HY ;20802 ;Dec 18 2000;11:6¢

NOTE: Before this text file can be used in the Bulk Upload Process the row with column
titltes (FHA Number, Property ID, etc.) and the blank row must be deleted.
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22. Highlight and delete the first two rows of the Notepad.

Bl datal.txt - Notepad ] =
File  Edit Search Help

FHA Humber ;Propert . Hame;City;State;Inspection Id.;Insp

BB976745 ;53668 ;Lake View;VUienna;VA;22183;;;;083/29/208080;67a=;083/28/20803
35567221;800045632 ;Fair Homes;Washington;DC;2009;;;;04/17/2000;91C*; 0L
A8437383;800066666 ;Skyline ;McLean;HY;2808;Dec 17 20008;2:00PH;HO0884 ;10
BB43744Y ;8000876767 ;Charles Smith;Falls Church;HY ;2882 ;Dec 18 286868;11:081
A8375383;8000806081;Hilltop Apartments;Louisville;KY;2818; Dec 15 2088

The screen re-displays and the two rows are deleted.

E =101 %]

File Edt Search Help

8076745 ;53668 ;Lake Uiew;Uienna;Un;22133;;;;133!29!21]33;6?3*;133!28!2333;':;—j
35567221;800045632 ;Fair Homes;Washington;DC;2009;;;;04/17/2000;91c=; 84/
98437383;800066666;5kyline;McLean;HY;2000;Dec 12 2000;P;HO088L4;108/21/1
B8437444;800076767 ;Charles Smith;Falls Church;HY ;2882 ;Dec 18 20080;A;HOG:
98375383 ;800806081 ;Hilltop Apartments;Louisville;KY;2610;Dec 15 2000;P;l

23. Save the file as a txt file.

NOTE:  The file is now ready for the Bulk Upload Process.
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Exiting Scheduling

Master Schedulers can exit Servicing Mortgagee Scheduling at any time. To exit the system,
click on the Menu bar of the browser and select File and then Close or Exit, or click on the close

control icon in the right corner of the screen.

¢ Schedule/View Inzpections or Portfolio - Netscape

(A=W Edit View Go Communicator Help

Pronerts:

Hew 3 o
apen Page Chel+0 ﬁ 2 Iﬁl d ‘i' ‘gi
5 d Horme: Search  Metzcape Prirt Security Stop
Savebs... Clil+3 site: ihttp:.n’.n"www2.hud.gova’ssmaster_sch_cI.n"pass.n’sc:hedulinga"sm_schedule_quely.cfm
Save Erame s,
Send Page... Schedule Inspections
Edit Page
Exdlit-Erame &
Function
* ule Inspection  View Weh Page Report  Create Text Report

Page Setup... View
Frint Freview 5 _

S :  View Unscheduled T View Scheduled
Erint... All Inspections i i

Inspections Inspections

Close Chrl+tad

Selection Criteria
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Bulk Upload Option

The Bulk File Upload option allows the Master Scheduler to upload inspection schedule,
inspection property, and inspection participant data to the Scheduling database. The data must
be saved as a text file, with a “.txt” extension.

In addition, each entry of data must be in the correct order, separated by semicolons.

The correct order for inspection schedule information is:

FHA Number - FHA identification number

Property Id - Property identification number

Property Name - Property name to be inspected

City - City where the property of the inspection is located

State - State where the property of the inspection is located

Inspection ID - Inspection number

Inspection Date - Inspection date (mm/dd/yyyy)

Local Time - Time of the inspection in half hour increments from 7
AM to 3 PM

Inspector ID - Inspector identification number

Last Released Insp. Date - Date of the last released inspection

Prior Score - Score of the last inspection of that property

Ideal Future Date - Theoretical future date based on the score

Uninspectable Code - Code that identifies uninspectable and inspectable
inspections

The following is an example of a bulk upload data file for inspection schedule information:

6430H001;800001017;The Torains;Karry;OH:51001;May 5 1999; 7:30AM;M29999;04/05/1999;82;04/05/2001;IN;
643VA002;800020029;The Oaks;Warrenton;VA;51002;May 5 1999;9:00AM;M29550;05/05/1999;35;5/05/2000;IN;
543VA003;800300056;Woodtap;Richmond;VA;51003;May 5 1999;1:30PM;M29313;05/05/1999;50;05/05/1999;IN;
741CA001;804000084;The Sandal;Berkley;CA;51004;May 5 1999;2:00PM;M39513;05/05/1999;90;05/05/2002;IN;
695CA002;800000186;The Commons;San Polo;CA:51005;May 5 1999;P;M29777;05/05/1999;65;05/05/2001;IN; »

> > > 2>

The correct order for Inspection Property Information:

FHA Number - FHA number

Inspection 1D - Inspection identification number

Property Id - The property identification number
Property Name - The property name to be inspected
Building Total - Total number of buildings for the property
Dwelling Total - Total number of dwelling units for the property
Organization Id - Organization identification number

Street Line 1 - Street address line 1 for the property
Street Line 2 - Street address line 2 for the property

City Name - Name of the city for the property

State Code - State code for the property
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Zip5 - Five digit of the zip code for the property
Zip4 - Four digit of the zip code for the property
Building Number - Number to identify the building for the property.
Role Name - Name of the patrticipant for the property
Phone Number - Telephone number of the property
Fax Phone Number - Fax number of the property
Phone Extension - Telephone number extension for the property
Email Address - Email address for the property
Program Type - Type of the financial programs of the property
Scattered Ind - Indicator if the property has scattered sites

The following is an example of a bulk upload data file for inspection property information:

99998;1803564968;Granna Apartments;3;18;C-OPC-31451;5;96;Street
4;;Washington;VA;20001;4004;0;Management Agent;2025155555;2025651562;5211;tmail@hotmail.com;;;N*
99999,1803564969;Redlight House;1;5;C-OPC-22220;4;96;Markam St;;Washington;VA;20001;4004;0;Management
Agent;2023334533;2023333333;2222;redlight@aol.com;;;N*

The correct order for Inspection Participant information:

Inspection ID - Inspection identification number

Role ID - Identifier to identify different participants
Participant Id - Participant identification number
Organization Name - Name of the organization

Last Name - Last name of the participant

First Name - First name of the participant

Middle Name - Middle initial of the participant

The following is an example of a bulk upload data file for inspection participant information:

99997:0;12345;Doe;John;M;*
99998:1;12346;Doe;David;F;*
99999:2:12347:Doe;Mike;H;*

Helpful Hints:

There must be a caret (*) at the end of each row to ensure the Schedule Inspection data
is properly updated.

There must be an asterisk (*) at the end of each row to ensure the Inspection Property
and Inspection Participant data is properly updated. There cannot be an asterisk (*)
within the row of data, only at the end of the row.

If a field contains a semicolon, example (Woodside Villa; Inc), the semicolon must be
deleted from the field.

When a Word document is saved as a .txt file, a blank row is inserted at the end of the
Ixt file. The blank row must be deleted before the data is loaded to the Database to
prevent an error.
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To access the Bulk Upload function:

1. Click on the Bulk Upload link from the Physical Inspection Main Menu screen.

* 1'

Physical Inspection Main Menu
e —

1!-*

s Schedule/View Inspections

US, Drept. of Honsing X 3
and Urban Development * Tnapection Eeview

BECUTE SYsiems

s Bulk Tpload

Menu

The PASS Bulk File Upload Module screen displays:

Master Scheduler

If you are the.... PASS Bulk File Upload Module
Screen Displays

Master Scheduler for only Servicing PASS Bulk File Upload Module
Mortgagee organization(s), the Pass Bulk
File Upload Module screen displays after

the Bulk Upload link is selected on the
Physical Inspection Main Menu screen.

Fhorsiral Inspection Main Mems

If you are the.... PASS Bulk File Upload Module

Screen Displays

Master Scheduler for a Servicing PASS Bulli File Upload Madule
Mortgagee(s) and Contractor(s), then the
screen PASS Bulk File Upload Module
screen displays.

ﬁ%ﬂ;;
Servicing Mortoagers

Physical Inspection bain Ieay

2. Select the appropriate link to upload. (e.g., Upload Inspection Schedule for Servicing
Mortgagees)
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The PASS Bulk File Upload Module screen displays.

PASS Bulk File Upload Module

Please select the Servicing Mortgagee mspection schedule file vou wish
to upload:

| Browse...

Llpload the File

Pleasze note that this process might take some tine depending on wour
file size and connection speed. It iz estimated that thiz process uploads
at a speed of 2 rows per second.

Browse...

3. Click on the

A button to locate the file to upload. The File Upload dialogue
box opens.

NOTE: If the pathname is known, enter the pathname in the File name field.

4. Locate and select the file.

File Upload

Loak in: | 5 Program

Aim (ks
defaultz &8 Plugirs
dynfants E spellichk
Full5 oft

java

MNetHelp

File name: I| Open

Cancel

Files of type:  [HTML Files =l |

NOTE: The file must have a .txt extension.

5. Click on the Open button to close the dialogue box. The PASS Bulk File Upload Module
screen displays.
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PASS Bulk File Upload Module

to upload:

Please select the Servicing MMortgagee mspection schedule file wou wish

|civdatal.txt . Browse...

Upload the File |

at a speed of 2 rows per second.

Please note that this process might take sotne time depending on your
file size and connection speed. It 15 estunated that this process uploads

NOTE: The name of the file appears in the field next to the

Browse...

Upload the File button.

6. Click on the

button.

PASS Bulk File Upload Module

5 of 7 rows have been successfully uploaded.

Diata Error Log:

® Bow 4 W11110 is an irvealid or inactTee inspector.

Fhvsical Inspection Main Menu

® How 2 Reported and Verifled Urinspectable properties can't be scheduled.

If the data uploads successfully, a message window displays indicating the number of data

rows successfully loaded into the database.

If the data does not upload successfully, a message window displays indicating the row(s) of
data with errors and the type of errors. The errors must be corrected before the file can be
re-uploaded. After the errors on the text file are corrected, repeat steps 1 — 6 of the bulk

upload process.

7. Click on the Physical Inspection Main Menu link to return to the Physical Inspection Main

Menu screen.
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Browser Basics

Software and Hardware Requirements

The electronic scheduling of physical inspections using PASS Servicing Mortgagee Scheduling
software requires computer resources and an Internet browser. The optimum software and
hardware resources are recommended for efficiency, although users can operate with the
minimum required resources.

Optimum Hardware Resources

Processor: Pentium 100
RAM: 16 MB

Modem: 28.8

Video card: 256k
Download file size: 5.8MB
Installed file size: 10MB

Optimum Software Resources

Windows 95
Netscape* 4.5 or HTML-compliant browser application
Adobe” Acrobat Reader 4.05

NOTE: Users can download Netscape* 3.5 or higher (32-bit) from the Internet. The
procedures to download Netscape* can be found at
http://home.netscape.com/download.

Minimum Hardware Resources

Processor: 486

RAM: 8 MB

Modem: 14.4 kb

Video card: 256k
Download file size: 5.5MB
Installed file size: 10MB

Minimum Software Resources

Windows 3.1
Netscape* 3.5 or HTML-compliant browser application
Adobe” Acrobat Reader 3.0

*Copyrigth Netscape Communications Corporation.
#Copyrighto Adobe Systems Incorporated.
All rights reserved. Protected by the copyright laws of the United States and international treaties.
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Internet Basics

The Internet is a worldwide system of computer networks facilitating access to information and
people. Using the Internet to access and use HUD secure systems requires an Internet
connection and a computer with a modem and Netscape 4.7 or an HTML-compliant browser
application. A browser allows access to web pages on the World Wide Web (WWW or the
Web). The Web is a universally accepted standard for sharing information on the Internet. The
Web consists of information organized into pages stored in computers physically located
throughout the world.

Web Page

A web page is a document or application with a unique address on the Web, possibly including
links to other pages. The Yahoo!* main page is shown below as an example.

title bar

control icons

Eia i:_ Whaw  Go Commuticstes - Help ) B -- menu bar
'l v A4 4 =2 =N & & I tool bar
Bad: tomas Heload Hama Swearch Mﬂhmﬂn Prrit E‘ar_urty:_ st

F| sk Hookmerks A Locabon [ig: s yohan com? — | @7 wihers Related

S— ___ URL(location

@-0 YAHQO!

Nfat’s e Crack Gl

firee email for life At The Oscars

| _Seaih | advanced search
Takon! Pager - baddy lists, instant messaging, enail nofification, stock aleris

Shoppung - Wellrw Fages - Frople Seanch - haps - Trovel Agent - ChssBeds - Fersonsls - Games - Chat
Eirel - Caleselar - Pager - My Tahoo! - Tedar's Mews - Sports - Weathes - TV - Stock Cuoates - moce

FARE TOUR DOMMA N FREE

win free hosting 7o 4

Arts & Humanities
Literature, Photagraphs

Seompsnies, Fnanes. Jobe
Computers & Internet
Inteenet, WIOOE, Software, Camer:

Education
== |Documen:Dang

hNews & Media
Eull Coveragr, Hewspapers, TW.

Recreation & Sports
Sty Tranel Autis. Caddears

Reference
Limaies, Dahonanes, Catahons

In the News

« Kosmm shrices loom

= Microiot ready 1o
chemars pettlement

= Dscars: the winners

o elepe hoops -
ke ceverags

Marketpiace

e e S

o e P, T [

identifier)

T ——link

| __—status indicator

*CopyrightO Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and international
treaties.

Title Bar

The title bar at the top of the page displays the title of the document or application of the Web
page that is active or currently displayed. When more than one window is open, the title bar of
the active window is bold; the other open title bars appear faded.

September 21, 2001 PASS Release 4.0 54



Servicing Mortgagee Scheduling and Bulk Upload for Master Schedulers
Quick Reference Guide Version 1.0 BROWSER BASICS

Control Icons

In the right corner of the title bar, there are three control icons. With a mouse click, the minimize

[=] icon reduces or minimizes the window to the bottom of the page. To enlarge the window
back to full size, click on the appropriately titted box at the bottom of the page. The

minimize/maximize icon reduces the window to a smaller size, allowing the user to view
other open windows or the desktop. To enlarge the window back to full size, click on L= again.

The last control icon is the close icon. Clicking on this control icon closes the browser
application (and the document or application open within the browser) and returns the user to
the desktop.

Menu Bar

The menu bar provides drop-down menus for browser functions. By placing the cursor over a
menu item and clicking on it with a left mouse button, the drop-down menu appears. Highlight
the appropriate menu function with the cursor to make a selection.

==l Cdit “iew Go Qummunicamr Help
Dl 3
Open Fage.. Cirl+0

Save &5 Ctel+5

e = e = =

send Page..
Edit Fage
EditErarme

8 =j e f=e = =0

Offline k

Fage Setup...
Frint Presiew

Close Cr|+44¢
Exit Ctrl+C

Available menu functions are text items in bold. Menu functions that are not available appear
faded and cannot be activated.
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Tool Bar

The tool bar consists of buttons representing browser functions.

< » A &4 2 = @ 9 & @

Back Fomvand Feload Home search Metscape Frint SECUrDy | ] ]

Available functions are buttons with bold text and graphics. A tool bar button appears faded if
the function is not available.

Location ldentifier

The unique location of the Web document or application is called the Uniform Resource Locator
(URL). The URL is used to find a particular Web page among all the computers on the Internet.
Enter the desired URL in the Location field and press the Enter key.

NOTE: The field is labeled “Location” for an Internet site. It is labeled “Netsite” for an intranet
(internal/within the organization) site.

Status

The Netscape browser indicates the status of the action being performed. If the browser is
performing an action (for example, searching a database for information): the Netscape Ilssi logo

to the right of the URL address appears to have comets flying across it, the Stop sign L= | on
the tool bar is bold and red, and the status indicator line at the bottom of the page (next to the

lock ) describes the status (for example, “Connect . . . Waiting for reply”). Upon completion
of the action, the logo returns to its static state, the Stop tool appears faded, and the status
indicator line reads “Document: Done.”

NOTE: The lock indicates whether the Web page is secure or not. Some Web pages can be
secured or blocked from other Internet users if the page contains sensitive information,
such as financial or housing information. If the lock is closed, the page is secure. If
the lock is open, it is not a secure Web page.

Links

A link provides a method to move quickly from the current page to another Web page. Links are
typically underlined, although they do not have to be. Click on a patrticular link, and it moves the
user to that particular page. Once the link is accessed, it typically changes color to indicate the
user has already accessed it once before.
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Bookmarks

The Bookmarks function is a browser tool that provides the user with quick access to a Web
page. Once a Web page’s title and location is marked as a bookmark in the browser, the user
does not have to remember and type in the URL or go through a series of links to access that

page.

I wf “Bookmarks A Location:ihup;”hudweb,hud_gw v!'What'sReIated|

To bookmark the currently displayed Web page, click on Bookmarks to the left of the Location
field for the drop-down options. Click on the Add Bookmark option to mark the page. The Web
page location is added.

NOTE: The browser in this example is Netscape. Display may vary according to the browser.

wat T Bookmarks Add Bookmarlk,
File Bookmark 3
Edit Bookmarks. ..

(] Personal Toolbar Falder b

5 Search »

5 Business and Finance

5 Computers and Internet

5§ Directories

5 Entertainment and Lifestyles
4 Metscape Metcanter

5 Mews and Sports

] Shopping and Classifieds
5 Trawel and Leisure

5 What's New and Cool

" Ll oW

b . . S

j Personal Bookmarks 3
4 U S Depatment of Ho..Development-Home Page
4 REAL Financial Assessment

4#” Feal Estate Assessment Center

47 BEALC Physical Assessment

4 Pacific Edge - Froject Office Express

4 Resident Assessment - Lagin

All bookmark(s) appear in list form under the Bookmarks option. Clicking on a bookmark in that
list takes the user directly to that page.
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REAC Technical Service Support

Staff in the Physical Inspection Operations area within REAC is available for assistance Monday
through Friday from 8:00 A.M. to 5:30 P.M.

REAC Technical Service Phone Number
1-877-406-9220

Technical Assistance Center

Users can contact the REAC Technical Assistance Center with any questions or problems
Monday through Friday 7 a.m. to 8:30 p.m., Eastern Standard Time. The REAC Technical
Assistance Center can be contacted by telephone or email.

REAC Technical Assistance Center Phone Number
1-888-245-4860
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Appendix A: Example of an Inspection Summary Report

Inspection Summary Report - 119233

Inspection Mo:

119233

SpalirgEapased Fabar™

Property: SOOG00AET ) PARKLANE APARTMENTS Inspection Date: 11/ 142000
A725 FEHILER HOULEVARD Photse: 2 pags
£, Al 36608 Fax: [304) 342-2088
E-Mail Address:  porklana & relaled.com
Scaftersd Site?: Ho ACCH:
CA#:
Comments: TAC 12345
Building Linil Caurnd Health and 5. Counts
#Total  Einspected ! )
Mon-Lite Threatening Sie Bldg  Unlt  Tetal
Bkt 2 2 Actual i [ i i
Linits 112 i Snspacted | = | e .
Siares Prajached 0 [HEEEEEEE
Poagible Arag H&S
Foimts  Painte  Deduction Lite Threatening
Sita 14.4 .3 a0 Actual o 2 i 2
By Ex 13 5.7 o “elnspected | 22% e ] =
Bl Sy 1833 171 0.0 Projectsd | 9 il L
o1 15.0 114 fifl Smaoke Delectors
Linils AES 268 111 Aciual i 1] a I
Cwverali 1000 1.0 1.1 inspected | | S0 L M
Profecled 1] 1] L L]
Final Score = Area Palnts - H & 5 Deduction Bl o
Systemic Deticiencios:
% of Bldge
£ withi ¢ Linigs wth
Aras it Dafect Dofect # Tofal Dofect
Capsal SdgEx | Foundalions Cracks Gaps™ * 2 1%
5 a 1O

Crdimary™ | Hone

* Cagilad loms ana ropains that gon
“* Oirdienary ilerns &g ripais Fal regurs anailer ca

Participants:

By roguing large cash cullays, | B

. | Hhoens s

1 i riev ool arkd new spplianoaes ).

o plirgquishons, and smoke dotocion

Management Agent Argpeta Fool,

Falaled Managamant Co, L P,

Fhigns:
Fax
£ Mail add .

Y B12-AB10

8425 Powers Feary Fd
Allanta, GA IEIE-0000

Owmer/PHA £
Laigler Byd, LTE

Phang

£ Mail Akt

625 Madson Asanis
Hew York, NY 10022

Sile Manager Diiman, Shewn

Pasklara Apls

P

E-Mail fodross:

(34 3422722
(345 3422080
paklane b related com

Hrs Paiglar R
Mobiba, AL 366(

BuildingsUnifs;

¥ 206 A0

Ha HamaTypeReasson Uninspeciable Year built # Units Address
1 k 19T 16 G725 JERGLER BOULEVARL
Laow FemaTisdan Ap =41 2 =
Fira Danagps
2 & 1879 6
Low RaaGasen Apammen
oher H
E 1975 6
0w FEaGaman Apanmenl
Vazani
FARA0O0 223 P Paga 1013
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ction Summary Report - 119233

Inspe

] 4 1979 16 5728 ZERGLER BOULEVARD
Lo e CGiasdars Aparmen [E AL FEEDA
s
& & T3hE ;] FLEVARL)
Leowy Pk Giascdais Apartmen] 1
@ ERicdency Comipid Oocpam Fafsal
Comments:  les]
=] 3 Bednoom (e elTElz ] Oooupan Rafisal
[ ? Brdranm Oxcaaipied Ol
Commaonts:  lest
d 1 Bediowm Erpied
] ERiciency Croapied Cooypant Rafsal
Commenis: 1531
f | 1 Bedmom | Oaipied | No Kips |
Comments:  leg] |
I¥] |  Bedmem i e |
Comments:  les! |
a ] 1 1] GLEA BOULEVARD
Commean Hiilding £ AL HEE08
¥ 7 187 16 B2 GlLEA BOLE FYARD
Latvwtd FRion G At WO AL BEEOA
Oomupant Felusa’
] B 1474 B 8725 FEMALEH BOLE EVARL
Low ReaGasdan Aparment MOBILE AL 80
Halla Hasiiclksd Ares
a 1] 14T i #7725 FERGLEA BOULEVARD
Leowy Risafladan Apartmen WOBILE AL 38808
ATns
Comments:  unil 104 vacanl, no uliifies

Inspéciable Mems:

Inspecied Bom HIFOD

Obserualion

S watity

LocationCommaonts Ded.

Certificates

Elesalis e

Lead Basad Paind Disclosune Farm P

Site Possible Points: 144

Farking LalsDioways Roads [ Panding™ Lerwal 32 20
Pallalegt o Maharia Lawal & | Locagan: test: Comments: ast 4.0
Splller el L™ Leval § 1.0

Building 5 - Bullding Exterior

Possible Points:  158.3

¥ O SN

Fio Escapus o1 Baniked EgressLadtbes (LT) Lewsl 3 Locadon: est; Commenls: kel 126 5
Frundalicres [wn] CracksGang™ Lavel 2 Bla
Spafling Txpasad Faba™ Leal 2 .0
Roots [wh] Damaged SollilsTFascia Lanal 4 1580
Damaged Cloggod Drains™ Leval 2 B

PAE2000 223 P Paga 2af 3
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Inspection Summary Report - 119233

Buliding 5 - Bullding Exterior Possible Points:  158.3
Foots [win] DamagedTarn MambranaWissing Ballast Level 2 B3

Mis=ng wged Campenants from Lewve] 2 285

DoarspoutGullee™

MisspDamaged Shangles"” Lol 3 Laeadion: iesk Comments: Sasl 176 6
Building & - Bullding Systems Possible Points: 2234
Fra Protaction | (b | MissripDamaged Cxpired Extirguishers® | Leanvel 2 | YA
Building 5 - Common Areas Poaslble Paints: 141
[ay Care ] Cailing - PredngMeeds Fant Level 2 .4

Cuiling - Waber Slarsialos Ll 2 g

Llarmaadg e ofcl sl e

Deans - Dhamaged Lewvel 2 0,5

FramasThresnpld] inkalsTm ™

Dors - Damaged Suiface - Lol 2 1.6

i P aint Rusling Glass*
Building 5 - Building Exterior - Health & Safety
EmerjpancyTir Exile | o | EmaigancyHHre Exts DlockedUnusabde [LT) | Leval & | Lacatan: ast Comments: bast 1266
Building & - Unit d Possible Points: 355
Ehectiical Syshnm o Bairnl Braakeds (MLT) Lewal 5 Locadion: e Somments: bast 1"
HAC Spstem [ Moy WibratingLeaking"* Leval 1 4.2

FuskCormeescm™” Lenval 1 1.7
Building & - Building Exterior Possible Points: 158
Frundalions [wa] CracksGags™ Lavel & 6,3

SpallingExposed Retar Laval 2 Hi
Building & - Building Systems Possible Points: 163
Hwas | 1] | Garneosal FusbCorrasion | Lewel 2 | as
Building & - Commaon Areas Passible Points: 0.9
FHED - Acresssdba Culside Commi [#n] Frarles Onsineckad ar Inmcosssitle o | | Locaticn: losl Coirenoeiis: ol

itings besh

MOTE

FE 20O
¥ S

23 P

Paga 3o 3

September 21, 2001

PASS Release 4.0




Servicing Mortgagee Scheduling and Bulk Upload for Master Schedulers
Quick Reference Guide Version 1.0

APPENDIX B

Appendix B: Example of an Investor Report

Investor Physical Inspection Repont

LL5. Prepurteent of Housing

1 Drevelopiment
e Inspection

[FHA NUMBER: | INSPECTIONSCORE: 6l

I|'|-\.||:_'r||-.'-|| Dt dmimelalfvy AR EREE] Kepor Submitged Hs

Tnsiprection Mumbwet 114233 ot & Mor

Previows Dispection Ehe: Previows In n Seore:

Property Name: PARKLANE APARTMENTS ¥ Toal # Inspected
Propernty Address: (725 AEIGLER BOULEVARD Huildings; i .
Properiy Citn/S T i MO, AL A6l Linits 112

Ocupancy % Seattered Sites (¥ MNE N

Section of the Act

l’urli{'i|n.'||1l\.:

Mime

Mianay

et Asenl

Anzela Food.
Belatd Management Col P

1 Powers Terry Bl
a, (A 303 3 HHH

CrwmerPHA

i
Lo Bivd, LTT2

nome ayviiinble

25 Mudison Avenue
Mew York, NY 10022

Sipe Manager

Daxon. Shawn
Prarklune Apis,

(3340 M22270 phone
K 2-HIER Fux
patkEame i relared, coan

6725 Feigler R
Mlobile, Al 36608

I|:x|x'|_'|||:r| Firm

Er ISP LT

Inspector REAC Number

Inspecior Telephone

petion 5 ¥ Repuns

LTSTaA, ATH, ATSLUSER Hiz345
Seores
Components Possibile |"4!inl_.‘- Percentage Heallh & Safiety Health & Safery (HES) codes
Polnts Received Soure deductions i Fangl Seore
Sk 14 7 hii] {i a = nn healih and safety concerns
Building Exterior 16 f iH 0
Building Svsiems 14 7 Ll 0
Lonimics Areas 15 1 T3 [}
Einils A5 EY 86 Ik stk detector nod working
Chveril] 1761 11 Tl 11
Perdnl
ol Building Exierior = Site + Huilding Exterion 43
Totad Buikdine heedor = Buslding Systems + Comnmon Aoegs + Unils Bl
Finial Scome = Pudnis Reecived - Health & Safety Deduction + H&S code | ) ©
s prepared by REAC foruse by sorvicng mongagoes. The desigs v specitid by o working groap of sctive semviving rosgapoes mid
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| Envestor Report Page 2 FHA Mumber Propery Mume: . PARKLANE APARTMENTS
Spechic Units Inspected: 1 Percent of units Insprecteds 1%
Buitding  Type Year Built  Uniis
[ Commoa Building LR MNone
5 Eaver RisetUaimiden Apartment 1975 d

Umits with Level 3 or Level 2 Sevedry of Cbserved Peiciencies (Level 3 = Severe: Level 2 = Magort

Pamvet 3 Dreliciencies: I Total I Mamber of Inspecied Dnits TOEE " o Uit
Level 2 Deficiencies 41 Toal 11 Mamber of Inspected Units (0 % of Units
[omits with Devel 2 geficiencies, ho no Level 3 deficiencies)

systemic Deficiencies: % of Hldgs!

Type Area Ltz Pefect #owiDefert  #Flotml  nits wilkelec

Capital® Pldglivg  Foundations Cracks/Gaps™ 2 2 HIE

Spuiling/Exposed Rebar* 2 2 00

Ordinary®®  Mone |I

* Capital = repaiveplacement reguires lirge cash oalays (rools, IV ACs, applisnces).; ** Ordinary = minar repairs |

Building Site, Exterior, Systems & Common Areas

Eocation Inspected T Soverity  Uhservied Deficiency T

Kite Parking Los/DrivewnyaBoads Lewel 2 Ponsding** 2az

Kite Parking Los/DrivewnysuHoads Lavel 3 Pothales/T onse Marenial®® 4404

Building 5

Fmberior Fire Escapes Leviel 3 Blocked Egress/Tadders 12665

Exterivr Frosundatiomnms TLavel 2 Cracks/Gaps** SRR

Exlérior Foundatiomns Level 2 Spaiting/bxposed Robars* Tug

Fxterivor Rawols Lavel 2 PrampgedC lnewed Droins®* AR

Fmberior Bsnls Lavel 2 Pramaged Tom Membrane®fissing G52
HBalfuse

Fxtericr Riwls Level 2 Metissing/Tramaged Components from LA
Droawiesponst A enier =

Fxlerior Rasols Level 3 Missing/ maped Shingles 12665

Systems Fire Proteciion Levisl 2 Missing/Trmaged' Expired REES
Extingnishers**

Common Arca Eray Cane Level 2 Ceating - Pecling™Noeds Pam** b5

Comanon Arei Elay (are Lavel 2 {ealing - Water Stains™Waler I HE
Dramage/MaoldMildew

Common Arca Eray Cane Level 2 Dhoors - Drarnnged IhEK
Fromes Threshold/Linsels Trim**

Coammon Area Eray Cane TLavel 2 Thouws - i]ﬁl'l'lilgmi Surface - 1.540
HelesPaingRusting Glas**

s Emergency/Fire Exids Leviel 3 Emergency'Fire Exits BlockedA nusable 12665

Building 6

Fstericr Froumdarinms Levil 2 Cracks/Gaps®* Y]

Fslerivr Foundations Lavel 2 Spaifing/lExposed Rehar® KR

Syseeris HvAC Level 2 Gieneral RusuCorosion o]

Miclez The fuvesior Physical Inspecton. Report wes peepared iy REAC foruse by sovicmp mongagess,. The design o spacitid by awodking srop of sotve senvicing monpagess mil
in Fargee jeaf & o Bt ol the cnmting epadtion Sanmiey Repoa,
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| Investor Report . Page 3 FHA Number Propery Name:  PARKLANE APARTMENTS
Huilchng &
Losmmon Arei FHIECY - Accessihle Ouside O omminn [evel 3 Reonies Ohsrrocied or Iaceesadbde o Fil
Arcust* Wheelchair®*
Mol The Brvesior Physical Inspectos. P s hy servienp modgagees. Fhe desigs oo s pecitid by awoking proup af st sevicmy, mar g goss
iy i jeag § & pfoamgedining of 1he sl
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