Quick Reference Guide for PHAs

Management Assessment Subsystem (MASS) MASS SuBMISSIONS

CHAPTER 4 - MASS SUBMISSIONS

This chapter looks at how to review any current and previous MASS submissions. It also covers the
first steps in creating a new submission, including the important Setup PHA Information page. Further
details on creating a new submission are covered in the chapters that follow.

OPEN AN EXISTING MASS SUBMISSION

Overview: This process allows you to review the submission history in your PHA’s Inbox. (If your
PHA has never submitted electronically before, your list will be empty and you may wish
to skip to “Create a New MASS Submission” on page 3.)

Action Example

The PHA Inbox page:

1. If you have not already done so, open
your PHA Inbox page. (See page 1 Crsate Subruision A, S
of “Chapter 3 — Access MASS.”) e R R R A
RIS Pln Orchand Heusing Audberiy 11E12000 deal ressbrmsion DRS00
2. Click on the desired link (€.9. thomm——pp M B ingi: AGHEES e irbriank Baaon
MD392 link next to the draft .
submission for 12/31/2000) to open Teshnicd e Lot

that submission’s first sub-indicator

page.
In this example, notice that HUD rejected the first
submission for FYE 2000 and the PHA has already
begun a new (draft) resubmission.
NOTE: Each row shows two links in blue that correspond to the same submission
3 record. One link is under the PHA Code column (e.g., “MD392” above) and the other

link is under the PHA Name column (e.g., “Plum Orchard Housing Authority”
above). Links in the same row open submissions from the same date.
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Action Example

The selected Submission opens with
the first sub-indicator, Unit
Turnaround Time, displayed.

The MASS Submission page with Sub-Indicator 1 — Unit
Turnaround Time:
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3. Click on the tab for each of the other
pages (except the Inbox tab) to
familiarize yourself with each.

Later in this guide you will learn other
ways of accessing submission pages
in addition to using the Tab method.

4. Click on the Inbox tab to return to the

Inbox page. \

Sub-Indicator pages are discussed in more detail in
“Chapter 5 — Sub-Indicator Pages.”

NOTE: The above shows a submission from a fiscal year (FY) ending in 2000. If
% you open a submission for FY 1999, the tabs reflect the sub-indicators in effect in

~4

1999. For example, a 1999 submission would show the Vacancy Rate sub-indicator

and not the Unit Turnaround sub-indicator (which became effective for FY 2000.

The arrangement of the tabs on your screen varies depending on your computer’'s

screen resolution and the size of the browser window on xour screen.
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CREATE A NEw MASS SUBMISSION

THE SET UP PHA INFORMATION PAGE

The Set Up PHA Information page is viewed only when a particular fiscal year's submission is first
created, and does not appear in subsequent openings of an existing submission. The information
appearing on the Set Up PHA Information page reflects information currently stored in HUD’s database
for that particular PHA. If you see an error or information that requires updating, contact your
HUB/Program office to update the information.

PHA Code: Set Up(PHA Information)
Assigned by HUD,
H H b
it consists of the e
State abbreV|at|0n Pleasa vanfy fhat tha PHA nlormabon 15 correct. Fihera am any dscrepances wmith the data shown
and three dlgItS below pleasafoortact your HUBWFrogram Office 1o updates the infomstion.
To copaks 3 submission plaase enler i's Fiscal Tear and click on "Cragle Submission”,
PHA Name:
The official, legal PHA Code MD392
PHA name. Long P FHA Hama Plum Orchard Housing Authority
names may > Strect Addressling 1] 123 Plumies Lane
appear in Streat Address(ling 2| Suite 100
: ity Tovmsule
abbreviated form. s o
Zip G 21201
Street Address: P vl D wan|[ g
The mailing
address for the Craste Subrnission |
PHA'’s business
office Technical Asgislance Cerer
FY End Date:

Fiscal year for that PHA (e.g., 1999, 2000, etc.). Generally, MASS submissions are
made only once annually (re-submissions being the exception). This is the only
“active” field on this page. All others are “read only.”

Caution: Review the PHA information for accuracy. It is attached to new
MASS submissions and cannot be changed afterwards. If there are errors, DO

NOT CREATE A SUBMISSION. Click on the Inbox link at the top of the page

to return to the Inbox page and notify the Office of Public Housing at your local

HUB/Program office to update the information before you begin a new
submission.
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CREATEA NEwW MASS SUBMISSION

Action Example

The PHA Inbox page:

1. If you have not already done so, open
your PHA Inbox page. (See “Access

MASS” on page 3-1 if you need help @ i
doing this.) /"::'.‘..* e R R T

d

2. Click on the Create Submission link
to open the Set Up PHA Information

page.

Skip nawigation links] § &
SlENE Y RHTE

LR ]

Each PHA's Inbox contains that PHA’s own
submission history. In this example, HUD
approved the 1999 submission and there is no
submission for 2000 yet.

The Set Up PHA Information page opens:

g

—

3. Inthe FY End Date field, enter the
year for which the new submission’s
fiscal year ended. (Use four digits, as
in “2000”. Future dates are not
accepted by the system.)

Set Up(PHA Information)

at the PHA informatian b eormect. Thers ana iy deacropancias with 1he daba 3howr
(et 0o HUESFro gram Cfce: o upsdate ha infoemvestion

To crasts Ngubmeasean please anler s Fiscal Ve and click on Cragle Submisaon®

MD392
Plum Orchard Housing Authority

PHA, Coadi
PHE. Mamg
Etrama Babd v 5 | i Wy
et Aidris) e )

123 Plumtree Lane
Suite 100

Ciip ownsville

Etata

ZpCale

F¥ Ent [uria D LY Ak
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o Cenbar
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Action Example

Caution: Review the Set Up (PHA information) page for accuracy. Itis
attached to new MASS submissions and cannot be changed afterwards. If
there are errors, DO NOT CREATE A SUBMISSION. Notify the Office of Public

Housing at your local HUB/Program office to update the information before you
begin a new submission. (Click on the Inbox link at the top of the page to

return to the Inbox page.)

The Set Up PHA Information page opens:

T

Set Up(PHA Information)

button to start a new submission
and to open the first sub-indicator

H Pleg=e verify ihal the PHA irlamation is camect. Hihere are any discrepancies with e data shoon
page, Unit Turnaround. \ bebow please contac) pour HUE¥Pragram Ofice to update the mfomation

Ta creste & submi=sion please enter t's Fiscal Year and chek an "Creats Submession'™

4. Click on the Create Submission \

PH& Coda MD392

PHA, Mame Plum Orchard Housing Authority
re=t Addies=(ine 15 123 Plumtree Lane

SInN Addrecefing 23 Suite 100

ity Townsville
State MD
Dplode N_ _ 21201 . — —
 ' —’T Ff End Data = g e |
|
|
F* End Date 03314 IEEIIZIEI £.4.1999 Créite Subeigsite !
e — 1

@te Suhmis@

Technical Assistance Center
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Action Example

NOTE: If you enter a year for a submission that already exists, the system displays

the error message below.

N\

A submizzian already exists for b
e 1o resubmi

The exception to this rule is if
status of “Rejected” or “Invalid
not display the above error. In
data from the rejected or inval

Managsmont Assesmecni Far Pablic Houding Agoedes
T, RO, AT ARTTTIETTTE TP AT,
[ v Setttant ¥ Adawimer Y Somian F siomi Y
Hob-Tndicasar §: Yocant Uret Temareond Time
P el MWL FYE  1EML Friwd o E000
FHA Hara FLUMK 0 RCHARD HOUSING ADTHORITY
Subnirzion Typs:  Solaiee|
T T
Tetal raamier of e o duyg. |
Tetwl ramier ol wican oy deys scsagied Mo Caplted Fund . I—
Toind rardier of wares op ey soamngried M 21 eessm. | T
ol resadar o us bt iosie Sed son il ool |sass |n aitect o dee DR lonasibione poar Bacsd yose [
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Py Wit T iiored Digrs. I
B | vae | Mewi Bubriibn |

update the data as needed and resubmit. See Chapter 7 — Resubmittals for more

information on this subject.

The Unit Turnaround sub-indicator
page and other submission pages are
discussed in Chapter 5 — Sub-
Indicator pages and Chapter 6 —
Complete a Submission.

The Unit Turnaround page (Sub-Indicator 1) opens:
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