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FF

In addition to the six sub-indicator pages in MASS, there are three other pages related to a MASS
submission.  They are:

• Adjustment Adjustment for Physical Condition and/or Neighborhood Environment

• Comment PHA advisory comments to HUD

• Submit Used for validation and then submission of completed submissions

Of the additional pages, only the Submit page is required for accomplishing a MASS submission.  The
other two pages, Adjustment and Comment, are optional, however some PHAs may wish to complete
one or both of these pages in order to provide additional information to aid in HUD/REAC’s
understanding of the submission data.
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THE ADJUSTMENT PAGE

The Adjustment for Physical Condition and/or Neighborhood Environment page offers the PHA an
opportunity to justify why points should be added to its PHAS Physical Condition score.  The PHA does
this by self-certifying to the physical condition of a building exterior, common area, and/or site of a
project, and reflects the difficulty of managing certain individual projects.  Data is not required on this
page for a valid MASS submission, so you may choose to leave it blank without penalty.

NOTE:  While the PHA requests the adjustment for physical condition and/or
neighborhood environment under PHAS Management Operations Indicator 3
through MASS, the actual adjustment is made to PHAS Indicator 1 - Physical
Condition.

PROJECT NUMBER

Each development (or project) has its own project number, so some PHAs may have multiple project
numbers, and if necessary, may request an adjustment for each.  A project number (e.g.,
MD72P392023) identifies a particular housing development and is composed of four parts.

1) State abbreviation 4) Property code

MD  72  P392  023

2) HUD office code 3) Pubic Housing Agency code
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ADD A PROJECT FOR ADJUSTMENT

Overview:  This contains the steps for adding a project to the Adjustment page.

Action Example

1. From any page in your submission,
click on the Adjustment tab.

See page 1 of “Chapter 3 – Access
MASS” if you need help opening this
page.

2. Click in the Project Number field
and enter the HUD-assigned number
for the desired development (e.g.,
MD72P392023).

The Project Number is also known as
the Project ID.

The Adjustment page:

3. Click on the Add button and the Save
Warning window opens.

NOTE:  If the adjustment page already contains other project numbers, the Project
Details line for the new project number is added to the bottom of the list.  Once the
list becomes longer than can fit on one screen, you can view newly added Project
Details lines by scrolling to the bottom of the list.
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Action Example

4. Click on OK to clear the Save
Warning window and to generate the
Project Details line.

You must click the OK button to
generate a blank Project Details line.
Clicking on Cancel cancels the new
project from being entered in the
Adjustment page.

The Save Warning window:

The Save Warning window opens even if this is the first
project added.  (If this is the first project added, there is
no previous project to save anyway, so just click the
OK button.)

NOTE:  MASS automatically validates the Project Number you enter against those
stored in the system database.  If it does not recognize the Project Number, it
displays an error message, which is explained on the next page.  If it recognizes the
number, it generates the Project Details line and fills in the Project Name for you.

5. Check the appropriate item(s)
applicable to this project.

6. Click the Save button to save the
changes.

7. If desired, add more projects by
repeating steps 2 through 6 as
needed.

The Project Details line:

At least one of the boxes must be checked in order
for the system to save the changes.

NOTE:  For a complete listing of items that qualify under each of the three
adjustment areas, refer to the PHAS Regulation at 24 CFR Part 902.  You can also
find this HUD regulation at the following Web address:
                  www.hud.gov/offices/reac/library/lib_mo.cfm#FEDERAL
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NOTE:  MASS automatically validates the Project Number you enter against those
stored in the system database.  If the Project ID is not recognized, the following error
displays:

If you see this error, click on the Back to Previous Page link and
check the number.  DO NOT use your browser’s Back button.

If you feel the Project Number you entered is valid, contact the Office
of Public Housing at your local HUB/Program Center immediately to
resolve the problem.

OTHER ADJUSTMENT PAGE CHANGES

To remove one adjustment area after it has been saved:

1. Click on the checked box you wish to remove to de-select it.  (The check mark no longer
appears).

2. Click on the  button.

To remove an entire project from the adjustment page after it has been saved:

1. Click on all checked boxes for the project to de-select them.

2. Click on the  button.

This removes the entire Project Details line for that project from the Adjustment page.
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THE COMMENT PAGE

The Comment page gives the PHA an opportunity to make statements to REAC pertinent to its MASS
submission.  These could include explanations of data entered in the sub-indicator or adjustment pages,
opinions about how MASS works, or the reason why your submission might be late.  Comments can
also be made on the usefulness of this quick reference guide, the certification instruction guidebook, or
any other instructional or training material relating to MASS.

To use the Comment page, click in the large text box, enter your comments, and click on the Save
button.  Do not use quotes or apostrophes in the Comments field.  If you change your mind, click on the
Reset button to remove any unsaved comments.  To remove saved comments, delete the text and
click on Save.  (This is covered in more detail on the next page.)

Caution:  Do not use apostrophes or quotes in the Comments field.

If you paste text into the Comments field that you created in a word
processor, you may get unexpected results.  Check carefully to ensure that
any pasted text has not been corrupted.
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REMOVE SAVED COMMENTS:

1. Using your mouse, highlight the comments you wish to remove.

2. Press the Delete or Backspace key.

3. Click on the  button.

If you do not save, the deleted comments will return when you move to another page or exit
the system.

NOTE:  Comments entered on the Comment page are for informational
purposes only, and may not affect the outcome of a PHA’s MASS score.
As a result, the Comment page is not a required part of the MASS submission.
There is no penalty for leaving this page blank.
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THE SUBMIT PAGE

The Submit page has two functions:

• Validate the submission (i.e., check the data for entry errors)

• Send the submission to HUD/REAC

Generally, one user will enter data in the MASS data fields and that user (or another) validates the data
using the Submit page.  Once the submission has been successfully validated, the PHA’s Executive
Director uses the Submit page to submit the MASS submission electronically to HUD/REAC.

A submission must undergo a validation process before the system allows it to be sent to HUD/REAC.
In fact, the button that enables the Executive Director to submit to HUD/REAC does not appear on the
Submit page until after validation is successfully completed.

NOTE:  Any user can validate a submission, however only the Executive
Director can submit a validated submission to HUD/REAC.  Consequently, the
Submit button only appears on the Submit page when the Executive Director is
logged on.
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SUBMIT PAGE APPEARANCE

The appearance of the Submit page varies, depending on where in the submission process you are and
what your user role is (i.e., MASS - PHA User or MASS – PHA Director).

The Submit Page Before Validation

The Submit Page After Validation

The Submit Page After Submission

Only the Executive Director sees the active fields
and the Submit button under the Certification
Statement.
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VALIDATE A SUBMISSION

Overview:  The validation process ensures that all required data fields contain data and that the
data meets certain business rules programmed into those fields.  The submission must
be validated before it can be submitted to HUD/REAC.  Follow the steps below to
validate a submission.

Action Example

1. If you have not already done so, open
your PHA Inbox page.  (See page 1
of “Chapter 3 – Access MASS.”)

2. In the PHA Inbox table, click on the
submission with a status of “draft” to
open that Submission.

The PHA Inbox page:

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

3. Click on the Submit tab to open the
Submit page.

Note:  Clicking on the Submit link
would have the same result as clicking
on the Submit tab.

The MASS Submission page with Sub-Indicator 1 – Unit
Turnaround Time opens:
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Action Example

4. Click on the Validate Submission
button.

The system reviews the data entered
in every field of the submission and
then displays an Error Messages
page explaining each error found.

If the validation process finds no
errors in your submission, you will not
see the Error Messages page.  Skip
to step 14 to see the Successfully
Validated page, which opens if your
submission has no errors.

The Submit page opens:

It is not mandatory for you to print out
the Error Messages page in order for
you to correct errors, but having the
printed page simplifies the correction
process, especially if there are many
errors.

5. Click on your browser’s File option in
the menu bar to open the File menu.

                  The Error Messages page, including
                the browser window opens:



Quick Reference Guide for PHAs
Management Assessment Subsystem (MASS) COMPLETE A SUBMISSION

September 2001 6-12

Action Example

6. Click on the Print option to open the
Print window.

The browser shown here is Netscape,
however Internet Explorer and most
other browsers print using the same
method.  Consult your browser’s
User Manual for more information on
printing.

The browser File menu opens:

7. Verify that the printer settings are
correct (e.g, the correct printer name
is selected and the number of copies
is “1”), then click on the OK button.

The Print window disappears, the
Error Message page displays on the
screen again and prints out at the
printer.

The Print window opens:

Your Printer window’s contents will vary
depending on your particular configuration.
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Action Example

8. Retreive the printed Error Messages
page from the printer.

9. Click on the appropriate tab or link to
open the page containing the first
error.

10. Correct the error noted.

11. Repeat steps 9 and 10 for each error
identified on the error list until all
errors have been corrected.

12. When all errors have been corrected,
click on the Submit tab to open the
Submit page again.

13. Click on the Validate Submission
button again.  (If another Error
Message page opens, repeat steps 5
through 12.)

14. When the Successfully Validated
message displays (as shown at
right), click on the Inbox tab to
open the Inbox page.

The Submit page opens:

The Successfully Validated message:
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Action Example

15. Note that the Status column shows
the submission now has a status of
“validated draft.”

16. Notify the Executive Director of the
PHA that the submission is ready to
be electronically submitted to
HUD/REAC.  (See “Send a
Submission to HUD/REAC,” on the
next page.)

The PHA Inbox page opens:

In this example, the PHA’s first submission for
FYE 2000 was rejected.  That submission
continues to show a status of “rejected,” but the
(new) resubmission shows as “validated.”
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SEND A SUBMISSION TO HUD/REAC

When all the management data has been entered and validated, the last action required is that the
PHA’s Executive Director send (submit) the completed MASS submission to HUD/REAC.

Caution:  The Submit button is displayed to the MASS – PHA Director
only.

Submissions are sent from the Submit page, the same page from which the submission was validated.
Once the submission has been validated, note how the Submit page has changed from its pre-validation
state:

• the Validate Submission button is gone from the page

• the Executive Director’s Certification Statement appears in the middle of the page and
contains two empty fields

• the Submit button appears just underneath the certification statement



Quick Reference Guide for PHAs
Management Assessment Subsystem (MASS) COMPLETE A SUBMISSION

September 2001 6-16

SEND A SUBMISSION TO HUD/REAC

Overview:  The Executive Director of the PHA follows these steps to electronically submit a
validated submission to HUD/REAC.

Action Example

1. If you have not already done so, open
your PHA Inbox page.  (See page 1
of “Chapter 3 - Access MASS.”)

2. In the PHA Inbox table, click on the
submission with a status of “validated
draft” to open that Submission.

The PHA Inbox page:

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

3. Click on the Submit tab to open the
Submit page.

The MASS Submission page with Sub-Indicator 1 – Unit
Turnaround Time:

NOTE:  The arrangement of the tabs on your screen will vary depending on your
computer’s screen resolution and the size of the browser window on your screen,
but the Submit tab will always be the last tab in the last row .
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Action Example

4. Read the Executive Director’s
Certification Statement.

5. Click in the Board Resolution
number field, type in the appropriate
board resolution number, then press
the Tab key to move to the Date field.

6. Type in the date that the board
resolution was passed in mm/dd/yyyy
format.

For more information on entering
dates, see page 8 in “Chapter 5 –
MASS Sub-Indicator pages.”

7. Click on the Submit button
to electronically submit to
HUD/REAC and to display
the Confirmation message.

The Submit page before submission:

The Executive Director’s Certification
Statement no longer appears after a
successful submission.

8. Note the message confirming the
submission.

The Submit page after submission:
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Action Example

9. Click on the Inbox tab to open the
PHA Inbox page.

The Submit page:

Note that the submission status has
changed from “validated draft” to
“review,” indicating that HUD/REAC
is reviewing the submission.

10. Exit out of your browser to log out of
MASS.  (See page 7 in “Chapter 3 –
Access MASS” if you’re not sure how
to do this.)

The PHA Inbox page opens:


