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Special Attention of: Notice PiH 2005-4 (HA)
Public Housing Agencies

Public Housing Hub Office Directors Issued: January 18, 2005
Public Housing Program Center Directors

Regional Directors Expires: January 31, 2006

Field Office Directors

Cross Reference:

Subject: Exigent Health and Safety Deficiency Correction Certification — New Reporting
Procedures

1. Purpose. This notice describes the new electronic exigent health and safety (EHS) system
for public housing agencies (PHASs) and Public Housing Field Office staff. This notice
explains how PHAs are to certify to the correction or abatement of the life-threatening (i.e.,
EHS) deficiencies observed during Uniform Physical Condition Standards (UPCS)
inspections. It also outlines the procedures for Field Office staff to enter and record any
follow-up activities that they have completed to ensure that EHS deficiencies have been
corrected or abated.

2. Applicability. This notice is applicable to all PHAs and Public Housing Field Office staff.
It describes procedures related to the EHS deficiencies observed in the UPCS inspections
conducted in accordance with the Public Housing Assessment System (PHAS) regulation (24
CFR Part 902) and the UPCS regulation (24 CFR Part 5, Subpart G).

3. Definition.
EHS Deficiency. An EHS deficiency is a deficiency that threatens the life, health and/or

safety of the residents. An EHS deficiency is observed in any one of the five inspectable
areas of a property during a UPCS inspection. The EHS deficiencies by inspectable area are:

Site

Air Quality — Propane/Natural Gas/Methane Gas Detected
Electrical Hazards — Exposed Wires/Open Panels

Electrical Hazards — Water Leaks on/near Electrical Equipment

Building Exterior

Electrical Hazards — Exposed Wires/Open Panels

Electrical Hazards — Water Leaks on/near Electrical Equipment
Emergency Fire Exits — Emergency/Fire Exits Blocked/Unusable
Fire Escapes — Blocked Egress/Ladders




Fire Escapes — Visibly Missing Components

Building Systems

Air Quality — Propane/Natural Gas/Methane Gas Detected
Domestic Water — Misaligned Chimney/Ventilation System
Electrical System — Missing Breakers/Fuses

Electrical System — Missing Covers

Electrical Hazards — Exposed Wires/Open Panels

Electrical Hazards — Water Leaks on/near Electrical Equipment
Emergency Fire Exits — Emergency/Fire Exits Blocked/Unusable
Fire Protection — Missing/Damaged/Expired Extinguishers
HVAC - Misaligned Chimney/Ventilation System

Common Areas

Air Quality — Propane/Natural Gas/Methane Gas Detected
Electrical — Missing Breakers

Electrical — Missing Covers

Electrical Hazards — Exposed Wires/Open Panels

Electrical Hazards — Water Leaks on/near Electrical Equipment
Emergency Fire Exits — Emergency/Fire Exits Blocked/Unusable
HVAC - Misaligned Chimney/Ventilation System
Outlets/Switches/Cover Plates — Missing/Broken

Smoke Detector — Missing/Inoperable

Windows — Security Bars Prevent Egress

Unit

Air Quality — Propane/Natural Gas/Methane Gas Detected
Electrical Hazards — Exposed Wires/Open Panels

Electrical Hazards — Water Leaks on/near Electrical Equipment
Electrical System — Missing Breakers/Fuses

Electrical System — Missing Covers

Emergency Fire Exits — Emergency/Fire Exits Blocked/Unusable
Hot Water Heater — Misaligned Chimney/Ventilation System
HVAC — Misaligned Chimney/Ventilation System
Outlets/Switches — Missing

Outlets/Switches — Missing/Broken Cover Plates

Smoke Detector — Missing/Inoperable

Window - Security Bars Prevent Egress

4. Current Policy. The inspector includes all observed health and safety deficiencies in the
inspection report. In addition, the inspector notifies the PHA of the observed EHS
deficiencies at the end of each inspection or at the end of each day in a multi-day inspection.
The inspector completes an “Exigent Health and Safety Notification Form” (the notification
form) at the end of an inspection or at the end of each day, and delivers it to the PHA or
property representative for signature.



After the inspection is reviewed and scored, the PHA is notified electronically that it may
access the inspection summary report listing the score and deficiencies observed during the
inspection. The inspection report is in a portable document format (PDF). The last page of
the inspection summary report is the “PHA Certification of Repairs for Exigent Health and
Fire Safety Hazards” (the certification form). On this form, PHAs list the EHS deficiencies
and describe the corrective action that has been taken (e.g., replacing a broken cover plate on
an electrical outlet). Each PHA then faxes the completed form to the appropriate Field
Office.

New Policy. Effective immediately, PHAs are to begin using the new online application to
report EHS deficiency correction/abatement activities to HUD. The online application will
allow the PHA to enter correction and abatement activities for each EHS deficiency. As part
of its review process, the Field Office staff will view the properties in their jurisdiction,
conduct applicable follow-up activities with PHAS, and use the online system to report
whether the EHS deficiencies have, in fact, been corrected or abated. All PHAS are to
correct or abate EHS deficiencies within 24 hours after the inspection, and certify to the
correction or abatement activity through the online application within three business days of
the inspection.

. Appendix 1, PHA User Instructions, explains how PHAs are to certify to the correction or
abatement of EHS deficiencies observed during UPCS inspections. Appendix 1 includes
instructions for PHA users to access the EHS certification system and helpful screen
reproductions for the navigation of the system.

. Appendix 2, Field Office User Instructions, outlines the procedures for Field Office staff to
enter and record any follow-up activities that they have completed to ensure that EHS
deficiencies have been corrected or abated.

Paperwork Reduction Act. The information collection requirements contained in this
guidance have been approved by the Office of Management and Budget (OMB) under the
Paperwork Reduction Act of 1995 (44 U.S.C. 3520) and assigned OMB Approval Number
2577-0241. In accordance with the Paperwork Reduction Act, HUD may not conduct or
sponsor, and a person is not required to respond to, a collection of information unless the
collection displays a currently valid OMB Approval Number 2577-0241.

. Questions. If you have any questions regarding this notice, contact PIH-REAC’s Technical
Assistance Center at (888) 245-4860 (this is a toll free number).

Michael Liu, Assistant Secretary for
Public and Indian Housing
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1. Each PHA user will log into the EHS Report system through Secure Systems. Secure
Systems is accessible through the “Online Systems” link on the PIH-REAC web page (on
left-hand menu), as shown on the screen reproduction below.

Address @I] hkkp: f v hud, gow foffices reac)

Homes &
Communit

LS. Departm f
and Urban Development

En esparniol | Text only | Search/index

es
= Real Estate Assessment Center

Real Estate Assessment Center (REAC)

Real Estate
Assessment Center
About REALC
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Doy parues >

& PIH-REACG Release Schedule:
MNext Releases:
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Forgot your password?

PASSWORD RESET I

Maote: Password reset will require you

Online systems
- b to provide exack infarmation from

#Eastern Tirme [10/04/04) your ariginal registration.

Calendar

Industry user guides
Password Instructions

Secure Systermns Passwords must be
reset every 21 days, More details

What's Hot!

+ Rejected Financial and Management
Operations Submissions: A tip on how
to awoid a Late Presumptive Failure
(LPF) score os zero, MOre.. (10/08/04)

Library

Directory
Training

Technical support
Contactus

2. Clicking on the “Online Systems” link will take the user to the page that allows for Secure
Systems access. The user will select the “Log In” link, as shown on the screen reproduction
below, to display the screen that requires the user name and password.

Online Systems

+ PIH-REAC Release Schedule:
Mext Releases:
o Friday February 11, 2005 - 8pm™*

C@f Information by State
% Print version
=ie] Email this to a friend

Gng use iy belowr
LOG IN I
YWhy Am I Seeing a Second Login

Screen?

*Eastern Time [10/04/04)

« ATTENTION PHA'S SUBMITTING
MAMNAGENMENT OPERATIOMNS
CERTIFICATIONS: The PHAS rule 24 CFR
Part 902 Subpart F PHAS Scoring 902,60

Data Collection (d) (1) requires that The
Management Operations Certification shall
be approved by PHA Board resalution, and
signed and attested to by the Executive
Director (E.D.). Please be advised that
Management Cperations Certifications not
submitted by the E.D. will be rejected,
Read More.. r10/05/04)

REAC iz in the pracess of improving
the security of our system. In the
latest update to our systerm, we
imtreduced the first phase of cur
improved security process: a pilot
program for several subsystems,
More...

Need to access HUD systems?
Register below:

Onine Regetration
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3. The user will enter a user name and password and click “OK,” as shown on the screen
reproduction below. Note: Each PHA user will enter the user name and password that is
used for all of the other Secure Systems applications that support PHAS.

AL

User narne; | % |
Passward:

[ remember my password

I Ok I [ Cancel I

4. When a login is successful, the warning and notice screen comes up, as shown on the screen
reproduction below. After reviewing the messages on the screen, the user will select
“Continue” to access the Secure Systems menu. Note: If the log in attempt is unsuccessful,
the user should contact the PIH-REAC Technical Assistance Center at 1-888-245-4860.

User Lngin nnuslnn | mail | help | search | home

Legal Warning

Ifisuse of Federal Infermation through the HUD Secure Connection web site falls under the provisions
of title 18, Thuted States Code, Section 1030, This law specifies penalties for exceeding authorized
access, alterations, damage, or destruction of nformation residing on Federal Computers.

Warning Notice

The Secure Systems security access software supports Internet Explorer 6.0 browser. Internet
Ezxplorer 5.0 browser 15 supported for all processing systems except ARAWE Other browsers may
not be compatible with this software.
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5. The user will select the “Physical Assessment Subsystem (PASS)” link, as shown on the
screen reproduction below. Note: Each system on the Main Menu is connected to the user’s
login ID, therefore, the available menu options may vary from the links shown in the screen
reproduction below. All PHA users will be able to view the link titled ““Physical Assessment
Subsystem (PASS).”

Main MEHU mall | help | search | home | Togout

Systems

¢ Fmancial Assessment Submssion - PHA (FASFPHA)

¢ Fmancial Aszsessment Subsystem - Multifamily Housing (FASZTTE
o Lender Aszessment Subsystem (LAZE)

o Line of Credit Control System {eLOCCS)

o Management Aszessment Subsystem (WASS)

o PTH Information Center (PIC)

o Physical Aszessment Subsystem (PASS
o Public Housiig Aszessment System: Scores and Status (TTASS)
¢ Feadent Aszessment Subsvstem (BASS)

o Tenant Aszsegsment Subsystem (TASS)

o Unicue IPA Tdentifier (T Bemstration Syetem (QASS)

System Administration
s Password Change

6. From the Physical Inspection Main Menu, under the header “Reporting,” the user will select
“EH&S Reports,” as shown in the screen reproduction below. Note: Each activity on the
Physical Inspection Main Menu is linked to the user’s ID, therefore, the available menu
options may vary from the links shown in the screen reproduction below.
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Physical Inspection Main Menu
"

h

!*

I " | Reporting
N ) EHE&S Eeports
i Trb s THED Feports

SeCcure Systems

e e

Menu

7. To search for a specific property with EHS deficiencies, the user may search by the PIH
Project Number or by the Inspection ID, as shown on the screen reproduction below. After
entering one of the numbers, the user will select “Search” using the search button shown at
the bottom of the “Exigent Health and Safety Reports” screen.

Exigent Health and Safety Reports

EH%S Defects Details Reports

Exigent Health and Safety Report
Search

Instructons:
When searching by Response for large states, a zip code must always be used.

NOTE: If there is no "To Date" entered, the defaultis today. If there is no "From Date™ entered, the
defaultis a year ago.

Response (™| search by State: ALL Iadl Search by Zip-Code:

Date of Inspection (Range)]  Frarmn: w &7 Ta: L] &7

Enter Inspection Id to view EH&S details specific to the
inspe&lon:

Enter PHA Code to list inspections with EH&S deficiencies for the

PIH property (e.g., ALOOZ): search

Enter PIH Project Murmber to list inspections with EH&S

deficiencies far the PIH property (e.q., ALOSPOO4002]:

COrder By [ default by Inspection_Id J: Inspen:ticun IO i

(e )} st

[Mote:Inspections conducted before 077012000 will not be displayed in the result page.)

8. The search will return the following information for each property: the Inspection Id; the
PHA Code; PIH Project ID; Property 1d; Property Name; Inspection Date; if applicable, the
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last date that HUD visited the property to verify certification of the repair or mitigation of
EHS deficiencies; and the EH&S report, as shown on the screen reproduction below. The
user will select the “EH&S Details” link to see all of the EHS deficiencies that were recorded
during the inspection. Note: For purposes of this notice, all PHA and inspection identifiers
have been removed from the screens shown.

Exigent Health and Safety Report Search Result

Inspection Id | PHA Code | PIH Project Property Id Property Hame Inspection | Date HUD EH&S Report
i Date Completed
Rewview
[ 152128 || | [ [ los/14/z002 | |( EH&S Cretails )

9. A PHA user may also view all of the PHA’s properties with EHS deficiencies by entering the
“PHA Code” on the “Exigent Health and Safety Reports” screen, as shown on the screen
reproduction below.

Exigent Health and Safety Reports

EH%S Defects Details Reports

Exigent Health and Safety Report
Search

Instructons:
When searching by Response for large states, a zip code must always be used.

NOTE: If there is no "To Date" entered, the defaultis today. If there is no "From Date™ entered, the
defaultis a year ago.

Rezponze - Search by State: ALL | » Search by Zip-Code:

Date of Inspection (Range)]  Frarmn: w &7 Ta: L] &7

Enter Inspection Id to view EH&S details specific to the
inspedcion:

Enter|PHA Codelto list inspections with EH&S deficiencies for the
PIH property [e.g., ALOOZ): arch

Enter PIH Project Mumber to list inspections with EH&S
deficiencies far the PIH property (e.q., ALOSPOO4002]:

COrder By [ default by Inspection_Id J: Inspen:ticun IO i
=

EDET

~—————

[Mote:Inspections conducted before 077012000 will not be displayed in the result page.)

10. If a user is unsure of the PHA Code, the user will select the “search” link to search for the
PHA Code, as shown on the screen reproduction below.
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Emter PHA Code to list inzspections with EH&S deficiencies far the cearch >
PIH property [e.g., ALOOZ]: E——

11. This link displays the PHA Search page that allows the user to search by state and full or
partial city name (optional).

State:

(optonal)

PHA Search

Pleaze select the state that the PHA resides in and then select the 'Search' button, If you would like to
narrow vour state search, enter 3 phrase in the 'Search For' box,

Search For:

DE |»

Exarmple: Type
"hunt" to match
huntsville

&=

Search Result

PHA Code
CEOO1
CEOOZ
CEOOZ
DEQO4
DEQOS

PHA Hame
wilmmington Housing Autharity
Dover Housing Authority
Mewark Housing Autharity
Delaware State Housing Authority
Mew Castle County Housing Autharity

12. After finding the correct PHA Code, the user will type that code into the PHA Code text box
to complete the search for properties with EH&S deficiencies.

Enter PHA Code to list inspections with EH2S deficiencies far the
| sgarch
PIH property [e.g., ALOOZ]: ( }

13. The results of searching by a PHA Code will be a list of inspections for a specific PHA.
Again, the user will select the “EH&S Details” link to view the details of the EHS
deficiencies and enter or view the correction or abatement information. Note: Within the
example shown in the screen reproduction below, the PHA has only one property for which
the inspector observed an EHS deficiency, however several properties may appear for other

PHAs.
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Exigent Health and Safety Report Search Result

Inspection Id | PHA Code | PIH Project Property Id Property Hame Inspecton | Date HUD EH&S Report
D Date Completed
Reviawr
152128 | | | [ [os/14/2002 | [ EH&S Cetails

14. The screen will display each EHS deficiency that the inspector recorded during the
inspection of that property, as shown on the screen reproduction below. It will also display
the comment(s) the inspector entered during the inspection which support the classification
of the deficiency as an EHS deficiency.

Exigent Health and Safety Hazard Details

Property
10 Owner:
Marme: Phaone:

Address:

Inspection
Inspection ID: Date: 05/14/2002
View PDF

Bldg:7 -- Unit: 26
Defect Inspector Date Description of Date HUD Comments Corrective

Comments Repaired / Mitigated Repair/Mitigation HUD Visited Action

Property

Missing/Broken Cover Plates - bath and bedroomn - rnissing
Cutlets/ Switches cov.,

m
5

15. Selecting the link under the header “Inspector Comments,” allows the user to view the
inspector’s comments in their entirety, as shown on the screen reproduction below. To close
the pop-up box with the inspector’s comments, the user will select the “Close” button.

¥ EXIGENT HEALTH AND SAFETY DATA REPORT DETAILS COMMENTS POPUP -... [HI[=] E3

Inspector Comments

bath and bedraom - missing cover ;I

( Close i >

16. To enter the correction or abatement action taken for an EHS deficiency, the user will select
the “Edit” link in the “Corrective Action” column on the screen titled “Exigent Health and
Safety Hazard Details,” as shown on the screen reproduction below.

The terminology used in the system to indicate “corrected,” is the term “repaired,” and for
abated” is the term “mitigated.”

10
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Repaired = Corrected

Mitigated = Abated

Exigent Health and Safety Hazard Details
Property
10 cuwner:
Marne: Phone:
Address:
Inspection
Inspection ID: 152128 Date: 05/14/2002
View PDE
Bldg:7 -- Unit: 26
Defect Inspactor Date Descrption of Date HUD Comments Corrective
Comments Repaired /Mitigated |  Repair/Mitigation HUD Visited Action
Property
Missing/Broken Cover Plates - bath and bedroorm - missing
Gutlets/Switches cov... Edit
Corrective
Action
Edit
S -
N~S———

17. On the Exigent Health and Safety Hazard Corrective Action screen, the user will complete
the “Date Repaired/Mitigated” and the “Description of Repair/Mitigation” fields, as shown
on the screen reproduction below. After the information has been entered, the user will select
“Update.” Leaving the screen without selecting “Update” will cause the user to lose all
information entered. Note: If a user enters any information in error, the user can select
“Reset.”” This will delete all of the information that was entered and permit the user to re-
enter the correct information.

Exigent Health and Safety Hazard Corrective Action

Inspection Id: 144804 Property Id: Location:

Defect: Missing/Broken Cover Plates - Cutlets/Switches

Cate Repaired/Mitigated: I |

Building 20 -- Unit 123

Description of Repair/Mitigation: I

CwnerfAgent Mame:

172
Date HUD Visited Property: | 12| &2

HUD Caormments: |

HUD User Marmne:
Update | Resat

11
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18. The certification page will then be displayed. This page explains that by entering the
deficiency correction or abatement information, the user is certifying that those corrective
actions were taken.

After reading the agreement, the user will select the “Agree” choice, then click the
“Continue” button in order to certify to the correction or abatement of the EHS deficiencies,
as shown on the screen reproduction below.

Exigent Health 8 Safety Certification Page

MOTICE: YOUR AGREEMENT TO THE FOLLOWING CERTIFICATION IS REQUIRED

In entering data and by using my password and identification supplied by HUD, I hereby certify that:

1. The Il and password I am using was issued to me;

2. I represent the owner of the property and I am authorized to enter data and edit information presentin this HUD secure system pertaining to the repair
and /or mitigation of previously identified exigent health and fire safety deficiencies;

3. The information I enter pertaining to repair and /or mitigation of exigent health and fire safety deficiencies identified on the property physical
inspection summary report is accurate and complete to the best of my knowledge;

4, I understand that HUD will record all entries, alterations and edits that I make;

5. All discovered exigent health and fire safety deficiencies have been repaired /mitigated and if repairs were not made the dangerous condition(5) was

eliminated as indicated by the entries made hereto.
O I Do Mot Agree
‘ Continue '
—_—

19. From the “Exigent Health and Safety Hazard Details” screen, selecting the “View PDF” link
will provide the user with the Inspection Summary Report for the property. The Inspection
Summary Report contains each EHS deficiency recorded during the inspection and its impact
on the inspection score.

Exigent Health and Safety Hazard Details

Property

Ic: Qwner:

Mame: Phone:

Address:

Inspecton

Inspedion ID: 161042 Date: 1270472002
Bldg:6 -- Unit: 0

Defect Inspector Date Descrption of Date HUD Comments Corrective
Commeants Repaired /Mitigated Repair/Mitigation HUD Visited Action
Property

Ermnergency/Fire Exits Blocked/Unuzable - |Office # 12, 3 - Windaw unit
Ernergency/Fire Exits P Edit

12



20. The “EH&S Defects Details Reports™ link provides comprehensive information for all
properties within a specified state and for all inspections during a specified period of time.
To view this information, the user will select the “EH&S Defects Details Reports” link, as
shown on the screen reproduction below.

21.
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[
Inspection Summary Report - "Idm

r——

== SSSs228

%

Exigent Health and Safety Reports

EH%S Defects Details Reports

The user will select a date range for the report by using the calendars next to the “From:” and
“To:” fields, and then select a state from the drop down menu, as shown on the screen
reproduction below. Note: Selecting a date range of more than three months may slow the
response time considerably or cause the request to ““time out,” indicating that the system
cannot complete the search.

13
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EH&S Defects Details Reports

Inspection Date Eange:

From | é? To: r .é?

State: IALI_ vI Order By |In5peu:ti|:|n Id j

=earch Heset |

For optimal results, the date range should not exceed 2 months when searching on any one state, or
when searching on all states.

[Mote:Inspections conducted before 07/01/2000 will not be displayed in the result page.]

22. After entering the date range and state, the user can choose to have the inspection results
sorted by any of the following fields: Inspection Id, Inspection Date, Property Id, Property
Name, PHA Code, or PIH Project Number. To sort, the user will select one of the choices
from the “Order By” drop-down box. Then, the user will select “Search,” as shown on the
screen reproduction below. Note: If the user does not select an ““Order By field, the results
will automatically be sorted by “Inspection 1d.”

EH&S Defects Details Reports
Inspection Date Eange:
From: 2 &7 To: 1 &7

state: [Ny |» Crder By, Inspection Id ~

Inspection I
Inspection Date

D)
Propery Mame

FHA Code

FIH Project MNumber

For optimal results, the date range should not exceed 3 monthk 1
[Mote:Inspections conducted before 0770172000 will not be disgls

23. The EH&S Defects Details Report will be displayed as shown on the screen reproduction
below. This report provides the details and status for each property inspection as well as the
assigned Field Office. Note: The “HUD Reviewed (Yes/No)” field is only populated with a
“Yes” answer when HUD has completed the review of the property and a comment has been
entered.

14



Appendix 1
EHS Deficiency Correction Certification
PHA User Instructions

Field Office Name PHA PIH Project Property |Property MName Inspecton  Inspection Owner Owner HUD

Code i I i Date Organization Reported Reviewed
[(Yes;/MNo) |[(Yes/MNo)

142658  |o2/10/z004 Na Mo

182468  |[08/13/2004 Mo Mo

188755 |0%/11/2004 Mo Mo

190746 051172004 Mo Ma

24. The user may then download the “EH&S Defects Details Reports” to a Microsoft Excel file
by selecting the “Download to Spreadsheet” button as shown in the reproduction, below.
The user may then save the spreadsheet to the desired file location on his/her computer.

EH£:S Defects Details Reports
Inspection Date Range:

Frorm: |08/01/2004 L < Ta: 11102004 Ly £

State: | MY |w Order By: Inspection Id v

[Search ] [ Resat ]

For optimal results, the date range should not exceed 2 months when searching on any state.
[Mote:Inspections conducted before 07/01/2000 will not be dizplayed in the result page.)

[ Download to Spreadsheet ]

Field Office Name PHA PIH Project Property Property Mame Inspection | Inspection |Dwner Owner HUD
Code i i i Date Organization Reported Reviewsd
(Tes/Nol) (Yes/No)
142658 |08/10/2004 Mo Mo
182468 |08/13/2004 Mo Mo
188755 |[08/11/z004 Mo Mo
190746 081172004 Mo Mo

25. At the bottom of each screen in the system is a “REAC Technical Assistance Center” link. If
the user encounters any problems during use of the system, the user should select this link.

Camments ar Questions? Contact thal REAC Technical AssiEtance@

This link will take the user to the technical assistance web page. Holding the cursor over the
link will display the Technical Assistance Center toll-free telephone number (1-888-245-
4860). Users may contact the Center between the hours of 7:00 a.m. and 8:00 p.m. Eastern
Standard Time for assistance with the use of the system, questions regarding the UPCS
protocol, and user name and password issues.

Commants or Quastions? Contac the REAC Tedhnie'* “wmniter

1.8E2. 2454360

15
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1. Field Office users will log into Secure Systems to access the EHS report system using the
following uniform resource locator (URL):

https://hudapps.hud.gov:80/ssmaster

2. The Field Office user will enter a user ID and password and then select the “Login” button,
as shown on the screen reproduction below. Note: Each Field Office user will enter his/her
existing Secure Systems user ID and password. A Field Office user that does not have a
valid Secure Systems user ID should e-mail PIH-REAC ADP Security at
REAC_ADP_Security@hud.gov to apply for a user ID. All Field Office users will have a
user ID that begins with an ““H”” and a password of six to eight characters in length.

User Login housing | mail | help | search | home

User ID

Password

Guest [ [Lu:ugin H Cancel ]

3. When a login is successful, the warning and notice screen comes up, as shown on the screen
reproduction below. After reviewing the messages on the screen, the user will select
“Continue” to access the Secure Systems menu. Note: If the log in attempt is unsuccessful,
the user should contact the PIH-REAC Technical Assistance Center at 1-888-245-4860.

16
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User Lngin housing | mail | help | search | home

Legal Warning

lizuse of Federal Information through the HUD Zecure Connection web site falls under the prowisions
of title 18, United States Code, Section 1020 This law specifies penalties for exceeding authorized
access, alterations, damage, or destruction of nformation residing on Federal Computers.

Warning Notice

The Secure Svstems secunty access software supports Internet Explorer 6.0 browser. Internet
Explorer 5.0 browser 15 suppotted for all processing systems except ABEATNLS. Other browsers may
not be compatible with thiz software.

=)

N~ —

4. The user will select “Physical Assessment Subsystem (PASS)” from the Secure Systems
Main Menu, as shown in the screen reproduction below. Note: Each activity on the Main

Menu is linked to the user’s ID; therefore, the available menu options may vary from the
links shown in the screen reproduction below.

17
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Main Menu housing | mail | help | search | home | logout

Systems

e Financial Aszessment Subsystem - Mulifarmily Housing (FAZEY
o Mlark-to-Markcet (02D

Plysical Assessment Subsystem (PASS)
Feal Estate Manasement Svstem (EENS
Tenant Fental Asasistance Certffication System (TBEACS)

System Administration
e FPassword Change

5. Asecond login screen titled “Secure Systems Single Sign On Pilot” will appear, as shown in
the screen reproduction below. The user will enter the H-ID in the User ID field, then the
network password (the password used to login to their Windows desktop computer) into the
Password field.

housing | mail | help | search | home

ﬁ_ e User Login
|

Secure Systems User ID

Single Slgn On Password
Pilot

Guest [] | Cancel

6. From the Physical Inspection Main Menu, under the header “Reporting,” the user will select
“EH&S Reports,” as shown in the screen reproduction below. Note: Each activity on the
Physical Inspection Main Menu is linked to the user’s ID, therefore the available menu
options may vary from the links shown in the screen reproduction below.
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Physical Inspection Main Menu
I -_—
il

N
N
EH&S Feports
T e rechopt THED Feports

BECUTE SVYSIEMS

Aenu

7. A page titled “Exigent Health and Safety Reports” will be displayed, as shown on the screen
reproduction below. A Field Office user may use the search section to search by individual
inspection or PIH Project Number as well as by state or zip code for properties in the Field
Office’s jurisdiction. After entering the selection criteria, the user will select the “Search”
button. Note: Because the ““Search by State” functionality for some states is a very large
database, the search may “time out,” indicating that the system cannot complete the search.
In these cases, a search by Inspection ID or PIH Project Number is recommended.

Exigent Health and Safety Reports

EH%S Defects Quarterly Reports
EH#S Defecs Details Reparts

Exigent Health and Safety Report
Search

Instructions:

When searching by Response for large states, a zip code must always be used.

Responsel vl Search by State:IALL vi Search by Zip-Code: I

112 172
Date of Inspection [(Range) Fram: I m o Ta: I m &
Enter FHA Mo, to view EH&S details specific to this FHA Mo, (2.9., I

01244076
Enter Inspection I1d to view EH2S details specific to the I

inzpaction:

Enter Property Id to list inspedions with EH&S deficiencies: I

Enter PHA Code to list inspections with EH&S deficiencies for the
I search
PIH property (e.g., ALOOZ): E——

Emter PIH Projeck Nurnber to list inspections with EH&S I

deficiencies for the PIH property (e.g., ALOSPOO4002):

Order By [ default by Inspecion_Id ) IInSpectiDn D j

[Mote:Inspections conducted before 0770 & will not be displayed in the result page.)

8. Field Office users may also view all properties with EHS deficiencies for a particular PHA
by entering the “PHA Code,” as shown on the screen reproduction below.
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Exigent Health and Safety Reports

EH2S Defects Quarterly Repaorts
EH:S Defects Details: Reports

Exigent Health and Safety Report
Search

Instuctons:
When searching by Response for large states, a zip code must always be used.

Responsel vI Search by State:IALL "I Search by Zip-Code: I

112 112
Date of Inspection (Range)  Fram: I LH &7 T I LH &F
Ermter FHA Mo, to view EH2S details specific to this FHA o, (2.9, I

01244076]:

Enter Inspection Id to view EH2S details specific to the I

inspeckion:

Erter Property Id to list inspections with EH&S deficiencias: I
Entel PHA Code o list inspections with EH&2S deficiencies for th ch
PIH property L2.g., ALOOZ2):

Enter PIH Project Nurmber to list inspections with EH&S I

deficiencies for the PIH property (2.g., ALOSPO04002):

Order By [ default by Inspection_Id J: |Inspectinn D j

Search I Reset I

[Mote:Inspections conducted before 07/01/2000 will not be displayed in the result page.)

9. |If auser is unsure of the PHA Code, the user may select the “search” link to search for the
PHA Code, as shown on the screen reproduction below.

Enter PHA Code to list inspections with EH&S deficiencies far the cearch '>
PIH property [e.g., ALOOZ]: .

10. This link displays the PHA Search page that allows the user to search by state and by full or
partial city name (optional), as shown on the screen reproduction below.
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State:

(optonal)

PHA Search

Pleaze select the state that the PHA residesz in and then select the 'Search' button, If vou would like to
narrow vour state search, enter a phrase in the 'Search For' bax.

Search For:

DE |w|

Example: Type
"hunt" to match
huntsville

(| Search >

Search Result

PHA Code
CEOO1
DEQOZ
DEQOZ
CEOO4
CEQOS

PHA Name
wilmington Housing Autharity
Dover Housing Authority
Mewark Housing Authority
Delaware State Housing Authority
Mew Castle County Houszing Autharity

11. After finding the correct PHA Code, the user will type that code into the PHA Code text box
to complete the search for properties with EH&S deficiencies.

Enter PHA Code to list inspections with EH&S deficiencies for the
I sgarch
FIH property [e.g., ALOOZ]: Q }

12. The results of searching by a PHA Code will be a list of the inspections for a specific PHA.
The user will select the “EH&S Details” link, as shown on the screen reproduction below, to
view the details of the EHS deficiencies and enter or view the correction or abatement
information. Note: For purposes of this notice, all property and inspection identifiers have
been removed from the screens shown.

Exigent Health and Safety Report Search Result
Inspecton Id PHA PIH Project |Property Id Property Name Inspection | Date HUD EH&S
Code 1D Date Completed Report
Review

EH&:E

| 11431231 | | | [ ‘12;"05;"2002 | | Details
| 124614 | | | | ‘12.!"12.!"2002 |D2.I"DS.I"2DDS Details
EH&S

| 145019 | | | l ‘12;‘194"2002 | | Details
EH&:E

| 1610458 | | | | ‘12;"04;"2002 | | Details
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13. After clicking the link “EH&S Details,” the Exigent Health and Safety Hazard Details screen
will display. All EHS deficiencies that the inspector observed and recorded are listed by
building and unit number. To display the comments the inspector entered about a deficiency
during the inspection, the user will select the link under “Inspector Comments.” The link

under “Inspection Comments” will state the location and type of deficiency, as shown in the
screen reproduction below.

Exigent Health and Safety Hazard Details
Property
I Swner:
Mare: Phone:
Address:
Inspection
Inspection ID: 161048 Date: 12/04/2002
View PDF
Bldg:6 -- Unit: 0
Defect Inspector Date Description of Date HUD Comments Corrective
Comments Repaired /Mitigated Repair/Mitigation HUD Visited Action
Property
Ernergency/Fire Exits Blacked/Unusable - |Office # 12, 3 - Window unit
Ermergency/Fire Exits A Edit
N\

AN

Eldg:6 -- Unit: 0 \

Defect Inspector
Comments

ErmergencyfFire Exits Blockead/Urnuszable - || Office # 12, 2 - Window unit
Ernergency/Fire Exits L

14. To close the pop-up box, the user will select the “Close” button, as shown in the screen
reproduction below.

Y EXIGENT HEALTH AND SAFETY DATA REPORT DETAILS COMMENTS POPUP -.. [Hi[=] E3

Inspector Comments

Office # 12, 2 - Window unit ASC blocks window egress ;I

)
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15. Selecting the “View PDF” link on the “Exigent Health and Safety Hazard Details” page will
provide the user with the Inspection Summary Report for the property. The Inspection
Summary Report displays each EHS deficiency observed and recorded during the inspection
and its impact on the inspection score, as shown in the screen reproductions below.

Exigent Health and Safety Hazard Details

Property
jisH Cwner:
Marne: Phaone:

Address:

Inspection

Inzpection ID: 161048 Date: 1z/04/2002

Bldg:6 -- Unit: 0

Defect Inspector Date Description of Date HUD Comments Corrective
Comments Repaired /Mitigated Repair/Mitigation HUD Visited Action
Property
Ernargency/Fire Exits Blockad/Unusable - |Office # 12, 2 - Window unit
Ernergency/Fire Exits A Edit

<J|5p|ﬁ.‘1iun Summary Repsort D
I —

%

16. To view any Corrective Action taken by the PHA or to enter any Field Office follow-up
activity comments, the Field Office user will select the “Edit” link, as shown in the screen
reproduction below.
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Bldg:6 -- Unit: 0
Defect Inspector Date Description of Date HUD Conmmen ts Corrective

C: & Repaired/Mitigated |  Repair/Mitigati HUD Visited Action
Property

Ernergency/Fire Exits Blocked/Unusable - |Office # 12, 3 - Window unit
Ernergency/Fire Exits P

Comrective
AcHon

17. After clicking the “Edit” link under the heading Corrective Action, the “Exigent Health and
Safety Hazard Corrective Action” screen will be displayed. To complete the “Date HUD
Visited Property” field, the user will select the calendar icon, as shown in the screen
reproduction below. Comments can then be entered into the “HUD Comments” field by
simply typing in the box provided. After entering the date and comments, the user will select
“Update.” Note: Both the date and comment(s) must be entered. The *““Update” selection
will prompt the user to complete the entry if one of these two fields is incomplete. Any
comments recorded in error may be deleted by selecting the *“Reset’ button.

Exigent Health and Safety Hazard Corrective Action

Inspecton Id: 144604 Property Id: Location: Building 20 -- Unit 123

Defect: Missing/Broken Cover Plates - Outlets/Switches

Date Repaired/Mitigatad: I

Description of Repair/Mitigation: I j
OwnerffAgent Mame:
Date HUD Visited Property: |12,|"14,|"2001 .é?
HUD Cormrments: j
—_— -

HUD Uszer Mame:

Update | Reset | “iew Correction Detail History |

Note: As part of their fieldwork, PIH-REAC PASS Quality Assurance (QA) staff conduct follow-
up activities on properties with EHS deficiencies. Both Field Office and QA staff may enter
comments in the “HUD Comments™ field and the “Date HUD Visited Property” field. To view
all of the comments entered, select the “View Correction Detail History’ button. This will
display all of the comments that have been entered and the name of the individual who entered
each comment. The most recent comment is displayed first.
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The terminology used in the system to indicate “corrected,” is the term “repaired,” and for
abated” is the term “mitigated.”

Repaired = Corrected
Mitigated = Abated
18. The “EH&S Defects Details Report” link provides comprehensive information for all
properties within a specified state and for all inspections during a specified period of time.

The user will select the “EH&S Defects Details Reports” link to select the report data
criteria, as shown in the screen reproduction below.

Exigent Health and Safety Reports

EH%S Defecs Quarterly Reports
EH&S Defects Details Reports

19. The EH&S Defects Details Reports search screen will be displayed, as shown in the screen

reproduction below. The user will select a date range for the report by using the calendars
for the “From:” and “To:” fields, and then select a state from the drop down menu. Note:

Selecting a date range of greater than three months may slow response time considerably, or

cause the request to “time out.”

EH&:5 Defects Details Reports

Inspecton Date Fange:

From: I— é? To: I— é?

State: IAI{ 'I Order By: |Inspecti|:|n Id j

Search Feset |

For optimal results, the date range should not exceed 3 months when searching on any state.

[Mote:Inzpections conducted befare 07/01/2000 will not be dizplayed in the result page.)

20. After entering the date range and state, the user can choose to sort the inspection results by
any of the following fields: Inspection Id, Inspection Date, Property Id, Property Name,

PHA Code, or PIH Project Number. To sort, the user will select one of the choices from the

“Order By” drop-down box. Then, the user will select “Search,” as shown on the screen
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reproduction below. Note: If the user does not select an ““Order By field, the results of the
search will automatically be sorted by *““Inspection Id.”

EH&S Defects Details Reports

Inspection Date Eange:

From:l [z] & To: I [L2) &2

State: IIA vI Order By |In5pectiun Id j

nspection [d
Inzpection Date
Froperty Id
Froperty Mame
FHA Caode

FIH Project Mumber

For optimal results, the date range shodld st exceed 3 mont

[Mote:Inspections conducted before 07/01/2000 will not be digp

21. The screen will display the EH&S Defects Details Report as shown in the screen
reproduction below. This report provides the details and status for each property inspection
and includes the assigned Field Office. Note: The “HUD Reviewed (Yes/No)” field is only
populated with a Yes answer when the review of the property is complete and a comment has
been entered.

Field Office Name PHA PIH Project Property |Property Mame Inspecton | Inspection Owner Owner HUD
Code ID ID ID Date Organization Reported Reviewed
(Yes/MNo) |(Yes/No)
142858 |[08/10/2004 Mo Mo
122468 |[08/13/2004 Mo Mo
188755 (0871172004 Mo Mo
190746 |[0&/11/2004 Mo Mo

22. The user may then download the “EH&S Defects Details Reports” to a Microsoft Excel file
by selecting the “Download to Spreadsheet” button as shown in the reproduction below. The
user may then save the spreadsheet to the desired file location on his/her computer.

26



Appendix 2
EHS Deficiency Correction Certification
PIH Field Office User Instructions

EH&S Defects Details Reports
Inspection Date Eange:
From 08/01/2004 | [EE] < Te: ozood | |84 &

State: | NY |w Order By: Inspection Id ~

[Search ] [ Resat ]

For optimal results, the date range should not exceed 3 months when searching on any state.
[Mote:Inspections conducted before 07/01/2000 will not be displayed in the result page.)

[ Download to Spreadsheet ]

Field Office Name PHA PIH Project Property Property Mame Inspection | Inspection |Dwner Owner HUD
Code 1D 1D 1D Date Organization Reported Rewiewed
(Yes/Mo) (Yes/No)

142658 |08/10/2004 Mo Mo
182468 08/13/2004 Mo Mo
188755 |08/11/z2004 Mo Mo
190746  08/11/2004 Mo Mo

23. The “EH&S Defects Quarterly Reports” link provides a quarterly report containing a list of
all PHAs with properties inspected that have EHS deficiencies, their assigned Field Office,
and how many deficiencies were observed and recorded. Note: This report is created on the
first Saturday after the close of the quarter. For example, if the quarter ends on a Monday,
the report is available after the following Saturday.

Exigent Health and Safety Reports

EH%S Defects Quarterly Reparts
EH&S Defects Details Reports

24. The user may then select the link to the particular calendar quarter.

EH&S Quarterly Reports Page
| EH&S Defects Quarterly Report-03 Quarter 2004 |
EH2S Defects Quarterly Report-02 Quarter 2004
EH2S Defects Quarterly Report-01 Quarter 2004
EH2S Defect:s Quarterly Report-04 Quarter 2003
EH2S Defects Quarterly Report-02 Quarer 2002
EH&S Defecs Quarkerly Report-02 Quarter 2003
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25. After selecting the quarter for review, the user may see a warning message, as shown in the
screen reproduction, below. The message, which is common when opening files on the
Internet, allows the user to view the spreadsheet by selecting “Open it,” or to save the
spreadsheet to a file without opening it first by selecting “Save it to disk.” After the user

Appendix 2
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selects either option, the user will select “OK.”

Waming: There iz a possible security hazard here.

Opening:
ehs_defects_report_quarter_04_2002 xlz using

ExCEL.EXE.

When pou dovnload a file from the nebworl:, you zhould be
aware of zecurty conziderations.

& file that containg malicious programming instructions
could damage or othenwize compromize the contents of
Maur corputer.

'ou should only uze files obtained from zites that pou bzt

YWwhat do you want to do with this file?

¥ always ask before opening this twpe of file

(DK\ ) Cancel

26. If the user selects “Save it to disk,” the user will then need to select the file location to save

the report, as shown in the screen reproduction, below.

Save As .
Save i I by Computer j %l
ﬁ 3 Floppy [&:] &2 0as on Hdifnfp020' [1)
= Hud [C:] S?Fea-pass on ‘HhhgnipOl &' [J:)
@ L] &2 Feakpmg on 'Hhhgnip018' (K]

File name:

Save as ype: I.-’-'-.II Files [%.7]

=2 Sz on Hdiinfp020' [F:)
=2 C18551 on ‘Hhhgnip0l 9 [G:)
=2 Org on ‘Hdrfrfp020' [H:]

: T
j Cancel |
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27. If the user selects “Open it,” the Quarterly Report spreadsheet will be displayed. The
spreadsheet contains the “Field Office Name,” “PHA Code,” “PHA Name,” “Number of
EH&S Defects” and “Number of Properties Inspected” for all PHAS with properties
inspected during the quarter, as shown in the screen reproduction, below. Because it is a
nationwide report and may be quite large, the user can sort by any of the fields provided to
view only the PHASs of interest.

A | B | C D E
1 |EH&S Defects Oun_nerlv Report - 3rd ()ua_nel 2004
2 (3 Dates: July 1 through September 30
3 |This report was generated on 10022004 at 20:19
4 | This report is available to intermal HUD users only. The following data represents a count of Exigent Health & Safety defects identified during inspections within the pra
B
B
7
]
g Field Office Name PHA Code PHA Name Number of EH&S Defects | Number of Properties Inspected
10|, 45 19
1 7 4
12 5] 3

28. At the bottom of each screen in the system is a “REAC Technical Assistance Center” link. If
the user encounters any problems during use of the system, the user should select this link.

Cornments or Questions? Contact th€ REAC Technical Assistanc@
\

This link will take the user to the technical assistance web page. Holding the cursor over the
link will display the Technical Assistance Center toll-free telephone number (1-888-245-
4860). Users may contact the Center between the hours of 7:00 a.m. and 8:00 p.m. Eastern
Standard Time for assistance with the use of the system, questions regarding the UPCS
protocol, and user name and password issues.

Comrmants or Quastions? Contact the REAC Technls—'* “anter.

1282 2454360
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