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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, you will select HUD REAC certified inspectors to work for your organization. From
those inspectors you can select one or more to be Master Schedulers for your organization. The
Master Scheduler is responsible for scheduling your organization’s inspections to Independent
Inspectors. Not all of your properties have to be scheduled by your Master Scheduler. The
Servicing Mortgagee can schedule inspections as well.

The Servicing Mortgagee can download information (e.g. inspection schedule, inspection
property, and inspection participant information), edit and update 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 the system. Authorized
users 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 six-character
HUD-issued user ID (e.g., M11111).

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

¥ vahoo! - Netscape

File Edit “iew Go Communicator Help

T ¢ 9 3 8N o 4 4 & B

Back Forward  Reload Home Search  Metscape Frirt Security Stap

W! " Bookmarks J{. Location; ;http:a’a’www.yahuu.cumd j ﬁfl?' T wihat's Felated
® O W I @ @ @
D @) & ARHOO!
Auctions Meszenger Check Email hat's Hew Personalize H
HEWH 1 I .
Yahoo! Photos Get the Y1 Stock Market Toolbar! Yahoo! Mail
upload, share, print sss click here free emanl for hfe

| Search |advanu:ed search
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2. Enter the following URL address in the Location field: https://entp.hud.gov/clas

r HUDweb Home Page - Netscape
File Edit Yiew Go Communicator Help
L e 2 A & |a < & @

CHiachk Forward  Reload Haome earch  Metzcape Prirt Security Stom
[ Bookmarks K Go to:Ihllps:«’!entp.hud.gow’clas = &1 What's Related |

The Welcome to the FHA Connection screen displays.

Welcome to the

FHA Connection

Warning! Misuse of Federal formation of this Web sife falls under the provisions of Tifle 13, Urifed Stafes
Code, secfion 1030 This law specifies penalfies for exceeding authorized access, alferafion, damage or
desfruction of information residing on Federal Compufers.

{ Y. %

Ahout this Site Frequenily Hours of

Sigw On & Registration Asked Questions Operation

H3G/FHL Howe Page | Jingle Family Business Page | Email Us

4

3. Clickonthe SignOn jcon, The Username and Password Required window displays.

Uzermname and Password Required

Enter usermnarne for unknown prompt &t entp.hud. gov:

Idzer Mame: ||

Pazzwiord: I

oK. I Cancel
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4. Enter your user ID (e.g., M11111) in the User Name field. The user ID is case-sensitive;

remember to use a capital letter when entering the user ID.

5. Tab to the Password field and enter your password. The password is also case-sensitive;
enter the password exactly as you entered it on the registration application.

6. Click on the i button. The FHA Connection screen displays.

& Single Family FHA
4 Multh Family FHA

Hix Correction i LU Flamten ance

[Home] [ID Mantenance]

Comiments or Cuestions =Single Family=
Comiments or (uestions =Mulfi Famih=

7. Click on the Multi Family FHA link. The Multifamily FHA screen displays.

% MultiFamily Delinqueney and Default Eeporting
® Physical Assessment Subsystem

[Home] [MMamn] [TD Mantenance]

Camments or Questions <MF Adwinistration=
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8. Click on the Physical Assessment Subsystem link. The Username and Password
Required window displays.

F— Muiti Family FHA - Metscape

File Edit “iew Go Communicator Help
4«4 ¥ 3 3 & 38 N E
Back Forward  Reload Home Search  Metscape Erint Security Stop
w‘ T Bookmarks M Metsite: Ihttps:.-".-"entp.hud.gov.-"c:las.-"html.-"mfmain.html j @Y “what's Related

Uzername and Pazsword Required *

Enter uzername for unknown prompt at

4 MultiFamily Delinquency and 11 hudapps hud gov:

# Physical Assessment Subsyster UserName: |

Password: |

oK I Cancel

HEN SO E RO

Home] [Main] [TD Maintenance

Comments or Questions =MF ddministration=

ak.

9. Enter your user ID in the User Name field. Enter your password and click on the
button. The Physical Inspection Main Menu displays.

Physical Inspection Main Menu

T —

UK, Irept. of Homsing

cchedule/View Inspections

Tnspector Association for Servcing Mortragee/Scheduline

amid Urbam Development
o Aogion hdaster Scheduler
Multifamily FHA
Menu s Thspection Eeview
[ ]

Bulk Uploead

As a Servicing Mortgagee, there are five functions available. Each of these functions is
addressed separately in this guide, with the exception of Inspection Review. The user guide,
Inspection Review Quick Reference Guide for Servicing Mortgagees detailing this function is
available.
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Inspector Association for Servicing Mortgagee Screen

The Inspector Association for Servicing Mortgagee screen allows the Servicing Mortgagee
to select certified REAC inspectors to work for their organization. From this screen, Servicing

Mortgagees can also remove a selected inspector from their roster of inspectors.

Inspector Id

MOS 132

B0 1435

MO3032

nspector &ssociation For Servicing Mortgagee
Highlighted Inspectors have become inactive

Sort By ]“‘lS;.'lEl.‘-‘Tlilll-'] ‘I

Piey Ik-ew i-dot 4 Hext i*ﬂr:ft Mo, of Records to Show: |25 = Page Mo I" "I

I Shoire only selected

Inspactor Hams Home Siste Homs City A Ramonwe

Kaya Smith Ca Sanjosa I- E

Lynda Johneon DE Welimington I E

Bad Robin W Brocklyn r 3|

Cediic Paniz v Albany |
Submit I‘E_E_ﬂl_l

FPhysical Inspaction Main Manuw

Schedulanyisn | napeaions

Included in the list are activated, and de-activated inspectors (highlighted).

Note:

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-activated inspector can be selected as a
Master Scheduler but cannot conduct inspections.

De-certified

Associated inspectors that have permanently lost their inspection
privileges.

When the Servicing Mortgagee organization selects an
inspector, who later becomes de-certified, the inspector's
name and address information will appear on your list,
highlighted in orange.

September 21, 2001
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Inspector Association for Servicing Mortgagee

Feature

Description

Sort By llnipect-:nrld ;I

This drop-down menu allows the Servicing Mortgagee to sort
the inspector list in different ways: by inspector ID, inspector

name, home state, and home city. Sorting saves time when

searching for a specific inspector.

Frev | wigw: 1-25 of 30 Hest |

These buttons allow Servicing Mortgagees 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 No. of Records to Shaowe: 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 on a
screen.

Fage Nn:l1 'i

The list of inspectors can be noted on 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
Servicing Mortgagee selects page 8 from the drop-down list,
page 8 displays.

r Show anly selected

After selecting inspectors, the Servicing Mortgagee uses this
checkbox to display only those inspectors working for the
organization. If there are a total of 25 inspectors to select
from and only 2 inspectors are selected when the checkbox
is selected, then the screen redisplays with only those 2
inspectors.

M2 2502 MARYIN GOLDSTEIN

M93012

CHESTER LONGFELD

De-activated Inspector (highlighted) has not lost certification,
but has temporary loss of inspection privileges. De-activated
inspector can be selected as a Master Scheduler but cannot
conduct inspections.

September 21, 2001
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Inspector Association for Servicing Mortgagee

Feature Description

When a Servicing Mortgagee wants a particular inspector to
work for their organization they click in the checkbox for that
inspector under the Add column. The system places a
checkmark in the appropriate checkbox for the selected
inspector(s). The Servicing Mortgagee selects all of their
inspectors and then submits. The selected inspectors are
then assigned to work for their organization.

Ooooog

S — When a Servicing Mortgagee wants to remove a particular
inspector from their organization they click in the checkbox
for that inspector, under the Remove column. The system
places an X in the checkbox for the selected inspector(s).
The Servicing Mortgagee submits and then the selected
inspector(s) are no longer assigned to work for their
organization.

[l [ [

This button either adds or removes an inspector(s) from the
Servicing Mortgagee’s list.

This button returns all fields to the original information.

Physical Inspection hain Meny Physical Inspection Main Menu link returns the Servicing
Mortgagee to the Physical Inspection Main Menu screen

where other PASS components can be accessed.

Seheduleiew Inspections The Schedule/View Inspections link takes the Servicing
Mortgagee to the Schedule/View Inspections or Portfolio
screen.

To access the Inspector Association for Servicing Mortgagee/Scheduling screen:

Click on the Inspector Association for Servicing Mortgagee/Scheduling link on the Physical
Inspection Main Menu screen.

September 21, 2001 PASS Release 4.0 8
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Physical Inspection Main Menu

U5, Dept. of Housing f Inspector Association for Sermcine Morteasee/Scheduling

anvd Urbam Development
Azsien Master Scheduler

o Schedule/NView Inspections

*I

Muliifamily FHA

Menu

Ihepection Eewew

Bulk Thelead
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The Inspector Association For Servicing Mortgagee screen displays.

Inspector Association For Servicing Mortgagee
Highlighted Inspectors have become inactive

Sort By ]“‘lS;'lEll‘-‘Tl.'lll-'] ‘I

Prey I'uew 1-dot 4 HNext :|*:~-'-r="t Mo, of Records to Show: |25 = Fage Mo I" "I

r Showe only selected

Inspactor id Inspactor Hams Home Stefa Home City i Rarmane

MO 122 Kaya Smilh CA Sanjora [ =

mo5z11 Lynda Johneon DE Welimington ]| E

B0 426 Rad Robin W Brooklyn r E

Mo30az Cediic Pamiz b Albary ™
Submit I Resal

Fhysical Inspaction Main Manw

Schedulandisn | napselions

To Add an Inspector(s) to the Organization’s List of Inspectors:

1. Review the list of inspectors, and click on the appropriate checkbox under the Add column

for the inspector(s) to be designated to work for the organization. A black checkmark
appears in the checkbox.

Inspector 1d Inspectar Mame Home State Horme City FAdd Remowe

MOos19 Ling Charles WA Mclean I

2. Click the Submit button once all of the inspectors are selected on this screen. The screen
redisplays with a red checkmark in the box under the Add column for each inspector
selected. The selected inspectors are now assigned to work for the organization.

To Remove an Inspector from the Organization’s List of Inspectors:

1. Review the list of inspectors, and click on the checkbox under the Remove column for the

inspector(s) you wish to remove from the organization’s list of inspectors. A black
checkmark “v” appears in the checkbox.

Inspector 1d Inspector Name Home State Horme City Remowe

Add
MOo519 Ling Charles WA Meclean E p

September 21, 2001 PASS Release 4.0 10
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2. Scroll to the bottom of the screen, and click the Submit button once the inspector(s) to be
removed have been designated. The screen redisplays with a red X in the checkbox under
the Remove column for each inspector selected. Those inspectors are no longer included
on the organization’s list of inspectors.

Submit | Hesetl

To Display a List of Selected Inspectors to Work for the Organization:

1. Scroll to the middle of the screen and click on the box next to the field.

I'" Show only selected

The screen redisplays showing only those inspectors selected to work for the organization.

Inspector Associahion For Seracing Marfgagee
Highlighted Inspectors have hecome inactive

Sort By: |In5pectu:ur|d LJ

Frev | wigw:1-2of 2 Hext | Select No. of Records to Shooers: 125 i | Page Ho: |1 -

Inspector Id Organization 1d Inspector Hame Horme State Horne City Re&rnonwe
MOQ518 a Ling Charles WA Mclean [
MMoOad4 0 Robert Red WA, Falls Church [

2. Assign one or more of the inspectors the Master Scheduler responsibility, once the selected
inspectors are designated to work for the organization. By assigning this responsibility, they
are authorized to schedule inspections for themselves and to other selected inspector(s) on
behalf of the organization.

September 21, 2001 PASS Release 4.0 11
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Assign Master Scheduler

Assign Master Scheduler Query Screen

The Assign Master Scheduler query screen is used by the Servicing Mortgagee to assign an
inspector as a Master Scheduler for all or specific properties. As a Master Scheduler, this
person is responsible for scheduling inspections for those properties assigned to them.

Once a property has been assigned to a Master Scheduler, the Servicing Mortgagee can use
this screen to change the Master Scheduler of an assigned property.

The Assign Master Scheduler query screen allows Servicing Mortgagees to search for specific
inspections that:

Need to be assigned to a Master Scheduler
Are already assigned to a Master Scheduler

The system automatically displays under the View section, the option of View Unassigned
Inspections as being selected.

Searches can be narrowed in scope by entering specified criteria such as City, State, Zip Code,
Ideal Future Inspection Date, Inspection Numbers, FHA Number, and Property IDs.

Assign Master Schednler
Please enter your =aleclion criteris and click the “Submit® bulton o reinese the propedies fr
which aMaster Schaduler t 1o be asgned
Wiew
& View Unassigned e . :
T e Yirw fussigned Inspectinns
I_ Selct Masier Scheduer
Selection Criteria
Prapioy
i |
Btata: I-"-'ui-a g
abama ﬂ Hold dorem £ CTIL Byt et i ot
g Cades |
Idead Fetere Inspection Date:
Pegm [10/1e/ 2000 ] & Eng: [rov1e/za00 4] 2
Imspectian Namber: From I Te: |
FHA Mumber: {Ha Dashas)
Fruperty I From To:
Hubmi Rl
Etryical Inppection [an }eou
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Assign Master Scheduler

Feature Description

& View Unassizned Inspections This radio button displays all inspections that have not
been assigned to a Master Scheduler. This view option is
used when the Servicing Mortgagee wants to assign a
Master Scheduler.

 View Assigned Inspections This radio button displays all inspections that are assigned
to a Master Scheduler. This view option is used when the
Servicing Mortgagee wants to reassign a property to
another Master Scheduler.

| Celalii i asthn s s hadier The Select Master Scheduler link prompts a pop-up
window. The window displays all the inspectors selected

by the Servicing Mortgagee to work for the organization.

Clicking on a specific Inspector ID link on the pop-up
window closes the window and places the inspector ID in
the field next to Select Master Scheduler.

Inactive inspectors who are de-activated can be selected
as a Masher Scheduler. De-certified inspectors are also
highlighted but cannot be selected from the Inspector List.

Button initiates the action to locate inspection information
based on information entered for the query.
Button returns all fields to the original information.
Physical Inspection Main Manu Physical Inspection Main Menu link returns the Servicing

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

To access the Assign Master Scheduler screen:

Click on the Assign Master Scheduler link on the Physical Inspection Main Menu screen.

I |I H )
U5, Drept. of Housing * Tnspector Assoctation for Sermome Morteacee/Scheduline
amid Urbam Development
o Aogion Master Scheduler

Physical Inspection Main Menu

o Schedule/View Inspections

*{

Multifamily FHA
Menu

Inspection Bewnew

Bulk Tplead
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ASSIGN MASTER SCHEDULER

The Assign Master Scheduler query screen displays.

Inspections

Property:

Assign Master Scheduler

Please enter your selection criteria and click the "Submit” button to retrieve the properties for
which a Master Scheduler is to be assigned.

# View Unassigned

State: |Alaska

Zip Code: I

Ideal Future Inspection Date:

View
T View Assigned Inspections

I Select Master Scheduler

Selection Criteria

City: |

B

Alabama ad [T PE— ETEL key to select muliiple stazes

Begin: imﬁ 18/2000 [42 &7 By |1D,f 16/z000 [ &2

Inspection Number:  From | v
FHA Number: [ (NoDashes)
Property ID: From: | Tef
Submit |  Reset |
Physical Inspection Main Menu
Query Fields

The query fields in the Selection Criteria section are optional. To execute a search, Servicing
Mortgagees enter data in all, some, or leave the fields blank to generate a search for

inspections.

The City field allows Servicing Mortgagees to search for inspections by a particular city.

The State field allows Servicing Mortgagees to search for inspections by states and

territories.

NOTE: To select more than one state or territory, hold down the CTRL key while selecting

the states.

The Zip Code field allows Servicing Mortgagees to search for inspections by zip code.

The Ideal Future Inspection Date allows Servicing Mortgagees to search for inspections
within a range of dates selecting the Begin and End dates of the time frame, and clicking on

the calendar icon.

September 21, 2001
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To use the calendar box:

1. Click on the calendar ;d icon to view the current
month in the calendar box. The current date is
highlighted.

2. Select a date by:

Click on a date (e.g., 17) to select a date in the
current month.

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

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

Servicing Mortgagees can also use the drop-down arrows to select the month and
year from the Month and Year menus. The calendar changes once the month and
year are selected, then the Servicing Mortgagees click 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 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 Servicing Mortgagee to search for inspections by a
specific inspection number or a range of inspection numbers

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.

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 FHA Number field allows the Servicing Mortgagee to search for inspections by a
specific FHA number.

September 21, 2001 PASS Release 4.0 16
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The Property ID field allows Servicing Mortgagees to search for inspections by a specific
property ID or for a range of property IDs by entering the property ID number(s).

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, enter the property ID number in the To and
From fields.

September 21, 2001 PASS Release 4.0
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Assign Master Scheduler (Unassigned/Assigned Inspections)

Once the Assign Master Scheduler query screen is updated and submitted, the Assign
Master Scheduler (Unassigned or Assigned Inspections) screen displays which contains
basic information on the inspections, and the Servicing Mortgagee can assign a Master
Scheduler to one or more of the inspections.

Once the Master Scheduler is assigned to an inspection, they are responsible for scheduling the
inspection.

Assign Master Scheduler
Unassigned Inspections
5 Eecord(s) Found

SEARCH CRITERIA: WIS

fou can either enter the Master Scheduler Id into each entry field in the grid, in the following entry box and check all records
on the grid that you want to put this 10 in, or you can simply enter the Master Scheduler ID in the following entry box and
check and click " Apply All"

Select Master Scheduler I Apply All |

Frew |‘v"|ew: 1.50f 5 Next I Select Mo, of Records to Shows: !25 “_‘_'_! Fage Mo: 1'1 _f_j

FHAMNo  Froperty|D PropertyMame  City safe TR TEE :é;.fhsé?mer :f;t_[lfi::ase‘j] T RS REs
[T ogove7as 53668 Lake View Vienna VA 22103 [ 03/29/2000 &7a* 03282003
[T 35567221 800045632 Fair Homes Washington DC 2009 [ 047172000 91c* 041772003
[T 08437333 BO0066AGE Skyline McLean MY 2000 [ 10/21/1998  79c*  10/21/2000
[T 02437444 200076767 Charles Smith  Falls Church NV 2002 I 092141999  &7a* 1041472000

Hilltop o
[T 0g375323  200R06081 gt ments Louisville  KY 2010 I 10/21/199%  7%c* 10/21/2000
Submit I Resetl

Assign Master Scheduler
Physical Inspection Main Menu

NOTE: Use the scroll bar to view all the columns, if necessary.
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Assign Master Scheduler

Feature

Description

oelect Master Scheduler |

NOTE: You can select inactive
inspectors who are
deactivated.

Enter the Inspector’'s ID number in the blank field. If the
inspection ID is not known click on the Select Master
Scheduler link. This link prompts a pop-up window that
displays all the inspectors selected by the Servicing
Mortgagee to work for the organization.

Clicking on a specific Inspector ID link on the pop-up window
closes the window and places the inspector ID in the field
next to Select Master Scheduler.

[ Applyan |

Once an Inspector ID number appears in the Select Master
Scheduler field, click the Apply All button and all the
inspections have the Master Scheduler’s ID field updated
with that inspector’s ID number.

Frev | wigw: 1- 26 of 30 Mest |

These buttons allow Servicing Mortgagees 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 display, click on the Prev button to
return to records 1-25.

Select No. of Records to Shooer: 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 on a
screen.

Fage Nn:l1 *i

The list of unassigned or assigned inspections can be listed
on 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, and the Servicing
Mortgagee selects page 8 from the drop-down list, page 8
displays.

-

When a checkbox is selected, the Inspector ID located in the
Select Master Scheduler field automatically updates the
Master Scheduler ID field for the row selected.

FHA No and Property ID links

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

Master
Scheduler
10

The ID number of the inspector assigned as the Master
Scheduler. The field can be updated by the system using
the checkbox or the Apply All button, or by manually entering
the inspector ID number of the Master Scheduler.

September 21, 2001
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Assign Master Scheduler

Description

Feature

Button either assigns or reassigns a Master Scheduler to a
property.

This button returns all fields to the original information.

Aszign Master Scheduler

Assign Master Scheduler link returns the Servicing
Mortgagee to the Assign Master Scheduler query screen.

Fhysical Inspection Main Menu

The Physical Inspection Main Menu link returns the

Servicing Mortgagee to the Physical Inspection Main
Menu screen where other PASS components can be
accessed.

To assign a Master Scheduler to an inspection:

1. Enter the Inspector ID number (if known) in ~ Select Master Scheduler | Fhply A
the blank field. A

OR

Click on the Select Master Scheduler link if the Inspector ID number is not available. The
Inspector List displays with a list of selected inspectors.

Inspector List Sart By: | Inspector 14 ]

Highlighted Inspectors hawve become inactive.

Frev | iew: 1.2 of 2 Mext 1 Select Mo, of Records to Shooer: 125 'i Fage Mao: 11 ']

Inspector 1d Inspector Name Home State Horme City
MO0519 Ling Filippa WA MeLean
Mooe84 Robert Red WA Falls Church

2. Click on an Inspector ID link (e.g., M00519). The Inspector List closes and the Inspector
ID number displays in the field next to the Apply All button.

3. Click on the checkbox next to the FHA Number column. The Master Scheduler ID field is
updated with the Inspector ID (next page).
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Select Master Scheduler |M00513 Apply All |
Frev | vigw: 1.5cf5 [Hest IGeIect Ho. of Records to Shcw"i25 x| Fage No I" "I
Master =
FHANo  PropertyID PropertyNama  City By [ R sehadie | O
: o

D207eTas ISR Lake View Piefns va 2303 DE2L02000  &7a* 032872003
™ 35367221 200045632 Fair Homes Washington DT 2009 | DAH2000 9™ 04017/2003
M 02437383 200066666 Skyline McLean HY 2000 Moosie 102171999 T9c* 1042172000
F 02437444 200076767 Charles Smith  Falls Choarch MY 2002 ADOS 19 092171999 §7a™ 105142000

o — Hilltop _ . - =
™ osasms uomnanel o R Levisvile KV 2010 [ 1002141999 79¢* 10/21/2000

NOTE: If you want to assign all properties to one Master Scheduler, click on the Apply All
button and the Master Scheduler ID field for each inspection is updated with the
Inspector ID number of the Master Scheduler.

4. Click on the Submit button. The screen redisplays and the assigned properties no longer
appear on this screen. The assigned properties now appear on the screen for Assigned

Inspections.
To change a Master Scheduler of an inspection:

1. Enter the Inspector ID number (if known) in
the blank field.

Selact Master Scheduler | T Apply All |

OR

Click on the Select Master Scheduler link if the Inspector ID is not available. The Inspector
List displays with a list of selected inspectors.

Inspector List Sort By: | Inspector I ]

Highlighted Inspectars have become inactive.

Frew | wiges: 1.2 of 2 Hext 1 Select Mo, of Records to Shu:uw:i25 "i Fage Mo 11 *1

Inspector 1d Inspectar Mame Hare State Harne City
BO0519 Ling Filippa LN Mclean
Mooss4 Robert Red L Falls Church

2. Click on an Inspector ID link (e.g., M00519) on the Inspector List. The Inspector List
closes and the Inspector ID number displays in the field next to the Apply All button.
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3. Click on the checkbox next to the FHA Number column of the inspection to update the
Master Scheduler field. The Master Scheduler ID field is updated with the new Inspector ID
number.

NOTE: If the Servicing Mortgagee wants to reassign all their inspections to one Master
Scheduler, click on the Apply All button and the Master Scheduler ID field for each
inspection is updated with the Inspector ID number of the Master Scheduler.

4. Click on the Submit button. The screen redisplays and the inspections are reassigned.

If all of the inspections are not assigned to a Master Scheduler, the Servicing Mortgagee can
schedule those inspections. Any inspection scheduled by the Master Scheduler can also be
viewed and updated by the Servicing Mortgagee.

To View Property Information, Inspection Summary Reports or Investor Reports from the
Assign Master Scheduler (Assigned/Unassigned Inspections) Screen:

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

Skyline
Property Information
Froperty Bformat on Prier Inspection Data

Property I BOODESESS FHA Nemher: 08437383
Inspercton Mo 2000 Building Coane [0
Praperty Name: [#7LINE
Praperty Auldress:
Etrmpt 11592 Skylin= 3T WO

I
Gy [meLace | Seste: ] mp  [oozos 0o

Phaome: .|l:!|:l2 | 70Eq 2 | Fax: 202 7009252
Emaik
IManagement Agent Infermation:

IHame: | l_]

(hgamization:  |STEVIN PUNLJEMENT COMPANY, IHC.

Frroes: |

I
City: Fockvllls State: [0 Fipr  [roend - [oaze
Phage: [t7em 2356787 g [167 | Fax:

Emaik 15: svenmEnagEp=nci srols, com

Update Pl | Rasa |

Ehyocal ilrper.n:*rl hfain ke

Servicing Mortgagees can edit all fields on this screen to update the property
information.
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a. Click in the appropriate field and enter new or revised data.

Update Profile

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

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 the Schedule/View Inspections or
Portfolio screen or click on the Physical Inspection Main Menu link to return to the
Physical Inspection Main Menu screen.

Servicing Mortgagees 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: 800066666 FHA Number: 08437383
Inspection No.: 2000 Building Count: |0
Property Name: |SKYLINE
Property Address:
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The Prior Inspection Information screen displays.

SKYLINE

(FHA NO: 08437383 Property ID: 800066666)

Prior Inspection Information

Property Information Frior Inspection Data
Inspection  Investor

Insp. No.  Insp. Date  Insp. ID Insp. Name Score Report Report
1536 02A14/2000  MSB342  Murthy Krishna 71b Miew iew

Eeport Repart

1202 090171999 MOODOZ  Steven Marting 74h Ylew View
Repart Fepon

Physical Inspection MMain MMem

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

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)
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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 - [WYHRJMA9. pdf]
A= Edit “iew Toolz “Window Help

IE Open... Ctrl+0 i
= LCloze Clrl+af
Document Info »
Frirt.... Cirl+F ]
Frint Setup... Chrl+Shift+F
Freferences r

1 CAWINDOWSATEMPAYWYHRIME . pdf
2 CAWINDOWSATEMPAYOHPY 3U 8. pdf ]
2 CAWANDOWSNTEMPYWWOLS0H 00, pof
4 CAWINDOWSATEMPAWOT OKEPP. pof

Possible Airea H&S
Paoints Poimts  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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Schedule/View Inspections or Portfolio

Schedule/View Inspections or Portfolio Query Screen

The Schedule/View Inspections or Portfolio query screen allows Servicing Mortgagees to
search for specific inspection assignments. Servicing Mortgagees can request to update
inspection schedules, view inspection reports and the portfolio (property listing) or create text

reports using this screen. Searches can be narrowed 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

Youhawe | mspecion that iz assigned to mactve Inspector

Click here to go to the Tnactore Inspector List'
Function
& Schedule Inspection  © View Web Page Report ¢ Create Text Heport
View
oAt { Yl e i
Selection Crileria

Property:

City: |

State: | =

Zip Code: r—

Inspection Schedule Date Range:

Begn | Ed&FEa] 0 s

Scoring Hange: From | Ta: {Last Released Inspecnon)
Master Scheduler ID: I Selact Master Schedular

Inspector ID: I Salact [nepacin
Ideal Future Date :

Begin [ Ed&FEa| 00 BEiF
Inspection Numher: From |7 To: r—
Property ID: From: I_ To I_
FHA Number: l— (e Draches)

TUninspectable Code : Inspectabladihl)
Reparted UninspectablefRl) =]

Subinit | Rasal |

Physical Inspechon bdam e
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Schedule/View Inspections or Portfolio

Feature

Description

Click here to go to the ‘Inactive Inspector List’

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 de-certified with pending inspections. This
screen allows you to unschedule those inspections
assigned to inactive inspectors.

Inacive Inspector Lisk Sorf By |lrapsctard =
Gelmct Mo of Becordstn She H # rage Mo | -
Lisckgdeds All
Urarraduls niepschar Phxtur Ireepeaction 1D THE Inep=scsion Dats irgaiEsd an
I MBS 1iE  Ce-Achvaisd 190887 CE2S5007  May S 2002 S 008M A0 draup
Submit Rezel

* Schedule Inspection

This function allows the Servicing Mortgagee to
schedule or reschedule inspections.

& View Web Page Report

This function allows the Servicing Mortgagee to view
Inspection Schedule Reports for scheduled
inspections, unscheduled inspections, or both
scheduled and unscheduled inspections.

& Create Text Report

This function allows Servicing Mortgagees to download
and update a large volume of data (e.g., inspection
schedule, inspection property and inspection participant
information) using other applications, such as Microsoft
Word. After the data is sent to REAC via the Bulk
Upload Process.

& View All Inspections

This view option allows the Servicing Mortgagee to view
both scheduled and unscheduled inspections.

& View Unscheduled
Inspections

This view option allows the Servicing Mortgagee to view
unscheduled inspections.

& View Scheduled
Inspections

This view option allows the Servicing Mortgagee to view
scheduled inspections.

¥ View Portfolio Selection Criteria

This button prompts the Portfolio query screen.
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Schedule/View Inspections or Portfolio

Feature

Description

Select Master Scheduler

NOTE: You can select inactive
inspectors for query
search.

The Select Master Scheduler link prompts a pop-up
window. The window displays all the inspectors
selected by the Servicing Mortgagee to work for the
organization.

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

oelect Inspectar

NOTE: You can select inactive
inspectors for query

The Select Inspector link prompts a pop-up window.
The window displays all the inspectors selected by
Servicing Mortgagee to work for the organization.

Selecting a specific Inspector ID link on the pop-up

search. 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.

Physical Inspection bain Menu

Physical Inspection Main Menu link returns the
Servicing Mortgagee to the Physical Inspection Main
Menu screen where other PASS components can be

accessed.

To access the Schedule/View Inspections or Portfolio query screen:

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

Physical Inspection Main Menu

*1

H}*

o Zchedule’NView Inspections
1.5, Dept. of Housing ¢ Thepector Assoctation for Sermcine Morteasee/Scheduline
and Urbam Development
o Azsien Master Scheduler

Muliifamily FHA

Menu

Inspection Eeview

Bulk Tpload

The Schedule/View Inspections or Portfolio query screen displays. (next page)
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Schedule/View Inspections or Portfolio

Touhave | mupechon that = asomed to mactnre Inspectors
Chek bere to go to the Tnactire Inspector List'

Function
= Scheduls Inspection View Web Page Report  © Create Text Repart

Viewr
= View All Ingpections T View Unscheduled Inspeetions ¢ View Scheduled Inspections
" View Portfolis Selection Criteria

Selection Criteria
Properiy:
City: |
State: | =|
Zip Coade:
llsrﬂ:ﬂnl Sehedules Date Rzlgr:

Begn: | LllFEae[ 0 ES

Scoring Range: From: Ta l (Last Released Inepection)

Masier Scheduler ID: Select Master Scheduler
Inspecior [D: | Select Inspactar
Heal Future Daide ©

Begin: [ Ed@ea 0 L&
Imspection Mumber: From: | To:
Fropexty IDv: Froam: | To

FHA Mumbeer: I_ (Ha Daghes)
Uminspectahle Code : Inspactabladh)
Reporad UninspaclablaiRLY) ﬂ
Bubmit Reset |

Fhysical Inspection hlam b enu

Query Fields

The query fields in the Function and View sections of the Schedule/View Inspection or
Portfolio query screen are required. Servicing Mortgagees 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 of the query fields in the Selection Criteria section are optional. To execute a search
Servicing Mortgagees can complete all, some, or leave the fields blank. The more information
provided in the query search reduces the number of unnecessary results. For example, if 100
inspections need to be scheduled, and specific information is not specified about those
inspections, the Inspections Schedule Report displays all 100 inspections once submitted.
However, if a Servicing Mortgagee only wants to view inspections for the state of Virginia, then
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select Virginia in the State field and the Inspections Schedule Report displays only those
inspections in Virginia.

The Function section determines what Servicing Mortgagees can do with the inspection
information by clicking on one of the appropriate radio buttons. Servicing Mortgagees have
three options:

- Schedule Inspection allows Servicing Mortgagees to enter or modify schedule
information on the Inspections Schedule Report.

- View Web Screen Report allows Servicing Mortgagees to view or print the Inspections
Schedule Report.

- Create Text Report allows Servicing Mortgagees to download inspection schedule,
inspection property, inspection participant and participant role reference information to
update and revise on their own computer using Microsoft Word.

The View section allows Servicing Mortgagees to search for scheduled, unscheduled, or all
inspections (scheduled and unscheduled) by clicking on the appropriate radio button. In
addition Servicing Mortgagees can view property portfolio information by clicking on the view
option; View Portfolio Selection Criteria.

The City field allows Servicing Mortgagees to search for

inspections by a particular city. - i&" Bﬂ;:
Fakad  Hova o4 o2 5
The State field allows Servicing Mortgagees to search for T e o
inspections by states and territories. s
il A B
NOTE: To select more than one state or territory, hold down the Riityeky
CTRL key while selecting the states. Al Tnspections 3:}:;3“m s
| e o i
i o
- Mississgp |
A ::::;ﬂggmlm - '
Heate ¥ |
Tip Cede: [ |

The Zip Code field allows Servicing Mortgagees to search for inspections by zip code.

The Inspection Schedule Date Range allows the Servicing Mortgagee to perform a search
on inspection schedules within a range of dates, selecting the Begin and End dates of the

112
time frame by clicking on the calendar ol icon.
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To use the calendar box:

izl . ) .
1. Click on the calendar =5 icon to view the current month in the calendar box. The current
date is highlighted.

2. Select a date by:

Click on a date (e.g., 20) to select a date in the

current month. ﬂﬂkﬁlct =] |z000 jﬂﬂ‘

To move backward or forward by year, click
once on the symbols (I< or >I) per year. 5 M T W
2
9

To move backward or forward by month, click g m 11 12 13 14
once on the symbols (< or >) per month. 15 16 17 18 190 20 21
22 23 24 25 16 17 23

Servicing Mortgagees can also use the drop-
down arrows to select the month and year from
the Month and Year menus. The calendar
changes once the month and year are selected,
then the Servicing Mortgagees click 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 range, enter the same
date in the Begin and End fields.

The Scoring Range field allows Servicing Mortgagees 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.

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.
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The Master Scheduler ID field allows Servicing Mortgagees to search for inspections by
using the Master Scheduler’s ID number. Enter the Inspector ID number in the Master
Scheduler ID field. Servicing Mortgagees can also click on the Select Master Scheduler link

to view a list of all Inspector ID numbers that have been selected to work for the

organization. Click on the Inspector ID link to select a Master Scheduler Inspector. The

Schedule/View Inspections or Portfolio screen redisplays once an Inspector ID is

selected from the Inspector List.

Inspector List Sart By | Inspector 1d

Highlighted Inspectors have hecome inacthe.

Frewv iz 1.2 of 2 Mext 1 Select Ho. of Records to Shows: 125 "i Fage Mo: 11 "]

Inspector 1d Inspector Name Home State Home City
MO0519 Ling Filippo W Meclean
w Robert Red WA, Fallz Church

=

NOTE: The Inspector List contains the Inspector ID numbers of both, Master Schedulers
and Independent Inspectors selected to work for the organization. There is no
special listing that displays only Master Scheduler ID or Independent Inspector ID

numbers. This list includes inactive inspectors.

The Inspector ID field allows Servicing Mortgagees to search for inspections by the

Inspector ’s ID number. Enter the Inspector ID number in the Inspector ID field. Servicing

Mortgagees can also click on the Select Inspector link to view a list of all Inspector ID

numbers that have been selected to work for the organization. Click on the Inspector ID link
to select an Inspector ID, or leave this field blank. The Schedule/View Inspections or

Portfolio screen displays once an Inspector ID is selected from the Inspector List.

Inspector List Sart By: | Inspector Id

Highlighted Inspectors have become inactie.

Frew |wigws: 1.2 of 2 Hext 1 Select No. of Records to Show: 125 "i Fage Ho: 11 *1

Inspector 1d Inspectar Name Home State Home City
MON519 Ling Filip pa W Mclean
MOo&s4 Robert Red WA Falls Church

=

NOTE: The Inspector List contains the Inspector ID numbers of both, Master Schedulers

and Independent Inspectors selected to work for the organization. There is no
special listing that displays only Master Scheduler ID or Independent Inspector 1D
numbers. This list includes inactive inspectors.

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

time frame by clicking on the calendar

1
Lhed

icon.
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To use the calendar box:

1. Click on the calendar icon to view the current
month in the calendar box. The current date is
highlighted.

2. Select a date by:

Click on a date (e.g., 20) to select a date in the

current month. St Rt A
1: 2 3 i 5 5 7
To move backward or forward by year, click L
once on the symbols (I< or >I) per year. 15 1w 17 18 19 20 121
22 23 24 25 e o7 28
To move backward or forward by month, click 20 3 3l

once on the symbols (< or >) per month.

Servicing Mortgagees can also use the drop-
down arrows to select the month and year from the Month and Year menus. The
calendar changes once the month and year are selected, then the Servicing Mortgagees
click 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 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 Servicing Mortgagees to search for 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.

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 Servicing Mortgagees to search for inspections by a specific
property ID or for a range of property IDs.
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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 Servicing Mortgagees to search for inspections by a specific
FHA number.

The Uninspectable Code field allows the Servicing Mortgagee 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:

VI Property has been verified by HUD as inspectable and
is being referred back for inspection (inspection cannot 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).

Subrmit

Once the Function, View, and Selection Criteria sections are selected, click on the
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 Reports via the Create Text Report function

— View Portfolio query screen via the View Portfolio Selection Criteria view option
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Inspections Schedule Report Screen

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

Servicing Mortgagee schedules or reschedules inspections to any inspector working for that
organization.

Those inspectors working for the organization can view properties to which they have been
assigned, and can 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 Inspechons
To scheduls an Inspection, enter the Inspector's [D, Inspection Date and the Local Time

' o can either enber the Inspector i nto each entry field inthe grid, inthe follossing entry box and check all records on the grid thet
vl weant to put this D in, oF you can simply enter the inepector 1D 0 the toloveing entry box and check and cick "Apply AN 1o sgpphy 1o
all the records on thes page ondy. vou must cick "Updsbe” in order 10 s2nd your changes tothe dalabese

Sietact Inzpechor Apply Al B |t 9500 _Mml i?«.“m-l.”‘l.\ﬂwm!:halu# B ] rmeke |1 2] [ Seubae

Last Ideal

FHA No :err:r th-rcﬂ}' City State Ilf‘hfp Insp.Date Local Time h“)’?“”’ Released ];;T: Future g’“" P
’ Insp Date Date

LEWE AL SdbhE Lale Vaws  Vienma Wik 243 OS2WZIIUD &)a Dzizsiags EID
[T 35567221 800045632 Fur Homes Washmgton DC 200% i = I 04172000 91c* OWrL w2003 IH
0943733 800062666 Skplme  Mclean WY 2000 [Bmwme [0Z00PM =] fUome — 10200999 e 10212000 1M
" o Cluaxles Falls - .

08437444 EOO0TEET O DAY WY 2002 [ewaw [1100AM 3] R 09210995 €7a 1042000 N
P 030583 MOSMOSL Gt Ledlle KY 010 [owwwe [i3o0ew @] e l0misss me 102100

L]

Back is Search Page

Ph 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

oelect Inspectar I

Only active inspectors can be
scheduled.

Enter the Inspector’s ID number in the blank field. If the
Inspector ID number is hot known, click on the Select
Inspector link. This prompts a pop-up window that displays
all the inspectors selected by Servicing Mortgagee to work
for the organization.

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

Frev | wiew: 1- 25 of 30 Mesxt |

These buttons allow Servicing Mortgagees 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 Mao. of Records to Shooe: 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 on a
screen.

Fage Nn:l" *i

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

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

Apply All |

Once an Inspector ID number appears in the Select
Inspector field, click on the Apply All button and all
inspections have the Inspector ID field updated with that
inspector’s ID number.

This button returns the Servicing Mortgagee to the
Schedule/View Inspections or Portfolio query screen.

Search Page

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 Servicing Mortgagee to view or update

the Property Information screen for a particular property.
From the screen, Servicing Mortgagees can access prior
Inspection Summary Reports or Investor Reports.

Insp.
Date

Enter the date of the inspection using this format:
MM/DD/YYYY (e.g., 02/23/2001).

Local Time

Inspections are scheduled based on the local time between
the hours of 7 AM and 3 PM in half-hour increments.

Inspector
1D

Enter the ID number of the inspector scheduled to conduct
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.

Uninsp.
Code

Provides the applicable code of an inspection if a property is
determined to be uninspectable. The code is changed from
IN to RU. A pop-up window displays and the Servicing
Mortgagee updates the fields with the information that was
provided rendering the property uninspectable. The codes
are:

IN  Property is inspectable (default)

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

VI Property has been verified by HUD as inspectable and
is being referred back for inspection

VU Property has been verified as uninspectable

Update

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

This button returns all fields to the original information.

Back o Search Page

This link returns the Servicing Mortgagee to the
Schedule/View Inspections or Portfolio query screen.

Physical Inspection higin Menu

The Physical Inspection Main Menu link returns the
Servicing Mortgagee 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:

1. Click on the

% Schedule Inspection

Schedule/View Inspections or Portfolio query screen.

2. Click on a view option in the View section of the

screen.

radio button in the Function section to view the

In this example, View All Inspections is selected.

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

Submit

4. Click on the

Schedule Report displays.

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

button. The Inspections

> # Vi A i i

Sebdulie View Insgeections or Fertfolia

Funitina
™ Ve TS Page Mopmrt ™ Crmosy Turd epars
Vanr
1 Vi Uil it 1 W S d e i
Vi Putdle Yoot Culiaia
Bellerrian Crincsla

T tebegule boperdce

 —

Lt

S =l

By es [

Irporsinn firlsrsule e Famgr

] - e
Srarig Mumer Frem R N P S SR
Vi St e B T

Laspr s B Tl e (K

M e Do ¢

P e e = -

Lusger bems B T ol
Fregerty B Frex Tauf
FHA e, [ oDt
[rm——— miparish mt

i T |

B e

Bl repeara M Moy

Inspections Schedule Report

5§ Recozdis) Found
All Inspechons

To schedule an Inspectior, enter the Inspector's [D, Inspection Date and the Loeal Time

' o c:an either enber the Inspector i nto sach antry fiekd inthe grid, inthe follossdng entry box and check all records on the grid thet
o weant to put this I0in, of you can simply enter the inspector 10N the folowing entry bos snd check and dlick “Apply A1 to spplk 1o
al the records on thes page only. You must cick "Updste” in order 1o s2nd your changes 1o the dalabsse

Seiecd Inzpechor Apply A I B vicwe: 150 5 8] Bt b, of Resostnta Show: [5 2 pogerea: [1 2] [ Sereutug

Insp

State Mo,

" Insp.Date Local Time

Last .
]ﬁ;spu::hr Released Prior

InspDaie  JC0T®

[T 25567221 S00045632 Far Homes Wahmgon DO 2008 | | =0 OANTR000 9lc*  DANT2003 1N
W 02437383 S000E266E Skylme Melewn WY 2000 [fevme [0200PM =) MG 10200998 9o 10212000 1M
08437444 soonosngy Sl b WY 2002 [owwam [1100 M ¥ [ 0972101999 7 10142000 [N
Smuth Chnch
M 08375383 00804081 f;m“’ o, Lewiswille  KY 2010 [ewme [ozoopw =] s 1omiises 7eer  l0@LE00 M
upems] Eaull
Back o Search Page
Pk ecition Main Menu
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The Inspection Schedule Report shows basic information for all inspections that match the
specified search criteria.

When the Servicing Mortgagee schedules an inspection the following three fields
must be updated:

% Insp. Date (Inspection Date) - correct format for the Insp. Date field is MM/DD/YYYY
¥ Local Time - time of the inspection from 7 AM — 3 PM in half-hour increments

¥ Inspector ID - Inspector ID number

5. Click on the C button. The Inspection Scheduling Results screen displays
confirming that the update is accepted.

Inspection Scheduling Results

1 rows have been successfully changed.

Back to Inspections Schedule Report

Back to Search Page

Physical Inspection 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 Servicing Mortgagee 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]

& Inzpectarh 11111 has 3 inspections scheduled on 0602420071,

The Uninspectable Property Details screen must be updated if it is determined that the
property is uninspectable.
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1. Click on the IN code link in the Uninsp Code column.

Inspections Schedule Report

& Recordis) Found
All Inspechons
To seheduls an Inspectior, enter the Inspector's [D, Inspection Date and the Loeal Time

' ou can ether enber the Inspector id nto each entry field inthe grid, in the folloswing enfry box and check all records on the grid thet
wou wesnt to put this I0in, of you can simgly enter the inspector 10N the foloweing entry bos snd check and cdick "Apply A1 1o spply 1o
all the records on thee page only. You mest clck "Updste” in order 1o 22nd your changes 1o the databsse

Select Inspector Apply &l I o e 1-501 5 [0 s o, of Romotmro svow: [ 5 2 pgera: [1 2 [ Bereubum |

Lasi .
FHA Ne Property PETT) City State P- Insp. Date  Local Time L Released P Future Uninzp.
Mame Mo. m Score
Insp Date Date

[ 35567221 800045632 FarHomes Wuhmgton DO 2008 | | =T 041172000 Slc* 04472003 1N

¥ 08437383 SO00GE566 Skylme Mclewn WY 2000 [Gmwme [0200PM =] Moome 10204999 79c* 102172000 mx
Clasrles Falls

¥ 08437444 00075767 o0 Choek BT 2002 [eame [fronem =] Mo osminees &7 lonso00 N

W 08375389 Soegeng) idtep Lowiswille EY 2010 [fe oo |0300PM  =| ldowes 10201999 Toe*  1OQLE000  [H

partenants

e | |

Back o Search Page

Ph ecition Main Menu

The Uninspectable Property Details screen displays.

Uninspectable Property Details

Inspection No: 2000 Property Id: 200066666
Property Name: Skylne

Uninspectable Code: IIN "'l

Reporter Information

First Name: I

Last Name: |

Telephone Number: I—_ I—_ I

Exanple: 703-555.1212
Telephone Extension: I

Uninspectable Reason Information

Ll

Update Reset Cloge |
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2. Update all of the fields (telephone extension is optional).

3. Click on the Update button. The Inspections Schedule Report redisplays with the Uninsp
Code field updated to RU.

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.

Skyline
Property Information
Property Information Prior Inspection Data
Property ID: 800066666 FHA Number: 03437333
Inspection No.: 2000 Building Count: ]D

Property Name: ISKYL INE

Property Address:

Street: [1592 skyline ST nw

City: [meLean State: for  Zip:  [eozoz . [oooa
Phone: I(zuz: 70549 ] Fax: Izuz?uaqgaz

Email: |

Management Agent Information:

Name: ! i_l

Organization: ]STEVEN MANAGEMENT COMPANY, INC.

Street: !

City: ]Roc}wille State: ]E Zip: ]20503 1L 10424
Phone: [(703) 4356787 sy [467 | Fax: l

Email: !steven.management@erols.com

Update Profile | Reset |

DPhysical Tnepection 1Main Wem

Servicing Mortgagees can edit all fields on this screen to update the property
information.

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

September 21, 2001 PASS Release 4.0 41



Servicing Mortgagee Scheduling and Bulk Upload
Quick Reference Guide Version 1.0 SCHEDULE/VIEW INSPECTIONS OR PORTFOLIO

Update Profile

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

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

Servicing Mortgagees 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: 800066666 FHA Number: 08437383
Inspection No.: 2000 Building Count: |0
Property Name: |SKYLINE
Property Address:

The Prior Inspection Information screen displays.

SKYLINE

(FHA NO: 08437383 Property ID: 800066666)

Prior Inspection Information

Property Information Friar Inspection Data
Inspection  Investor
Insp. Ho. Insp. Date  Insp. ID Insp. Hame Score Report Report
1536 02A14/2000  MEBE342  Murthy Krishna 71b Yiew Miew
Report Fepart
1202 090141953 MOOOO2  Steven Martino 7ah Miew View
Repart Repart

Physical Inspection IWamn MWenu
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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 - [WYHRJMQ9. pdf]
A9 Edit “iew Tool: “Window Help

IE Open... Chrl+0 i

LCloze Clrl+f

Document Info »
Print... Ctrl+FP ]
Frint Setup... Chrl+S hift+F
Preferences r

1 CAWINDOWSATEMPAYWYHRIME . pdf
2 CAWIMNDOWSATEMPAWOHPY 3L 8. pdf ]
2 CAWANDOWSATEMPYWOLS0H 00, pof
4 CAWINDOWSATEMPAVOT OKEPP. pdf

Possible Airga H&S5
Pai s Polnds  Deguction

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 Screen Report Option

The View Web Screen Report option allows Servicing Mortgagees 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

& Record{g) Found
All Inspechons
To gehedule an Inspectiory, entet the Inspector's [D, Inspection Date and the Loeal Time

‘Yo can ether enber the Inspector Id into each entry field inthe grid, in the followdang entry box and check all records on the grid that
o weant 1o gut this I0 i, o you cen simgly enter the inspector I00nthe folowing entry box snd check and dick *Apply AIF 1o sgpply 1o
all the records on the page only . You mest cick "Updabe” in order 1o send your changes 1o the dalabsse

Selnct Inzpechor Apply Al | B e 1-5or 5 S0 s o, of Roosszno svew: [ B T rgene:[1 2 [ Beciran

_ Last . ldeal .
FHANe Lrvperty Property ... Stae D% pp Date LocalTime  TOPC0T pojooced DOMT Fpp, RN
I Name Mo, m Score Cade
Insp Daie Date
e Ps sl 53668 lake Ve Viemma WA 2213 OS2WAAILD &)a™ DEzar a0 EIT

[T 35567221 800045832 Far Homes Washmgton DC i | i =| T 0471772000 ¥1c* L2003 M

W 08437383 B0006£566 Skylme McLean WY 2000 [Oe 2z iUZ:DDF‘M = | Moo 102958 Tt lvaliz000 M

Cluarles Falls

W 02437444 500074767 P Clanch WY 2002 [osiaame iHIZIEIAM = Tumom 031N Ee 1" 1001 452000

SR el Y 2010 [enmw o [0300PM w) [ 10210999 et 1062142000

Apartenats
Lipdate | RJF_'SBII

Back o Search Page

W DR375383 GOOR0ANRL

FPh ecition Main Kemu

To view the Web Screen Report:

.  View Weh P Report , . . .
1. Click on the 1ew Yveh rage mepo radio button in the Function section of the
Schedule/View Inspections or Portfolio screen.

Schedule/View Inspections or Portfolio

Function
¢ Schedule Inspection  * View Weh Page Report  Create Text Report
View
PRt T
e Al T etinmne VIE“.’ Unscheduled VIE“.’ Scheduled
Inspections Inspections

 View Portfolio Selection Criteria
Selection Criteria
Property:

City: |
State: | =l
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" 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.

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

Inspections Schedule Report

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

“ou can ediver enber the Inzspector id into each endry field inthe grid, in the followdng entry box and check all records on the grid thet
wiou want to put this D, o you cen simgly enter the inspector 1D inthe tolovwing enfry boosnd check and click “Apply AIF to spply 1o
al the records on thes page ondy. You must cick "pdabe” in order 1o Send your changes tothe databsse

Seiect Inzpector Apply &l i o e 150 5 9] st o of Reostnta show: [ 5 T pogera [1 2 [ Beuvage

Last . Tdeal .
Property Property Im=p. Inspecior Prior Uninsp.
FHA Ne D Mame City State M. Insp.Date  Local Time m Released Soare Fulure Coade

Inusp Date Date

[T 35567221 800045632 Fair Homes Washmgton DG 2009 | I _:_] I 04172000 21t (472003 [N

[ 02437383 S000E8666 Skylme Mclean  HY 2000  [Decizzoo II:IE:I:II:IF'M 'i [l 1020095 Jacr l0v2L2000  IH

¥ 08437444 F00075767 ! Falls HY 200 [oecmzme |11- 00 Am :i Tnoes 092001953 &7 101452000
Smath Chaoch

Qﬁﬂﬂlﬁiﬂlﬂ_&ﬂﬂlﬂ_ﬂ- E Leowiswille  EY 2010 [De: #5200 |I:I:3'IZIEIF'M "I"! [nda 10208955 TEe* 1212000

Aparteents
Update | Resed I

Back o Search Page

Ph ecition Main Menu

September 21, 2001 PASS Release 4.0 45



Servicing Mortgagee Scheduling and Bulk Upload
Quick Reference Guide Version 1.0 SCHEDULE/VIEW INSPECTIONS OR PORTFOLIO

To View Property Information, Inspection Summary Reports or Investor Reports from the
Inspections Schedule Report:

Click on the PHA 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 screen is shown below.

Skyline
Property Information
Froperty Infarmation Prior Inspection Data
Property ID: 200066666 FHA Number: 08437383
Inspection No.: 2000 Building Count: iD

Property Name: |SKYL INE

Property Address:
Street: [1592 skyline ST mw
City: [MeLean State: Iﬁ Zip: |2E|202 - 0000
Fhone: [1202) 70845 | Fax: |2I32'?E|Ei4932
Email: |
MManagement Agent Information:
Name: | i_i
Organization: ISTEVEN MAMAGEMENT COMPLNY, INC.
Street: |
City: [rocicvilie State: [i0 Zip:  [z0603 - [Daze
Phone: [(703)4356787 e [267  Fax: !
Email: Istevenmanagement@ erols.com
Update Profile I Reset |

Physical Inspection Ivam e

Servicing Mortgagees can edit all fields on this screen to update the property
information.

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

Update Fraofile

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 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.

Servicing Mortgagees 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: B00066666)
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  MEG342  Murthy Krishna 71b View View
Report Report

1202 09/01/1999  MODDOZ  Steven Martino 74b Ylew S
Feport Report

Phrysical Inspection MMain MMenu

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
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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]
[XCW Edit Yiew Tool: Window Help

= Open... Chrl+0 i
= Cloze Chrl+af
Diocument [nfo 4
Erint... Ctrl+F ]
Frint Setup... Clrl+5 hift+F
Preferences r

1 CAWANDOWSATEMPYWYHR MG S, paf
2 CAWINDOWSATEMPYWWOHPY 3L S, pot ]
2 CAWANDOwWSATEMPYWW IR 0H 00, pof
4 CAWINDDWSSTEMPSWOT OREPP. pof

Possible A a8 H&S
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 Servicing Mortgagees to download inspection schedule,
inspection property and inspection participant information to their own computers in order to
update or modify the data using Microsoft Word. This function should only be used if large
volumes of records need to be updated.

Inspections Schedule Report

(Al Inzpections)
5 Eecord(s) Found

Highlight the text between the hotizontal ines. Copy it, then paste it into a Word file.

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

02976745, 53068, Lake View; Vienna, VA 22103;,,,03/20/2000,67 a*,03/28/2003, 1M, -

35567221,800045632; F air Home s, Washington, DT, 2009, ;04717200021 %, 041 7/2003, I, ~

02437383, 800066666 3kyline M cLean; MY, 2000, Dec 17 2000,2.00PM; MO0EE4;10/21 /1909, F0c*, 10/21/2000;1H; ~

08437444 B00076T6T ; Chatles Smith;F alls Church NY;2002;Dec 18 2000,11:00 AL WO0ERL, 09217199967 a*; 10/14/2000; IH, ~
08375383, 2000206081 Hilltop Apartments;Loviswille }KY;2010;, Dec 15 2000, 3.00PM; MO0EE4, 10/21/1999; 79c%:10/21,2000, IN;

Physical Inspection Main Menu

To create a text report:

. s . . . .
1. Click on the |~ create Text Report | . v hutton in the Function section of the Scheduled
Inspections screen.

Schedule/View Inspections or Portfolio

Function
" Schedule Inspection  © View Weh Page Report  * Create Text Report
View
" View IInscheduled " View Scheduled
Inspections Inspections
" View Portfolio Selection Criteria

Selection Criteria

* View All Inspections

Property:

City: |
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T View Unscheduled

W . :
2. Click on the V‘E“’A”I“SPE““““S, Inspections

or

" ¥View Scheduled
Inspections

radio button in the View section.

3. Update the appropriate fields in the Selection Criteria section of the screen, if necessary.

Submit

4. Click on the

button. The Text Reports screen displays:

Text Reports

Inspection Schedule Text Repo

It

Inspection Property Text Report

Inspection Participant Text Report

Participant Role Reference Text Report

5. Select the appropriate Text Report link to download. In the example below, Inspection

Schedule Text Report is selected.

Inspections Schedule Report

{All Tnspections)
5 Record(s) Found

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

08976745, 53008; Lake View, Vienna Wi 22103, 03/20/2000,67 a* 05/ 28/2003; M, ~
35567221,800045632; F air Home s; Washington; DC,2009;;;,0471 7/2000;91 c*,04/17/2003;I4; ~
02437383, 500066666 3kyline M eLean; NV, 2000, Dec 17 2000,2:00PM DIO0SEL; 10/21/1909, 70 e+, 10,/21,2000,IH, ~

FHA Number:Property Id;Prop. Name:City;3tate;Inspection Id.;Insp. Date;Local Time; Inspector ID:Lasy

08437444 200076767 Clarles Smith: Falls Church:MT:2002; Dec 18 2000:1100AK MO0SE4:00/21 /199967 &% 10/14£2000; I,
08375383, 500080608 1 ;Hilltep Apartments;Louisville K, 2010, Dec 15 2000; 3:00PM: MO0SS4; 10/2141999; 79 c*:10/21/2000; TN,

Physical Inspection Main MMenu
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6. Highlight the text.

Inspections Schedule Report

(&1 Tnspechions)
5 Record(s) Feund

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

FHAL MNumber;Property Id:Prop. Name:C

Physical Inspection Iain Menu

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 screen displays.

Tl Be Bt Wew [t Fomat Tode Teble Wiedow Hel 18] ]

DB &SRY | L8« A& EOEwSET == - |F
== 0 !1|[a'.|ﬁFamt::~ ljuvlm Cocumast H
Hameal s TestivRomen S0 =BT U ([EEEE EERERIO-F-A
Wl ————— ¥ v =] Il T e e
v EEEEEEN v 1t IR 1 N e S |

Note: To ensure that the information is placed in the Word document properly, take the
following 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 CRTL and V keys or select the
Paste command in the Edit menu.

|@ File Edit Ein_aw_lnsert Format Tools Table Window Help ;Iil_?ﬂ
Dl ey @ = o-= |&@ BE
jd- *'@E’ﬂ‘ |§Dv|]%|Dcu:ument2 -

”Nnrmal - Arial |§§ == = L ¥
o] — = w=Z 0O-5-| En2 DT
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
DEE GRY & @ S oo = (@B g o =&
“ dm w | (> | | o & Favorites ~ | I Insert Table. .. T
[| Worma | sl IvEs== 1z s e
= e MErge el = T ::-I i
||j (£| —— @l “@ feg onll Gells =] |£-[ _]} IRTH | g lll | Z¢ .ﬁ¢ =
“ @ | All Entries = | [ew, ., L
Select Ho
E'1'2 SelEck ol ! s i 3
Select Tatle
P 1able VR R 1 (=

E.; Dishritite Rays Evemnly
Tl Distritiite Galimns Evenli
el || Heraftand didth

el el 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 (semicolon ;) radio button 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.

53
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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

A= Edit Seach Help
Mew
Save
Save bz

Page Setup...
Frint

Exit

The Open window displays.

File  Edt 5Search Help

Open 9:51:00am K E3 | :I‘

Lookin: | = Hard diive [C:] =] | ﬁ‘l |
E:I Frogram Files [ 1'windaws Ilpdate Setup Files

[ 1 Pws =] datal but

| 1Real

:I tape

] Uledit

| 1 'windows

1] | >
File name; [E Open I
Filez of tupe; |Te:¢t Diocuments j Cancel |

B Iy

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
.Ixt file. Click on the Open button.
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File  Edit

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

Search Help

Look, jr: I =3 Hard drive [C:]

= & & = =

E_:I Frogram Files
| ] Pus

| IFReal

:] tape

1 Ui

| 1windows

1] |

[ X'windaws Ilpdate Setup Files

File name: Iu:lata'l bt

Filez af type: |Te:-:t Drocuments

2+
Open I
LI Cancel |

R

The txt file displays in Notepad.

NOTE:

Notice the blank row after the last row of data.

B datal.txt - Notepad |_ (O] x|
File  Edit Search Help

FHA_Humber ;Property Id;Prop. Mame;City;State;Inspection Id.;Insp. Date; =|

B8976745 ;53668 ;Lake Uiew:Vienna;UA;22183;;;:083/29/2000;67a=;032/28/2003;
35567221;80080845632 ;Fair Homes;Washington;DC;20089;;;;084/17/2000;91c*;04/)
A8437383;808080866666 ;Skyline ;McLean;HY;20880;Dec 17 2080;2:A0PH;HOB884;10/:
B8437440 ;800076767 ;Charles Smith;Falls Church;HY ;20802 ;Dec 18 2800;11:86
Iﬂs3?i383;8llﬂl]896l]81;Hilltnp apartments;Louisville;KY;2018; Dec 15 2000;
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20. Move your cursor to the end of the last row and click on the Delete button.

B datal_tst - Notepad |_ [O] x|
File  Edit Seach Help

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

aea;IN; i
;67a=; 18/14/72888; IH; -

21/1999; 79c*;10/21/2000; 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 - Hotepad _ O
File  Edit 5Seach Help

FHA_Humber ;Property_Id;Prop._ Hame;City;State;Inspection_Id.;Insp. Date;

08976745 ;53668 ;Lake Uiew;Uienna;VUA;221083;;;;03/29/2000;67a=;03/28/2003;
35567221 ;8088845632 ;Fair Homes;Washington;DC;2009;;;;084/17/2008;91c*; 0L,
88437383 ;800066666 ;Skyline ;McLean;NY;20088;0ec 17 2000;2:00PH;HOBB8Y; 10/
0843744y ;800076767 ;Charles Smith;Falls Church;HY;28082;Dec 18 20808;11:0(

NOTE: Before this text file can be used in the Bulk Upload Process the row with column
tittes (FHA Number, Property ID, etc.) and the blank row must be deleted.

22. Highlight and delete the first two rows of the Notepad.
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El datal.txt - Notepad
File Edit Search Help
FHA Humber ;Propert

. Hame;Cit

:State;Inspection Id.;Insg

_|C

BB976745 ;53668 ;Lake View;Uienna;VA;221083;;;;03/29/20800;67a=;083/28/2003
35567221;8008045632 ;Fair Homes;Washington;DC;28089;;;;04/17/20008;91C*; 04
B8437383;800066666 ;Skyline ;McLean;HY;2808;0ec 17 20008;2:00PH;HO0884 ;10
B8437444 ;800076767 ;Charles Smith;Falls Church;HY ;208082 ;Dec 18 20800;11:01
A8375383;8000806081;Hilltop Apartments;Louisville;KY;2818; Dec 15 2888

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

E =101 %]

File  Edit 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=; 04/
98437383 ;800066666 ;Skyline;McLean;HY;2000;0ec 12 2000;P;HO0884;10/21/19
B8437444;800076767 ;Charles Smith;Falls Church;HY ;2882 ;Dec 18 20080;A;HOG:
98375383;800806081;Hilltop Apartments;Louisville;KY;2818;Dec 15 28088;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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View Portfolio Selection Criteria

Servicing Mortgagees can view a list of their properties by selecting the View Portfolio Selection

Criteria view option located on the Schedule/View Inspections or Portfolio query screen.

Once the View Portfolio Selection Criteria option is selected, the View Portfolio Query screen

displays. The Servicing Mortgagee can limit the number of properties displayed by entering

information in the Selection Criteria section of the screen.

View Portfolio Query

Function
* View Weh Page Report  Create Text Report
View
T e
O Wiipe Al s partanng VIE’“-? Unscheduled VIE“.’ Scheduled
Inspections Inspections

* View Portfolio Selection Criteria
Selection Criteria
Property:

City: |
State: ] =]
Zip Code: I—
Scoring Range: From: l_ Te: ]— {Last Beleased Inspection)
Ideal Future Inspection Date:

Begin: l L4 & End. I [iE <2
FHA Number: I 170 Dashes)

Submit I Heset |

Physical Inspection Main Memu
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Special features of the View Portfolio query screen

Feature Description
This button initiates the action to locate portfolios based
on information entered for the query.
This button returns all fields to the original information.
Physical Inspection hain Menu The Physical Inspection Main Menu link returns the

Servicing Mortgagee to the Physical Inspection Main
Menu screen where other PASS components can be
accessed.

Query Fields

All the query fields in the Selection Criteria section are optional. To execute a search Servicing

Mortgagees can complete all, some, or leave the fields blank. The more information provided in
the query search reduces the number of unnecessary results. For example, if 25 properties are
in the portfolio, and no specific information about those properties is entered, the View Portfolio

screen displays all 25 properties once submitted. However if an Servicing Mortgagee prefers to
view only properties for the state of Virginia, they select Virginia in the State field and the View

Portfolio screen displays only those properties for Virginia.

The Function section determines what Servicing Mortgagees can do with the portfolio
information by clicking on the appropriate radio button. Servicing Mortgagees have two
options:

- View Web Screen Report allows Servicing Mortgagees to view or print the View
Portfolio screen

- Create Text Report allows Servicing Mortgagees to download portfolio information

Clicking on any of the View options return the Servicing Mortgagee to the Schedule/View
Inspections or Portfolio query screen.

The City field allows Servicing Mortgagees to search for inspections by a particular city.
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. .. [rRREAS Hek Flarida = IE
The State field allows Servicing Mortgagees to search for S
. . . . . - Fedrad  Home G20 e
inspections by states and territories using the drop-down list. T T e T
Idsha [
. . .. L]
The Zip Code field allows Servicing Mortgagees to search for P r::.ﬂfa m
inspections by postal zip code. Kentucr
Al Inspectons M-::;s; ::u:rﬂs ]
. . .. tearyplard
The Scoring Range field allows Servicing Mortgagees to search by r ;:_af;e o
. . ic an
score(s) of the last released inspection. :gmfmu e
- rd::;?{m o
NOTE: If a score is only entered in the From field, the query results B e s B
will list all scores equal to or greater than the score entered. e 4
Zip Cado:

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 only one score, enter the same score in the From and To
fields.

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

172
time frame by clicking on the calendar L icon.

To use the calendar box:

i1
1. Click on the I;H icon to view the current month in
the calendar box. The current date is highlighted.

2. Select a date by:

Click on a date (e.g., 09) to select a date in the
current month.

M
To move backward or forward by year, click once 2
on the symbols (I< or >I) per year. g o 10 11 12 13 14
16 17 18 19 20 1l
23

To move backward or forward by month, click 4 24 35 W 77 5

once on the symbols (< or >) per month.

Users can also use the drop-down arrows to
select the month and year from the Month and
Year menus. The calendar changes once the month and year are selected, then the
Servicing Mortgagees click 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 ideal future
inspection dates equal to or greater than the ideal future inspection date entered.
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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 FHA Number field allows Servicing Mortgagees to search for inspections by a specific

FHA number.

Once the query is generated, the results of the query are displayed on the View Portfolio
screen. From this screen, the Servicing Mortgagee can access the Property Information

screen where additional information about the individual property can be viewed or revised. In

addition, the Servicing Mortgagee can access prior Inspection Summary Reports or Investor

Reports from the Property Information screen.

View Portfolio
Prev | iews 1.65of 6 Hexd I Select Mo, of Records to Shiow: 125 _:_i Page Ho: i1 _‘_} Search Page i
: Last Insp. Prior
FHA No Property ID Property Name City State Date Score
08976745 53668 Lake View Wienna WA 0E28/2000  &7a*
35567221 B00045632 Far Homes Washingten DC 04172000 S1c*
06444081 200049242 Sunnise Towers Drallas T 10/02/1998  &dc*

DE375383 B00806081 Hilllop Apartments Lowswlle EY 10/21/199%  79c*
06238374 30041944 OakWood Apartments Boligee AT 0%17/199%  O90c*
06275211 BO0268164 CUff Towers Birmungham AT 10/02/199%  6%c

Phyvsical Inspection hfain hiem

Ideal Future
Insp. Date

03/28/2003
04/17/2003
10/0272000
1072172000
09/17/2002
10/0272000
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Feature

View Portfolio

Description

Frev | view: 1- 25 of 30 Mest |

These buttons allow Servicing Mortgagees 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 Shooer: i25 x 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 on a screen.

Fage Nn:n:l’I "’i

The list of properties can be listed on more than one
page. To view another page, select a different page
number from the drop-down list

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

Search Page

This button returns the Servicing Mortgagee to the
Schedule/View Inspections or Portfolio query screen.

FHA No and Property ID links

Both links allow the Servicing Mortgagee to view or
update the Property Information screen for a particular

property.

Physical Inspection ain Menu

Clicking on Physical Inspection Main Menu link returns
the Servicing Mortgagee to the Physical Inspection
Main Menu screen where other PASS components can
be accessed.
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To access a Property Profile screen:

1. ClickonaFHA

No. or Property View Portfolio
ID link (e.g.,
Property ID P'LI View:1-6ofB M Select No. of Records to Show: |25 ;I Fage No: |1 _'_! Search Page |
(Example: FHA NHo Property ID Property Name City State I[_)Z:Insp. 2:::9 ::::I [I;:tt:re
800045632) on :
the View ) Q876745 53668 Lake View WVietina WA D329/2000  &7a*  03/28/2003
Portfolio screen 35567221 800045632 Fair Homes ‘Washington DC 04172000 91c*  04/17/2003
The Property . 06444081 200049242 Sunrise Towers Dallas T 10/02/1%%9%  &4c*  10/02/2000
Screen diSp'&yS 08375383 800806081 Hilllop Apartments Lowswlle EY 10211935 79¢*  10/21/2000
In this example it 06238374 20041944  OakWeood Aparttnents Boligee AT Q%/1TA19%%  S0c* 09172002
is the Fair 06275211 800368164 CUf Towers Birmmingham AT 10/02/199%  6%9¢ 10/02/2000
Homes . . .

Phrysical Inspection Iam Menu
(800045632)
screen.

Servicing Mortgagees can edit all
fields on this screen to update the
property information.

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

b. Click on the
Update Frofile

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

Update Profile
The Profik updste was succesefil

Baclsto Secpch Paes

c. Click on the Back to Search

Page link to return to the
Schedule/View Inspections

or Portfolio screen or the

Fair Homes

Property Information

Property Infometon Frior Ingpection Crata

Frogeaty I A00045632 FHA Mamber: 35567221
Tnspaetion Mo 2000 Buildisg Coast: [0
Progerty ame: [Fair Hases
Frugierty Addrass:
Street: [15%2 SEyline sT BW
|
iy [Gazhingran | Graees or By [roeoz.  [oooo
Phone: [izozjmoEam| Fa: [roz7oEanEs
Fomnil I
Mlarsag eeneat Agent Tidsrwation:
Name: [ B |
Chrganizatisn:  [STEVEN MANAGEAEHT CONPANY, [HC
Strant: |
|
Citys feceriie Seme o Zp femens fae
Fhame: [rroaieasewer e-fass Fax [
Email: jatevenmaragemencieTola, oom

Lipdate Profe | [Raset |

Physical Inspection Main Menu
link to return to the Physical
Inspection Main Menu screen.
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Servicing Mortgagees 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.
FAIR HOMES
{FHA NO: 35567221 Property |D: 800045632)
Prior Inspection Information
Property Information Frior Inspection Data
Insp. No. Insp. Date  Insp. ID Insp. Name Score I"SR'L?]E;:_':" IE\::]S;:;
1313 020172000 M11111  Lena Smith 91c ;;E";n ;;E";’n
Fhysical Inspection IMam Jdenu

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 il Edt Yiew Tools Window Help |

the Prior Inspection Information g deene S b
LCloze Chrl+hwd =

screen. =
Document nfa »
Eritt... Chl+F —

e. Click on the Property Information link Rtz el Chil+Shift+F
to return to the Property Preferences v

Information screen or click on the

Physical Inspection Main Menu link
return to Physical Inspection Main
Menu screen and continue working.

1 CRwWINDOWSHTEMPAAYHRI MG 9. pdf
2 CRWINDDWSATEMPAWOHFY 3 8. pdf T
2 CAWINDDWSATEMPAWOGI0H 00, pdf
A4 CHWINDDWSATEMPAWOT OKEPP. pof

Passible Aea
Paints Palnds  Deduction
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Exiting Scheduling

Servicing Mortgagees can exit Servicing Mortgagee Scheduling at any time. To exit the system,
click on the Menu bar of the browser and select File and Close or click on the Close control X
located at the top right of the screen.

chedule/¥iew Inspections or Portfolio - Netscape

(=@ Edit “iew Go Communicator Help

N ; = =
Ez::n Page. Chl+0 ‘ﬁ 2 = If ‘gg
i d Home Search  Metscape  Frint Security ieje] ]

B site:i0w'ssmaster_sch_da’passJscheduling.n’sm_schedule_quer_l,l.cfm?EFID=4285&CFTDKEN=BDD?21 44 ;] E'What's Related
Send Page.. Schedule/View Inspections or Portfolio [m
Edit Page
EditErame:
plaadiFle, Function
Offinz ’ fule Inspection ¢ View Weh Page Report  Create Text Report
Page Setup... i
Frint Freview View
Frint... : " View Unscheduled " View Scheduled

All Inspections : ;

o Chivia Inspections Inspections

Chil+0 " View Portfolio Selection Criteria

Selection Criteria
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Bulk Upload Option

The Bulk File Upload option allows the Servicing Mortgagee 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, the data must be in the correct order with each entry 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 identification number

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

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 inspectable and uninspectable
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 Id - Inspection number

Property Id - Property identification number

Property Name - 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 - An 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 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.

Physical Inspection Main Menu
"

H*

* Schedule/View Inspections
1.5, Dept. of Housing * Tnspector Associaton for Serncing WMorteasee/Scheduling
and Urban Development
o Azsion Master Scheduler

Muliifamily FHA
Menu

Tnspection BEewew

Bullkk Tpload

The PASS Bulk File Upload Module screen displays:

2. Select the link to upload, Upload Inspection Schedule for Servicing Mortgagees.

PASS Bulk File Upload Module
et

o Tpload Inspection Schedule for Servicine Morteasees
o TTpload Inspection Property for Sermcine hortoacrees
s Tpload Inspection Participant

Phvsical Inspection Main Menu

The PASS Bulk File Upload Module screen displays.
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PASS Bulk File Upload Module

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

Browse...

Lpload the File

Dlease note that this process might take some tune dependmg on your
file size and connection speed. Itis estimated that this process uploads
at a speed of 2 rows per second.

Browse...

3. Click on the L 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: | 25 Program

1 Aim [(dnk

1 defaults & Plugins
| dynfants Ea spellichk
23 FulSat

EX| java

71 MetH elp

File: riarme: || Open I
Files of type:  [HTML Files Zl Cancel |

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

Please select the Servicing MMortgagee mspection schedule file wou wish
to upload:

|civdatal.txt . Browse... |

Upload the File |

Please note that this process might take sotne time depending on your
file size and connection speed. It 15 estunated that this process uploads
at a speed of 2 rows per second.

NOTE: The name of the file appears in the field next to the L BrOWS€-.  |p iton,

Upload the File

6. Click on the button.

If the data uploads successfully, a message displays indicating the number of data
rows successfully loaded into the database.

PASS Bulk File Upload Module

3 of 7 rows have been successfully uploaded.

Drata Error Log:
® Row 2: Beported and Verified Urinspectable properties can't be scheduled.
® Bow 4 11110 is an ireealid or inactbe inspe ctor.

Phyvsical Inspection Main Menu

If the data does not upload successfully, a messages 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.

NOTE: De-activated or de-certified inspectors cannot perform the Bulk Upload function.

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* 3.5 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 4.05

*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
A/ control icons

¥rvehool - Matwmcaps

Fle Edi %iaw Oo Communicelor Help . . B . < menu bar
- @ A ,:’I.t N = = i 11 “w tool bar

GE fIT PHLE MECERRE ROECRL BEMEEGLEERS ARRRe GG SHER e ol

Fl wE Honkmerks b Uoomion g fwww yeran comy «| ET 7 het's Pelnind

Nfat’s e Crack Gl

Yalpo! Mail FARK TOUR DOMAIN FREE m‘ag\
free email for life BRI 27o¥| At The Ostars

| _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 =

. S— _ URL(location
e-0 YKHQDL 2— @_ identifier)

T ——link

Arts & Humanities Mews & Media In the Mews
Literature, Photographs Full Coverage, Hewspapers, TW. = Eosoun strices loom

= Microiot ready 1o

chemany pattlamant
Seompsnies, Fnanes. Jobe Sty Tranel Autis. Caddears » Discars; the winmers

Pl | b s - . .
Computers & Infernet  Reference e i |——status indicator
Tunpt, WOIW, Software, Gampe.  Liries, Dicicaanes, Crusisivn:

Marketpiace

Wl Beebioms  nrinl d

o e P, T [

Education
== |Documen:Dang

*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 73



Servicing Mortgagee Scheduling and Bulk Upload

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 titled 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 lssi logo
L]

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 particular 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.

qt T Bookmarks Add Bookmarlk,
File Bookmark 2
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

5 Shopping and Classifieds
5 Trawel and Leisure

5 What's New and Cool

" L oW

b . . S

. Personal Bookmarks 3
## US. Department of Ho...Development-Home Page
4 REAL Financial Assessment

4 Feal Estate Assessment Center

4 BEAC 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

The Servicing Mortgagee can contact staff in the Physical Inspection Operations area within
REAC 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: 118233

Propaerty:

Scattersd SiteT:  MNo

Comments: TAD 12345;

{BOOOLOAET ) PARKLANE APARTMENTS

Inspection Date: 117135
Phame: {334} 3422322
Fam: [304)] 342-2065
E-Mail Acddress:  parklane & relaled.com
ACCH:

CAE:

Buiileling Unit Count

Health and 5 Counts

#Total  ®inspected ! )
Hon-Lite Threalening St Bldg Uit Tetal
Buiklings 2 2 Actual ] I i 1
Linits LR ¥4 1 ks pactad s SHHY, B bl
Sgares Prajacles i o] 12| 1z
Poasible Arag H&S
Foints  Painte  Deduction Lite Threatening
Sita 14.4 .3 a0 Aotual o 2 i 2
Badg £x1 158 5.7 0 Slnspected | 22% | =
Bl Sy 183 171 0.0 Projectsd | ¢ #l 9] ®
Ch 15.0 1.3 i Smaoke Delectors
Linils A85 268 111 Aciual i 1] a I
Cveralt VO 0 X Slmspected | - | S2% | 1| -
Profecied 1] [F] i L]
Final S¢core = Area Polets - H & 5 Deduction Bl o
Systemic Deticienclas:
5 o Bldgs
£ withi ¢ Linilgs wth
Aras Hem Dafact Dofect # Tafal Dofect
Capstal® BidgEw | Foundalions Cracks\Gaaps™ 2 2 kA
SpafirgEaposed FRabar™ 2 a $ O

Crdimary™ | Hong

* Cagilal ilames ane repains thal gon

Participants:

sty rucquing large cash oullays. | Be
“ Oirdimary ilerns ane ropains hal rogquze analled cash oullays

[ N =

Ls

ch as new rools and new sopliances ).
lxghit fimfuros

alirguishors, ared smoke detecln

Management Agent
Ralated Managamant Co,L P,

Angpeta Food,

Fhians:
Fax
= Mail Addr

(7708 8129810

8425 Powers Feery R
Allarmia, GA IEIG-0000

Oumer/PHA £
faigler Bivd, LTD

Phaong

£ Mail Addr

625 Madsan Asanis
Hew York, MY 10022

Diiman, Shawn

Sile Marager
Frrklars Agls

Fhs

E-Mail Addross:

(354} 3422222
e (A34) 342-2080
klane b rdated com

G Faiglar R
Mobika, AL 3EEE

Buildings'Unils:

Ha Hama T ypaFeased Unlhspectable ¥ear bilt i Units Addrass
1 k 1973 16 G725 LERELER BOULEVARD
Law FsaTiardan Apartrment = AL 55608
Fira Damags
2 1879 16 MEGLER BOLREVARD
fodan Apaimen . G608
il
E] 3 157 1151 BOREVARD
Low Feaadan Apatmenl )
Vanant

T2 Z23 PM
¥ 1206200

Paga 10f 3
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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
Buillding &5 - Bullding Exterior Possible Points:  158.3
Flools [ws] Damaged Tarm MambranaMissng Sallast Lepd & B3
aged Camponants frem Ll 2 285
DowrspoutGthee™
Mgy Tlamaded Shngles"” Lo 3 i Iesk Commenls | 12 g
Bullding 5 - Bullding Systems Possible Points: 2234
Fue Protaciion | [nh] | MissrigpThemaged' Expared Extinguishers | Lanpl & | BY.A
Building 5 - Commaon Areas Pagsible Poimts: 141
[lay Care [wn] Ceiling - PreingMleeds Fant™ Lewel 2 .4
Cuiling - Water Stams\Watee Lewed 2 k)
Ll iy e ™A oficl Rl cherwy
Do - Dhamaged Leval @ 0.5
FramesThresnpdd'] intalsTrim™
Desars - Dammaged Suitace - Lol 1.6
PP ainl Rusling Glass**
Building 5 - Building Exterior - Health & Safety
EmergencyTire Exils | [5H] | EmergancyFHre Exifts Blocked Unssabde (LT} | Lenwal & | Lacadion: ast Comments: st 1266
Building 5 - Unit d Pogsible Points: 355
Electrical Syshm 4] Bamnl Braakeds (MLT Lewsl 5 Locadon el Comments: ksl 1.1
HWAS System ol MoasyibralingLeaking™ Leal 1 4.7
FlustConrosam™ Lawal § 1.7
Building & - Building Exterior Possible Points: 158
Foudalicrs (4] Cracka Gags™ Lawpl 7 6,3
SpallingExposad Fabar™ Leved 2 HE
Building 6 - Building Systems Possible Points: 183
HyAaC | 1] | Garnonal FusiCormasion | Lewal 2 | | az
Building & - Commaon Areas Passlble Points: 0.8
FHED - Accessbis Culsde Commi | (] | L e lesl Coiremenls: fol |
NOTE: Seore dor amy geaen beikding or und can nol ba ragathes (il eductions ana grealer Shan passiske points, tha score & sal b 7ean)
PRS00 223 P Page 3of3
¥ 206 SO0
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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 Number Property Mame:  PARKLANE APARTMENTS
Spechic Units Inspected: 1 Percent of units Dnspreeteds 1%
Buitding  Type Yoar Built  Unils
[ Common Building LR None
5 Eaver RisetUimden Apartment 1975 d

Units with Level 3 or Level 2 Sevedry of Observed Deficiegncies (Level 3 = Severel Level 2 = Majory

el 3 Deliciencies: I Total I Mamber of Inspecied Dnis TEr % of Tmits
Level 2 Deflciencios 01 Towal 11 Mamber of Inspecied i 0 % of Units
[omits with Devel 2 dgeficiencies, ho no Level 3 deficiencies]

Systemic Deficiencies: % of Hldgs!

Type Arca I Defict #owiDefect  #Floml  Units wiDetec

Capital® Bldglivg  Foundations {racksiiaps* 2 2 Hs

Spuiling/Exposed Rebar** 2 2 100

Ordinary®®  Mone |I

* Capital = repaivreplacement reguires lirge cash outlays (ronls, IV ACs, applisnces).; ** Ordinary = minar repairs |

Building Site, Exterior, Systems & Commosn Areas

Location Inspected Hem Severity  Ubserved Deficiency e

Kite Parking Los/DrivewnyaBoads Lawvel 2 Ponsding** 24

Kite Parking Lots/DrivewayaRonds Lavel 3 PorholesT oose Maresial® 404

Haeildang &

Falerior Fire Escapes Lavel 3 Blocked Egress/Tadders 126465

Exlerivr Frosundatiomnms Tavel 2 Cracks Caps®* &l 32

Eslericr Fonckaticns Level 2 Spmlting/bxposed Robar*™ R

Fixterivor Raowols Leviel 2 Pramaged’C lnemed Drains®* ad 52

Falerior Rinoil's Levil 2 ramaged Tom Membrane®dissing a2
Balinsg

Fxterior [ Y Level 2 Metiszing/Tramaged Components from RS
Droawiesponst A ener =

Exlerior Rasols Lavel 3 Missing/T maged Shingles = 12665

Syseems Fire Proteciion Levil 2 Missing/Tamaged Expired HEES
Extinguishers ™

Common Arca Eray Cane Leveel 2 L'&::!ilig - 1:'¢u|iﬂgmm!u;]& Papm** 15

oo Ared Elay (are Leviel 2 {ealing - Water Siains™Waler IhHE
DrarageMold Mildew

Common Arca Eray Cane Leveel 2 Dhoors - Dharnnged [hER
FramesThreshold/Liniels Trim*

Commmnn Area EJ:I}' {are Level 2 hows - i]ﬁl'l'lilgmi Surfame - 1.50
HelesPaingRusting/Glas**

&S Emergency/Fire Exids Lavel 3 Emergency'Fire Exits Blocked nusable 126465

Building 6

Fsterios Froumdarinms Levil 2 Cracks/Gaps®* Y]

Fslericr Foundations Level 2 Spalfing/Exposed Rebar** ER

Syseeris HVAC TLevel 2 Gieneral RusuCorrosion o i ]

Méaler The Buvesior Plysical Inspectos. Repont wes peepared e REAC foruse by servicmp mangagaes,. The desipn o spacited by awodking sroap of sotve servicing manpagos: mil
in Fargee jeat & we Bt of the asmting Bepaction Sanmay Repos,
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Servicing Mortgagee Scheduling and Bulk Upload

Quick Reference Guide Version 1.0 APPENDIX B
| Investor Report . Page 3 FHA Numbaer Propeny Mume,  PARKLANE APARTMENTS
Huilchng &
Commuon Arca FTIECY - Acoessible Ohside Oommion Level 3 Wonetes Oihsrrocied or Inaceessdbde o [kiH1
Arcust* Wheelchair**
O '."I'I:‘-"\--T-II'JI: TS ez desigm v '\-|'\.\.'::.:.l! oY B RINENE OO Vl:ll AT SOTVIRTINE. RAATIED s I"J
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