Training Issues

Friday, July 23, 1999

Advance Applicants


Clerk privilege
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Advance applicants can not be put on a waiting list.  If you click on Offer, the ACA 215 AFH Dwelling Offer screen opens and you type in Projected Housing Date. 
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They may not Accept nor be Assigned to a dwelling unit until their status is changed from Advanced to Open.

Customer/Customer Search

Find the customer, View their application ACA 201. Change the status from A to O
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Amenities


Supervisor privilege


Admin/Facility Maint


Search for the Facility to be edited, View, Dwelling Unit (or from the Search screen Actions/Dwelling Unit) ACA 422


Amenities tab The amenities that are associated with the dwelling unit are in the section on the right (Assigned Amenities Utilities)

To further identify these amenities – such as a washer and dryer that are in a common/shared area – double click on the amenity and an input window or drop down list will open. Select (type) the appropriate information.
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Diverted Housing


Supervisor privilege


Admin/Facility Maint


When a dwelling unit is diverted you must enter the Avail Date or it will not show up on the Dwelling Unit Search screen ACA 205.

Search for the Facility to be diverted, View, Dwelling Unit (or from the Search screen Actions/Dwelling Unit)


Dwelling Unit Maintenance ACA 422 Change the
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 Current Status and enter the Projected Date Avail
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Also be sure to identify the position of the customer that will be assigned the AFH.

Print or Email


Supervisor privilege


A report may be attached to emailed after you have saved it as a file.
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Admin/Reports, select the report, select the criteria. Click on Print. Click on the envelope icon – next to the printer icon. Select the drive/folder for the report to be saved to and the file type. 



This is the screen that appears when you click on the envelope icon if you want to e-mail the report/document to someone (as long as you have e-mail capability).

NOTE:  Make sure you use the Format drop down and select Text if not already reflected.  Also, the Destination drop down should reflect Microsoft Mail (MAPI).

Select the Cancel button to abort sending the report/document via e-mail.

Select the OK button to continue the process of sending the report/document via e-mail. 

When you select OK the Choose Profile box opens. Click OK. Send Mail window opens.




















Service Member married to Service Member –Assigning ACA 218

Clerk privilege

When a dwelling unit is assigned to SM married to SM be sure to fill out the bottom part of the AFH Dwelling Assignment screen ACA 218 the secondary customer will no longer be an Open application and will be removed from all waiting lists.

Customer/Customer Search

Find the Customer, View the Customer Application ACA 201 Actions/Assignment


Spouse’s Birth Date 


Clerk privilege


Customer/Customer Search

The Spouse’s Birth Date will not migrate from HOMES2 because it was not required. The date will not make any difference in the number of bedrooms assigned but when the Admin/Reports/Summary ACA 090R, then Population Survey ACA 094R is run the results will be inaccurate because the program does not currently look at the relationship, the numbers are generated just using the birth dates.


Find the Customer and view their application ACA 201. Click on the Family tab. Enter the Spouse’s Birth Date. Make the spouse over 23 (01 JAN 1970 works) 

Waiting List


Supervisor privilege


Admin/Waiting List Maint


If a site has a waiting list for 2 bdrm, 3 bdrm, etc and it is associated with multiple ranks, after the data is migrated from HOMES2, you must select a rank. Pick the rank it is used for most often.


To put someone on a waiting list that is not associated with their rank, from Waiting List ACA 202, click on Actions/All Waiting List.
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Assigned Amenities Utilities





Print





Email





Military Spouse


Dwelling Assignment








Spouse’s 


Birth Date





Enter email address


Then click Send 





Choose Profile








1
6
from the HOMES Learning Center – housing.army.mil/learning

_993544475.doc
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