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INTRODUCTION

Welcome to the HOMES Unaccompanied Personnel Housing (UPH) Training Manual.  This manual will help you use HOMES to perform UPH functions in support of permanent party unaccompanied personnel.

For comprehensive instruction on the operations of a Housing Office, please refer to Army Regulations, AR-210-50; the governing document for Army Housing policies.  

For the complete and comprehensive guidelines and instructions on the HOMES software application, please refer to the HOMES User Manual. A copy of the manual is available at the HOMES Help Desk web site for download. 

Who Should Use this Manual

Army Housing Office Employees responsible for performing UPH functions. 

How to Use This Manual

This manual may be used for training or reference.  Each chapter primarily follows the same pattern and has the same components as listed below:

· Lesson Overview – a broad overview of what is discussed/learned

· Lesson Objectives – an outline of the learning objectives or tasks 

· When/why – a statement or two describing when/why the information is important or when/why a function in HOMES is used

· Screen Shots/Fields - Explanation of screens in HOMES & the respective fields

· Step by Step – Ordered sequence to perform a function

When using this manual, it is helpful to have the HOMES application open on your computer so you can see the screens more clearly verses screen examples in the manual.

About HOMES

The HOMES software program has been developed to help US Army Housing personnel at installations around the world efficiently manage the day-to-day operations in support of housing individual soldiers and civilians.

HOMES is designed as a  “one stop/one chair” operation which allows one person to handle all customer requests (AFH, UPH, Off-Post) and other functions within the system.  

Conventions Used In This Manual

The icons below are found throughout this manual. They are in place to serve as visual cues to help you use this manual and locate certain pieces of information more quickly.
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	LEARNING OBJECTIVES- Describes what will be learned throughout the chapter and what tasks you will be able to perform as a result of studying the chapter.
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	REGULATIONS- Lists cross-references to the AR 210-50 (or other Government Regulations) for a particular topic.
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	WHEN/WHY?- Provides a brief description of WHEN the function in HOMES might be used or WHY the information is important.
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	NOTE- May include tips, reminders, warnings or other useful information.


Resources 

The resources listed below may help you find answers on a variety of topics:

US Army website - The official website of the United States Army (http://www.army.mil)

HOMES Help Desk – The official website to obtain help for the HOMES system (https://www.homeshelp.army.mil)

AR 210-50 (http://housing.army.mil/Documents/210_50.pdf)

Regulation
Because the Army owns and controls Family Housing units, in addition to the Unaccompanied Personnel Housing throughout the world, those who work in Army Housing need considerable knowledge to administer these resources.  The Regulation documents listed below provide much of the guidelines that govern and are used by Army Housing.

AR 210-50 – Installation Housing Management

This is the primary reference for those who work for Army Housing.  This regulation provides policies, procedures, and responsibilities for the day-to-day management of Army Housing.  

AR 735-5 – Basic Policies and Procedures for Property Accountability

This regulation is the Survey Officers Guide and provides policies, procedures, and responsibilities for the management of property accountability.  

CTA 50-909 – Field and Installation Furnishings and Equipment

This Common Table of Allowances provides lists of furnishings, equipment and authorization instructions.  Furnishings Management uses this reference on a day-to-day basis.

Chapter 1 Getting Started with HOMES

Overview

This lesson is designed to help you get a basic understanding of what HOMES looks like, how it is organized, and what functions are performed.  

	        [image: image1.wmf]
	By the end of this chapter, you will be familiar with the functionality in the HOMES system.


Lesson 1.1 Starting HOMES
HOMES supports the different functional areas that may be found within an Army Housing office.  The functional areas supported in HOMES are:

1. Army Family Housing (AFH)

2. Unaccompanied Personnel Housing (UPH)

3. Off Post Housing (OPH)

4. Inventory (Furnishings) Management

5. Admin (Database Management & Reports)

The first step in using HOMES is opening the application and then being able to find what you need quickly.  Your computer desktop probably looks somewhat like the one below.  
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6. Locate the icon with the House and the words HOMES V 12.02 which represents the latest version of the application loaded on the workstation.

7. Double Click on the icon (HOMES will open – it takes a minute)

After HOMES is open, you will see the screen below. This is the ACA-100 HOMES Main Screen.

The picture below indicates the main screen within HOMES.  The following information is important throughout this manual and we will refer to them often.

Title Bar: (Displays the ACA Screen Number & the screen title—let’s you know where you are in HOMES. This information may be requested when calls are placed to the HOMES help desk).

Menu Bar: (Many of the functions in HOMES can be accessed from this area).

Command Buttons: (These buttons are grouped by Housing Operations Functionality)
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Lesson 1.2 HOMES Customer Button

The screen below displays what functions are available under the Main Menu choice Customer.  
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Below is a brief description of each menu function:

	Customer Search
	Search for an existing customer’s housing application record or create a housing application record for a new customer

	Waiting List
	(AFH, UPH and OPH) – Access waiting list functions

	Facility
	(AFH, UPH and OPH) – View facility/dwelling information

	Inspection Schedule
	(AFH, UPH and OPH) – Access inspection schedule function

	Complaint
	Access the complaint function

	Future Termination
	Search for projected, successful, and failed future terminations


Use the Customer Button when you want to:

Perform Customer Application functions:

· Search for one or more customers records

· Add a customer housing application to the database

· Update a customer’s application 

· Flag housing application for deletion (Only customers not assigned housing)

· Undelete housing application flagged for deletion

· Perform furnishings functions to customers assigned housing

· Perform TLA (Temporary Lodging Allowance) functions (add, update, delete TLA records)

· Add, update, delete CNA records (Certificate of Non-Availability) – primarily for UPH military customers

· Terminate housing


· Revoke termination record

Perform waiting list functions: 

· Add the customer to a waiting list

· Remove the customer from a waiting list

· Transfer the customer to another waiting list

· Change eligibility date for the customer

· Change the assignment priority

· Post waiting list remarks (Office and/or Posted copy)

Perform offers and assignment functions: 

· Make offers to customers

· Make assignments to housing 

· Amend/Revoke assignment records

· Print offer letters

· Print assignment letters

Display Facility/Dwelling Unit information

· Search for information for a specific facility/dwelling unit 

· View information about a facility/dwelling unit

[image: image125.wmf] 

This is only a view function; any updates/changes to facilities/dwelling units can only be performed through the Admin function, Facility Maint. 

Schedule Inspections

· Search and view previous scheduled inspections

· Schedule various types of inspections 

· Update, delete, and post inspection results 

Complaint Function

· Add/update complaints for a customer

Future Termination 

· Search for projected, successful, and failed future terminations

· Print future termination reports

Lesson 1.3 HOMES Admin Button

The Admin function is primarily used to create and maintain unique site information. The screen below displays the functions that are available under the Main Menu choice Admin.
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Below is a brief description of each menu function:

	Waiting List Maint
	Perform waiting list maintenance functions

	Facility Maint
	Perform AFH, UPH, and OPH facility/dwelling unit functions

	Reports
	Generate various HOMES reports

	System Defaults
	Establish default values (Housing and Furnishings)

	BAH Verification
	Printout of customers by name and SSN who are currently assigned government housing (AFH and UPH)

	Table Maint
	Establish values that are unique to the site

	Purge
	Establish purge schedule for certain types of information and printed information if applicable

	UCAS
	(USAREUR Only) Retrieve personnel data about customer from another database

	Server/Database
	Selection of a particular server/database if more than one database RPIC exists


Use the Admin button when you want to:

Waiting List Maint

· Add and update waiting lists (AFH, UPH, and OPH)

· Delete waiting lists (AFH, UPH, and OPH)

                Reminder:  A waiting list cannot be deleted if:

                                        a)  Customers are assigned with the waiting list

                                  b)  There are dwelling units associated to the waiting list.

· Change waiting list “freeze zone” size (AFH and UPH only)

· Change customers “freeze zone” position (AFH and UPH only)

· Re-sequence waiting list (AFH and UPH only)

· Print waiting lists 

Facility Maint

· Search, view, and update facilities/dwellings units (AFH, UPH and OPH)

· Add new facility/dwelling unit to the database (AFH, UPH and OPH)

· Freeze/Unfreeze dwellings (AFH, UPH, OPH)

· Delete facility/dwelling units (AFH, UPH, OPH)

Reports

· Print various reports as needed or required in support of day-to-day operations

System Defaults

· Establish and update housing correspondence and default screen values

· Establish furnishings defaults, if applicable

Table Maint

· Add, update, delete or mark as invalid table information unique to a site

Purge

· Establish or update when data is to be purged from database (to include printing  a report of purged data, if applicable)

· Print Purge Reports
UCAS

· Retrieve personnel data about customer from another database and is only applicable in USAREUR

Server/Database 

· Used for informational purposes to identify the server name and database name

Lesson 1.4 HOMES Inventory Management Button

The screen below displays that functions are available under the Main Menu choice Inventory Management.  The Inventory Management function is used to assist sites manage AFH and UPH furnishings at an installation.  
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Below is a brief description of each menu function:

	Master
	Master furnishings list for AFH and UPH

	Warehouse
	Perform warehouse functions

	Other Listings
	(Troop/Unit, Billeting, and Non-Supportable) – Perform inventory management functions in support of these listings

	CTA
	(Common Table of Allowances) – Perform CTA functions

	Lateral Transfers
	Transfer furnishings item into and out of HOMES database

	Requisition
	Perform requisition functions

	Open Suspense Docs
	Perform functions in support of open furnishings requests (Issues, Turn-ins, Remove from Inventory, Transfers, Contractor Issues, Contractor Turn-ins)

	Program Budget
	Establish and update the furnishings budget for AFH and/or UPH

	Waiting List
	Perform furnishings waiting list functions for AFH and UPH furnishings

	Delivery Schedule
	Perform scheduling functions for delivery and pickup of Furnishings

	Support Documents
	Perform functions to identify furnishings requirements to support AFH, UPH, and OPH

	Admin Adjustments
	Make adjustments to inventory item descriptions if incorrect and apply the adjustment to all listings or only certain listings


Use the Inventory Management button when you want to:

Master

· View master list of AFH or UPH furnishings to include warehouse locations for a certain furnishings item as well as locations where the item has been issued

· Print entire Master Listing by NSN, by Roll Up Item Description, or Roll Up Summary

Warehouse

· Add, update, or delete warehouse facilities (to include update or change “responsible person and perform requisitions”)

· Perform Transfer functions from one warehouse to another

· Perform Remove from Inventory functions 

· Perform Contractor Issue functions (Applicable in USAREUR only)

· Perform Contractor Turn-in functions (Applicable in USAREUR only)

· Perform requisition functions  

Other Listings

· Add, update, or delete other listings (troop/unit, billeting and non-supportable)

· Perform Issue functions for “other listings” types

· Perform Turn-in functions to the “other listings” types

· Perform Remove from Inventory functions from the “other listings” types

· Perform Transfer from Another Listing functions for the “other listings” types

· Perform Contractor Issue functions (Applicable in USAREUR only)

· Perform Contractor Turn-in functions (Applicable in USAREUR only)

·  Freeze/Unfreeze “other listings”

· Update or change “other listings” responsible person

· Update UPH support document (Applicable to Troop/Unit and Billeting listings)

· Add, update, or delete delegation of authority

CTA

· Add, update, or delete item descriptions associated to CTA items

· Print CTA

· Print CTA with Authorized Quantities

Lateral Transfers

· Transfer furnishings into HOMES

· Transfer furnishings out of HOMES

· Print Transaction

Requisition

· Requisition and receive furnishings items

· Add items to CTA

· Update Status/Priority 

· Back out Receipt 

· Find a Listing ID

· Print Requisition & Receipt 

Open Suspense Docs

· Finalize open requests documents 

· Create furnishings waiting list

Program Budget

· Create and update AFH and UPH furnishings budget

Waiting List

· Create and maintain AFH and UPH furnishings waiting lists

Delivery Schedule

· Add, update, and delete furnishings delivery/pickup schedules

Support Documents

· Create support documents for UPH, AFH, and Off-Post
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 Support documents for UPH are accessed from the Troop/Unit and Billeting Furnishings 


 maintenance  screens dropdown menu choice “Actions”

Admin Adjustments

· Perform Admin Adjustment functions for a particular furnishings item by listing or system wide

Lesson 1.5 Printing Documents & Reports

Throughout HOMES, there will be many opportunities to print documents for customers or reports for use in the Housing office.  After a Print option has been selected, a “dialog box” similar to the one below appears, asking verifying that you want to print.

Below is an example when printing the customers application:
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After choosing  “Yes”, a new  window opens that displays a picture of what the document looks like when it prints.  
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At the top of the report screen (below) are 2 sets of arrows pointing both right & left.  In between the arrows is a number series.  If there is a plus sign (+) after the second number (see below), it indicates that there are more pages other than the one currently showing on your screen.  To view the NEXT page of the application, click on the (.  (Or if there are more than 2 pages, and you want to see the last page, click on the (| 
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1- Click the printer icon at the top of the report (see above). The box below will appear.
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2- Select the number of copies that you wish to print, (as well as any other options) and click OK.

Lesson 1.6 Required Fields in HOMES

As you navigate throughout HOMES, you will notice fields which have a light yellow background and an asterisk (*) before the field text.  These are required fields and information must be entered in these fields or HOMES will not let you save any of your work or changes.

For example, if any required field is left blank, a Required Field message window appears when you try to save.

The text in the message box tells you which field is required.  
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Once the OK button is selected HOMES takes the user back to the field that is required and asks you to enter a value. Once the required field has been completed, you can save the information. 

If there is more than one required field left blank, HOMES continues to display the “Required Field” message box and takes you to each blank field until all required fields are completed.

Chapter 2 Data Tables, System Defaults & Purge

Overview
This chapter discusses HOMES Data Tables and System Defaults.  These are used primarily when the HOMES system is set up for the first time but both require updating and/or modification from time to time.

	      [image: image9.wmf]
	By the end of this chapter, you will be able to:

· Add, modify, or delete information from a data table or mark invalid if it cannot be deleted

· Modify or change system defaults


Lesson 2.1 Table Maintenance

The Table Maintenance function allows for:

· Adding (creating) site unique choices for many of the dropdown fields within the HOMES database

· Deleting dropdown choices if no longer valid for the installation and have never been referenced

· Marking a dropdown choice as Invalid when it cannot be deleted or is no longer valid

The following tables are available for customization: 

	Country, Currency, and Exchange Rate
	Off Post Facility/Elementary School

	Customer Duty Station
	Off Post Facility/High School

	Distribution List Addressee
	Off Post Facility/Middle School

	Distribution List Name/Title
	Off Post Facility Point-of-Contact (POC)

	Diverted Housing/Position
	Off Post Configuration

	Dwelling Amenity
	Off Post Exterior Surface

	Housing Correspondence Signature
	Off Post Loan Type

	Inspector Name
	Off Post POC Role  

	Military Housing Allowance
	Off Post Unacceptability

	Military Unit
	On Post Facility Area Designation

	Off Post Facility/Community
	


To access the Table Maintenance ACA-460 screen, select the Admin button from the Main Menu ACA-100 screen and choose the Table Maint button.
To select a table, click on the dropdown arrow for the  “Select a Table” field.  

If the first choice is not the table you want to access, click on the desired choice.
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Lesson 2.2 Add Records in Table Maintenance

Add - Allows for new data to be entered into the tables.
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To add new data into Table Maintenance, perform the following steps:

8. From the Main Menu ACA 100 screen, click the Admin button

9. Click the Table Maint button from the Admin menu choices

10. Click the drop down arrow for the Select a Table field 

11. Click the appropriate table name 

12. Click the OK button

13. Click the Add button 

14. Enter the appropriate data into the blank yellow highlighted field 

15. Click the Save button (The table is updated with new data) or Click on the Cancel button

      (A message window appears to remind user that all data will be lost when this choice is selected.)

16. Click the Close button to exit the screen

17. Click the Cancel button to exit the Table Maintenance function

Lesson 2.3 Delete Records in Table Maintenance

Delete  - Allows for data to be deleted from the tables as long as the data is no longer associated with any records. 

18. From the Main Menu ACA 101 screen click the Admin button

19. Click the Table Maint button from the Admin menu choices

20. Click the drop down arrow for the Select a Table field 

21. Click the appropriate table name 

22. Click the OK button

23. Highlight the record to be deleted

24. Click the Delete button

 Verify Delete message box displays (see below)
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25. Click the Yes button to continue deleting the record  OR click the No button to abort deleting the record 
26. Click the Close button to exit the screen

27. Click the Cancel button
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A record cannot be deleted if it has been referenced (associated to a record on the database).  When this happens, the following conflict message  appears.
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When a record cannot be deleted because it has been referenced, in some instances the record can be marked as  Invalid.
Lesson 2.4 Invalidate Records in Table Maintenance

In some instance when a drop down choice is no longer applicable and cannot be deleted, it can be marked as  Invalid.  After marked as Invalid, the choice no longer displays for selection.
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To mark a record as Invalid, perform the following steps:

28. From the selected table,  XE "Screens" highlight the record to be marked as Invalid

29. Click the Invalid box 

30. Click the Save button 
31. Click the Close button to exit the screen

32. Click the Cancel button to exit the Table Maintenance function

To change a record marked as Invalid to a valid choice, perform the following steps:

33. From the selected table,  XE "Screens" highlight the Invalid record to be marked as valid

34. Click the “X” in the Invalid checkbox 

35. Click the Save button 
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The invalidated record now appears within the valid choices and the “X” is no longer visible.

Lesson 2.5 Various Tables in Table Maintenance

ACA 468 Military Unit  -  This table is used to:

· Display valid/invalid military units in the database

· Add a new or update/merge an existing military unit record 

· Delete a military unit 
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The military unit merged with another UIC/Unit still appears on the ACA-468 screen.  However, upon exiting and coming back to the screen, the UIC/Unit no longer displays as one of the military units listed.
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ACA 462 Distribution List Addressee
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Lesson 2.6 System Defaults – Overview

The system Default function allows for setting up default information for Housing and Furnishing  unique to each installation. These defaults are displayed on various screens throughout the program. The default settings for Housing include both Screen Defaults and Correspondence Defaults.  The Furnishing Default screen contains defaults pertaining to the Inventory Management function.

To access the System Defaults screens: 

· Click on Admin button on the ACA-100 Main Menu
· Select System Defaults from the drop down menu

· Select Screen or Correspondence from the sub menu 
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ACA 451-Screen Defaults
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The Screen Defaults ACA-451 screen  allows for setting up the defaults that are to appear throughout the database.

	Default
	Description

	Branch of Service
	Branch of Military Service, i.e., AR (Army), AF (Air Force), FM (Foreign Military) etc. Civilians Pay Grade is recorded as: WG (Wage Grade), NF (Non-Appropriated Fund), CS (Civil Service)

	Unit Identification Code (UIC)
	Military Unit ID Code that appears when completing a housing  for a new customer 

	Distance Measurement Unit
	Unit of measurement for distances. Example: CONUS - MI/mile or OCONUS – KM/kilometer

	Area Measurement Unit
	Unit of measurement for enclosed areas.

Example: US – SF/square foot   - Foreign – SM/square meter

	Defined UPH One Space Area
	The area of space that a UPH soldier is allocated as “living space” 

(Not applicable because of the different types of UPH facilities)

	State
	State codes.  Exceptions:  GU, JA, KO, and PR

	Country
	Country codes

	Currency
	Type of currency used at site

	Housing Offer Maximum
	Maximum number of housing offers allowed

	Waiting List Maximum
	Maximum number of waiting lists a customer can be assigned to


Lesson 2.7 Correspondence Defaults

The Correspondence Defaults ACA-450 screen allows the user to establish the defaults for HOMES generated correspondence documents for the installation. 
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There are 5 tabs available for setting the defaults for all office correspondence:

	General Tab
	Establishes the signature block for HOMES generated correspondences as well as mailing address, phone numbers, fiscal year, and office symbol (see above screen)

	On Post Orders Tab
	Establishes assignment/termination order prefixes, accounting classifications, and signature blocks

	On Post Remarks Tab
	Allows the user to add information on the Offer, Acceptance, Assignment and Terminations orders  

	Off Post Tab
	Establishes the signature blocks for Off-Post correspondence and creating text for off post rental and purchase terminations, as well as non-notification letters

	Other Tab
	Establishes the signature blocks for CNA and TLA documents and establishes CNA prefix.  TLA is applicable to overseas location only 

NOTE: The Hand Receipt Prefixes is not applicable


Lesson 2.8 Correspondence Default Tabs
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Correspondence Default Tabs (continued)
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Lesson 2.9 Furnishings Defaults

The Furnishings Defaults screen allows for setting up the defaults pertaining to the Inventory Management function. 

The following fields can be modified as necessary: 

Installation Name; Installation Address; Major Command Name; Major Command Address; ISA Name – Installation Supply Support Activity; ISA Address – Installation Support Activity address; Furnishings Management Office information; Name and Phone Number
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ACA 649 Furnishings Installation Variable screen

In the Property Record section, the Unit Identification Code (UIC) and Department of Defense Army Accounting Code (DODAAC) for Family Housing and UPH is migrated data from HOMES2 and cannot be changed by the user.  

[image: image17.wmf] 

The Registered Document Number ID must be something other than zero.

Under Miscellaneous:

· Serial Number check box is not applicable and cannot be used to track serial numbers.

· European Appliances is only applicable in USAREUR.

· Measurement choices are “W” for weight and “CF” for cubic feet. 

Lesson 2.10 Removal of Records in HOMES

Purging Records Flagged for Deletion

In HOMES, a user can delete a record, but in most cases, the record is only flagged for deletion.  The actual removal of the record does not occur until the purge is run and the record has met the purge criteria.
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ACA 128 Admin/ Purge

To access the Purge function, select Admin then the dropdown menu choice Purge >>.

(The Purge submenu displays)  The submenu choices are: Purge Schedule; Purge Reports

Purge Schedule

The Purge Schedule function allows for scheduling when data is to be purged.  Selecting this submenu choice results in the ACA-506 Purge Schedule screen displaying.

The ACA-506 Purge Schedule screen has five tabs as follows: Family Housing, UPH, Off-Post, Miscellaneous and Furnishings

This section focuses on the UPH purge functionality only.
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The default value under the column Enabled on all tabs is “N” (No). An “N” means you do not want to establish a purge schedule for the record type.  Any record type set to “N” is never purged from your database.

The record types that can be scheduled for purge are listed under the column Type. 

The record types that can be purged are as follows: Inspection; Offer; Dwelling Status History  (Information on the Status History tab); Lease History; Facility/Dwelling Unit; Customer.

· Inspection records are purged one year from the date of the inspection. 

· Offer records are purged one year from the date the offer was recorded in the database. 

· Dwelling status history records are purged ten years from the effective date of the status history record. 

· Lease history records are purged ten years from the end date of the lease. 

· Facility/dwelling unit records are purged ten years from the date flagged for deletion. 

· Customer records are purged based on the following criteria:

Three years from the date flagged for deletion for:

· Primary customers

· Secondary customers associated to a primary customer’s record

· Secondary customers not associated to a primary customer’s record

Primary customers with a housing status of “A” (Advanced) or “O” (Open) are purged three years from the date of application unless:

· They have been assigned to housing or terminated from housing within the past three years

· They are assigned to a waiting list

· They are responsible for furnishings

· They are associated to a complaint record

· They have an offer status of “O” (Outstanding) or “A” (Accepted)

Miscellaneous Tab

Click on the Miscellaneous tab to establish the purge schedule for miscellaneous records. 

The record types that can be purged are as follows: Complaints; and Housing Transactions

· Complaint records are purged ten years from the resolution date.

· Housing transactions are purged thirty-one days from the transaction date.
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Click on the Furnishings tab to establish the purge schedule for furnishings records. 

The record types that can be purged are as follows: Documents/Transactions; Listings; Delivery Schedule; Program Budget; and Furnishings Customer.

Document/transaction records finalized during the previous fiscal year will be purged on 1 October of the new fiscal year.  The documents/transactions purged are as follows: 

Requisitions; Requisition Receipts; Other Receipts; Issues; Turn-Ins Remove from Inventory; 

Transfer Into DU (Dwelling Unit); Contractor Issues (USAREUR installations only); Contractor Turn-Ins (USAREUR installations only); Warehouse Transfers; Transfers into HOMES; Transfers out of HOMES; Administrative Adjustments.
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· Furnishings Listing records are purged based on the following criteria:

· Warehouse, Troop Unit, Non-Supportable and Billeting listings are purged if they have no inventory and the flagged for deletion date is earlier than the current date.

· Off-Post furnishings listings are purged if they have no inventory and there has been no assignment or termination in the past thirty days.

· Delivery schedule records are purged if the delivery date is older than 14 days from the current date.

· Program budget records are purged on 1 October for the previous fiscal year.

· Furnishings customers are purged three years from the date flagged for delete and no longer responsible for any furnishings.  Furnishings customers can be responsible for one or more of the following listing types:

· Warehouse             

· Troop Unit 

· Non-Supportable 

· Billeting

Chapter 3 Reports 

Overview

Integral to any manager and organization are reports.  Reports allow an employee, manager or any other concerned or interested party to quickly review summary data that represents the activity of the Housing Office.  

	      [image: image20.wmf]
	By the end of this chapter, you will be able to generate applicable UPH reports in the following categories:

· Customer

· Facility

· Summary

· Miscellaneous


Lesson 3.1 Overview Generate UPH Reports in HOMES

Reports are run at the discretion of the Housing Office and can be tailored to the individual needs of the housing management requirements.  Information that is not contained in these reports can be obtained through formation of queries, using the Intelligent Query (IQ) Subsystem.

The Report function in HOMES system can be assessed from the ACA-100 Main Menu screen choice Admin and then the dropdown menu choice Reports >>.  This will result in the ACA-125 Reports Menu screen displaying.
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ACA 125 Report Menu 

The report menu choices are broken down as follows:

· Customer Reports
· Facility Reports for On Post/Off Post/UPH

· Summary Reports

· Miscellaneous Reports

Lesson 3.2 Customer Reports

The Customer Reports are accessed by selecting the ADMIN function button on the ACA-100 Main Menu screen, then the dropdown menu choice Reports >>, then the dropdown menu choice Customer.

ACA-001R Customer Report Listing 
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	Anticipated Arrival
	Customer with Offers

	Area Coordinator
	Departure TLA/Contract Cleaning

	CNA Verification Listing
	Projected Termination of Unaccompanied Families (not applicable for UPH)

	Customer by UIC
	Senior Occupant

	Customer Departure Planning
	Senior Occupant Candidate Listing (not applicable for UPH)

	Customer Off Post Dwelling Extract (not applicable for UPH)
	TLA Certificate Listing

	Customer On Post Dwelling Extract
	Transient/Temporary Housing


Lesson 3.3 Facility Reports

The Facility reports are accessed by selecting the Main Menu ACA-100 screen choice Admin, then the dropdown menu choice Reports >>, then the dropdown menu choice Facility >>.  (The Facility Menu, Reports, Admin ACA-127 screen displays)

The report menu choices are broken down as follows:

· Family Housing
· UPH
· Off Post Housing

This section focuses on the UPH facility/dwelling reports only.
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ACA 050R UPH Facility/Dwelling Report List displayed

Use the ACA-050R UPH Facility/Dwelling Report List screen to display/print the following facility/dwelling unit reports for UPH:

	UPH Assigned Spaces
	UPH Dwelling Status History

	UPH Assignment Priority
	UPH Facility History

	UPH Dwelling Extract
	UPH Facility Space Status

	UPH Dwelling History
	UPH Occupancy Utilization

	UPH Dwelling Information
	UPH Unassigned Spaces

	UPH Dwelling Listing by Status
	UPH Unoccupied Dwelling Listing

	UPH Dwelling Maintenance Planning
	


This is an example of the UPH Dwelling Maintenance Planning  ACA-0510R screen.  
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The screen is used to enter the criteria for the report to run as follows:

Search Criteria:

· Proj (Projected) Termination Date           

· Ant (Anticipated) Departure Date
· Street Name (do not include the street number)

· Dwelling Status (Dropdown Selection)

      Sort Criteria:

· Painted Month/Year  (Default Value)

· Carpeted Month/Year

· Floor Refinished Month/Year

· Floor Sanded Month/Year

Lesson 3.4 Summary Reports

The Summary Reports are accessed by selecting the Admin function button on the ACA-100 Main Menu screen, then the dropdown menu choice Reports >>, then the dropdown menu choice Summary.   

ACA-090R Summary Report Listing 
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The following reports can be generated from the Summary Report List:
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The only applicable UPH report from the Summary Report Listing menu is the On Post Dwelling Vacancy Summary report.
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This is an example of the Print On Post Dwelling Vacancy Summary ACA-093R screen. 
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Lesson 3.5 Miscellaneous Reports
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The Miscellaneous Reports are accessed by selecting the ADMIN function button on the ACA-100 Main Menu screen, then the dropdown menu choice Reports >>, then the dropdown menu choice Miscellaneous.   

ACA-110R Miscellaneous Report List 

Use the ACA-110R Miscellaneous Report List screen to display/print the following reports:

	Average Waiting List Days
	Installation

	Complaint Listing
	Memo for F/A Office

	Document Register
	Military Unit

	Inspection Schedule
	Waiting List

	Furnishings Transaction Log
	Waiting List Sequence

	Housing Transaction Log
	


This is an example of the Print Inspection Schedule ACA-113R screen.
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Chapter 4 Waiting List Maintenance Function

Overview

In this lesson, we are going to discuss the functions related to adding the appropriate waiting lists, maintaining and updating waiting lists, adding to the Freeze Zone Qty, and changing the Freeze Zone Position. 

	   [image: image24.wmf]
	By the end of this chapter, you will be able to:

· Add, View, Update, and Delete a Waiting list

· View the Waiting List Sequence

· Change the Freeze Zone Qty

· Change the Customer’s Freeze Zone Position
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The Waiting List Maintenance function is accessed by selecting Admin from the ACA-100 Main Menu screen, then the dropdown menu choice Waiting List Maint.  (The ACA-250 Waiting List Search screen displays)
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This is an example of the ACA-250 Waiting List Search screen.

This screen is used to:

· Search for an existing waiting list 

· Add a new waiting list to your database 

Once one or more records are displayed and a record is highlighted, the following functions can be 

performed:

· View function (Accesses the ACA-401 Waiting List Maintenance screen to view details about the waiting list highlighted on the ACA-250 screen). 

· Access the ACA-204 Waiting List Sequence screen for the waiting list highlighted on the ACA-250 screen by selecting the menu bar choice Actions, then the dropdown menu choice Sequence.  

Lesson 4.1 Searching for a Waiting List
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To search for an existing waiting list, you must enter the search criteria within the Search Criteria section.
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To specify a specific waiting list or lists, click on the dropdown for the field Type of Housing.

The choices are:

· F - Family Housing

· O - Off Post Housing

· U - Unaccompanied Personnel Housing

You may enter or select additional information for the desired waiting list or lists by completing any other field within the Search Criteria section.  Upon completion, perform a Search function using one of the following methods:

· Click the Search button

· Press and hold down the Alt key and then press the “S” key

· Select the menu bar choice File, then the dropdown menu choice Search
Either of these methods results in one or more waiting lists being displayed if there is one of more waiting lists in your database meeting the search criteria entered. If no waiting list(s) are found the title reads “Search Results - “0 Waiting List(s) Found”. 
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The following is an example of the Waiting List Search screen list box when Show All is selected.  All waiting lists in your database are displayed.
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When the list box is not able to display all records, the scroll arrow and bar are activated.  Use the arrow to scroll one record at a time or use the scroll bar to rapidly move through the list box to find the desired waiting list.

Lesson 4.2 Viewing a Waiting List Record 

Once a waiting list record is highlighted on the ACA-250 Waiting List Search screen, it can be viewed by performing a View function using one of the following methods:

· Double clicking on the highlighted waiting list

· Selecting the View button

· Pressing and holding down the Alt key, then pressing and release the “V” key 

· Selecting the menu bar choice File and then the dropdown menu choice View
Performing any one of the methods listed on the previous page will result in the ACA-401 Waiting List Maintenance screen appearing.
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This is an example of the ACA-401 Waiting List Maintenance screen.  It is used to:

· View information about the waiting list

· Update waiting list information 

· Add a new waiting list record

· Delete the waiting list displayed (but only under certain circumstances) 

· Access the ACA-204 Waiting List Sequence screen 

· Re-sequence the waiting list  
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The ACA-204 Waiting List Sequence screen reflects all customers assigned to the particular waiting list and their waiting list position.  It is from this screen the functions of Change Freeze Zone and Change Freeze Position are performed. The Re-sequence function re-calculates the positions of customers on the waiting list.
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This function is only performed after you have a waiting list with customers assigned.

It  would be performed if you believe there may be a problem with one or more waiting list position numbers.  This function is invisible to the user when performed and re-calculates the     waiting list positions for all customers assigned to the waiting list in question.

To perform the Re-sequence function, select the menu bar choice Actions, then the dropdown menu choice Re-sequence.  (The function is invisible to the user). Perform a Close function to exit the ACA-401 screen.

Lesson 4.3 Adding a Waiting List

The function of adding a new waiting list is initiated from the ACA-250 Waiting List Search screen. 
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The waiting list function must be performed before UPH rooms are added to the database.

To add a new waiting list, perform an Add function by either:

· Clicking the Add button

· Selecting and holding down the Alt key and then pressing the “A” key

· Selecting the menu bar choice File and then the dropdown menu choice Add
Either of these methods results in the Waiting List Maintenance ACA-401 screen appearing. 
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The following fields are system filled based on customers being added/deleted to the waiting list:

· Size of List

· Removed Customers

· Freeze Zone Section

Added to Freeze Zone Qty 

Exception & Key Qty (Number of customers identified as exception to policy or key and                       

10% of Waiting List  (Number representing ten percent of the entire waiting list for “freeze zone” purposes)

In the Waiting List Id field, enter a number associated with the type of waiting list you added.
Use the dropdown for the field Waiting List Type and select the applicable choice.
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If the choice “S” (Sub list) is selected, the field Master WL Id (if sub-list) becomes a required field and you must enter the identifier for the master list that the sub-list is to be associated with.

For the field Type of Housing, select the dropdown choice UPH.


Enter the number reflecting the bedroom quantity in the field Bedroom Qty. If the waiting list being created is UPH, enter “1” as the bedroom quantity because UPH rooms are not associated with more than one bedroom.

[image: image237.png]


The field Average Wait Days is used to record the average waiting time for the waiting list in question. Currently, this field is not updated by the system.  It can only be manually updated.

Enter the description of the waiting list being created in the field Long Description.  
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The field Short Description is not required but some reports display this field.

Use the dropdown for the field “First” within the Category section and select the pay grade                                   for which the waiting list is primarily being created.
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Based on the selection made, the system fills the field “Second”.  The exception is if a pay grade choice of “JNCO/JE”, is selected as the choice for the field “First”. The “Second” choice is blank because there is no pay grade lower than “Junior NCO and Junior     Enlisted”.

After both required or needed information has been entered and verified as correct, perform a Save function.  (The waiting list record is added to your database).

Lesson 4.4 Deleting a Waiting List 


Reminder:  A waiting list cannot be deleted if:

· Customers are assigned to the waiting list

· There are dwelling units associated with the waiting list

(The Delete function for a waiting list is only applicable if there were never any dwelling units associated to the waiting list.  Once one or more dwelling units are associated to a waiting list, the waiting list cannot be deleted until the facility/dwelling units are purged from your database).

The following message box below displays if there are customers assigned to the waiting list you are trying to delete.
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(Select the OK button to continue)
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The following message box displays if there are dwelling units associated to the waiting list you are trying to delete.

(Select the OK button to continue)
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Even if the facility/dwelling units are flagged for delete, this same message box displays.  Because facility data is retained for ten years, you must wait until the facility/dwelling units are purged before the waiting list can be deleted (removed) from your database.

To delete the waiting list, go through the Admin function, Waiting List Maint, and search for the waiting list to be deleted.  Once the waiting list displays and is highlighted, perform a View function.  (The Waiting List Maintenance ACA-401 screen displays)

Perform a Delete function using one of the following methods:

· Click the Delete button

· Press and hold down the Alt key and then press the “D” key

· Select the menu bar choice File, then the dropdown menu choice Delete
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Using any one of these methods results in the following message box.

Select the Yes button to continue with the deleting the waiting list or select the No button to abort the Delete function.

Selecting the Yes button results in the waiting list information disappearing from the screen.  (The waiting list is no longer part of your database.)

Perform a Close function to exit the ACA-401 screen.

Lesson 4.5 Accessing the ACA-204 Waiting List Sequence 

After the Search Results section displays one or more waiting lists, highlight the desired waiting list with customers assigned if the first record highlighted is not the one desired.
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Next, select the menu bar choice Actions, then the dropdown menu choice Sequence.  (The Waiting List Sequence ACA-204 screen displays)
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This is an example of the Waiting List Sequence ACA-204 screen.  

The following functions can be performed from this screen:

· Change Freeze Zone  
· Change Freeze Position 

· Print (Waiting List Sequence)  

Lesson 4.6 Changing the Freeze Zone for a Waiting List 
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To change the “freeze zone” for a waiting list, select the menu bar choice Actions, then the dropdown menu choice Change Freeze Zone.  (The ACA-252 Change Freeze Zone screen displays)

This is an example of the Change Freeze Zone ACA-252 screen with no “Added to Freeze Zone Qty”. 

Edit the field “Added to Freeze Zone Qty” to indicate the size increase of the “freeze zone” over the 10% size.  In the example above, the waiting list freeze zone is based upon ten percent of the waiting list.  Currently, the freeze zone contains four people. 

CAUTION:  Make sure the number entered is how much you want to increase the size of the waiting list above the current ten percent.  The field is not intended to reflect the total number of positions included within the “freeze zone”.

Verify that the number entered in the field Added to Freeze Zone Qty is correct and then select the OK button.  (The ACA-252 screen disappears and the Waiting List Sequence ACA-204 screen re-appears to now reflect the new size of the waiting list based on the increase made using the Change Freeze Zone ACA-252 screen.)

The following example shows the waiting list example from the previous page was increased from zero to one.  As a result, there are now five people within the “freeze zone”.
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Perform a Close function to exit the ACA-204 screen.

Lesson 4.7 Changing a Customer’s Freeze Zone Position 

To change a customer’s “freeze zone position” using the Waiting List Sequence ACA-204 screen, make sure you have the customer’s record highlighted and their position number has an asterisk (*).  Next, select the menu bar choice Actions, then the dropdown menu choice Change Freeze Position.  (The Change Freeze Position ACA-253 screen displays)
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This is an example of the Change Freeze Position ACA-253 screen.

In the example above, the field Current Position reflects the customer’s current “freeze zone position”.

The numbers in parentheses, “(1-5)”, under the field, “Move to Freeze Zone Position”, in the above example represent the current freeze zone has positions one through five.  In the field, “Move to Freeze Zone Position”, using this example you would enter either “1”, “2”, “3” or “5”.  (“4” would not be entered because the customer’s current position is four on the waiting list).
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To abort changing the customer’s “freeze zone position”, select the Cancel button.

Verify that the number entered is correct and then select the OK button.  (The ACA-253 screen goes away and the Waiting List Sequence ACA-204 screen reflects the customer whose position was changed is now picked up as the position entered in the “Move to Freeze Zone Position” field.)

At this point you can either:

· Highlight another customer’s record to change their freeze zone position

· Select the menu bar choice Print, then the dropdown menu choice Sequence to print the waiting list sequence report for the waiting list in question

Perform a Close function to exit the ACA-204 screen.

Lesson 4.8 Printing the Waiting List Sequence Report

To print the waiting list sequence report for the waiting list displayed, select the menu bar choice Print, then the dropdown menu choice Sequence.  (The ACA-116R Print Waiting List Sequence screen displays).

This is an example of the ACA-116R Print Waiting List Sequence screen.
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The section entitled, “Select Waiting List”, is de-activated (“grayed out”) because you can only print the waiting list displayed on the Waiting List Sequence ACA-204 screen.

The default value for Report Type is “Posted Copy”.  Click on the radio button choice “Office Copy” if you want this copy instead of the “Posted Copy” of the waiting list.

The default value for Sort Criteria is “Position”.  Click on the radio button choice “Name” if you want to see the waiting list alphabetized instead of in sequence by waiting list position number starting with “1”.

The default value for Select Printer is “Laser”.  Click on the radio button choice “Genicom” if you want to print to the “Genicom” instead to the  “Laser” printer. 

Verify that the radio button choices are how you want to report printed and if correct, select the OK button. (The document screen displays).

Select the printer icon and follow the screen prompts to complete the Print function.  After the document prints, perform a Close function to exit the document screen. (The ACA-116R screen re-appears).

Chapter  5 Facility Maintenance, UPH

Overview

In this lesson, we are going to provide the necessary skills and knowledge to create and maintain facility records and will perform the necessary processes in HOMES to support this function

	      [image: image29.wmf]
	By the end of this chapter, you will be able to:

· Add a Facility/Dwelling Unit

· Update Facility/Dwelling Unit information

· Establish  Floor Restrictions

· Deleting UPH Facility/Dwelling Units 

· Perform a Freeze or Unfreeze function 




To access the Facility Maintenance function for UPH, select Admin from the Main Menu ACA-100 screen and then the dropdown menu choice Facility Maint.  (The Facility Maint Menu, Admin ACA-124 screen displays).
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Select the submenu UPH. The ACA-274 UPH Facility/Dwelling Unit Search screen is displayed.

 This screen is used to:

· Search for one or more UPH facilities/dwelling units

· Add a new UPH facility record to your database 
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Lesson 5.1 Search Using the ACA-274 UPH Facility/Dwelling Unit Search screen

To perform a Search function, enter the applicable UPH facility and/or dwelling information in the Search Criteria portion of the screen and then perform a Search function by either:

· Clicking the Search button

· Pressing and holding the Alt key and then pressing the “S” key

· Selecting the menu bar choice File and then the dropdown menu choice Search
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Instead of entering search criteria within the Search Criteria section, you may use the button entitled, “Show All”, to display all UPH facility/dwelling units currently in your database.  However based on the size of your database, it could take more time for data to display using this method of searching. 

This is an example of how a search function is performed.  After entering the Search Criteria, perform a Search function.  (All UPH facility/dwelling units meeting the search criteria entered would be displayed in the list box).
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The screen below shows that no UPH dwelling units are found meeting the search criteria entered, the Search Results title reads, “Search Results – 0 Facilities/Dwelling Units Found”. 
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If no UPH facility/dwelling units are found meeting the search criteria entered, perform a Clear function to clear the Search Criteria section and enter different search  criteria to conduct a new search.

The screen that follows shows the Search Results were successful in finding a UPH facility and dwelling units that met the search criteria entered.
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If the first record highlighted is not the one desired, highlight the desired record.
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Lesson 5.2 Facility View Function 

Once the desired facility is highlighted within the Search Results section, performing a View function results in the ACA-435 UPH Facility Maintenance screen displaying information about the facility highlighted on the ACA-274 screen.  Use one of the following methods to perform a View function:

· Click the View button

· Select the menu bar choice Actions, then the dropdown menu choice Facility
· Double click the highlighted record

· Select the menu bar choice File, then the dropdown menu choice View
Selecting either one of the above methods results in the display of the ACA-435 UPH Facility Maintenance screen.
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This is an example of the ACA-435 UPH Facility Maintenance screen showing information about the facility highlighted from the ACA-274 UPH Facility/Dwelling Unit Search screen.

The ACA-435 UPH Facility Maintenance screen is used to:

· View facility information  

· Update/Change facility information  

· Delete the facility (but only under certain conditions)  

· Access the UPH Dwelling Unit Maintenance ACA-436 screen  

· Perform an Undelete function (only if function is activated)

· Perform a Print function to print:

               All Dwelling Unit Details

              All Dwelling Furnishings List
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Lesson 5.3 Adding a UPH Facility 
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CAUTION:  Before adding a new UPH facility, check to see if the facility has not already been added.  If there is another record with the same facility id, the following message box displays when you perform a Save function to add the new UPH facility to your database.

(Select the No button if this message box displays)

REMINDER:  If UPH facilities are to be associated to an Area Designation Code (ADC), the codes must already be in your database.  This is done using the Table Maintenance function titled, “On Post Facility Area Designation”.  (The function of adding a new UPH facility is initiated from the ACA-274 UPH Facility/Dwelling Unit Search screen by performing an Add function using one of the following methods:  

· Clicking the Add button

· Selecting and holding down the Alt key and then pressing the “A” key

· Selecting the menu bar choice File and then the dropdown menu choice Add 
Either of these methods results in the ACA-435 UPH Facility Maintenance screen displaying.
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The screen is an example of the UPH Facility Maintenance ACA-435 screen that appears when you perform an Add function from the UPH Facility/Dwelling Unit Search ACA-274 screen.

There are four tabs associated with the ACA-435 screen.  They are:

· General Info

· Details

· Lease  (Only applicable if the UPH facility is leased)
· UPH Floor  (Not applicable until after dwelling units have been added.  This tab is used to establish restrictions at the entire facility level or establish restrictions by floor.

Enter the facility identification used to identify the facility in the field Facility Id.  (The identification used should match the installation Real Property Records).

The default value for the field Hsg Adequacy is “A” representing adequate.  Use the dropdown to display other choices and select a choice if the default value is not applicable.
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The field Sub RPIC is only activated if a site has sub-installation real property codes.  (If not applicable, the field is de-activated or “grayed out”)  If the field is activated, click on the dropdown arrow to display the choices and select the applicable RPIC.

The two radio buttons below the Sub RPIC field are titled:

· Family Housing Assigned

· Unit Assigned

The default value is “Family Housing Assigned”. All UPH facilities will be assigned and terminated by the Housing Office.
The choice “ Unit Assigned”  functionality was added in order to track occupancy/utilization percentages for barracks spaces the are assigned and terminated by units instead of the Housing Office making the assignments and terminations.

If the facility has a name, enter it in the field Facility Name.  If the facility has no name, enter the intended use for the facility, for example, Enlisted Barracks, Bachelor Officer Quarters, etc.

Enter the street number and street name in the field Street Nbr/Name.  

Complete the field City/State/Zip.

REMINDER:  The field State uses a default value from the ACA-451 Screen Defaults screen.

If this default value is not applicable, enter the first letter of the state desired until this state displays in the field.

Complete the field APO/Country.  

REMINDER:  The field for Country uses a default value established on the ACA-451 Screen Defaults screen.  Enter the letter of the country desired until the country is displayed in the field.

General Info tab

Use the dropdown for the field As Built and select the applicable construction code representing the UPH facility being added to your database.
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The default value for the field Current Use is the same as entered in the field As Built.  Be sure to click on the dropdown to change this if the Current Use is not the same as the “As Built” construction code.

Click on the dropdown for the field Area Designation and select the applicable ADC (Area Designation Code), if applicable.

REMINDER:  Area Designation Codes are established within the Table Maintenance function of “On Post Facility Area Designation”.  

Enter the date the facility was constructed/acquired in the field Constr/Acq Year. For the field, “Roof Month/Year”, enter the month and year that the roof was installed/replaced, for example, Jan 2000.
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The section entitled Facility Statistic is system filled when the radio button “Family Housing Assigned” is applicable. When “Unit Assigned” is applicable, the user manually completes this section.

Enter any remarks pertaining to the facility in the Facility Remarks block, if applicable.

Details tab 

This is an example of the ACA-435 UPH Facility Maintenance screen with the Details tab activated.
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The field Acquisition Type uses a default value of “A ” for addition.  Click on the dropdown for this field to change the choice to “C” (Conversion), if applicable.

Click on the dropdown for the field Acquisition Category to display the choices and then select the applicable choice.  (The number representing the acquisition category chosen displays in the field)
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The codes and descriptions shown as dropdown choices only represent enlisted barracks.  An enhancement has been identified to reflect additional choices.  If you have bachelor officer or senior enlisted quarters, record the code as “21” (UPH/OPB).

For the field, “Added Date”, enter the day, month, and year based on the date that the facility was acquired. 

If the field Type of Lodging is used, only select the choice “P” (Permanent) because the application software only tracks permanent party facilities, not transient or temporary.  (As a future enhancement, this will be removed.)

The field UPH One Space Area comes from the ACA-451 Defaults screen.  Actual square footage varies based on the type of facility.  As a result, having a default value for all UPH facilities may not be applicable.  (As a future enhancement, this field will allow the user to record the actual square footage of a space within the applicable facility.)

Complete the fields within the sections “Cost/Size and “Other Details” as applicable.

If applicable, click on the tab entitled, “Lease”.  (The Lease tab activates)

Lease tab
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This is an example of the ACA-435 UPH Facility Maintenance screen with the Lease tab activated. 

Enter the contractor number for the lease in the field Contract Number. Record the date that the contract is to start or started in the field Start Date. In the field End Date, record the date the contract ends.

If there is a date for renewal of the contract, enter this in the Renewal Date field. Enter the monthly lease cost in the Monthly Lease Cost field. If remarks about the lease are applicable, enter in the Remarks block. Verify the data and if correct, perform a Save function.

If you failed to complete a required field on any of the tabs, a message box  displays.  Select the OK button to exit the message box and the applicable tab activates for you to populate the required field.
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If the Lease tab is not applicable, you can perform a Save function to save the facility record to your database.  The UPH Floor tab is not applicable until all dwelling units associated with the facility have been added. 

REMINDER:  The Lease tab is only applicable if establishing the lease at the facility level.

If leases need to be established at the dwelling unit level, do not complete the Lease tab on the UPH Facility Maintenance ACA-435 screen.  Instead, use the Lease tab on the UPH Dwelling Unit Maintenance ACA-436 screen.

[image: image271.wmf]Performing a Save function results in the following message box appearing when saving the UPH facility information.

Select the Yes or No button as applicable.

Selecting the No button causes the message box to disappear.  At this point you can either:

· Perform an Add function to add another UPH facility

· Perform a Close function to exit the UPH Facility Maintenance ACA-435 screen

Selecting the Yes button on the above message box results in the ACA-436 UPH Dwelling Unit Maintenance screen displaying in order to start adding dwelling units associated to the facility. 

Using the Lease Tab for UPH

The Lease tab on the ACA-435 UPH Facility Maintenance screen as well as the ACA-436 UPH Dwelling Unit Maintenance screen have the following button choices:

· Add Lease

· Delete Lease

· Clear Lease

· Lease History
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These buttons are de-activated (“grayed out”) if accessed while adding a new facility record.  Once the facility record has been saved, these buttons become activated.

Complete the fields, as required or needed, to record lease information.  Enter the contract number in the field “Contract Number”.   

Enter the date that the contract starts in the Start Date field and the date the contract ends in the End Date field. If there is a particular date for renewing the contract, enter this date in the Renewal Date field.

For the field, “Monthly Lease Cost”, enter the dollar amount.

If there is additional information about the lease that needs to be recorded, enter this information in the Remarks block. Then Save.

Adding a New UPH Facility Lease Record

CAUTION:  If the lease record displayed is not valid, do not select the Clear Lease or Add Lease button.  Otherwise, the record is added to the ACA-430 Facility Lease History screen.

To add a new lease, select one of these buttons:

· Add Lease

· Clear Lease

Selecting one of these buttons results in the data within the lease fields being cleared.

The lease information now becomes part of the lease history and can be displayed by selecting the button entitled, “Lease History”.  The following is an example of the ACA-430 Facility Lease History screen.

This is an example of the Facility Lease History ACA-430 screen. The most recent lease record is 
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displayed as the first record.

Perform a Close function to exit the ACA-430 screen.  (The Lease tab re-appears).

Deleting a UPH Facility Lease Record

CAUTION:  Once the record is deleted, there is no record of the lease.  Therefore, make sure this is what you want to do.  Only the current lease is displayed.  If you delete this record, any previous lease record does not display.  The only way you can determine if there were any other lease records prior to deleting the record displayed is to select the Lease History button.

To delete the lease record displayed, select the Delete Lease button.  

Displaying UPH Facility Lease History

[image: image274.png]5 U.S. Army Armor Center And Fort Knox - [ACA-561 Future Termination Search] [-[O[x]
Fie Pint Help

Search Ciiteria

SortBy: Temination Date Range

€ Faled Future Terminations [y —— St m

@ Successiul Future Teminations Y e

© Projested Future Teminations I
Hsg Teminaton  Facity Qtis
Type Date 14 19" Customer SN Customer Name: Address Pimay.

Search Results - 13 Teminations) Found

06-1AY-2002
08-my-2002
oL-my-z002
oL-my-z002
10-sEp-2001
oL-my-z00z
oL-my-z002
oL-my-z002
oL-my-z002
oL-my-z00z
0z-may-z002
oL-my-z00z

1130
7785
osss1
ose1z
0sazs
05440
05845
os3z3
05411
05411
05413
07855

00
oon
ooa
oox
008
ooc
ooa
oo
ooe
ooe
ooa
oox

336-41-0617
585-13-8576
520-44-5508
Liz-s6-7547
527-63-4174
045-17-0645
Lis-al-0554
loo-11-8233
20-56-3886
120-03-3875
534-77-1516
105-15-0397

ddis, James L
Blaji, Hamiyyah hidah
Charles, Yursala &
Dunbar, Darryl §
Horton, Meka 3

Klein, Pacrick &
Larsen, Jonachan C
Hotley, Christopher &
Rogers, Angela K
Rogers, Vayne
Vazquez, Pedro
allace, Donald B

1150 Unger Court
7755 Littletld, B
5551 Folger Sc. gk
5612 Gilkey Ip, A
5424 Gilxey Sc. #8
5440 Brete Dr, $C
5845 Brete Dr, A
5323 Fisher, D
S4LL Hulvaniy, 8
5411 Hulvaney, 5
5413 Chatfes, A
7855 King Sc, A

M




Information about the history of a UPH facility lease is displayed by selecting the button entitled, “Lease History”.  (The ACA-430 Facility Lease History screen displays).

REMINDER:  When  a lease record is deleted, it no longer appears on the ACA-430 screen.

The most recent lease record, if not deleted, appears as the first record displayed.

UPH Floor tab

Click on the tab to activate the UPH Floor tab.
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When  a particular restriction needs to be established at the floor level,  it cannot be established at the dwelling unit or facility level.  When a restriction needs to be established at the facility level,  it cannot be established at the floor or dwelling unit level.

Lesson 5.4 Adding UPH Dwelling Unit’s

REMINDER:  The applicable waiting list must already be in your database before adding dwelling units. 

Once the facility record is added to your database, the following message box displays.

Selecting the Yes button results in the display of the ACA-436 UPH Dwelling Unit Maintenance 

screen.
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REMINDER:  If you accidentally select the No button, you can still add the applicable dwelling unit(s) by using one of the following methods:

· Click on the button entitled, “Dwelling Unit(s)”

· Select the menu bar choice Actions, then the dropdown menu choice Dwelling Unit(s)
There are a total of seven tabs on this screen:

· Amenities

· General Info

· Furnishings (Does not activate until the dwelling unit record has been saved)
· Restrictions

· Status History

· Inspections  
· Lease
When adding a dwelling unit, the Amenities and General Info tabs must be completed. 

The Lease tab would be completed only if lease information is recorded at the dwelling unit level.  (If lease information has been entered at the facility level, the Lease tab is de-activated or “grayed out”.)  

The Furnishings functions are not activated until after the dwelling unit record has been added to your database.  The Status History and Inspections tabs are not applicable when adding a dwelling unit. 

The Restrictions tab is used only if you need to establish restrictions at the dwelling unit level.

The Amenities tab is always the active tab upon initial access to the ACA-436 UPH Dwelling Unit Maintenance screen.

Notice that the Facility Id field is de-activated (“grayed out”), but reflects the facility identification for the facility added using the UPH Facility Maintenance ACA-435 screen.

Enter the quarter’s identification (room number) for the first dwelling unit being added in the Quarters Id field.

REMINDER:  When adding dwelling units (rooms), enter them in sequential order starting with the first room on the first floor.  Complete all dwelling units (rooms) on the first floor and then go to the second floor, if applicable.  Repeat this procedure for all floors until all dwelling units (rooms) associated with the UPH facility have been added.

Enter the number representing the floor number associated to the dwelling unit. For the field Apt/Room Number, enter the same room number enter for the Quarters Id field. 

Use the dropdown menu for the Waiting List field and select the applicable waiting list the dwelling unit is to be associated too.  (Based on the waiting list choice, the Bedrooms field is system-filled to reflect the bedroom count for the waiting list selected.)

If the applicable waiting list is not shown, this means someone forgot to establish the waiting list prior to adding the facility/dwelling unit(s).  If this happens, you must select one of the waiting lists, complete all required fields on all applicable tabs and then perform a Save function to save the dwelling unit record.  Next, perform a Close function and exit  the ACA-436 screen back to the Admin dropdown menu screen.  From the dropdown menu screen select Waiting List Maint. (The Waiting List Search ACA-250 screen displays).  Perform an Add function to add the waiting list to the dwelling unit(s) being added. 

After the new waiting list has been added, perform a Close function to exit the ACA-401 and ACA-250 screens back to the Admin dropdown menu choice.  Select Facility Maint >>, then the menu choice UPH.  

(The UPH Facility/Dwelling Unit Search ACA-274 screen displays).  Perform a Search function for the facility where the dwelling unit was added.  The Search Results should display the facility/dwelling unit is highlighted.

Select the menu bar choice Actions, then the dropdown menu choice Dwelling Unit(s).  (The UPH Dwelling Unit Maintenance ACA-436 screen displays information about the dwelling unit chosen from the ACA-274 screen.)  Select the dropdown for the field Waiting List and find the waiting list added.  Select this waiting list.  (The choice selected now displays in the Waiting List field.)  

The field Current Status defaults to “A” (Available).  Click on the dropdown for this field to display the other choices and select the desired choice if not using the default value.  (The alphabet code for the choice selected now appears in the field).

The field Current Use Cat defaults to the same construction code used for the facility.  Click on the dropdown to change the construction code if you do not want to use the default value.

If you select the No button on the message about adding dwelling units after adding the facility, the facility Current Use Cat value does not default to the value used for the facility.  Instead, you must use the dropdown and select the applicable choice.  (The choice selected now appears in this field).

Select the dropdown for the field Dwelling Type and select the letter code representing the type of dwelling.  (The choice selected now appears in this field).


For UPH dwelling units, in most instances the choice will be either “A” (Apartment) or “R” (Room Only).

The “Hsg Adequacy” field, defaults to the value established for the facility.  Use the dropdown to change the default value, if applicable. Enter the date that the dwelling unit is or will be available for occupancy in the field Projected Date Avail.

If a date is entered in this field, it displays on the Customer UPH Dwelling Units ACA-209 screen under the column “Projected Avail Date”, and on the UPH Dwelling Offer ACA-216 screen in the “Projected Availability Date” field.

If the dwelling unit is not available, select the dropdown for the Date Available Basis field and select the reason why the dwelling unit is not available.

If the dwelling unit is under repair or maintenance, enter the date the unit will be released in the Eng Release Date field.


The Times Rejected field is system-filled to indicate a count of how many times a dwelling unit has been rejected by customers.

Amenities Tab 

The following screen example reflects the Amenities tab of the ACA-436 UPH Dwelling Unit Maintenance screen.
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Enter the size of the dwelling unit in the field Living Area. 

(The living area is usually tied to the number of spaces and space configuration for the dwelling unit.  For example, if the dwelling unit is a “1+1” dwelling unit, multiply 2 times 118 SF and the result is the size of the dwelling unit, 236 SF.)

The bathroom information is based on family housing, not UPH.  Do not complete these fields.  (A future enhancement has been identified to record the applicable bathroom configuration choices for UPH.)

The Available Amenities/Utilities section provides a list of applicable amenities/utilities within your database that may be applicable to the UPH dwelling unit.  This list can be expanded or decreased using the Table Maintenance function entitled, “Dwelling Amenity”. 

To assign available amenities/utilities, click on each amenity/utility with the Available Amenities/Utilities section applicable to the dwelling unit.  (Each choice selected is highlighted).

This screen example shows a selection of amenities/utilities from the Available Amenities/Utilities box.  To assign these selections to the dwelling unit, click on the right arrow (>) button.  (The choices highlighted now appear under the Assigned Amenities/Utilities column).
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To remove one or more amenities/utilities assigned to the dwelling unit, click on the ones to be removed.  (The choice or choices selected are highlighted)  Verify the choices highlighted are correct and then click the left arrow (<) button.  (The choices highlighted are removed and now display within the Available Amenities/Utilities section.)
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The Handicap Feature check box is only accessible if the dwelling unit is a family housing dwelling unit (AFH).

If additional information about an amenity is allowed, you can double click on the amenity and the following screen displays.

For this same ACA-429 Amenity Detail screen, the field may have a dropdown for the choices available.  The following is a screen example.
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For this example, you can select the letter code to identify if the range/oven is electric, gas, etc.

Below is an example of what the Assigned Amenities/Utilities section on the ACA-436 UPH Dwelling Unit Maintenance screen looks like after completing the ACA-429 Amenity Detail screen for a particular amenity/utility.
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When information is displayed to the right of the amenity/utility description, it comes from using the Amenity Detail ACA-429 screen.  In the above example, the “E” after “Heating ” represents electric heating system.

After completing the Amenities tab fields as required or needed, click on the General Info tab.

General Info Tab 

The following screen example reflects the General Info tab of the ACA-436 UPH Dwelling Unit Maintenance screen.

The Acquisition Type field uses a default value of “A” (Addition).  Use the dropdown to change the acquisition type to “C” (Conversion), if applicable.

NOTE:  The Loss By and Deletion Date fields are not applicable when adding a dwelling unit.  They are only applicable when deleting a dwelling unit and will be discussed later.

The fields within the sections titled, “Maintenance”, “Cost” and “Cleaning” of the General Info tab are not required.  However, within the Cost section the Rental Cost Type field should be completed if civilians, Coast Guard, or foreign military are housed at your installation. (The basis for this is the Rental Cost Type field on the UPH Dwelling Assignment ACA-219 screen becomes a required field for these types of customers as well as the Monthly Fair Market Rent field.) 

If a rental type choice of FM (Fair Market Value) is selected, the Monthly Fair Market Rent field is applicable.  Enter the monthly maintenance cost for the dwelling unit if known and applicable within the “Monthly Maint Cost” field.

Within the Cleaning section, click on the dropdown for the Cleaning Code field and select the applicable code.  If the choice selected is “C” (Contract), be sure to record the contract number in the Contract Nbr field.  Otherwise, the contract number field is left blank.

Complete the Maintenance section, as applicable.  (For the fields with “month/year”, the format is mmm/yyyy, i.e. JAN 2000).

The Lead Based Paint and Asbestos fields are applicable if the dwelling unit has lead based paint or asbestos.  These fields require a date format of dd/mmm/yyyy. (i.e. 20 JAN 2000)

Within the section titled, “UPH Space”, enter the number of spaces within the dwelling unit (room) being added the UPH Space Qty field.  (The UPH Assigned Space Qty field is system-filled based on assignment information.)

If there are remarks that need to be recorded about the dwelling unit, enter them in the Remarks block.

REMINDER:  The Furnishings tab functions cannot be used until after the dwelling unit record has been saved.

Furnishings Tab

After the UPH dwelling unit record has been saved to your database, the functions available on the Furnishings tab are activated.  The functions that can be performed are:

· Issues (Issue Furnishings)

· Turn-Ins (Turn-in Furnishings)

· Remove from Inventory 


      Cash Collection Voucher


      Statement of Charges


      Report of Survey


      Item is Unserviceable (and not being transferred to the “unserviceable” warehouse)


      Other (The reason for removal does not fit one of the above situations)

· Transfer Into DU
· Transfer Within DU (From one occupant to another)

· Contractor Issue 
· Contractor Turn-Ins

Contractor Issues and Turn-Ins are only applicable to USAREUR sites.

Restrictions Tab 

The following is an example of the UPH Dwelling Unit Maintenance ACA-436 screen with the Restrictions tab activated.


REMINDER:  Restrictions can only be established at one level.  The different levels are:

· Dwelling Unit

· Floor

· Facility
When a particular restriction is established at the dwelling unit level, it cannot be established at the floor or facility level.  If a particular restriction needs to be established at the floor level, then it cannot be established at the dwelling unit or facility level.  If a restriction needs to be established at the facility level, then it cannot be established at the floor or dwelling unit level.

The restriction types that can be established are:

· Unit

· Gender 
· Pay Grade (Classification)
· Smoking Preference
There is another choice of “Lodging Type” shown, but is not applicable. Do not select this choice. (A future enhancement will remove this restriction type from the application software).

You can create up to five restriction types per dwelling.

To establish a restriction at the dwelling unit level, click on the dropdown for the field Restriction Type.  (The restriction type choices display)

Select the applicable restriction type.  (The choice selected now appears in the Restriction Type field, the Restriction Code field becomes a required field, and the current date is recorded in the Effective Date field.)

Click on the Restriction Code dropdown.  (The choices that can be selected display)

Select the applicable choice.  (The choice selected now appears in the Restriction Code field)

If you want to allow the restriction to be overridden, click on the Allow Override checkbox.  (If the restriction is not to be overridden, do not click on the checkbox.)  (The override feature is not applicable for a gender restriction.)

To make the restriction temporary and not permanent, enter a date in the Release Date field.  (If a date in entered, the restriction is automatically removed when the system reaches this date.)

If you want to add another restriction at this time, click on the next blank Restriction Type field dropdown and follow the steps outlined above to create another restriction.  


The Status History and Inspection tabs are not applicable when adding a dwelling unit.

If applicable, select the Lease tab.  If not, skip this step and perform a Save function to add the UPH dwelling unit to your database. 

If the Lease tab is selected, the Lease tab activates. 

 (REMINDER:   Lease information cannot be entered on the UPH Dwelling Unit Maintenance ACA-436 screen if it has already been entered on the UPH Facility Maintenance ACA-435 screen.  (In this situation, the tab is de-activated or “grayed out”.)

Status History Tab

When you click on the Status History tab after adding a new dwelling unit, the effective date and remarks from the ACA-428 Status History screen appear on this tab.


This is an example of the Status History tab on the ACA-436 UPH Dwelling Unit Maintenance screen after adding a new UPH dwelling unit to your database.

The purpose of the Status History tab is to track changes to the status of a dwelling unit.  This is from the time it is added to your database to the time it is deleted.  This includes a complete history of all assignments and terminations as well as dwelling unit status changes.  For example, the Status History will show when a dwelling unit went into maintenance and the number of days it was in maintenance until the next status history recorded entry.

Once the dwelling unit record has been saved, the following functions can be performed:

· Activate the Furnishings tab to issue furnishings to the dwelling unit

· Perform an Add function to add another dwelling unit

· Perform a Close function to exit the ACA-436 screen

Inspections Tab

Click on the Inspections tab to activate it.

The information on this tab is “read only”.  The information comes from the ACA-283 UPH Inspection Maintenance screen.

This is the ACA-436 UPH Dwelling Unit Maintenance screen with the Inspections tab activated.

The purpose of the Inspection tab is to provide a history of inspections conducted for the dwelling unit displayed.  It shows the type of inspection, date the inspection was scheduled, the ‘Id’ of the inspector who conducted the inspection, the customer’s name, and remarks, if entered.


This is an example of the Inspections tab on the ACA-436 UPH Dwelling Unit Maintenance screen with inspections recorded.

Lease Tab

The following is an example of the UPH Dwelling Unit Maintenance ACA-436 screen with the Lease tab activated. 
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The Lease tab works the same as the Lease tab on the UPH Facility Maintenance ACA-435 screen.

Lesson 5.5 Saving the Dwelling Unit Record 

After all applicable tabs on the UPH Dwelling Unit Maintenance ACA-436 screen have been completed, verify the data on the applicable tabs.  If correct, perform a Save function using one of the following methods:

· Click on the Save button

· Press and hold down the Alt key and then press the “S” key

· Select the menu bar choice File, then the dropdown menu choice Save
This is an example of the ACA-428 Status History screen that appears when a Save function is performed to add the dwelling unit to your database.
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Lesson 5.6 Performing a Furnishings Issue Function 

REMINDER:  The Furnishings functions are not activated until after the dwelling unit record has been saved to your database.

To issue furnishings, click on the Furnishings tab.   
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This is an example of the UPH Dwelling Unit Maintenance ACA-436 screen with the Furnishings tab activated

REMINDER:  If the dwelling unit record has not been saved, the furnishings button choices are de-activated or “grayed out”.

An issue function is performed using one of the following methods:

· Click on the Issues button

· Select the menu bar choice Actions, then the dropdown menu choice Issues
Either of these methods results in the Select Action message box displaying.
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Select the OK button to perform the Issue function or select the Cancel button to abort the Issue function. Selecting the OK button displays the New Request for Issue ACA-604 screen.
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This is an example of the New Request for Issue ACA-604 screen.

Click on the dropdown for the field Losing Listing Id to display the listing choices.

Select the applicable listing from the dropdown choices.


If you do not want to issue from one warehouse location, select the dropdown choice “(All Listings)” to display furnishings available within all UPH warehouse listings.
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This is an example of the New Request for Issue ACA-604 screen when the choice “(All Listings)” is chosen.

Identify an item to be issued to the dwelling unit.  Within the field, “Qty Requested”, enter the number representing the quantity to be issued, making sure the number entered does not exceed the “Available Qty” figure for the item in question.

Repeat this procedure for all items being issued.  Upon completion, perform a Save function.  (The system assigns the transaction number in the field Transaction Number and Print Report message box displays
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Select the Yes button to print the issue request document.  (The document screen displays)

Select the printer icon and follow the screen prompts to complete the Print function.  After the document prints, perform a Close function to exit the document screen.

Lesson 5.7  Finalizing a Furnishings Issue Request

To finalize an issue request using the New Request for Issue ACA-604 screen, select the menu bar choice Actions, then the dropdown menu choice Finalize.  (The Finalize Issue ACA-605 screen displays)
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This is an example of the Finalize Issue ACA-605 screen.

If all items requested were received, select the Save button

Lesson 5.8 Updating UPH Facility Information 

The General Info tab is activated when the ACA-435 UPH Facility Maintenance screen is accessed for an existing facility.  If a field has dropdown choices, click on the dropdown arrow to display the choices and then click the choice desired.  If a field has no value and you now want to record information, simply type the information in the applicable field.  If there is information already in the field that needs to be changed, simply edit the field.

If changes need to be made to the Details tab, click on this tab.  (The Details tab is now activated)  Follow the same procedures outlined for the General Info tab if you need to make changes.

If lease information is applicable and needs to be updated, click on the Lease tab.  (The Lease tab is now activated).

Click on the UPH Floor tab if you need to add or delete restrictions at the facility or floor level.

REMINDER:  Restrictions can be established at only one level.  If you have restrictions at the dwelling unit level, then restrictions cannot be established at the facility or floor level.  If restrictions are established at the floor level, then restrictions cannot be done at the facility or dwelling unit level.  If restrictions are established at the facility level, then restrictions cannot be done at the floor or dwelling unit level.

Lesson 5.9 Deleting a UPH Facility 

REMINDER:  This function flags for delete all dwelling units associated with the facility being deleted and cannot be performed if:

· Any dwelling unit associated with the facility being deleted is occupied.

· Furnishings are assigned to any dwelling unit associated with the facility being deleted

· There are outstanding or accepted offers for the any dwelling unit associated with the facility being deleted.

· The dwelling status of any dwelling unit associated with the facility being deleted is not inactive/archived (dwelling status code “T”) or diverted (dwelling status code “D”). 

To delete the UPH facility, perform a Delete function using the Delete button.   (The Verify Delete message box displays).

Select the Yes button to proceed or the No button to abort deleting the facility.

If no conflicts are found (as defined above), the Facility Deletion Loss By ACA-426 screen displays.

Click on the dropdown for the field Loss Type to display the choices and then select the applicable choice.  (The applicable code for the loss type selected appears in the Loss Type field.)

Select the OK button to proceed or Cancel button to abort the deletion.

Selecting the OK button results in the Facility Id and Street Nbr/Name fields changing to red to indicate the facility has been flagged for deletion.  Also, the dropdown menu choice of Undelete under the menu bar choice Actions is now activated.  

Lesson 5.10 Undelete a UPH Facility

Using the ACA-435 UPH Facility Maintenance screen to Undelete a previous deleted facility, select the menu bar choice Actions, then the dropdown menu choice Undelete.  (The Undelete Facility message box displays.)

NOTE:  This menu choice is de-activated or “grayed out” if the facility has not been flagged for deletion.

Select the Yes button to undelete the facility or the No button to abort the undelete function.

Selecting the Yes button results in the following message box displaying if there were one or more dwelling units associated to the facility being undeleted.

Select the Yes button to undelete all associated dwellings units or the No button to not undelete the dwelling units.

Selecting the Yes button causes the Facility Id and Street Nbr/Name fields to now appear in black.  If you access the ACA-436 UPH Dwelling Units Maintenance screen, the dwelling units undeleted now have a dwelling status of “A” (Available).

The next time the facility displays as a result of performing a Search function using the ACA-274 UPH Facility/Dwelling Unit Search screen, the date the facility was flagged for deletion no longer appears under the column Flagged Deletion.

Lesson 5.11 Accessing ACA-436 UPH Dwelling Unit Maintenance Screen 

To display UPH dwelling units associated with the UPH facility displayed on the ACA-435 screen, use one of the following methods:

· Click on the “Dwelling Unit(s)” button, located on the lower right side of screen.

· Select the menu bar choice Actions, then the dropdown menu choice Dwelling Unit(s)
Either of these methods results in the ACA-436 UPH Dwelling Maintenance screen displaying.
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The example on the previous page displays when you click on the Quarters Id field dropdown, and other dwelling units associated with the facility also display.  The record highlighted is the one currently displayed.  To display information about any other dwelling unit, click on the desired dwelling unit. (The dwelling unit information on the screen changes to now display information about the dwelling unit chosen.)

An alternative method to display dwelling units associated to a facility is to click on the right arrow (>) button to the right of the address.  Each time you click on this arrow when activated, the next dwelling unit record associated to the facility displays.  Once you move   forward, the left arrow (<) button activates so you can scroll back through the dwelling unit records.

The following functions can be performed from the UPH Dwelling Unit Maintenance ACA-436 screen:

· View dwelling unit information

· Update/change dwelling unit information, as applicable

· Perform Furnishings functions  


           Issues  


           Turn-Ins  


           Remove from Inventory  


           Transfer Into DU (Dwelling Unit)


           Transfer Within DU (Dwelling Unit)  


           Contractor Issue (Applicable to USAREUR installations only)  


           Contractor Turn-In (Applicable to USAREUR installations only)  

· Perform a Freeze function  

· Perform an Unfreeze function (If dwelling unit has been “frozen”) 

· Perform a Delete function 


A Delete function can only be performed under certain circumstances and is de-activated until such time the function is allowed.

· Perform an Undelete function 


The Undelete function is de-activated or “grayed out” until such time that a dwelling unit has been flagged for deletion.

· Perform a Close function to exit the screen

·       Perform a Print function

                  Print a Dwelling Detail 


                  Print a Dwelling Furnishings List      


                        Print a Furnishings List for Signature     

Lesson 5.12 Updating UPH Dwelling Unit Information 

Access the ACA-274 UPH Facility/Dwelling Unit Search screen and perform a Search function for the facility where the dwelling unit information needs to be changed.

Once the facility/dwelling units are displayed, highlight the desired dwelling unit and then select the menu bar choice Actions, then the dropdown menu choice Dwelling Unit(s).

(The ACA-436 UPH Dwelling Unit Maintenance screen displays the dwelling unit highlighted on the ACA-274 UPH Facility/Dwelling Unit Search screen.)


When the UPH Dwelling Unit Maintenance ACA-436 screen is accessed, the Amenities tab is always the active tab.

Changes are made by selecting the dropdown for fields with dropdown arrows and then selecting the applicable dropdown choice.  For all other fields, edit the fields as applicable.

Click on any other tab which needs to be updated and update the information before performing a Save function.  Once information has been updated on the applicable tabs, perform a Save function.

If you need to update information for another UPH dwelling unit, click on the dropdown in  the Quarters Id field and select the applicable dwelling unit.  Another option for selecting a UPH dwelling unit is to click on the applicable left or right arrow buttons.

Lesson 5.13 UPH Floor Tab on the Facilities Maintenance screen

After the UPH dwellings units have been added, you have the option to add restrictions either at the facility level or floor level.  Perform a Close function to exit the ACA-436 UPH Dwelling Unit Maintenance screen.  (The ACA-435 UPH Facility Maintenance screen displays).

REMINDER:  If restrictions are established at the dwelling unit level, then you cannot establish the same restrictions at the facility or floor level.

To activate the UPH Floor tab, click on the tab.


This is an example of the ACA-435 UPH Facility Maintenance screen with the UPH Floor tab activated.

If the restriction is being established for the entire facility, click on the restriction type dropdown to display the restriction choices.  If the restriction is being established at the floor level, click on the Floor Nbr field dropdown to display the floor choices.  From the floor choices displayed, select the floor you want to establish restrictions for.  (The floor number selected now displays in the Floor Nbr field.)

Select the applicable restriction type.

The restriction type entitled “Lodging type” is not a valid choice.  Do not select this choice.  (This choice will be removed in a future change package.)

If the restriction type has been established at the dwelling unit level, you will not be able to  establish the same restriction type at the facility or floor level.

The following message box displays if you select a restriction type that has already been established at the dwelling unit level.


Click on the Restriction Code dropdown to display the choices available.  From the choices displayed, select the applicable restriction code.

If the restriction can be overridden, click on the checkbox entitled, “Allow Override”.

REMINDER:  Do not use the “Allow Override” function if the restriction type is “Gender”.

If the restriction is not permanent, complete the Release Date field with the date you want the restriction removed.

If establishing more than one restriction, click on the next blank Restriction Type dropdown and select the applicable restriction type.  Repeat the procedures outlined above to add another restriction type.

After all restriction types have been added, perform a Save function.

If restrictions need to be established for other floors when establishing restrictions at the floor level, click on the dropdown for Floor Nbr and select the next floor.  Repeat the procedures outlined above to add one or more restriction types.  Repeat these procedures until all floors have been completed, as applicable. When restrictions are established at the facility or floor level, they appear as “grayed out” on the UPH Dwelling Unit                      Maintenance screen.  

Lesson 5.14 Removing a UPH Restriction

The removal of a restriction works the same for the UPH Floor tab on the ACA-435 UPH Facility Maintenance screen as well as the Restrictions tab on the ACA-436 UPH Dwelling Unit Maintenance screen.

Go back to the ACA-436 UPH Dwelling Unit Maintenance screen. To remove a restriction, click on the restriction to be removed.

In the below example, the restriction type being removed is “Smoking preference”.


When you click on the restriction type, the dropdown choices display.  Just above the restriction type “Unit”, there is an area with nothing listed.  This is called a “blank line”.  Click in this area.  (The restriction type is removed)

Perform a Save function.  (The restriction is no longer applicable).

Lesson 5.15 Changing the Dwelling Status for a UPH Dwelling Unit

REMINDER:  If the dwelling unit is occupied, the dwelling status cannot be changed. Click on the dropdown for the Dwelling Status field to display the selection choices.


You cannot select the dwelling status “O” (Occupied).  This status is system filled when the dwelling unit is assigned.

Select the applicable new dwelling status from the choices displayed and then perform a Save function.  (The Status History ACA-428 screen displays).

The dwelling status selected appears in the New Dwelling Status field.

Enter the effective date of the new status in the Effective Status Date field.

The default value for the “Status Remarks” block is “Manually Entered”.  Edit this text to better define the reason for the status change.  In the example above, the remarks text would be edited to read “In Maintenance” or “Maintenance”.

REMINDER:  The text entered in the “remarks block” of the ACA-428 screen appears in the Remarks column on the Status History tab.  Because the amount of data that can be displayed on the Status History tab is limited, keep this in mind when editing the text “Manually Entered” within the Remarks block of the Status History ACA-428 screen.

Before a dwelling unit can be deleted, the dwelling status must be change to either “T” (Inactive/archived) or “D” (Diverted).  This is the only way the Delete function will activate.

Lesson 5.16 Updating the UPH Dwelling Unit Status History 

You cannot edit existing status history information.  You can only add a new status history.

Click on the tab entitled, “Status History”.  (The Status History tab is now activated).


Using the above example, the dwelling unit was placed in a maintenance status but was never recorded on the system.  To now do this, click on the first available blank line.  (If you have a lot of information already on the dwelling unit, you will have to use the down arrow or scroll bar to move down to the first available blank line.)

Clicking on the blank line results in a dropdown arrow appearing.  

· Click on the choice “M” (In maintenance).   (The “M” now appears under the Status column).

· Use your mouse and move to the next  “Effective Date” field and enter the date dd/mmm/yyyy.

· Use your mouse and move to the Remarks column and type “In Maintenance”.

· If the information entered is correct, perform a Save function.



This example shows the dwelling status is added to the Status History tab based on the Effective Date entered.  The number of days under the column # Days is system computed.

Perform a Close function to exit the ACA-436 screen.


Never use this function to change the current status. To change the current status, use the “Current Status” dropdown field.

Lesson 5.17 Removing a UPH Dwelling Unit Restriction 
Click on the Restrictions tab to activate this tab.
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To remove a Restriction on the UPH Dwelling Unit Maintenance ACA-436 screen, click the Restrictions tab.

In the above example, the restriction type being removed is “Smoking preference”.

When you click on the restriction type, the dropdown choices display.  Just above the restriction type “Unit”, there is an area with nothing listed.  This is called a “blank line”.  Click in this area.  (The restriction type is removed).

Perform a Save function.  (The restriction is no longer applicable).

Lesson 5.18 Deleting a UPH Dwelling Unit 


The Delete function is deactivated (“grayed out”) until such time the dwelling status of the dwelling unit is either “T” (Inactive/Archived) or “D” (Diverted).  

A dwelling unit cannot be deleted if:

· It is occupied

· Furnishings are assigned

· There is an offer for the dwelling unit (Outstanding or Accepted)

To delete a dwelling unit using the ACA-436 UPH Dwelling Unit Maintenance screen, verify you have the correct dwelling unit displayed.

Click on the dropdown for the Dwelling Status field and change it to either “T” (Inactive/Archived) or “D” (Diverted).

REMINDER:  If the dwelling status is “O” (Occupied), you cannot change the status.  You must terminate the assigned customer before the status can be changed.

If the dwelling unit has been offered to a customer, the following message box displays.

(Select the OK button to proceed).

If this message box appears, you must find the customer who has an offer for this dwelling unit and reject the offer and then offer another dwelling unit.  Once there is no outstanding or accepted offer, you can change the dwelling status in order to delete the UPH dwelling unit (room).

Once the dwelling status has been changed to either “T” or “D”, perform a Save function and the ACA-428 Status History screen displays. 


The applicable dwelling status (either “T” or “D”) appears in the New Dwelling Status field.

Enter the date the new dwelling status is effective in the Effective Status Date field.

The text, “Manually Entered”, within the Status Remarks block is the default remarks.  Perform an edit function to change the default remarks.  (Since the dwelling unit is being deleted, you may want to edit the remarks and enter, “Flagged for Delete”.)


These remarks appear under the column Remarks on the Status History tab.  (Because the field size is limited, keep this in mind if you edit the “Manually Entered” default remarks.)

Select the OK button once the ACA-428 screen has been completed.

The Delete function is now activated.  To perform this function, select the Delete button.

If you failed to remove furnishings from the dwelling unit before performing the Delete function, the following message box displays.

(Select the OK button to continue).

If this message appears, you must activate the Furnishings tab and perform a furnishings Turn-In function, as applicable.

If no conflicts with deleting the dwelling unit are found, the following message box displays.

Select the Yes button to continue with the Delete function or select the No button to abort the Delete function. Selecting the Yes button results in the Dwelling Unit Deletion Loss By ACA-426 screen displaying.

This is an example of the Dwelling Unit Deletion Loss By ACA-426 screen.

Click the dropdown arrow to display the loss type choices and select the applicable choice.  (The single letter code representing the loss type appears in the Loss Type field.)

Select the OK button to continue.  (An “X” appears behind the quarters Id to signify the dwelling unit has now been flagged for deletion.  Also, the loss type code chosen appears on the General Info tab in the field Loss By and the Deletion Date field is system filled.)

If there are other dwelling units to be deleted, repeat the procedures outlined to flag each dwelling unit for deletion.

The dwelling unit is not deleted from the system until ten years from the date the dwelling unit was flagged for deletion.  The next time the facility/dwelling unit is listed on the UPH Facility/Dwelling Unit Search ACA-274 screen, the date the dwelling unit was flagged for deletion appears under the column Flagged Deletion. 

If the record is highlighted, the following fields on the ACA-274 screen appear in red if the facility/dwelling unit has been flagged for deletion:

· Dwelling Status

· Waiting List

· Facility Id

(See the next page for an example of the ACA-274 screen with a UPH dwelling unit flagged for deletion).
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Lesson 5.19 Undelete A UPH Dwelling Unit 


This function is deactivated (“grayed out”) and cannot be performed if the dwelling unit has not been flagged for deletion.

The Undelete function is like having an eraser on the system if a user deletes the wrong dwelling unit.  Verify the dwelling unit has been flagged for deletion.  Next, select the menu bar choice Actions, then the dropdown menu choice Undelete.  (The Undelete Dwelling Unit message box displays)

Select the Yes button to continue with the Undelete function or the No button to abort the Undelete function.

Selecting the Yes button results in the screen follow.


Click on the dropdown arrow to display the dwelling status choices.  From the choices displayed, select the one representing the status of the dwelling unit being undeleted. (The letter code representing the status chosen appears in the field.)

Select the OK button if the status displayed is correct. 

The Status History ACA-428 screen displays

The New Dwelling Status field displays the status chosen for the dwelling unit being undeleted.

Enter the effective date of the status in the Effective Status Date field.

The Status Remarks block uses a default value of “Manually Entered”.  Edit the remarks, as applicable.  (Using the example of performing an Undelete function, type “Undeleted Dwelling Unit”)

Select the OK button to proceed.  (The ACA-428 screen goes away.  The “X” behind the quarters ’Id’ is removed and the Loss By and Deletion Date fields on the General Info tab no longer have information in these fields.)

The next time the facility/dwelling unit is displayed within the Search Results on the UPH Facility/Dwelling Unit Search ACA-274 screen, no date appears under the column Flagged Deletion after the dwelling unit has been undeleted. 

Lesson 5.20 Freeze Function in UPH 

The Freeze function is used to freeze the dwelling unit so the customer cannot be terminated.

In most instances, this function would be used if there were furnishings discrepancies that needed to be resolved before the customer can be terminated.

To perform a Freeze function, select the menu bar choice Actions, then the dropdown menu choice Freeze.  (The Freeze Listing screen displays).

The Date Frozen field uses the current date as the date the dwelling unit was frozen.  If this is not the applicable date, edit the field to reflect the appropriate date.

In the Remarks block, type the reason why the dwelling unit is being frozen.

Once the proper date is recorded and Remarks entered, select the OK button to continue. (The Freeze Listing screen goes away and the text “FROZEN BY” followed by the user ‘Id’ of the user who performed the “Freeze” function appears in blue just above the Facility Id field).

This is a screen example when a UPH dwelling unit has been “frozen”.

The following message box displays if you try to terminate a customer and the dwelling unit has been frozen.

(Select the OK button to continue).

If this message appears when terminating a customer, the customer cannot be terminated until the “freeze” against the dwelling unit has been removed.

The only way to see the basis for the dwelling unit being “frozen” is to go through the Admin function, select Facility Maint, then the dropdown choice UPH.  You must then perform a search function for the frozen facility/dwelling unit.  Once the facility/dwelling unit is displayed and highlighted, select the menu bar choice Actions, then the dropdown 


                  menu choice Dwelling Unit(s).  (The UPH Dwelling Unit Maintenance ACA-436 screen 

                  displays). Select the menu bar choice Actions, then the dropdown menu choice Freeze in 

                  order to see the reason why the dwelling unit was “frozen”.

Lesson 5.21 The Un-Freeze Function in UPH 

Verify the dwelling unit is “frozen” before performing an Unfreeze function.

From the ACA-436 UPH Dwelling Unit Maintenance screen, select the menu bar choice Actions, then the dropdown menu choice Unfreeze. (The text “ACA-436 FROZEN BY” is removed from the screen and the dwelling unit is no longer “frozen”.)

The customer can now be terminated from the dwelling unit.

Chapter 6 Create a New UPH Customer Application

Overview

This chapter will detail how to use HOMES to process a housing application for a UPH customer.  

	      [image: image57.wmf]
	By the end of this chapter, you will be able to:

Create a New UPH Customer Application


Lesson 6.1 Customer Application Screen

When a new customer comes to your installation and wants housing (On or Off-Post), you must complete an application for the customer.  Completing this application correctly can greatly affect the efficiency of operations in your housing office as well as wait time for your customers.  To access the Customer Housing Application menu, select from the Main HOMES Screen  Customer, Customer Search and click the Add button. The application looks like the one below, and is divided into 3 sections:  

· Customer Information  (this section is always visible)

· Application Tabs (these change when you click on a different tab)

· Control Buttons

Customer Information:

Use this section to enter personal information about the Customer applying for UPH. The following fields have default values:

· Housing Status = O (Open-new applicant)

· Branch = AR (Army) The default value for “Branch” is based on the value established on the Screen Defaults ACA-451 screen 

· Accompanied =Y (Yes) (Must change to N for UPH Customer to activate Type of Housing to U for unaccompanied personnel) 

· Type of Housing =F (Family Housing) (must change to “U” for a UPH customer)

If you need to make any changes to the above fields select the appropriate choices from the drop down menu. If your customer is a Service Member married to Service Member, (Marital Status ‘SM’) the person listed in the Customer Information area is known as the “Primary Customer”.  

Application Tabs:

These tabs allow you to enter more detailed information regarding the customer.

· General Tab - Contains general information about the customer
· Application Details Tab - Contains information about the application
· Family Tab – Contains information pertaining to family members
· Remarks Tab – Allows various remarks pertaining to the application to be created

· Furnishings Tab - Contains information pertaining to furnishings (The Furnishings tab is only applicable after the customer has been assigned to housing)

Control Buttons:

These buttons will “activate” and allow you to perform the listed functions below to the customer application.  

Add - If you have to enter several applications at once, you can use this feature.  Once you have saved an application, you can select the add button and a new, blank application screen appears.  You do not have to return to the Customer Search screen and click the Add button.

Delete - Use this button to ‘flag’ for delete an application record of a customer who was never assigned to housing.              


The Delete button is de-activated (“grayed out”) when a customer is assigned housing.

Save - Use this button to save the information entered.  If you try to Save but  have not completed each of the “Required Fields”, HOMES will not let you Save the application until you have entered data into all of the required fields.

Cancel - This button is used to exit the application screen without saving any information entered.

Close - This button closes you out of an application and returns you to the Customer Search screen.   

Previous - This button  returns you to the Customer Search results screen.

Next - This button  takes you to the waiting list screen and displays any waiting list the customer is eligible for.  

Lesson 6.2 General Tab

This tab contains general information about the customer.  The General tab is always active when the application is first opened and the following fields have default values:

· Application Date/Time - Current System Date/Time

· UIC (Unit Identification Code)/Unit Name - Customers’ UIC/Unit Name. (The default value for “UIC/Unit Name” is based on the values established on the Screen Defaults screen. 

· Gender  - The default value is Male 
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General Tab – Fields

The following table identifies the various fields and their function within the General Tab.  Please   refer to the ACA-201 Customer Application screen shown on the previous page.

	Field
	Definition / Options

	Application Date and Time
	Current System Date and Time. (System Generated)

	BPED (Basic Pay Entrance Date)
	Identifies the date a military customer entered the military   

	Rank Date
	Represents the date the customer attained their current rank

	Gender
	Identifies gender of the customer- Male/Female (HOMES defaults to Male when application is created.) Caution!!! This field will revert back to Male if the Rank Date is updated!

	Medical Exception 
	Identifies a customer with a medical exception that could affect housing assignment (ex: Can’t access stairs)

	Exceptional Member
	Identifies a customer with a family member with special need (Usually this is noted on the customer’s orders).

	Handicap Requirement 
	Check this box if anyone in the customer’s family has a special handicap requirement.  (This results in the display of Handicap designated dwellings if applicable when searching for eligible housing.)  

	Smoking Preference
	Identifies a customer’s smoking preference. (Only activated for UPH Customer).

	UIC / Unit Name (Unit Identification Code)
	Identifies the Military Unit Code number and name to which a customer is assigned. Caution:  Field displays the UIC/Unit Name default value established in the “System Default Screen”. 

	Duty Phone/Duty Station
	Identifies the customer’s work phone number and location.

	Position
	Identifies the duty position of unaccompanied customer to be assigned or assigned to a diverted family housing unit.

	Current Address
	Identifies the current address for the customer.  (Fields are automatically system filled once the customer is assigned to housing).


Lesson 6.3 Application Details Tab

This tab contains information and details relevant to the customer.  The following fields have default values when the Application Details Tab is activated:

· Eligibility Status - E (Eligible Military) 

· Assignment Priority - 2 (Permanent Party personnel assigned/attached to installation including PCS students receiving BAH at ’without dependent’ rate/unaccompanied civilian, OCONUS/family restricted tour personnel/unaccompanied personnel serving ‘all others tour’(excluding Hawaii and Alaska) {IAW AR 210-50, Table 3-4} 
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VOL/INV Separation becomes a required field under the following conditions:

	Marital Status
	Accompanied
	Type of Housing
	BAH Type

	M
	L
	U
	WI*

	M
	N
	U
	WI*

	SM
	L
	U
	WI/WO

	SM
	N
	U
	WI/WO

	B
	L
	U
	WI*

	B
	N
	U
	WI*


The BAH Type must be WO if the customer is a bachelor or is married to another service  member and no other dependents.  The BAH Type must be WI* if the customer is married or is a bachelor with dependents.  Failure to reflect the correct BAH type impacts the wording on the certificate of non-availability as to whether the customer receives their housing allowance at the “with dependent” or “without dependent” rate.

Application Details Tab – Fields

The following table identifies the various fields and their function within the Application Details Tab.  Please refer to the ACA-201 Customer Housing Application screen shown on the previous pages.

	Field
	Definition / Options

	Arrival Date
	Date the customer arrived at the Housing Office. (For advance applicant this date should reflect the date customer expects to arrive at the installation).

	Family Arrival Date
	Date the family members are expected to arrive at the installation.

	VOL/INVOL Separation
	Indicates whether customer is voluntarily or involuntarily separated.  Field  “activates” when a customer is married and is “not accompanied” (N) or will be “accompanied later” (L) when the type of housing is “U”. 

	Service Expiration Date
	Date Service member is scheduled to leave the service.

	Last Station Dep. Date
	The date the customer left their last duty station/installation.

	Family Travel Type
	Identifies type of travel requested by the customer and family.

	CONUS Departure Date
	Date the customer left the Continental United States (This field is only used in installations outside the Continental Unites States (OCONUS)).

	Proj. Termination Date
	Date the customer is projected to vacate their assigned  dwelling unit.

	Date Housing Desired
	Date customer would like to move into housing.

	Eligibility Date
	Date the customer is eligible for housing based on Army Regulation AR 210-50.  This field uses the same date as entered for the Last Station Dep. Date field when the application is initially completed but can be manually updated.  NOTE: If Last Station Dep. Date is subsequently changed, then the eligibility date must be manually updated.

	Eligibility Status
	A number (1-6) establishing the customer’s priority for assignment to housing with “1” being the highest priority. Default value is “2”. The descriptions are different for a UPH customer. Click the field description to change or view the assignment priority description.

	Field
	Definition / Options

	BAH Type (Basic Allowance for Housing)
	A dollar amount based on the customers pay-grade and with or without dependents status to supplement the cost of off-post housing. 

	OHA Type (Overseas Housing Allowance)
	Indicates the rate at which the customer is receiving OHA.

	Rent/Purchase/Both
	Indicates whether the customer is interested in Renting or Purchasing Off Post housing.

	Anticipated Dep. Date 
	The date that the customer anticipates leaving their current duty station.

	Authorized Bedrooms
	Number of bedrooms the customer is authorized based on Rank and number of family members.

	Adjusted Bedrooms
	Manual adjustment of the number of authorized bedroom figure. The HOMES application is programmed to provide one bedroom per each dependent other than the spouse .

	Desired Off Post Bedroom
	The number of bedrooms the customer desires if looking for Off Post housing. 

	Area Coordinator
	Indicates the customer is an Area Coordinator of the housing area where they live.  

	Senior Occupant
	Indicates the customer is the highest ranking service member living in the housing area when assigned. 

	Promotable
	Indicates that the customer is promotable.

An “X” in this box results in HOMES showing  the waiting list the customer is eligible for with their new rank – Customer must have official promotion order.

	Command Sponsored
	Indicates that the customer is serving an accompanied tour overseas. 

	Last Tour Restricted
	Indicates that the last tour the customer completed was restricted and not allowed to bring dependents along on the tour

	Exception to Policy
	Indicates that an Exception to Policy has been requested and approved

Note: Currently HOMES places the customer incorrectly as the last position in the Freeze Zone. HOMES should place the customer as the next person below the last freeze zone position


Lesson 6.4 Customer Application - Family Tab

This tab contains information pertaining to military members, spouse authorization and adjusted bedroom count.  


The Military Spouse section is required only when the customer is a Service Member married to another Service Member (marital status code is recorded as SM on the application). 

For all other cases, the spouse information is recorded in the Family Information section of the Family Tab.  

When the military spouse section is completed, do not record the spouse information again in the Family Information section. The family information section is not applicable to a UPH customer. 
Lesson 6.5 Customer Application  - Remarks Tab

This tab allows various remarks pertaining to the application to be created. Remarks can be entered for 6 categories including: Application, Assignment, Eligibility, Off Post, Termination, and Handicap Info, as shown in the Remark Type box. 



This is the ACA-201 Customer Housing Application screen with the Remarks Tab activated.

To Add Remarks to Remark Tab:

· Click on the applicable Remark Type 

· Click inside the Remarks box and record any applicable remarks 

· Select the Save button

Any remarks entered appear on the second page of the printed application.  If the Remarks Type selected is Termination, any remarks entered also appear in the Termination Remarks block on the applicable termination screen.


If the customer is a bachelor with no dependents and being assigned to AFH, not UPH, the following message appears after the application record is saved.


Lesson 6.6 Customer Application  - Furnishings Tab

This tab contains information pertaining to furnishings. The Furnishings tab is not applicable until the customer has been assigned to a dwelling unit. Otherwise, the buttons are de-activated (“grayed out”) and cannot be accessed to perform a furnishings function.  
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This is the ACA-201 Customer Housing Application screen with the Furnishings tab activated.

The button Transfer Within DU is only activated for UPH.  It is used to transfer one or more furnishings items from one customer within a UPH dwelling unit to another UPH customer within the same dwelling unit.  The buttons Contractor Issue and Contractor Turn-In are only applicable within USAREUR.  They are used to issue or turn in         furnishings associated with a contractor.

The following functions can be performed from the Furnishings tab:

· Issue furnishings to the customer

· Turn in furnishings issued 

· Remove furnishings from the customer’s furnishings list as well as the master list at the same time

· Transfer furnishings assigned to one UPH customer within a UPH dwelling unit to another UPH customer assigned to the same UPH dwelling unit

· Issue equipment from a contractor to the housing customer 

· Turn in contractor issued equipment from a housing customer back to the contractor

If the customer is assigned to Off Post housing, the following message appears when the Furnishings tab is selected.
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Chapter 6 Summary

A Customer Housing Application must be completed whenever a customer comes to your office to request housing On or Off-Post.  

The Steps are as follows:

1-Access the HOMES Main Screen

2-Select Customer >>Customer Search
3-Click on the Add button

4-Complete the Customer Information portion of the application

5-Complete the General tab

6-Complete the Application Details tab
7-Complete the Family tab (if applicable)

8-Complete the Remarks tab (if applicable)

9-Save the application

10-Print the application (if applicable)

11-Close the application

Chapter 7 View, Modify, or Print a UPH Customer Application

Overview
This lesson will detail how to use HOMES to process an application.  

	      [image: image62.wmf]
	By the end of this lesson, you will be able to:

· Search for a customer in the HOMES database

· View a Customer Application

· Modify a Customer Application

· Delete and Undelete a Customer Application

· Print a Customer Application


Lesson 7.1 Searching for a UPH Customer in the HOMES Database

There are 3 main occasions when you would perform a search function:

When you want to find out if a customer has an existing housing application in your database so you can determine if you need to create a new customer housing record.  

When you need to view or modify information on a customer’s application.

When you need to perform a function to the customer’s application – example: assign or terminate the customer from housing.

To access the Customer Search screen, click on the following buttons: Customer, Customer Search 
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The Customer Search screen is divided into 3 sections:

36. Search Criteria

37. Search Results

38. Control Buttons 


The picture below describes the use and purpose of the Control Buttons

Search Criteria

After the Customer Search screen opens, some information must be entered into the Search Criteria portion of the screen.  You can search by entering criteria into one field or a combination of fields.  Some fields require you to type information while others have dropdown arrows.


When you click on the dropdown arrow on the right hand side of the field, a list appears and you must then select from the choices shown.

Customer Search – Results

After the search criteria has been entered into the appropriate fields and the “Search” button is selected, the Search Results appear in the white portion of the screen as shown below.  The screen below is an example of a Search being performed for a specific customer.  (SSN was used to find the customer).  The “Search Results” displays only this customer’s record on the Search Results screen.


The screen shot below is an example of a Search using the last name “Smith”.  The  Search Results screen displays multiple customer records which all have the last name of Smith.


Chapter 7 Summary
The steps to searching for a customer are:

39. Access the HOMES Main Screen

40. Select Customer, Customer Search

41. Enter criteria into Search Criteria section

42. Click on Search Button

43. Entered search criteria displays in the Search Results area 

44. View the search result for the customers record highlighted 

45. Click Clear to start a new search

OR to view ALL Customers in the HOMES database 

1, 2.  Same as above

46. Click on Show All button

47. All customers in your database display in the Search Results area

48. View the search result for the customer record highlighted

49. Select Clear to start a new search 

Lesson 7.2 View & Modify a Customer Application

After you have completed a search and the desired customer’s record is highlighted in the ‘Search Results’ section of the Search screen, there are 3 different ways to view the Customer’s Housing Application: 

1- Click the View button

2- Double click on the record highlighted

3- Select the menu bar choice Actions, then the dropdown menu choice Application
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Once the desired customer’s record is highlighted, various functions can be performed to the Customer’s Application without actually opening the Application directly. To see what functions can be performed, select the menu bar choice Actions.  


Modify an Application

There will be times when a customer’s application will need to be modified or updated with new information.  

 This may include changing the eligibility date or the rank, etc.

To modify a customer’s housing application record, perform the following steps:

50. From the HOMES Main Menu screen, select Customer, Customer Search.
51. Enter search criteria for the desired customer and select the Search button.

52. Once you see the correct customer, highlight the name and click on the View button.

53. Make updates or changes as necessary.  

54. Click the Save button.

Lesson 7.3 Deleting a Customer’s Housing Application

This function can only be performed from the ACA-201 Customer Housing Application screen.  Any customer assigned to housing (FH, UPH or Off Post) cannot be deleted.

[The delete button is de-activated (“grayed out”) if the customer is assigned housing.] 

The steps that follow assume you are already at the ACA-201Customer Housing Application screen.

1. Verify that you have the correct customer record to be deleted.

2. Perform a Delete function by either:

· Clicking on the Delete button

· Selecting and holding the Alt key, then pressing and releasing the “D” key

· Selecting the menu bar choice File then the dropdown menu choice Delete
Using any one of these delete options results in the following message box.

(Select the Yes button to delete the customer or the No button to abort deleting the customer’s application record.)

The customer’s application record is not actually deleted, but flagged for deletion.  The Housing Status is changed to “X” and the first line of customer information is red.

Lesson 7.4 Undelete a Customer’s Housing Application Record 

This function can only be performed from the ACA-201 Customer Housing Application screen for a customer’s application record with a Housing Status of “X” or “D”.)

From the ACA-200 Customer Search screen, search for the customer whose application record is to be reactivated.  Once the record is displayed in the Search Results area, perform a View function to access the ACA-201 Customer Housing Application screen.

Upon accessing the ACA-201 screen, verify the customer’s Housing Status is “X” or “D”.  

To reactivate the application record, from the menu bar select Actions and then from the dropdown menu select Undelete Customer. (The Housing Status changes to “O”)


The Housing Status defaults to an "O" but you may change the customer’s Housing Status from “X” to either “A”, or “T”.

Update any information about the customer including all tabs as applicable.  After all data has been updated, perform a Save function.  (The application record is now updated based upon changes made and the first line of customer information no longer appears in red.)

At this point you may do any of the following:

· Perform an Add function to add a new customer application record.

· Perform a Close function to exit back to the Customer Search ACA-200 screen.

· Select the menu bar choice Actions and then any dropdown menu choice activated.

· Select the Next button to add the customer to an eligible waiting list.

Lesson 7.5 Print a Customer Application

When printing an application, you can either print the first page of an application or the second page as well.  

The first page of the application provides all of the application information for a customer.  

The second page of the application lists any waiting lists the customer may be on, any On-Post housing offers, and also lists posted remarks.

When you first complete a new application for a customer, it is a good idea to print a copy for the customer (both pages) so he/she can review the information to verify that everything is correct. 

Follow the steps in Lesson 1.5 to Print a customer’s application record from the Customer Housing Application screen.

Chapter 8 UPH Customer Waiting Lists Functions 

Overview

This chapter discusses the assignment and management of waiting lists, including who is eligible and how customers may be moved from one waiting list to another.  It also shows how to assign and delete customers from waiting lists.

	      [image: image65.wmf]
	By the end of this chapter, you will be able to:

· Add a customer to an eligible Waiting List

· Assign a customer to an ineligible Waiting List

· Delete a customer from a Waiting List

· Change a customer’s Eligibility Date 

· Change a customer’s  Assignment Priority  

· Transfer a customer to another Waiting List 

· Add Posted or Office copy waiting list Remarks   

· View or Print a Waiting List Sequence 

· Search for Off-Post dwelling units from the waiting list screen


Lesson 8.1 Waiting List Functions from the Customer Button  

Waiting list screens can be accessed from the ACA-200 Customer Search screen and ACA-201 Customer Housing Application screen by selecting the menu bar choice Actions and then the dropdown menu choice of Waiting List, then On Post or Off Post.
Customers who are “Advance Applicants” (Housing Status code “A”) cannot be assigned to a waiting list.  (The Waiting List function is deactivated or “grayed out”). In order to assign a customer to a waiting list, their Housing Status must be either “O” or “T”.

REMINDER:  If “L” has been entered in the field Accompanied and the Type of Housing is “U”, the following message box appears before the waiting list screen appears:

Select the No button in order to assign the customer to a UPH waiting list.

Waiting List Screens

There are three waiting list screens.  They are:

· ACA-202 Customer Waiting List, AFH 

· ACA-214 Customer Waiting List, UPH 

· ACA-203 Customer Waiting List, Off Post 

If the customer is a UPH customer, selecting Waiting List, On Post results in the ACA-214 Customer Waiting List, UPH screen appearing.


The following functions can be performed:

· Add the customer to an eligible waiting list  

· Add the customer to an ineligible waiting list  

· Delete the customer from an assigned and highlighted waiting list  

· Access the waiting list sequence screen, but only if the customer is assigned (has a position number) on the waiting list highlighted  
Access the applicable dwelling unit screen to offer or assign a dwelling unit

· Access the waiting list details screen to:

1. Change the customer’s eligibility date

2. Change the customer’s assignment priority  

3. Transfer the customer to another waiting list  

4. Add, Update or delete waiting list remarks associated with the Office Copy and Posted Copy of the applicable waiting 

5. Access the ACA-206 Off Post Listing Search screen to search for off-post housing  

Lesson 8.2 Adding a UPH Customer to an Eligible Waiting List


This is an example of the ACA-214 Customer Waiting List, UPH screen.

A customer may be assigned to more than one waiting list.  The number of waiting lists a customer may be assigned to is dependent upon the number recorded on ACA-452 Screen Defaults, in the field "Waiting List Max”.

Eligible waiting list(s) are displayed based on the customer’s pay grade and authorized bedroom count.  

Highlight all of the waiting list(s) that the customer is being assigned.  If the first waiting list highlighted is not the one desired, make sure you click on it to deselect the first waiting list.

CAUTION:  When a Company Grade customer is being assigned to a waiting list, any Senior NCO waiting list(s) are also displayed.  This is because Senior NCO is the “Second Category” when a Company Grade waiting list is created.  In most instances, a Company Grade customer would not be assigned to Senior NCO housing.  An enhancement has been identified to allow the user to select a blank line for the “Second Category” for a waiting list if a second category would not be applicable.  This would then prevent the Senior NCO waiting list(s) from being shown as a waiting list choice for a Company Grade customer.

The following message box appears if you try to assign the customer to more waiting lists than configured on ACA-451 Screen Defaults.

Select the OK button to exit this message box. To complete the function of assigning the customer to the waiting list(s) highlighted, perform an Add function by either:

· Clicking the Add button

· Holding down the Alt key, then pressing and releasing the “A” key

· From the menu bar, click File and then the dropdown menu choice Add
Any of these actions results in a number being assigned in the field Position on Waiting List field to indicate the waiting list sequence number for the customer in question.

The following is an example of what the waiting list screen looks like after the customer has been assigned to.
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Lesson 8.3 Assign a Customer to an Ineligible Waiting List

In some instances, you may need to add a customer to an ineligible Waiting List.  A good example is: 

When the Waiting List screen is first accessed, the list box displays only the waiting list(s) the customer is eligible for or one that has been previously assigned. To see all waiting lists currently in the database so you can assign a customer to an ineligible Waiting List for the first time, follow the steps below: 

1 - Search for and locate the correct customer application

2 - Open the application

3 - Click Actions
4 - Click On-Post or Off-Post (whichever you need)

5 - When the Waiting List screen appears, Click Actions
6 - Click All Waiting Lists

7 - Highlight the waiting list you want to add for the customer 

8 - Click the Add button
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The message below appears when you try to add a customer to an ineligible waiting list.  To continue and add   the customer to the ineligible waiting list, click YES.
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Close and return to the Customer Application.

Lesson 8.4 Deleting a Customer from a Waiting List

CAUTION:  When deleting a customer from a waiting list, ensure the customer being deleted is highlighted on the ACA-204 screen before you perform a Delete function. 
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To delete the customer, perform a Delete function by either:

· Clicking the Delete button

· Hold down the Alt key and then press and release the “D” key

· Selecting the menu bar choice File and then the dropdown menu choice Delete
Any of these actions results in the following message box.


Selecting the Yes button results in the program removing the customer from all waiting list(s) that you  have highlighted. This is verified by the fact that a number no longer appears in the Position on Waiting List field within the Search Results area for the waiting list(s) that the customer was deleted from. 

Lesson 8.5 Waiting List Sequence

The procedures that follow are accessing the ACA-204 screen by going through the choice of Customer, then the dropdown menu choice Waiting List.  This same screen is also accessed from the waiting list function on the Customer Search ACA-200 screen and Customer Housing Application ACA-201 screen if the customer has been assigned to a waiting list. 

To access the Waiting List Sequence screen from a Waiting List screen, make sure the desired waiting list is highlighted. Next, from the menu bar select Actions and then from the dropdown menu select Sequence.

This results in the ACA-204 Waiting List Sequence screen appearing.
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This is an example of the Waiting List Sequence ACA-204 screen.  It reflects customers currently on this waiting list in position sequence starting with position one.  Customers within the “freeze zone” have an asterisk (*) after their position number.

If the first customer record highlighted is not the record you want to work with, find and highlight the desired record.


Under the column ‘Offer Stat’ you may see a “W”.  It does not represent an offer status code.  It only indicates the customer is on the waiting list and currently has no offer.

The following functions can be performed from the Waiting List Sequence ACA-204 screen:

· Delete the customer from the waiting list  

· Perform the following functions from the menu bar choice Actions:

1. Application – Access the Customer Housing Application ACA-201 screen to review the customer’s housing application

2. Dwelling Unit – Access the applicable dwelling unit (AFH, UPH or Off Post) screen to either:

a) offer the customer a dwelling unit  

b) assign the customer to dwelling unit  

c) display the customer’s existing offer or offers

3. Change Freeze Position – Access the Change Freeze Position ACA-253 screen to change a customer’s freeze zone position

4. Change Eligibility Date – Access the Customer Waiting List Details ACA-212 screen to change a customer’s eligibility date  

5. Change Assignment Priority – Access the Customer Waiting List Details ACA-212 screen to change a customer’s assignment priority  

6. Transfer Customer – Access the Customer Waiting List Details ACA-212 screen to change a customer from one waiting list to another  

7. Change Remarks – Access the Waiting List Details ACA-212 screen to change waiting list remarks 

8. Print, Sequence – Print the Office Copy or Posted Copy for the waiting list displayed  

The button choice of Next accesses the applicable dwelling unit (AFH, UPH or Off Post) screen to offer or assign a customer to housing.  The menu bar choice Actions, then the dropdown menu choice Dwelling Unit is another means to access the screen.  The button choice Previous exits the ACA-204 screen back to the ACA-250 screen.

Lesson 8.6 Print the Waiting List Sequence

To print the Waiting List Sequence, select the menu bar choice Print and then the dropdown menu choice Sequence.  (The ACA-116R Print Waiting List Sequence screen appears.)

This screen appears when the menu bar choice Print and dropdown menu choice Sequence is selected on the Waiting List Sequence ACA-204 screen.

You cannot select a waiting list from the ones shown.  The program only prints the waiting list reflected on the ACA-204 screen.  The only changes that can be made are the Report Type and Sort Criteria.  The default value for Report Type is Posted Copy.  The default value for Sort Criteria is Position.  

Use the default values or change, if applicable, and then select the OK button then Close.  The ACA-116R Print Waiting List Sequence screen re-appears.  Select the Cancel button or perform a Close function to exit the ACA-116R screen.  

(The ACA-204 screen re-appears.  Perform a Close function to exit.)

Lesson 8.7 Working with the Waiting List Details Screen

This is an example of the ACA-212 Waiting List Details screen accessed from Customer, Customer Search screen, search for the customer you added previously to the waiting list, then select Actions, Waiting List, On-Post or Off-Post, then Actions, Waiting List Details.



The Waiting List Details ACA-212 screen is used to perform the following functions:

· Change a customer’s eligibility date  

· Change a customer’s assignment priority  

· Transfer the customer to another waiting list  

· Add, update, or delete waiting list remarks associated to the Office Copy and Posted Copy of the applicable waiting list  

Click on the applicable tab based on the function you want to perform if not already activated.

Lesson 8.8 Changing a Customer’s Eligibility Date 

To change the customer’s eligibility date using the ACA-212 screen, select the Eligibility tab.
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This is an example of the ACA-212 screen with the Eligibility tab activated.

The customer’s current eligibility date is shown in the field Current Eligibility Date.  To change the Customer’s Eligibility Date, enter the new eligibility date in the field New Eligibility Date.

You should enter a remark in the field New Eligibility Remarks explaining why the eligibility date is being changed.

Verify data and if correct, perform a Save function.

Lesson 8.9 Changing a Customer’s Assignment Priority 

To change the customer’s assignment priority using the ACA-212 screen, select the Assignment Priority tab.
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This is an example of the ACA-212 screen with the Assignment Priority tab activated. The customer’s current assignment priority number is shown in the Current Priority field.  To change the customer’s assignment priority, use the dropdown for the New Priority field and select the applicable new priority.

To see the text associated with the assignment priority you must click on the field “New Priority” This field is underlined and blue in color to indicate a hyperlink to the screen showing the text associated with the assignment priority. 
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Lesson 8.10 Transferring a Customer from One Waiting List to Another WL 

To transfer the customer from one waiting list to another waiting list, select the Transfer tab.
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This is an example of the ACA-212 screen with the Transfer tab activated. Use the dropdown for the Transfer to Waiting List field to select the waiting list you wish to transfer the customer too and. Save.

If the customer is not eligible for the waiting list selected, the following message box appears.
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Select the Yes button to add the customer to the waiting list they are not eligible for or select the No button to cancel.

(Selecting the No button results in the ACA-212 screen re-appearing.  Either select another waiting list or perform a Close function to exit the ACA-212 screen.)

CAUTION:  The ACA-212 screen is not updated with the new waiting list to which the customer was transferred.  To see this waiting list, perform a Close function.  The waiting list to which the customer was transferred appears on the applicable Waiting List screen along with their position based on the transfer.

Lesson 8.11 Changing Waiting List Remarks 

The WL Remarks tab is usually the tab that is activated when the ACA-212 screen is accessed for the first time.  If not, click on the tab WL Remarks to activate this tab.

Enter remarks in the block entitled Office Copy Remarks for remarks to appear on the office copy of the waiting list, if applicable.

Check the box For All Waiting Lists if these remarks are to appear on the office copy of each waiting list the customer is assigned if assigned to more than one waiting list.


Verify the entered remarks in the office copy or posted copy remarks and if correct and perform a Save.
Chapter 9 Assigning and Offering UPH

Overview
This chapter covers how to assign a UPH customer as well as perform offer functions.  

	[image: image76.wmf]
      
	By the end of this chapter, you will be able to:

· Assign to UPH and Print Assignment Orders

· Amend or Revoke Assignment Orders 

· Offer Dwelling Units & Print Offers

· Accept, Bypass, or Reject an Offer




Lesson 9.1 Assigning Unaccompanied Personnel Housing 

Making an assignment to unaccompanied personnel housing (UPH) from the Customer Search ACA-200 or Customer Housing Application ACA-201 screen is accomplished by selecting the menu bar choice Actions and then either of the following dropdown menu choices:

· Dwelling Unit, then On Post
· Assignment, then On Post
Either of these menu choices results in the ACA-209 Customer UPH Dwelling Units screen that is used to find dwelling units the customer is eligible to be assigned. 


The ACA-209 screen can also be accessed from the ACA-200 Customer Search screen once the desired customer’s record has been highlighted. 

ACA-209 Customer UPH Dwelling Units 
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When the ACA-209 screen is accessed for the first time and the customer is not assigned to an eligible waiting list, the Search Results area only displays dwellings units that the customer may have any offers for and/or dwelling units the customer is eligible for.  

No data will display in the Search Results area if the customer has no existing offers or there are no dwelling units available that the customer is eligible for.  If the customer is assigned to an “ineligible” waiting list, the dwelling units associated to the ineligible waiting list do not display. 

(When the customer is assigned to a waiting list, it is best to go through the Waiting List function to make the assignment.  Going through the menu bar dropdown menu choices Dwelling Unit, On Post or Assignment, On Post will not display dwelling units associated to an ineligible waiting list when a customer is assigned to an “ineligible” waiting list.)

The software is programmed to look for a vacant dwelling unit (room) for pay grades E05 or greater because these individuals are entitled to a private room.  If you do not wish to give someone E05 or higher a private room (for example, a geographical bachelor), different steps must be performed.  
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If there are restrictions against a dwelling unit that a customer does not meet, these dwelling units, although available, will not appear in the Search Results area the first time the ACA-209 screen is accessed.

The ACA-209 screen is used to:

· View information about the dwelling unit highlighted in the Search Results area

· Make an Offer for Unaccompanied Personnel Housing 

The Offer function is de-activated (“grayed out”) if the ACA-209 screen is accessed as a result of selecting the dropdown menu choice Assignment, then On Post.  (It is assumed when you go through the Assignment dropdown menu choice, you want to assign a dwelling unit, not make an Offer.)

· Access an existing offer (as long as the dwelling unit highlighted has an existing offer and is NOT occupied)

· Assign the customer to a dwelling unit

· Perform a Clear function to clear the Search Results area and enter search criteria.

· Perform a Search function based on the search criteria entered.

· Use the Show All button to clear the Search Results area and show all available dwelling units; eligible as well ineligible.

The button choices View, Offer, and Assign are the same as the dropdown menu choices under the menu bar choice Actions.  The Show All button is the same as the dropdown choice All Dwelling Units.

Since assignments can be made to UPH dwelling units that are occupied, available units are displayed in the following order:

· Dwelling units available with no projected availability date

· Occupied dwelling units with space available (for pay grades E01 through E04)

· Dwelling units available with a projected availability date starting with the earliest availability date

The rules for selecting a dwelling unit for assignment are:

· When the customer has an accepted offer for a UPH dwelling unit, this offer is the first record in the Search Results area and is highlighted.

· When the customer has only an outstanding offer, this offer is the first record in the Search Results area and is highlighted.

· When the customer has more than one outstanding offer, you must highlight the desired outstanding offer if the first outstanding offer highlighted is not the one desired.

· When the customer has no offer(s), highlight the dwelling unit the customer is to be assigned if the first highlighted dwelling unit is not the dwelling unit to which the customer is to be assigned.

After the dwelling unit the customer is to be assigned is highlighted, continue the assignment function by either:

· Clicking the Assign button

· Selecting the Alt key and then the “A” key

· Selecting the menu bar choice Actions and then the dropdown menu choice Assign
Either of the above actions results in the UPH Dwelling Assignment ACA-219 screen appearing as long as there are no restrictions with override capability or conflicts due to gender or smoking preference. When the program finds a restriction conflict that can be overridden, the following message box 

appears.

Select the Yes button to override the restriction and continue with the assignment or select the No button to cancel.


When you select the No button, the ACA-209 screen appears.  Select another dwelling unit to continue the assignment function.

REMINDER:  To see the restriction code associated to the restriction type, select the View button and the UPH dwelling unit screen appears.  Next, select the Restrictions tab.  (When a  restriction appears to be “grayed out”, this means the restriction has been established at either the floor or facility level.)

When there is a gender conflict with the customer(s) already assigned to the dwelling unit, the following message box appears.

(Select the OK button and the ACA-209 screen re-appears in order to make another dwelling unit selection.)

A similar message appears if there is a smoking conflict.  Instead of the message noting a gender conflict, it reflects a smoking preference conflict.

Lesson 9.2 ACA-219 Customer UPH Dwelling Assignment


This is an example of the UPH Dwelling Assignment ACA-219 screen. (Reference the next page for the UPH Dwelling Assignment screen fields definitions). Enter the customer assignment date in the Assignment Date field.  

Use the dropdown for the Order Signature field to select the name of the person whose signature block is to appear on the UPH assignment order if the name displayed is not the one to be printed on the assignment order.

From the dropdown for the Order Distribution List field, select UPH Assignment Order.

Only click on the checkbox Move Convenience of Individual if the move is at the individual’s expense, not the Government’s expense.  If the checkbox has an “X” and should not, click on the checkbox to remove the “X”.

Complete any other fields, as needed.  (The Rental Cost Type and Monthly Fair Market Rent fields are deactivated or “grayed out” unless the customer is Coast Guard, foreign military or a civilian.)

Verify that all data is entered and if correct, perform a Save function.  (The assignment record is added to the database)

ACA-219 UPH Dwelling Assignment screen – Fields

The following table identifies the various fields and their function within the ACA-219 UPH Dwelling Assignment screen shown on the previous page.

	 Field
	Definition / Options

	Primary Customer Information
	Information about the customer being assigned a dwelling unit. 

	Dwelling Information
	Information about the dwelling unit being assigned.

	Assignment Date
	Indicates the date the dwelling unit is/was assigned.

	Amended Assignment Date
	Date the original assignment date was amended, if applicable.

	Projected Termination Date
	Date the Customer plans to vacate the dwelling unit.  

NOTE: HOMES pulls this date from the Customer Application, Details Tab. 

	Order Signature
	Name of the person whose name is to appear as the signature block on the assignment order.

	Order Distribution List
	Indicates the assignment order is a UPH Assignment. 

	Move Convenience of Individual
	Indicates if assignment is for the convenience of the customer.

	Rental Cost Type

FM - Fair Market Value

HA - Housing Allowance

OM - Operations & 

          Maintenance

UH - UPH Housing Allowance
	Identifies how the rental cost will be charged. 

Note: This field activates when the customer is a civilian, foreign military, Coast Guard.  

	Monthly Fair Market Rent
	Represents the monthly rental costs for the dwelling unit.

Note: This field activates same as above

	Monthly Maintenance Cost
	Indicates the monthly maintenance cost for the dwelling unit if known and applicable within the “Monthly Maint Cost” field.

	Assignment Inspection Date
	Indicates the date that the dwelling unit is scheduled for inspection.

NOTE: This field will be system-filled when an inspection has already been scheduled.

	Authority
	Indicates what authority the person is entitled to be housed, if applicable. NOTE: This field is used primarily when the Rental Cost Type and Monthly Fair Market Rent applies. 


When there are furnishings assigned to a UPH dwelling unit upon assigning a customer, the following screen appears. 


This is the Change Responsibility On Assignment screen.  It is used to assign furnishings to the UPH customer being assigned.

CAUTION:  Do not select the Cancel button unless you want the furnishings to remain assigned to the dwelling unit, not the customer.

Selecting the OK button assigns one of each item listed to the customer assigned.


The default value for assigning furnishings to a UPH customer being assigned to the dwelling unit is “1” on each available item.  If the customer is to be responsible for all available furnishings within the dwelling unit (room) being assigned, you must change the  “Qty To Be Assigned” figure to the “Available Qty “ figure.  Next, select the OK button. 

To print the listing document, select the menu bar choice Print, then the dropdown menu choice Listing.  

If you exit the assignment screen without printing the Listing, it can be printed from the Customer Housing Application ACA-201 screens menu bar choice Print.

Lesson 9.3 Amending an Assignment Order


This function is only applicable to the Family Housing and Unaccompanied Personnel Housing assignment orders.

The assignment screen is accessed from either the Customer Search ACA-200 screen or Customer Housing Application ACA-201 screen if the customer is assigned government housing.  To access, select the menu bar choice Actions, then Assignment, On Post
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This is the screen that appears if the customer is assigned to Unaccompanied Personnel Housing

To amend an assignment order, select the menu bar choice Actions, then the dropdown menu choice Amend.  

The Amend Assignment ACA-220 screen appears below
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Enter the primary customer’s new effective assignment date within the Primary Customer section in the field New Effective Assignment Date.

Verify the date(s) entered and if correct, select the OK button.  (The applicable assignment screen re-appears with the date entered being shown in the field Amended Assignment Date.

To print the amended assignment order, select the menu bar choice Print and then the dropdown menu choice Amendment Order.  (The document screen appears)

Select the printer icon and follow the screen prompts to Print the amendment order, making sure you change the number of copies if more than one copy is desired.  

Perform a Close function to exit the document screen.  (The applicable assignment screen re-appears.)

Perform a Close function to exit the applicable assignment screen.

Lesson 9.4 Revoking an Assignment Order

This function is only applicable to Family Housing and Unaccompanied Personnel Housing assignment orders.

The assignment screen is accessed from either the Customer Search ACA-200 screen or Customer Housing Application ACA-201 screen if the customer is assigned government housing.  To access, select the menu bar choice Actions, then Assignment, On Post.
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This is an example of the UFH Dwelling Assignment screen after selecting the menu bar choice Actions, then the dropdown menu choice Revoke.  

The following Revoke Assignment message box appears. 
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Select the Yes button to revoke the assignment or the No button to not revoke the assignment.

REMINDER:  Once you exit the dwelling assignment screen, you can not access the revocation order.  The customer’s housing status is updated to an open application.  If you select the dropdown menu choice Assignment, On Post, the program thinks you want to assign the customer to housing again.  Therefore if you need a printed copy of the revocation order, you must select the menu bar choice Print, then the dropdown menu choice Revocation Order before exiting the assignment screen if you did not respond Yes to the message box message.

When the dropdown menu choice Revocation Order is selected, the document screen appears.  Select the printer icon to print the document, follow the screen prompts to complete the Print function (making sure the correct number of copies is specified) and then perform a Close function.

Lesson 9.5 Assigning a Customer, E05 or Greater, to an Occupied Dwelling Unit

In this example, an E05 is to be assigned to an occupied dwelling unit with another E05.  The software is programmed to look for vacant rooms for pay grades of E05 or higher because these pay grades are entitled to a private room.In order to assign someone E05 or higher to an occupied dwelling perform the following steps:

1. Perform a Clear function (the Search Results area clears).  

2. Enter “O” (for Occupied) in the field Dwelling Status in the Search Criteria section and     enter the facility that the customer is to be assigned in the Facility Id field.  

3. Perform a Search function based on the search criteria entered. (All occupied dwelling units in the facility selected appear in the Search Results area).



After the assignment record is saved, the following functions can be performed from the menu bar choice Actions:

· Amend the assignment date

· Revoke the assignment

· Schedule an assignment inspection

REMINDER:  If you want to schedule an Assignment Inspection from the ACA-219 screen, select the menu bar choice Actions, then the dropdown menu choice Schedule Inspection.  (The UPH Inspection Maintenance ACA-283 screen appears.)  

The following can be printed from the menu bar choice Print:

· Original Order

· Amendment Order (but only if the order has been amended)

· Revocation Order (but only if the order has been revoked)

· Listing (but only if furnishings have been issued to the dwelling unit)

REMINDER:  The assignment is recorded on the Memorandum for Finance and Accounting Office.  (To access this document, select Admin, Reports, Miscellaneous, then the dropdown choice Memo for F/A Office.  The Memo for F/A Office ACA-015R screen appears.)  

This document needs to be printed at the end of each duty day in order to record all assignment and termination order transactions performed that day.

If the assignment transaction was initiated from the Customer Housing Application ACA-201 screen, verify that the customer’s housing status is “U” in the Housing Status field.

Also, the dwelling unit to which the customer was assigned appears in the Current Address section.

REMINDER:  If the customer was assigned furnishings when the assignment was performed, you cannot see the furnishings until you exit the ACA-201 Customer Housing Application screen and go back to the ACA-201 screen.  However, you can print the listing by selecting the menu bar choice Print, then the dropdown menu choice of Inventory Listing and then either Print Inventory Listing or Print Listing for Signature.

After the customer has been assigned to unaccompanied personnel housing, the ACA-219 UPH Dwelling Assignment screen can be accessed from either the ACA-200 Customer Search screen or ACA-201 Customer Housing Application screen by selecting the menu bar choice Actions, then Assignment, On Post.  After the ACA-219 screen is accessed, you can perform an Amendment function or Revoke function by selecting the menu bar choice Actions and then the applicable dropdown menu choice.  

Lesson 9.6 Making an Offer for UPH, Not Accessed Through a WL Screen

This function is more applicable to bachelor officer quarters or senior enlisted quarters and not enlisted barracks.  However the function can still be used for enlisted barracks, if desired.  The steps that follow assume you are at the Customer Search ACA-200 screen with the desired customer’s record highlighted in the Search Results area or at the Customer Housing Application ACA-201 screen with the customer’s application record  

                 displayed.

From the menu bar, select Actions and then the dropdown menu choice Offer, On Post.
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An alternative means to access the ACA-209 screen is to select the menu bar choice Actions and then the dropdown menu choice Dwelling Unit, On Post.

Highlight the dwelling unit to be offered if not offering the first dwelling unit highlighted and then select the Offer button.  (The UPH Dwelling Offer ACA-216 screen appears.)

This is an example of the UPH Dwelling Offer ACA-216 screen.


The current date is used as the default date for the Effective Offer Date field. Change this date if this is not the effective date of the offer.

The default value for the Offer Status field is “O” (Outstanding).  Change the  “O” to an “A” if the offer is being accepted.

Make sure there is a date in the Projected Availability Date field and if there is a date displayed, make sure it is current.

Complete any other fields as needed, verify that the data is entered and if correct, perform a Save function.  (The offer record is saved in the database)

To print the offer, select the menu bar choice Print and then Offer if the record was saved as an outstanding offer or select Acceptance if the offer status was changed from “O” to “A” (customer accepted the offer and the document screen appears).

Follow the screen prompts to complete the Print function.  


An assignment inspection can also be scheduled from the UPH Dwelling Offer screen. 

Perform a Close function to exit the ACA-216 screen.  (The ACA-209 screen reappears and the offer is now the first record in the Search Results area.)

This is an example of the Customer UPH Dwelling Units ACA-209 screen saved and then exiting back to the ACA-209 screen.  The offer status was changed to “A” (Accepted) and is shown instead of an “O” for the Offer Status code.



Perform a Close function to exit the ACA-209 screen.  (The Customer Search ACA-200 or Customer Housing Application ACA-201 screen re-appears based on which screen the action was initially initiated.)

Lesson 9.7 Updating an Outstanding Offer to an Accepted Offer

The steps that follow assume you have a customer’s record displayed and the customer has an outstanding offer.

From the menu bar select Actions, then Offer, On Post.  The UPH Dwelling Units ACA-209 screen appears for a UPH customer.

Notice that the outstanding offer is at the top of the Search Results area.  To access the applicable offer screen, select the Offer button or double click on the highlighted offer.

This is an example of the UPH offer screen.
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To change the offer from outstanding (“O”) to Accepted (“A”), change the Offer Status code to an “A”.  This causes the Offer Reply Date to become a require field.  This is the date the customer accepted the offer but cannot be greater than the current system date.

Update any other fields, verify the data is correct, and perform a Save function. (The offer record is updated in the database.) 
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This is an example of what the ACA-216 screen looks like after an outstanding offer has been accepted.

  If the customer had more than one outstanding offer, any other outstanding offers are automatically deleted by the system once a customer has accepted an offer for a dwelling unit.

If you want to print the updated accepted offer, select the menu bar choice Actions, Print and  then the dropdown menu choice Acceptance.

Perform a Close function to exit the applicable offer screen.  The dwelling units screen ACA-209 for UPH reappears with the accepted offer now appearing at the top of the Search Results 

area. 
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Perform a Close function to exit back to either the Customer Search ACA-200 screen or Customer Housing Application ACA-201 screen where the action was initially initiated.

If you want to see a report of customers with accepted offers, perform the following:

1) Exit back to the Main Menu ACA-100 screen

2) Select Admin (The Admin dropdown menu choices appear)

3) From the dropdown menu screen select Reports (The Reports Menu screen appears)

4) Select Customer (The Customer Report List ACA-001R screen appears)

5) Select Customers with Offers from the report choices  (The Print Customers with Offers ACA-007R screen appears)

6) Select Type of Housing of UPH

7) For Offer Status, use the dropdown and select “A” (Accepted)  

8) Verify data and if correct, select the OK button  

9) Select the printer icon and follow the screen prompts to print the report 

10) Perform a Close function to exit the document screen after the document prints  (The ACA-007R Print Customers with Offers screen re-appears)

11) Perform a Close 

An accepted offer record for a customer is automatically deleted when the customer is assigned housing or their housing application is flagged for delete. 

Lesson 9.8 Rejecting an Offer, Accessed from the Customer Screen 

To access the UPH Offer screen from the Customer Search ACA-201 screen select from the menu bar choice Actions, then Offer, On Post. 

The ACA-209 Customer UPH Dwelling Units screen appears below.  
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When a customer has an existing offer, it will appear as the first record highlighted in the Search Results area as either “O” for an outstanding offer or “A” for an accepted offer.


If your installation allows a customer to have more than one outstanding offer, all offers appear at the top of the Search Results area.  You must then select the desired outstanding offer if the first offer record highlighted is not the one to be rejected.

Once the offer record to be rejected is highlighted, select the Offer button or double click on the highlighted offer. The UPH Dwelling Offer ACA-216 screen appears. 

This is an example of the UPH Dwelling Offer ACA-216 screen. 



To reject the offer, select the Offer Status field dropdown and then select “R” (Rejected).

The Offer Reply Date and Remarks fields become required when the offer status is changed to “R” (Rejected).  The Offer Reply Date is now used to represent the date the customer rejected the offer.  In the Remarks block, enter the reason why the customer rejected the offer. Verify that the data is correct, perform a Save function.  (The offer record is updated on the database as a rejected offer.)


If the customer is assigned to a waiting list and the offer is rejected, the following message box appears.

If you want to leave the customer assigned to the waiting list, select the OK button or select the appropriate choice.

After the OK button on the message box is selected, the applicable offer screen re-appears.

The rejection is recorded on the second page of the application record for printing.  However, the remarks associated to the rejection do not show up on the second page of the application available for printing.  In order to see why the customer rejected the offer, you    must go to the offer screen.

Perform a Close function to exit the applicable offer screen. The UPH dwelling unit screen reappears when an UPH offer is rejected and the offer status code is now reflected as “R” (Rejected).
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This is an example of the ACA-209Customer AFH Dwelling Units screen after an offer has been rejected. The offer is displayed at the top of the list box with the Offer Status column reflecting “R” to indicate the customer rejected the offer for this particular dwelling unit. 

Perform a Close function to exit the ACA-205 or ACA-209 screen, as applicable.

A rejected offer can be changed to “O” (Outstanding) or “A” (Accepted) as long as the dwelling unit has not been assigned or offered to another customer.  The program allows you to access the rejected offer and change it to “O” or “A”.  However when you perform a Save function, the following message box displays if the dwelling unit has been offered to another     customer.

Chapter 10 Inventory Management Functions, UPH
Overview
When a customer is assigned to UPH, they are authorized to receive government issued Furnishings for their room.    

	[image: image89.wmf]
	By the end of this chapter, you will be able to:

· Issue furnishings to a customer

· Finalize new request for issue documents

· Turn-in and finalize furnishings for a customer

· Remove items from inventory 

· Print inventory listings

· Transfer furnishings to dwelling units or customers

· Transfer within DU (Dwelling Unit)


Lesson 10.1 Inventory Management Functions

The Furnishing Management Office (FMO) daily activities consist of basic Inventory Management functions that can be managed through HOMES in support of customers assigned AFH, UPH or OPH. They are as follows:

· Issues  - Issue furnishings. 

· Turn-Ins - Turn in furnishings. 

· Remove from Inventory - Remove an item due to loss, damage, report of survey, statement of charges or cash collection.

· Transfer Into DU - Used to transfer furnishings from another dwelling unit to the dwelling unit displayed. (Can only be performed from the UPH Dwelling Unit Maintenance screen).

· Transfer Within DU - Only applicable to UPH customers and is used to transfer furnishings from one UPH customer to another within the same dwelling unit.

· Contractor Issue - Used to issue equipment from a contractor to a customer occupying housing. Only applicable to those installations using a contractor. 

· Contractor Turn-In - Used to turn in equipment from a customer assigned to housing back to the contractor from whom the furnishings were issued. Only applicable to those installations using a contractor.

The HOMES system allows the user to perform these functions from several different screens.

· Customer Level: When the customer is assigned to UPH, these functions are performed from the Customer Housing Application Furnishings tab screen.

· Dwelling Unit Level: When the facility/dwelling unit is not assigned to a customer, these functions are performed from the ACA-436 UPH Dwelling Unit Maintenance screen.

The below screen is an example of the Customer Housing Application ACA-201 screen with the Furnishing tab activated.
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For off-post customers, the Inventory Management functions are deactivated (“grayed out”) as dropdown menu choices under the menu bar choice Actions.  Also, when the Furnishings tab is selected, the following message appears.


Inventory Management functions for a customer assigned to off-post housing are performed using the Assigned Dwelling button on the General tab of the ACA-201 Customer Housing Application screen.

Selecting the Assigned Dwelling button results in the ACA-217 Off Post Dwelling Unit View screen appearing.


A customer in off-post housing may be issued AFH, UPH or both types of furnishings.  There are tabs entitled AFH Furnishings and UPH Furnishings.  It is from these tabs that the Inventory Management functions are performed.

The Inventory Management functions are performed using either the button choices, as applicable, or selecting the menu bar choice Actions, then the applicable Inventory Management functional dropdown menu choice.

Lesson 10.2 Issue Furnishings to Customer Assigned to UPH

When a customer is assigned to UPH, the Issue function is accessed from the Furnishings tab on the ACA-201 Customer Housing Application screen, or on the ACA-436 UPH Dwelling unit Maintenance screen by selecting the button Issue or by selecting the menu bar choice Actions, then the dropdown menu choice Issues.  The following Select Action message box appears.


ACA-604 New Request for Issue Screen 
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To Issue furnishings, perform the following steps:

55. Click on the Issues button OR Click on Actions/Issues from the menu bar. The Select Action message box appears.  (NOTE: New Request is the default value)

56. Select the OK button to proceed with the issue. The ACA-604 New Request for Issue screen displays.

57. Click on the Losing Listing Id dropdown arrow to view the list and select the warehouse from which furnishings are to be issued OR select the first choice entitled “All Listings” to display furnishings within all warehouse facilities.

58. Click the Responsible Person dropdown arrow to view the list and select the customer name. 

59. Find a furnishings item to be issued and enter the quantity to be issued in the Qty Requested field. 


Make sure the figure entered is not greater than the “Available Qty” figure

60. Verify that the item selected and quantity requested is correct and this number does not exceed the Available Qty number.  If correct, click Save. A transaction number is system assigned in the field Transaction Number and the Print Report message box displays.

61. Select the Yes button to print the new request for issue document.

62. Select the printer icon to print the document..

63. Close the document print window. 

64. Exit the screen.

Lesson 10.3 Finalize “New Request for Issue” Documents

In most instances, the “New Request for Issue” document is not finalized until after the items have been delivered to the customer.  There are 2 methods used to finalize the New Request for Issue document. 

Method 1 –  Select the Issues button on the applicable furnishings tab.  The Select Action message box displays. Select the Finalize Issue option button and then the OK button.  The ACA-605 Finalize Issue screen displays.


Method 2 – From the Main Menu screen, Select the Inventory Management function and select the dropdown menu choice Open Suspense Docs.  

The ACA-692 Open Suspense Documents Search screen appears.  

Perform a Search function using the Doc/Trans Type dropdown arrow and select Issues.  Both these actions result in all open issue documents being displayed in the Search Results area.

Highlight the desired document and either double click on the record or select the Finalize button.  (This results in the ACA-605 Finalize Issue screen appearing).

ACA 605 Finalize Issue Document Screen


To Finalize a New Request for Issue, perform the following steps:

65. From the ACA-605 Finalize Issue screen, verify that the correct Transaction Document Number is displayed.

66. Edit the Qty Received field if the number received is less than the quantity requested. 

67. If all items requested were received, perform a Save function. 

68. Select the Yes button to print the Finalized Request document.

69. Select the printer icon to print the document. 

70. Perform a Close function.

Lesson 10.4 Print Furnishings Inventory Listing 

After the “New Request for Issue” has been finalized, the issued furnishings are listed on the Furnishings tab. 


To print an Inventory Listing or an Inventory Listing for Signature, perform the following steps:

71. Select Print from the menu bar.

72. Select Inventory Listing or Inventory Listing for Signature from the submenu. 

NOTE: The Inventory Listing prints with no signature block and the Inventory Listing for Signature prints with a signature block.

73. Click the printer icon to print the document.

74. Perform a Close function.

Lesson 10.5 Turn-In Furnishing from Customer Assigned to UPH 

The Turn-In function is accessed from the Furnishings tab on the ACA-201 Customer Housing Application screen or ACA-436 UPH Dwelling Unit Maintenance screen by selecting the button Turn-Ins or by selecting the menu bar choice Actions, then the dropdown menu choice Turn-Ins.  The following Select Action message box appears.


This ACA-604T New Request for Turn-In screen example represents the turn-in performed from the Customer Housing Application screen.


When going through UPH Dwelling Unit Maint screen, you must select from the dropdown  menu the responsible person if more than one person is assigned to the room.

To turn-in furnishings perform the following steps:

1. Click the Furnishings tab.

2. Click the Turn-Ins button OR Click Actions/Turn-Ins from the menu bar. The Select Action message box appears. NOTE: New Request for Turn-in is the default value.

3. Select the OK button to proceed with the turn-in.

4. Verify the information in the Losing Listing Id, Losing Listing Address and Responsible Person. The  Losing Listing Id, Losing Listing Address, and Responsible Person fields are filled in by HOMES with data from the customer record. NOTE: When performing a turn in function from the ACA-436 UPH Dwelling Unit Maintenance screen and the dwelling unit is assigned to more than one customer, select the appropriate customer from the dropdown choice Responsible Person. 

5. Select Transaction Type dropdown arrow to change default value of “Other” to “Unserviceable”, if applicable.

6. Enter Remarks associated with the turn-in, if applicable.

7. Identify item(s) to be turned in. Select applicable button:  

· Turn-In All - Turn-In All fills all of the Qty to Turn-In fields with Available Qty figure

· Turn-In Appliances Only - Turn-In Appliances Only fills the Qty to Turn-In field for all equipment items with the Available Qty figure. CAUTION:  Even though the buttons read appliances, this function turns in all items identified as equipment.

· Turn-In All But Appliances - Turn-In All But Appliances fills the Qty to Turn-In field for all items but equipment with the Available Qty figure.

· Turn-In To One Listing Id -  displays the ACA-689 screen. Select this button only if all items being turned in are to go to the same warehouse.


8. For each item being turned in, click on each field under the column Gaining Listing Id to open a dropdown list and select the warehouse to which the item is to be returned.  (If multiple items are being turned in to the same warehouse, select Turn-In To One Listing Id).

9. Verify that all information is correct and perform a Save function. NOTE:  If the Gaining Listing ID field was not filled in, a Required Field message box appears.  Select OK button to return to the previous screen.  Fill in the Gaining Listing Id based on step 8 instructions.

10. Select the Yes button on the Print Report message box to print the New Request for Turn-In document.

11. Select the printer icon to print the document. 

12. Close the document print window.

13. Exit the screen.

Lesson 10.6 Finalize New Request for Turn-In Documents

In most instances, the New Request for Turn-In document is not finalized until after the items have been picked up and delivered back to the warehouse.  There are 2 methods used to finalize the New Request for Turn-In document. 

Method 1 – Select the Turn-In button on the applicable furnishings tab and the Select Action message box displays. Select the Finalize Turn-In radio button and then the OK button.  The ACA-605 Finalize Turn-In screen displays.


Method 2 – From the Main Menu screen, select the Inventory Management function and select the dropdown menu choice Open Suspense Docs.  (The ACA-692 Open Suspense Documents Search screen appears.)  


Perform a Search function using the Doc/Trans Type dropdown arrow and select Turn-Ins.  Both these actions result in all open turn-in documents being displayed in the Search Results area.

Highlight the desired document and either double-click on the record or select the Finalize button.  (This results in the display of the ACA-605T Finalize Turn-In screen.)

ACA-605T Finalize Turn-In Document Screen


To Finalize the “New Request for Turn-In” document, perform the following steps:

1 - From the ACA-605T Finalize Turn-In Document screen, verify that the correct Transaction Document Number is displayed. NOTE:  Use dropdown to display other turn-in documents, if applicable.

2 – If all items for Turn-in were received, perform a Save function. 

3 - Otherwise, edit the Qty Received field if the item being received for turn-in is less than the Qty to Turn-In figure and then perform a Save function.

      REMINDER:  If the Qty Received figure is edited to a number less than the Qty to Turn-In figure, the difference is returned to the customer’s listing and not turned in when the document is finalized. 

4 - Select the Yes button to print the Finalized Request document.

5 - Select the printer icon to print the document. 

6 - Close the document window.

7 - Close the screen.

After the Turn-In has been finalized and you exit the function, the Furnishings tab no longer shows the items that were turned in. 

Lesson 10.7 Perform a Furnishings Remove from Inventory Function 

The Remove from Inventory function is used to remove furnishings from the inventory due to:

· Item is Unserviceable (and is not to be transferred to the UNSV warehouse listing) 

· Report of Survey

· Statement of Charges

· Cash Collection Voucher
· Other (The reason for removal does not fit one of the above situations)

To perform a Remove from Inventory function using the Furnishings tab, use one of the following methods:

· Click the button entitled, “Remove from Inventory”

· Select the menu bar choice Actions, then the dropdown menu choice Remove from Inventory
Either method displays the Select Action message box.

Select the OK button to continue or the Cancel button to abort the Remove from Inventory function.

Selecting the OK button results in the New Request for Remove from Inventory ACA-607 screen displaying.


This is an example of the New Request for Remove from Inventory ACA-607 screen.


Upon accessing this screen, the default value for the Transaction Type field is “Final Turn-In Reimbursable”.  If the default value is used, the following fields are required:

· Reimbursement

· Reason


The reimbursement choices are:

· Cash Collection Voucher

· Report of Survey

· Statement of Charges


           (Select the applicable choice)

  
The Reason choices are:

· Damage

· Loss

           (Select the applicable choice)

If you elect not to use the default value for the Transaction Type field, the other choices are:

· Final Turn-In Other

· Final Turn-In Unserviceable

Selecting one of these choices as the transaction type causes the fields Reimbursement and Reason to be deactivated (“grayed out”).

Complete the “Doc Sent To” field and if applicable, enter any remarks in the Remarks field. 

Select an item being removed and enter the number representing how many of the item are to be removed under the column header entitled, “Qty to Turn-In”, making sure the number entered is not larger than the “Available Qty” number.

Repeat this step for each item being removed if the removal is due to a transaction type of “Finale Turn-In, Reimbursable”.

REMINDER:  Multiple items cannot be removed if the transaction type is either:

· Final Turn-In Other

· Final Turn-In Unserviceable

Instead, only one furnishings item per removal request can be removed.  If you attempt to remove more than one furnishings item, the following message box displays.(Select the OK button to continue)


Verify that the item (or items if the removal is due to a reimbursement) being removed is correct as well as the figure entered for “Qty to Turn-In” and then perform a Save function.  (The system assigns the transaction number for the removal request in the “Transaction Number” field and the Print Report message box displays.)

Select the Yes button to print the remove from inventory request document.  (The document screen displays).

Select the printer icon and follow the screen prompts to complete the Print function.  After the document prints, perform a Close function to exit the document screen. After the removal request has been saved, the following functions can be performed:

· Actions

Finalize (Accesses the Finalize Remove from Inventory ACA-620 screen) 

· Print

New Request 

Lesson 10.8 Performing a Transfer Into Dwelling Unit Function 

This function cannot be performed from the Furnishings tab on the Customer  Housing Application screen.

To perform a Transfer into Dwelling Unit function, activate the Furnishings tab on the UPH Dwelling Unit Maintenance ACA-436 screen and then perform a Transfer into Dwelling Unit function using one of the following methods:

· Click on the button entitled, “Transfer Into DU”

· Select the menu bar choice Actions, then the dropdown menu choice Transfer Into DU
Either of these methods results in the Select Action message box displaying.

Select the OK button to proceed or the Cancel button to abort the function.

Selecting the OK button results in the New Request for Dwelling Unit Transfer ACA-662 screen displaying.

This is an example of the New Request for Dwelling Unit Transfer ACA-662 screen.

Click on the dropdown for the Losing Listing Id field and select the dwelling unit from where the furnishings are being transferred.  When a dwelling unit is chosen, the furnishings available for transfer are displayed.

Under the column entitled, “Qty Requested”, enter how many of the items are to be transferred, making sure the number entered does not exceed the Available Qty figure.

Verify that the items selected for transfer and the quantity requested figure entered is correct.  If so, perform a Save function.  (The system assigns the transaction number in the Transaction Number field and the Print Report message box displays.)

Select the Yes button to print the transfer request document.  (The document screen displays).

Select the printer icon and follow the screen prompts to complete the Print function.  After the document prints, perform a Close function to exit the document screen.

After the transfer request has been saved, the following menu bar choices are activated:

· Actions

Finalize (Accesses the Finalize Dwelling Unit Transfer ACA-664 screen)

· Print

Request 

This is the same document that prints when you select the Yes button on the Print Report message box. Perform a Close function to exit the ACA-662 screen.

Lesson 10.9 Transfer Within DU (Dwelling Unit Function)

This function is only activated for UPH customers and is found on the Furnishing tab of the ACA-201 Customer Housing Application screen or ACA-436 UPH Dwelling Unit Maintenance screen.

When performed from the Customer Housing Application screen, the function allows for transferring furnishings assigned to the customer recorded on the application screen to another UPH customer assigned to the same UPH dwelling (room) or to “No Responsible Person”; meaning the item(s) are to be assigned to the dwelling (room) and not an occupant of the dwelling (room).

When performed from the UPH Dwelling Unit Maintenance screen, the function allows for transferring furnishings either:

1) From the dwelling (room), “No Responsible Person”, to an existing occupant of the dwelling (room)

2) From one assigned occupant to another occupant within the same dwelling (room)

Performing a Transfer Within DU (Dwelling Unit) function from the Customer Housing Application screen Furnishing Tab. 
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To perform the Transfer Within DU function, either:

1) Select the button choice Transfer Within DU.
2) Select the menu bar choice Actions, then the dropdown menu choice, “Transfer Within DU”.

Either choice results in the ACA-675 Transfer Within Dwelling Unit screen displaying.  (See screen example below).

[image: image93.png]Fie Help

“Transfer From

Tt To ]

» |Bedstead, Single: Twin, Stackable’ 7510-01-068-4024 il il 0





Notice that the Transfer From field is deactivated (“grayed out”) and only shows the name of the customer whose record is displayed on the Customer Housing Application screen.  The furnishings displayed are those furnishings items the person is currently responsible for.

Select the dropdown for the field, “Transfer To”. (A list of choices for selection display).

Select the dropdown for the “Transfer To” field.  (A list of choices for selection display).

The below screen is an example of the “Transfer To” dropdown showing the choices of either:

1) No Responsible Person

2) Another Occupant Assigned to the Dwelling (Room)
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Selecting the choice “No Responsible Person” means any furnishings transferred go back to the room with no assigned occupant responsible for the furnishings item or items transferred.

When the name of another occupant assigned to the dwelling (room) is selected, this means this person is now responsible for the furnishings item or items being transferred.  

Enter a figure under the column, “ Qty To Transfer”, for each furnishings item listed that is to be transferred make  sure that the number entered is not greater than the figure recorded for the column, “Available Qty”. 

Verify that the item(s) and quantity/quantities to transfer are correct and if so, perform a Save function.  (The ACA-675 screen goes away and the Furnishings tab of the customer from whom one or more items was transferred from reappears.)

If all quantities of a particular item were transferred, the item no longer displays as part of the furnishings listed.  If all quantities were not transferred, the “Available Qty” figure is adjusted downward accordingly.

Once the transfer has been completed, you should now select the menu bar choice Print and reprint the Furnishings Listing.

Performing a Transfer Within DU (Dwelling Unit) function from the UPH Dwelling Maintenance screen Furnishings tab. 
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To perform the Transfer Within DU function, either:

1) Select the button choice Transfer Within DU.
2) Select the menu bar choice Actions, then the dropdown menu choice, 

       “Transfer Within DU”.

Either choice results in the ACA-675 Transfer Within Dwelling Unit screen displaying.
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Upon initial access to this screen, no information is displayed until you select the dropdown field, “Transfer From”, and a selection is made from the dropdown choices.
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The above screen shows the “Transfer From” field dropdown has three choices.  The choice “No Responsible Person” means any furnishings item or items are assigned to the room and not an occupant of the room.  The other choices are names of occupants currently assigned to the dwelling (room).

Once a selection is made, the furnishings associated to the choice then display.
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The above screen example displays what furnishings item(s) are listed as being assigned to the dwelling (room) and not an occupant of the dwelling (room).  Using the above screen as an example, in this scenario you would be transferring the item listed from the dwelling (room) to an assigned occupant.

This is an example displaying the assigned occupants in the “Transfer To” drop down menu.
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The above example shows a scenario where furnishings are being transferred from an assigned occupant (Colon, Michael) to either “No Responsible Person” or another assigned occupant (Crawford, Brandon).  When “No Responsible Person” is selected, this means the items transferred from the assigned occupant are to be assigned to the room with no occupant responsible for the furnishings transferred.

Enter a figure under the column, “Qty To Transfer”, for each furnishings item listed that is to be transferred. Make sure that the number entered is not greater than the figure recorded for the column, “Available Qty”. 

Verify that the item(s) and quantity/quantities to transfer are correct and if so, perform a Save function.  (The ACA-675 screen goes away and the Furnishings tab on the UPH Dwelling Unit Maintenance screen re-appears.)

For the furnishings items transferred, they no longer display for the choice selected from the “Transfer From” dropdown.  Instead, the furnishings item or items now are picked up based on the selection made for the “Transfer To” field. (Either “No Responsible Person” or another occupant assigned to the dwelling (room).

Chapter 11 Inspections

Overview
Inspections are an important part of Housing Operations.  Inspections ensure that facilities are being maintained properly and that responsible parties are charged for damages when necessary.  Inspections also help maintain the health and well-being of customers.  

	      [image: image100.wmf]
	By the end of this chapter, you will be able to:

· Schedule UPH Inspections to include Non-Inspections

· Work with Non-Inspection day/periods

· Update or Delete an Inspection

· Post Inspection results 

· Print Inspection Schedule


Lesson 11.1 Inspection Schedule Function

The Inspection Schedule Function is accessed from the Main Menu, Customer, Inspection Schedule and is broken down into the following areas:

· Family Housing

· UPH

· Off Post Housing
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Select the applicable choice (Family Housing, UPH or Off Post Housing), as applicable. The applicable Inspection Search screen displays based on the selection made. From the screen you can:

· Search for an existing inspection or inspections based on the search criteria entered

· Schedule (Add) a new inspection

· View, update, or delete an existing inspection

· Post inspection results

· Add, update, or delete a non-inspection day/period

· Print an Inspection Schedule


Reminder: Ensure any inspector conducting inspections has been added to the database before scheduling an inspection. This is accomplished using the Table Maint choice, Inspection Menu


The Inspection Schedule dropdown menu choice and the inspection types are the same when accessed from the ACA-201 Customer Housing Application screen.

To access the Inspection Search screen, perform the following steps:

1. From the ACA-100 Main Menu screen, select Customer, Inspection Schedule, and then UPH . 

(The ACA-282 UPH Inspection Search screen appears.)
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2. Enter search criteria into fields

3. Click the Search button 

4. Selected search criteria is displayed
To view the highlighted record, click the View button or Select File from the menu bar and then the dropdown menu choice View.  The UPH Inspection Schedule Maintenance screen displays.
ACA 283 UPH Inspection Maintenance Screen 
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TRAINING ISSUES:  The inspection schedule type of Assignment is accessed from the applicable Assignment screen.  Once an assignment record has been saved, select the menu bar choice Actions, then the dropdown menu choice Schedule Inspection.  (The applicable Inspection Maintenance screen displays with an inspection type of ASSGN system filled.)  BE SURE TO SELECT THE MENU BAR CHOICE ACTIONS AND PERFORM THE DROPDOWN MENU CHOICES TO ENSURE THERE ARE NO CONFLICTS WITH THE DATE YOU WANT TO SCHEDULE THE INSPECTION BEFORE ACTUALLY COMPLETING THE INSPECTION.

There is a problem with scheduling inspections from the Customer dropdown menu choice Inspection Schedule >>, UPH, when more than one UPH customer is assigned to a room.  The field on the Inspection Maintenance screen that allows for selection of the customer assigned to the room only displays the first customer assigned to the room.  Thus, you may not be able to select the applicable customer you need to schedule the inspection for. 

WORKAROUND:  When you have more than one UPH customer assigned to a room, access the Customer Search screen and find the customer in question.  Once the customer’s record is highlighted, select the menu bar choice Actions, then the dropdown menu choice Inspection Schedule and then the applicable inspection type.

Inspection Maintenance – Fields

The following table identifies the various fields and their function within the Inspection Maintenance screen. 

	Field
	Definition / Options

	Start Date/Time
	Indicates the day and time the inspection begins

	End Date/Time
	Indicates the day and time the inspection ends

NOTE: HOMES  automatically allocates 1 hour for inspections

	Inspection Type
	A dropdown to select a specific inspection type. Choices are: Assign - Assignment; H/W - Health and Welfare; INV- Inventory; NON - Non Inspection; PRE - Pre-Termination; RHAB - Rehabilitation; SPEC- Special; T/CL - Termination, Cleaning Contractor;  T/OC - Termination, Occupant

	Inspection Priority
	Identifies inspection priority: Low, Medium, or High 

	Inspector ID
	A dropdown to display and select the Inspector for the inspection type being scheduled 

	Facility/Quarters ID 
	Identifies the Facility/Quarters Id number of the dwelling unit (room) being inspected (Not applicable for Off Post Housing)

	Street Address
	Identifies the street name of the dwelling unit

	Customers Name 
	Identifies the name of the customer if assigned

	Engineer Release Date
	Indicates date the dwelling unit is to be released by the Engineers as a result of maintenance or repairs

	Proj. Avail Date
	Indicates the date the dwelling unit is projected to be available for re-assignment

	Proj. Avail Basis
	A dropdown displaying the reasons a dwelling is not currently available. The choices are: A - Abandoned; C - Contract Cleaning; M - Maintenance; O - Orders; P - Pre-termination Inspection; R - Retention of Quarters; S - Report of Survey;

 T - Termination of Occupant

	Scheduling Remarks
	Section to enter remarks pertaining to the inspection schedule

	Inspection Result
	Section to record the result of the Inspection, when applicable

	Result Remarks
	A dropdown to select the result of an inspection. The choices are: AC - Accepted by Customer; CO - Completed; F - Failed; NS - No Show;  P - Passed; PC - Passed with Charges Assessed; RC - Recheck; RJ – Reject by Customer 

NOTE: The remarks only display on the screen and do not appear on the printout


Lesson 11.2 Schedule a Non-Inspection Day/Period

This function is used to block a day or a period within a day when inspections are not to be scheduled.  Examples – All Government Holidays would be recorded as a “non-inspection day”.  When you block part of a day, (e.g., in-house training for employees) you block a portion of a day.

The “Non-Inspection Day/Period” function is accessed from the Inspection Search screen, menu bar choice Actions.  To access this function, perform the following steps:

1. Select the Main Menu choice Customer
2. Select Inspection Schedule>> from the dropdown menu choices

3. Select the applicable choice (Family Housing, UPH, Off Post Housing). The applicable inspection screen displays based on the selection made.

4. Select the menu bar choice Actions, then the dropdown menu choice Non Inspection Day.  (The ACA-286 Non Inspection Day Remarks screen displays.)  
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Create a Non-Inspection Day

1.  Select Add  (Screen clears to enter new data)

2.  Enter the date of the “non-inspection” day in the Date field

3.  Select the checkbox “Fully Blocked”

4.  Enter remarks in the Remarks block pertaining to the reason for the block

5.  Select Save
6.  Repeat the procedures outlined to add another “non-inspection day” or select Close to exit

Lesson 11.3 Delete a Non-Inspection Day/Period Record


To delete a non-inspection day/period perform the following steps:

1. Access the ACA-286 Non Inspection Day Remarks screen.

2. Highlight the record being deleted.

3. Select Delete.

4. Respond Yes or No to the Delete message.  (When Yes is selected, the record is removed from the screen.)

5. If deleting another record, highlight the record and repeat the steps outlined. If not, select Close.

REMINDER:  After an inspection day/period has passed, be sure to access the ACA-286 screen and delete the ones no longer valid.

Lesson 11.4 Scheduling a Non-Inspection Period 

A Non-Inspection Period is used to identify times when inspections cannot be conducted or times when the inspector is not available for any time period – from a part of an hour to several days. (Example: dentist appt, vacation, meetings, etc).

ACA-283 UPH Inspection Maintenance Screen
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To add a Non-Inspection Period, perform the following steps:

1. From the Inspection Search menu, click Add
2. Click on drop down arrow for Inspection Type and select Non Inspection Period
3. Click on drop down arrow for Inspector ID and select appropriate inspector

4. Enter the start date and time

5. If necessary, change the end date and/or time

6.   Click Save

Lesson 11.5 Delete a Non-Inspection Period

To delete a Non-inspection Period, perform the following steps:

1 - From the Inspection Search screen, perform a Search function using an Inspection Type of "NON"

2 - Select the record to be deleted

3 - Click the View button

4 - Click the Delete button  (Record is flagged for deletion from the database)

5 - Perform a Close function
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Lesson 11.6 Search for Inspection Scheduling Using the Inspection Search Screen

Before scheduling an inspection, check to ensure that there are no conflicts:

· The date for the inspection is not fully or partially blocked. (This is accomplished using the menu bar choice Actions, then the dropdown menu choice Non Inspection Day.)
· Select the menu bar choice Print, then Inspection Schedule.  (The ACA-113R Print Inspection Schedule screen displays).

· Select the Type of Housing applicable (Family Housing, UPH, Off Post, or All) when an inspector only performs one of these types of inspections.  If an inspector may be used to conduct both Family Housing and UPH inspections, select the choice All.  Next, enter the date the inspection is to be scheduled within the Date Range section and select OK.  (The screen displays any inspections based on the information entered and includes any Non Inspection types.) 

Another option that can be used to check to see if a particular inspector is available for an inspection is to perform a Search function by Inspector Id. Select the dropdown for the field Inspector Id.  (A list of inspector choices displays). Select the applicable inspector from the dropdown choices and then select Search.


A message box entitled “Search Inspection Types” displays.


The above screen allows searching for any inspection types  (AFH, Off Post, or Non Inspections) that the inspector already has scheduled.  In the example above, the other radio button choice, “UPH Only”, displays because the search was conducted from the UPH Inspection Search screen. When the search is performed from the Family Housing Inspection Search screen, the button choice would read, “AFH Only”.  

This functionality is used at sites where inspectors are not just limited to a particular type of inspection (for example, UPH).  When only limited to UPH inspections, the radio button choice “UPH Only” would be selected instead of the first choice, “All Inspections”.

The intent of the “All Inspections” functionality is to allow searching for any inspections (Family Housing, UPH, Off Post, or Non Inspection) that an inspector already has scheduled to avoid a conflict with scheduling a new inspection.

Lesson 11.7 Schedule a New Inspection Using the UPH Maintenance Screen 

1. Select the Main Menu choice Customer
2. Select Inspection Schedule>>
3. Select Family Housing, UPH, or Off Post  (The applicable search screen displays based on the selection).

4. Follow the procedures already outlined to ensure there are no scheduling conflicts with the new inspection being created.

5. Select Add (The applicable Inspection Maintenance screen displays)
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6. Enter the start date and time of the inspection in the Start Date/Time field.  (The End Date/Time field is system-filled.  The HOMES application inspection function allows one hour for an inspection to be scheduled.  If not applicable, you must edit the time.

7. Select the Inspection Type dropdown and from the choices select the applicable inspection type.  

8. Change the Inspection Priority default from Medium if not applicable. 

9. Select the inspector who is to conduct the inspection from the dropdown field Inspector Id.

10. Use the dropdown for the Facility/Qtrs Id field, to select the facility and dwelling (room)    number where the inspection is to be conducted.

11. Enter remarks in the Scheduling Remarks block, if applicable.  If not applicable, leave blank.

12. Verify that the information entered is correct.

13. Select Save.  

14. Select Close to exit the screen or if you want to add another inspection, select the button Add.  

If you failed to check for inspection conflicts prior to accessing the Inspection Maintenance screen, this can still be accomplished using the menu bar choice Actions, then the applicable dropdown menu choices. 

The following are examples of possible Inspection Conflict Messages you may receive when trying to save an inspection record.

Non Inspection Period Conflict Message


The above message displays for informational purposes when a “non-inspection period” is applicable.  The message reflects the reason for the “non-inspection period”.  You have the option of continuing with scheduling the inspection by selecting, “Yes”.  When “No”, is selected, you must change the date and/or time of the inspection to not conflict with the “non-inspection period”.

TRAINING ISSUE: To avoid a “non-inspection period” conflict message, always review the menu choice, “Non Inspection Day”, before scheduling an inspection.

Non Inspection Day Conflict Message


TRAINING ISSUE: To avoid a “non-inspection day” conflict message, always review the menu choice, “Non Inspection Day”, before scheduling an inspection.

Inspector Not Available (Inspection Type, “Non Inspection”)
TRAINING ISSUES: The above conflict message is avoided if you review inspections for the date you want to schedule the inspection or search for inspections an inspector may already have before scheduling a new inspection for the inspector.

To review inspection records already created, select the menu bar choice Actions then the dropdown menu choice, “View Inspection Schedule”. To review inspections an inspector already has scheduled, select the menu bar choice Actions then the dropdown menu choice Inspection Search.

Inspector Already Has Inspection Scheduled


The above message indicates the inspector is already scheduled for the same date and time you entered for the new inspection.  (Select OK to exit message). When this message displays, you must re-schedule the inspection.

TRAINING ISSUE: The above conflict message is avoided if you review inspections for the date you want to schedule the inspection or search for inspections that an inspector may already have before scheduling a new inspection for the inspector.

To review inspection records already created, select the menu bar choice Actions then the dropdown menu choice, “View Inspection Schedule”.

To review inspections an inspector already has scheduled, select the menu bar choice Actions then the dropdown menu choice Inspection Search.

Open Inspection Found Message

The above message is not a conflict message.  It only means there are other open inspections for the dwelling (room) in question.  It could either be an inspection scheduled in the future or an inspection in the past where the inspection results have not been posted.

Lesson 11.8 Posting Inspection Results

To post the results of an inspection, perform the following steps:

1. From the ACA-100 Main Menu screen, Click on Customer, Inspection Schedule and then UPH. (The UPH Inspection Search screen ACA-282 appears.)


2. Enter information to search for the inspection in order to post the inspection results using the applicable Inspection Search screen.

3. Verify that the information entered is correct and select Search.  (Any record or records meeting the search criteria appear in the Search Results section of the screen.)

4. When the inspection record being updated is not the first record displayed and highlighted, highlight the record.

5. Select View.  (The applicable Inspection Maintenance screen displays).

6. Verify this is the correct inspection.  When it is, select the Inspection Result field dropdown to select the applicable choice and make a selection.  (The letter code for the inspection results appears in the field.)

7. When applicable, enter any remarks applicable to the results in the Result Remarks block.  (Leave blank if not applicable).

8.   Verify the result selected is correct and select Save.

Perform a Clear function and perform a new search in order to display the inspection with the result code recorded.

               Inspection Maintenance Screen                                Inspection Search Screen

         (Displaying the Inspection Result Choices)      
        (Displaying the posted  Results)

Lesson 11.9 Printing an Inspection Schedule

To print an inspection schedule, select the menu bar choice Print from the applicable inspection search screen and then the dropdown choice, Inspection Schedule. (The ACA-113R Print Inspection Schedule screen displays).


Type of Housing Radio Buttons

There are four radio button choices:

· Family Housing (Default Value)

· UPH

· Off Post

· All

The choice Family Housing is the default, so be sure to change this radio button if not applicable.

TRAINING ISSUE: When inspectors conduct more than one type of inspection, for example both family housing and UPH, be sure to select the radio button choice All.  If an inspector only conducts one type, for example UPH, then select the radio button choice UPH.

Sort Criteria

The radio button choices are:

· Date (Default Value)

· Inspector 
The default value for sorting the printout information is by date.  When you want the information sorted by inspector, select this radio button.  Upon selecting this choice, you can either select a particular inspector from the dropdown choices or run the printout for all inspectors by not selecting a dropdown choice.

Date Range

The default for date range is the current date plus seven days.  When this is not the desired date range, edit the dates accordingly.  If you want the inspection schedule only for a single day, enter the same date in both the Start Date and End Date fields.

Verify the information on the screen is correct.  If so, select the OK button.  The inspections falling within the date range entered display.  When the sort is by “Inspector”, there is a new page for each inspector, as applicable.

Select the printer icon to print the inspection schedule.  To exit the screen, perform a Close function.

Chapter 12 UPH Terminations

Overview
This chapter discusses terminating UPH customers from assigned housing, an important function of the Housing Office. 

	 [image: image108.wmf]
	By the end of this chapter, you will know how to:

· Terminate a UPH customer

· Amend a termination order

· Revoke a termination order

· Use Future Terminations 

· Prevent the customer from being terminated


Termination of UPH Housing Assignment 

The identified reasons for terminating a UPH customer are listed below:  

· Permanent Change of Station (PCS) Orders

· Leaving the Service (Due to Retirement or Enlistment Ends)

· Moving Off-Post

· Intra Post/On Post Move (Moving to another UPH facility or room within the same facility)

Prior to terminating someone’s assignment to UPH, the following may need to take place:

· Schedule Pre-Termination and/or Termination Inspection(s)

· Open Furnishings Request Documents (issues, turn-ins, etc.) should be finalized

· Transfer of Responsibility for Troop/Unit, Billeting or Non-Support Listing, if applicable

· Dwelling Unit “Unfrozen”

Open Furnishings Requests Documents – Open furnishings request documents (other than issue requests) prevent a customer from being terminated.  When applicable, an “Open Transactions” screen displays.  

Before the individual can be terminated from the dwelling (room), the dwelling must be “Unfrozen”.  This is accomplished by selecting the menu bar choice Actions, then the dropdown menu choice Unfreeze.  (When this menu choice is selected, the FROZEN BY text disappears.  You can now terminate the customer).

Lesson 12.1 Terminate a UPH Housing Assignment – On-Post

When a customer is leaving the service (L), being transferred to another installation (PCS), moving off-post (O), or the customer is scheduled for an Inta Post Move, their housing must be terminated.  

Steps to Terminate a Customer from UPH Housing Assignment:

1. Access the ACA-200 Customer Search screen and search for the individual being terminated.

2. After the customer’s record has been found and highlighted, select the menu bar choice Actions, then the dropdown menu choice Termination.  The ACA-228 UPH Dwelling Termination screen displays below.
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3. After the Effective Termination Date is entered, the required fields activate with the required fields identified in yellow.  After all required fields are entered, click Save. 

The Effective Termination Date recorded can be a date in the past, the current date or a date in the future not to exceed ten days.  (Entering a date greater than the current date is known as a “future termination”.) When this date in the future is reached by the system, the customer is then automatically “system terminated” on this date.

REMINDER:  This same screen is also accessed from the ACA-201 Customer Housing Application screen using the menu bar choice Actions, then the dropdown menu choice Termination.

The following table identifies the various housing termination fields and their function within the ACA-228 UPH Termination screen shown on previous page.

	Field 
	Definition / Options

	Customer Information
	Information about the customer being terminated from a dwelling unit 

	Dwelling Information
	Information about the dwelling unit the customer is being terminated from

	Effective Termination Date
	Indicates the date the termination is effective

	Termination Reason
	A dropdown field with the reason for termination:  I – Intra Post/On Post Move; L- Leaving the Service; O- Off-Post Move; P – Permanent Change of Duty Station

	Move Convenience of individual
	Checkbox to indicate if the move/termination is at the convenience of the individual 

	Charges to be Assessed
	Indicates that there are charges that the customer has to pay before being terminated

	Order Signature
	 The signature block printed on the Termination order

	Order Distribution List
	Identifies distribution group to receive a copy of order

	New Dwelling Status
	A dropdown field to select the NEW status of the dwelling unit as a result of the person being terminated

	Projected Availability Date
	A date the dwelling (room) is projected to be available for re-assignment 

	Projected Availability Basis
	A dropdown field to select the reason a dwelling unit is not immediately available 

	Failed Inspection Quantity
	Number of failed inspections by the customer, if applicable

	Occupant Term Inspect Date
	Date the occupant’s  termination inspection took place

	Contr Clean Inspect Date
	Date when a contractor is scheduled to clean the dwelling NOTE:  This field is system filled with the date if a Contract Cleaning Inspection is scheduled

	Termination Remarks
	Remarks pertaining to the termination

	Dwelling Status Change Remarks
	Remarks pertaining to the dwelling unit status after termination

	Military Spouse
	This section becomes activated only if the customer Martial Status is “SM” on the Application and both customers have been assigned to this dwelling unit 

NOTE: All fields must be filled in if this section activates 


Lesson 12.2 Future Terminations Function

The future termination screen has been added so you can search for projected, successful, and failed “future terminations”.  The screen below displays the “Future Terminations” button from the customer dropdown menu choice.
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Selection of the menu choice results in the following new screen.
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You may search for future terminations by:

· Failed Future Terminations 

· Successful Future Terminations

· Projected Future Terminations

Upon entering ACA-561 Future Termination Search screen, the default for searching for future terminations is “Failed Future Terminations”.

Additional search criteria includes the capability to sort by  “Termination Date” or “Customer Name” as well as the capability to enter a date range (Start and End).



The following is a screen example showing “future terminations” projected to take place in the future.

Lesson 12.3 Amend a UPH Future Termination Order

After a termination on the ACA-228 UPH Dwelling Termination screen is recorded and saved, the only choice under the menu bar choice Action is Revoke. If the termination was recorded with effective date in the future (what is referred to as a “Future Termination”), the dropdown menu choice Amend is activated and the Revoke is deactivated.  If you need to revoke a future termination, you must amend the effective date to the current date and then perform a Save function.

To Amend a Termination Order, access the Customer Housing Application ACA-201 screen.  

         1.     Select the menu bar choice Actions, then from the dropdown menu choice Termination 

                 (The  UPH Dwelling Termination ACA-228 screen appears.)  

        2.      Select the menus bar choice Actions, then, select Amend from the drop down menu.  

                       (This will display the ACA-229 Amend Termination box as shown below.)
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3.      Enter the New Effective Termination Date and click the OK button.


This function is only applicable to a “future termination”.

Lesson 12.4 Revoking an UPH Termination Order

The Revoke function is used to cancel the termination and re-assign the customer to the dwelling unit which was originally terminated. 

The steps that follow assume you have the customer record displayed and highlighted on the Customer Search ACA-200 screen or the Customer Housing Application ACA-201 screen.

1. Select the menu bar choice Termination.  (The UPH Dwelling Termination screen displays).

2. Verify that this is the correct customer.   If so, select the menu bar choice Actions, then the dropdown menu choice Revoke.  When no conflicts with the revocation are found, the following message box displays. (See the next page regarding possible revocation conflicts)
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3. Select the Yes button to print a revocation order or the No button to not print the document.  (The customer is re-assigned to the same dwelling from which originally terminated.)

4. Perform a Close function to exit the UPH Dwelling Termination screen.

RECOMMENDATION:  Access the Customer Housing Application screen if not already at this screen to verify:

1. The customer’s housing status is now recorded as “U”

2. The correct facility and dwelling unit (room) appear within the “Current Address” section  

The original termination information on the ACA-436 UPH Dwelling Unit Maintenance screen Status History tab is no longer recorded.  The basis is a revocation is like having an eraser on the system and the termination should never have occurred.

Revocation Conflicts

When revoking a UPH termination, the program checks to ensure:
1. There is no space conflict
2. There is no gender conflict
3. There are no restriction conflicts

The restriction conflicts would be applicable if after the customer was terminated, restrictions were established for the UPH dwelling.
What follows are various conflict message boxes that may appear when a UPH revocation is performed.

The following message box appears when revoking a UPH termination and the system finds a space conflict.  (Meaning all spaces in the room are currently assigned).
Select “Yes” to continue with the revocation.  When “No” is selected, the termination is not revoked

The following message appears when revoking a UPH termination and the system finds there is a gender conflict with one or more customers currently assigned.  The system will not allow the termination to be revoked.  You must resolve the gender conflict before the termination can be revoked.  (Select OK to continue).


The following message appears when revoking a UPH termination and the system finds there are restriction conflicts that can be overridden.
Select “Yes” to override the restriction(s) and revoke the termination or “No” to not override the restriction(s) and not revoke the termination. Select OK to continue. 
[image: image114.wmf] 

Before the termination can be revoked, the customer must either match the applicable restriction or the restriction must be removed.

Chapter 13 Certificate of Non-Availability

Overview

This function is primary used to issue a certificate of non-availability to unaccompanied personnel, pay grades E01 through E06, when government housing is not available.  However, it can also be used for family housing.  This function also allows for a CNA record to be deleted.
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	By the end of this chapter, you will be able to:

· Create a Certificate Of Non-Availability (CNA)  

· Add, Update, Delete a Certificate of Non-Availability 


Certificates are not issued to pay grades E07, E08 and E09 as well as all officer pay grades because they have the option to live on or off-post.  (Personnel in pay grades of E01 through E06 who are single and have no dependents do not have the option to live off-post and are    required to live in UPH when there is space available.) 

Lesson 13.1 Issue a Certificate of Non-Availability 

This function is accessed from either the Customer Search ACA-200 or Customer Housing Application ACA-201 screen.  Select the menu bar choice Actions, then the dropdown menu choice CNA.  (The Certificate of Non-Availability ACA-225 screen appears).


If the customer has an existing CNA, the control number for the CNA is displayed between the menu bar and the Customer Information section.

To complete, click on the box that represents why a certificate is being issued.

Do not select the first box for anyone with a pay grade of E01 through E06 unless there is housing available and there is a special reason why the customer is being issued the CNA.  (An enhancement has been identified to add a “remarks block” for circumstances when government housing is available but the customer is being issued a certificate. (i.e. pregnancy). If checkbox two or three is used, you can also select checkbox five and identify the date when housing will be available, if known.

If the first or second checkbox is selected, the fields Effective and thru fields become required fields for dates to be entered.

Click on the dropdown for the Signature field if the name that appears is not the one to appear as the person who will sign the certificate.


The signature that appears comes from the Correspondence Defaults ACA-450 screen.

Click on the dropdown for the Distribution List field and select UPH CNA if the customer is UPH or FH CNA if the customer is AFH.

Verify that the data is correct, and perform a Save function. (The system assigns the CNA control number and it appears between the menu bar and Customer Information section on the screen.)

The above is an example of the ACA-225 screen showing a CNA record after a Save function has been performed.

CAUTION:  When box two is selected, the BAQ Type field on the Customer Housing Application ACA-201 screen must be “WO”.  If not, the wording on the printed certificate reflects the customer is receiving their housing allowance at the “with dependent” rate instead of the “without dependent” rate.

If the customer has more than one certificate and you want to see the other(s), use the right arrow button (>) to see any additional certificate(s).  Once you advance to the next record, the left arrow button (<) activates to move backwards through each certificate record.


To print the CNA, select the menu bar choice Print, then CNA. Select the printer icon and follow the screen prompts to compete the Print function.

Perform a Close function to exit the document screen.

Perform a Close function to exit the ACA-225 screen.

If the customer has an existing certificate and you want to add another, perform an Add function.  (The screen clears in order to add a new record.  Follow the procedures already outlined to prepare another certificate.)

Lesson 13.2 Deleting a Certificate of Non-Availability

If the customer was issued a certificate and should not have been, perform the following Delete function.


Deleting the CNA can be performed from the ACA-200 Customer Search screen or ACA-201 Customer Housing Application screen.

Select Actions from the menu bar and then the dropdown menu choice CNA.  (The ACA-225 Certificate of Non-Availability screen appears.)

Verify that this is the customer’s whose certificate is to be deleted.  If the customer has more than one record, make sure the record to be deleted is the one displayed.

Perform a Delete function by selecting the Delete button. (The following message box appears).

Select the Yes button to delete the record.  

Select the No button to abort the deletion.

If the delete is performed, the data is removed from the screen. Perform a Close function to exit the ACA-225 screen.

Chapter 14 Temporary Lodging Allowance

Overview
A Temporary Lodging Allowance (TLA) is provided when it is necessary to occupy temporary lodging facilities incident to a PCS at an overseas duty location. The TLA is used to partially reimburse for a specific period of time to help offset the additional living cost. The TLA is also used for providing temporary housing for customers during renovation of the permanent quarters.   
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	By the end of this chapter, you will be able to:

· Add or Update a TLA Certificate.    

· Delete a TLA Certificate




The three types of Temporary Lodging Allowance’s produced by the system are:
· Initial – A first time TLA when the customer is being located at the installation

· Interim – Temporary lodging while the customer is at the installation 

· Departure – For a customer terminating housing at the installation

The Temporary Lodging Allowance (TLA) function is accessed from either the Customer Search ACA-200 screen or Customer Housing Application ACA-201 screen.

To access, select the menu bar choice Actions, then the dropdown menu choice TLA, and then the applicable submenu choice.  
If the customer is not married to another service member, the only submenu choice is Primary.  (The other choices are de-activated or “grayed out”).  If the customer is married to another service member, select the dropdown menu choice “Both” if both service members are to be issued TLA.  If TLA will be issued to the secondary only, select the  submenu choice Secondary.

(Once the applicable submenu choice has been selected, the Temporary Lodging Allowance ACA-226 screen appears).

If the submenu choice “Both” was selected, the TLA is created for the primary first.  After the TLA record has been saved and printed, when you exit the screen the TLA screen now displays information about the secondary to prepare the TLA for the secondary customer.

TRAINING ISSUE:  When a secondary customer is terminated as a result of leaving the service and the primary is not terminated, the secondary is recorded with a Housing Status of "D" (Discharged Spouse).  Under this circumstance, the customer is considered a "primary" and only the TLA option of Primary is activated.

Temporary Housing Allowance – Fields

The following table identifies the various fields and their function within the TLA screen.  Please refer to the Temporary Housing Allowance ACA-226 screen shown on the next page.

	Field
	Definition / Options

	Customer Information 
	Information about the customer being issued a TLA.

	TLA Type
	Indicates the type of TLA: 

I = Initial

T = Interim

D = Departure

	Signature
	Indicates the signature of the person authorized to sign the TLA.

	Distribution list
	Indicates the people/office receiving  the TLA 

	Total Days of TLA
	Indicates the total number of days for the TLA. This field is calculated and filled by the system based on the dates entered into the Start and End Date fields.

	Temporary Lodging Authorization  
	Indicates the type of person who will be occupying Temporary Lodging:

B = Both Service Member and Family Members

S = Service Member Only

F = Family Members

	Start Date
	Indicates the first day the customer is entitled to occupied Temporary Lodging.

	End Date
	Indicates the date the customer left Temporary Lodging.

NOTE: The system counts only days.  Add 1 day to the TLA end date to ensure that the last day of TLA is paid.

	TLA Option
	Indicates the TLA “Option Type” the person is entitled. The dropdown choices are:

B  = Meals and Lodging

L  = Lodging Only

M  = Meals Only

	Remarks
	Indicates any additional remarks regarding the TLA.  The text typed into this field will appear on the printed TLA Certificate.


Lesson 14.1 Issue a Temporary Lodging Allowance Certificate (TLA)

The Temporary Lodging Allowance (TLA) function is accessed from either the Customer Search ACA-200 screen or Customer Housing Application ACA-201 screen. From the menu bar choice select Actions, then the dropdown menu choice TLA, and then the applicable submenu choice. 
This is an example of the Temporary Lodging Allowance ACA-226 screen and the customer has not been previously issued a TLA.  This screen is used to create a TLA record.  Once a record has been created, it can be updated or deleted, as applicable.

The default value for the TLA Type is “I” for Initial.  Change the code to “D” (Departure) or “T” (Interim) if “I” is not applicable.

The Authorized Family Members Qty field defaults to the number of family members recorded on the Family tab within the system filled Authorized Dependents field of the Customer Housing Application ACA-201 screen.  (Should be zero if the customer is a UPH customer.)

Use the dropdown for the Signature field if the name that appears in this field is not the name of the person whose signature block is to appear on the TLA document.

Use the dropdown for the Distribution List field and select FH TLA or UPH TLA, as applicable.

The Occupant Type field uses a default value “B” [Both Service Member and Family Member(s)] if the customer has dependents and a default value of  “S” (Service Member Only) if the customer has no dependents.  The only other choice is “F” [Family Member(s) Only].

Enter the start and ending dates for the TLA in the fields Start Date and End Date, making sure the start date is not less than the customer’s arrival date if this is the first TLA for the customer.  

The section entitled “TLA Option” is used to record the TLA  “Option Type” the person is entitled. The dropdown choices are:

B -  Meals and Lodging

L -  Lodging Only

M -  Meals Only

Select the applicable dropdown "Option Type" and verify the data entered and if correct, perform a Save function.  (The number of days for the TLA type is system filled in the section entitled “Total Days of TLA”.  Also, the number representing the TLA record number appears between the menu bar and Customer Information section, for example, “1 of 1”, “1 of 2”, etc.)

To print the TLA, select the menu bar choice “Print”, then TLA.  (The TLA document screen appears.)  Select the printer icon and follow the screen prompts to complete the Print function.  (Perform a Close function after the document prints and the ACA-226 screen re-appears.)

   If a customer has more than one TLA record, you can move forward to see the additional TLA record(s) by selecting the right arrow (>) button.  Likewise, once you scroll forward through the TLA records, you can scroll backwards through the TLA records by selecting the left arrow (<) button. This is an example of the ACA-226 screen showing a completed TLA  record for a customer and the customer currently having only one TLA record.


If the customer above had two TLA records, “1 of 2” would be shown to reflect this information.  The right arrow button (>) would be activated so you could advance and see the customer’s second TLA record.  (Once you advance to the second or additional TLA records, the left arrow button (<) activates to scroll backwards through each TLA record back to the first TLA record.)

To issue another TLA for this customer, perform an Add function.  (The existing data clears the screen in order to enter new data.)

Perform a Close function to exit the ACA-226 screen.

REMINDER:  If the submenu choice “Both” was selected, when you Close the TLA screen another TLA screen displays with information about the secondary.  You must now complete the screen in order to issue TLA to the secondary.  (Repeat the steps already outlined to complete the TLA for the secondary customer.)

Lesson 14.2 Update a Temporary Lodging Allowance Record (TLA)

From either the Customer Search ACA-200 screen or Customer Housing Application ACA-201 screen, a customer’s TLA record or records are accessed by selecting the menu bar choice Actions, then the dropdown menu choice TLA, and then the applicable submenu choice of either:

· Primary

· Secondary

· Both

If the customer is not married to another service member, only the submenu choice Primary is activated.  (The other choices are “grayed out”).

If the primary customer’s record is the one shown for a customer married to another service member and TLA has been issued previously, you can access either the primary’s TLA only, the secondary customer’s TLA, or both.

When the submenu choice “Both” is used, the TLA record of the primary customer is displayed first and the secondary customer’s TLA record displays when you exit the TLA screen for the primary customer. 

This is an example of the ACA-226 screen showing the customer currently has only one TLA record. 


If the customer has two or more TLA records, this information is reflected just below the menu bar, for example, “1 of 2”.  The right arrow (>) button is activated in order to advance to the next TLA record.  Use the right arrow to find the TLA record to be updated if the one displayed is not the one being updated.

REMINDER:  The TLA Type field cannot be changed.  If you made a mistake and issued the wrong type of TLA, you must perform a Delete function to delete the TLA and start over.

Change any information as applicable.  After making changes, verify that the changes are correct,  and perform a Save function.  (The TLA record is the database is updated.)


If the dates entered or changed conflict with another TLA record, the following message box appears.

(Select the OK button to exit the message box).

If the above message box appears, you must change the dates or delete the TLA record that is causing the current conflict.

In no conflict is found with the updated TLA record after performing a Save function, select the menu bar choice Print, then TLA to re-print the updated TLA record.  Once the updated TLA is printed, perform a Close function to exit the document screen.  (The ACA-226 screen re-appears.)

Lesson 14.3 Delete a Temporary Lodging Allowance Record (TLA)

From either the Customer Search ACA-200 screen or Customer Housing Application ACA-201 screen, a customer’s TLA record or records are accessed by selecting the menu bar choice Actions, then the dropdown menu choice TLA, and then the applicable submenu choice of either:

· Primary

· Secondary

· Both
If the customer is not married to another service member, only the submenu choice Primary is activated.  (The other choices are “grayed out”).

When the submenu choice “Both” is used, the TLA record of the primary customer is displayed first and the secondary customer’s TLA record displays when you exit the TLA screen for the primary customer.

If the first TLA record displayed is not the one to be deleted, use the right arrow button (>) to scroll to the TLA record to be deleted. 

Verify the TLA record displayed is the one being deleted and perform a Delete function.

(The Verify Delete message box appears).


REMINDER:  If you selected the submenu choice “Both”, when you exit the TLA screen for the primary, the TLA screen for the secondary then displays.

The View button is used to access the Waiting List Maintenance ACA-401 screen to view information about the waiting list record highlighted








Select Revoke from the Action menu bar





Activated if customer has more than one CNA record.








This information is recorded when the CNA record is saved.  Behind the control number in parenthesis are numbers reflecting which record is displayed when a customer has more than one CNA.   (In this example, the customer only has one CNA).








When the UPH Dwelling Offer ACA-216 screen is exited after an offer is saved, the offer is reflected as the first record in the ACA-209 Search Result area. An “O” indicates the offer is an “outstanding” offer and an “A” indicates the offer is an “accepted” offer. 











Other Tab:





Allows user to set Certificate of   Non-Availability (CNA) Prefix which must be reset every fiscal year





Set signature default for CNA & TLA





Establish remarks appended to every CNA and TLA documents created.











Search for Inspection based on search criteria entered above




















Off Post Tab:





Allows user to set Off Post signature defaults





Create text that prints on an Off Post rental terminations, purchase termination, and non-notification letters.




















The latest inspection is always at the top of the list.























The View function does not activate until one or more records are displayed
















































































































































































The Status Remarks field has a default value when adding a new dwelling record of “Manually Entered”.  You can edit and change these remarks, for example, “Added new dwelling unit”.  Whether you use the default remarks or enter your own, these remarks appear on the Status History tab.  Because the text that displays on the Status History tab is limited, take this into consideration when entering your own remarks.


After accepting the default values or editing the fields, as applicable, select the OK button.


(The ACA-428 screen no longer displays)








Enter  the date the dwelling unit was added to your database in the field Effective Status Date.








Clear button clears the Search Results and Search Criteria sections in order to perform a new search





Click on this dropdown.


The screen example shows the dropdown choices available when you click on the blank Status Line line and then the dropdown arrow.








This screen example shows you how to access the ACA-204 Waiting List Sequence screen from the ACA-250 Waiting List Search screen












































Required Fields








Scroll Box





BAH Type needs to be WO for a UPH customer who is a bachelor and NA for civilian








Scroll Arrow




















The “M” status manually entered is recorded by the system based on the “effective date”.








The options for the report are as follows:


Type of Housing


Family Housing (Default Value)


UPH


Sort Criteria


Date  (Default Value)


Inspector  (Dropdown Selection)


Date Range


Start Date 


(Uses the current workstation date)


End Date


      (Uses a date eight days from the start  date)














Changing the assignment priority here also results in the assignment priority changing on the customer Housing Application screen.



































When Offer button is de-activated (“grayed out”), this means the ACA-209 screen was accessed as a result of selecting the dropdown menu choice Assignment, On Post.












































































































































































































































Inspection with the Results  posted
































On Post Remarks Tab:





Allows user to add text to the Offer, Acceptance, Assignment, and Termination letters.
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The appended remarks cannot be over 100 characters in length and cannot be unique to AFH or UPH only. 





















































































































































Data must have been entered in the Maintenance section of the General Info tab on the UPH Dwelling Maintenance ACA-436 screen in order to appear on the report








If a document/transaction is finalized as of 30 September, you will not be able to display the finalized document/transaction after the purge function runs on the 1st of October.








System generated information 





Inspection Result options








This message indicates the inspector is not available.  This means an inspection type of “Non Inspection” was scheduled for this inspector.








Click Save to receive all Turn-Ins











The Clear Qty Received button is used to clear all numbers under the column Qty Received in order to enter new numbers, as applicable.





Highlight desired Turn-In and click on Finalize





Select this button to Finalize an Open Turn-In Request











Click on the Delete button to delete the Non-Inspection period





Select NON from the drop down list 





Deactivate when the “Transfer Within Dwelling Unit” function is performed from the ACA-201 Customer Housing  Application Screen 





Complete the applicable fields on the Inspection Maintenance screen and select Save





Select Button





When changing the date/time of an inspection, you must work backwards by changing the “End Date/Time” field before the “Start Date/Time” field.  Otherwise you receive a message box entitled, “Invalid Time Frame”.








Select this choice to view all open Turn-In requests





Click on dropdown arrow to get list of Warehouse ID’s , make a selection ,and then select OK








Losing Listing ID, Address and Responsible Person is system filled





The Transaction Number field is system filled when the turn-in record is saved








Select the OK button to proceed with the Turn-In or Select the Cancel button to abort the action





Issued furnishings are listed on the Furnishings Tab





Click on Print /Inventory Listing for Signature





Click Save to receive all issues





System generated information 





Clears numbers under the column Qty Received and reflects zero





Gaining Listing ID and address is system filled with the assigned dwelling unit data





Highlight desired Issue and click on Finalize

















Select this button to Finalize an Open Issue Request





Select this choice to view all open issue requests





The dropdown for the field Losing Listing Id is to select from which warehouse location furnishings are to be issued from.  To see furnishings available within all warehouses, select the choice “All Listings”.











Gaining Listing ID and address are system-filled with the assigned dwelling unit data








The Transaction Number field is system filled when the issue record is saved








Select the OK button to proceed with the issue or Select the Cancel button to abort the issue





The default value setting is New Request for Issue





Used in USAEUR to Issue and Turn-In Furnishings from a contractor
































Option 1


Click on the View button











Option 2 


Double click on the highlighted record








Add a new waiting list to your database





Click on the Details tab to see information on this tab.  If the facility is leased, click on the Lease tab to display or create lease information.  Click on the UPH Floor tab to display floor utilization information as well as any restrictions, if applicable, at the Facility floor level.








Dwelling Status: “A” Available





In the screen example, the restriction type is de-activated or “grayed out”.  When a restriction is de-activated, this means the restriction has been established at the facility or floor level using the UPH Floor tab on the UPH Facility Maintenance ACA-435 screen


Perform a Close function and exit back to the UPH Facility Maintenance ACA-435 screen and then activate the UPH Floor tab in order to remove the restriction.








Click this button to assign the highlighted available amenities/utilities to the dwelling unit











A dwelling unit cannot be “Frozen” if  there is a “Future Termination” record until after the customer has been terminated.








Offer Reply Date and Remarks fields become required when the Offer Status is changed to “R”

































































Highlight record and Click on Delete button








If the customer is to be responsible for all furnishings within the dwelling unit, change the Qty To Be Assigned figure from “1” to the Available Qty figure (which would be “2” in this example)















































Selecting the Cancel button leaves the furnishings assigned to the dwelling unit, not the customer 

















Remarks entered into this box appear on the 2nd page of the printed application








This serves as a reminder that a family housing dwelling unit needs to be diverted before it can be used to house a bachelor without dependents.








Only activated for UPH





Military Spouse fields become required when Marital Status = SM





Birth Date is NOT required field for Spouse





Click here to start adding family members





HOMES calculates the authorized dependents and authorized bedrooms





Display all waiting lists (AFH, UPH, and Off Post) currently configured on your database





Enter the search criteria for the desired waiting list and then click Search button





To assign Quarters Id B200, highlight this dwelling unit and then select the Assign button.  (The UPH Dwelling Assignment ACA-219 screen appears as long as no problems are found with assigning this dwelling unit.)  





Only applicable if the customer has a position number on the waiting list highlighted





Notice Quarter Id B200 is displayed as being occupied and no space available





Control Buttons





This is an example of the Print UPH Dwelling Maintenance Planning ACA-051R screen.





















































The Clear button is used to clear the Search Results and Search Criteria in order to enter new search criteria for a new search








The Eligibility Status definition changes if  the customer is a civilian verses a military. Assignment Priority changes when type of housing is identified as UPH


 








Option 3


Select Actions and then Application from the drop down menu choices








To view application, double click the highlighted record or


Click on View  





Indicates


Record


Flagged 


For Delete





Scroll Arrow





Scroll Bar
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Search Results portion of the screen





Based on the criteria entered above, the results of the search  display here





RESULT: 1 customer found and the record displayed and highlighted





NOTE: Select from one of the choices listed in the drop down list.  (1) Click on the choice (2) it becomes highlighted and fills in the field with that choice 





Click on arrow to view the drop down list choices








Search Results section of the ACA 200 screen





Search Criteria section of the ACA 200 screen





User can enter in a whole name if known, partial name or a single letter 





User can enter in a whole or partial Social Security Number





Close and return to customer menu screen.





Use to “Search” for Customer Records based on the search criteria entered into the fields above








Use to “Clear” the search screen to begin a new search





Use to “Add” a new housing application record





“View” the customers application 





































































































Use to “Show All” the housing application records currently in the system





The Offer Status code changes from “O” to “A” when an outstanding offer has been updated to an accepted offer.
































































































































































































































3- Control Buttons
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Exit the Inspection Search screen





This message displays when an entire day has been blocked and does not allow for  an inspection to be scheduled.  Select OK to exit the message.  You must now change the date of the inspection to another day.


























Click on buttons to: 


Issue and Turn-In Furnishings







































































Selecting the Yes button results in the TLA record being deleted from the database.


(Select the No button to abort deleting the TLA record.)


Perform a Close function to exit the ACA-226 screen.



























































2- Search Results 











1- Search Criteria 





1410�
1411�
�
BOP 1,2 or 3�
Equivalent Pay Grade/Bedroom Summary�
�
On Post Dwelling Vacancy Summary�
PFHO – 1, 2, or 3�
�
Population Summary�
�
�



























Enter in a whole name if known, partial name or even just the first letter of a name














Highlight the customer and perform a  Delete function








Click the Add button 





























VOL/INVOL Separation becomes required under certain conditions





The View button only activates when data is displayed with the Search Results section








These choices display when you select Inspection Schedule>> from the dropdown of menu choices








Text that appears when dwelling unit is “frozen”.





When a facility/dwelling unit flagged for deletion is highlighted, the Dwelling Status, Waiting List and Facility Id information displays as red.  This serves as a visual reminder the facility/dwelling unit has been flagged for deletion.








This information comes from the ACA-428 Status History screen





Screen example showing a failed “future termination”.





This column represents the date the inspection was actually scheduled and may not in all instances represent the completion date





An example showing “future termination” records that were successful.
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Application Tabs

































































Information to the right of the amenity/utility description comes from using the ACA-429 Amenity Detail screen
























































































































































Enter a whole or partial Social Security Number
































Dropdown menu choice  “Future Terminations”.














To print the Search Results, select the menu bar choice Print, then the menu choice Search Results.
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Must click on OK to continue

















Once one or more records are displayed, the following functions can be performed for the record highlighted on the screen:





View function   (Accesses the ACA-435 UPH Facility Maintenance screen).   


View Dwelling Unit(s)  (Accesses the ACA-436 UPH Dwelling Unit Maintenance screen). To perform this function, select the menu bar choice Actions, then the dropdown menu choice Dwelling Unit(s).  


Print function (Accessed from the menu bar).


	    Dwelling Detail


	    Dwelling Furnishings List 


           

















The options for the report are as follows:





Type of Housing


Family Housing  (Default Value)


UPH


Reporting Period


From Date


To Date























Be aware of this when changing the customer’s eligibility date





Tab names for functions that can be performed on the ACA-212 screen





Do not forget to click this box if the remarks entered are to appear on all Office Copy waiting lists this customer is assigned





Once you have selected another assignment priority number, the “Description” text changes to reflect the text associated with the new assignment priority selected.





Selecting the OK button results in the ACA-212 screen re-appearing with the selected assignment priority displayed. Perform a Save function.
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Click  the highlighted waiting list to deselect and not assign the customer to this waiting list

































































Control Menu 


Icon





Title bar





Minimize





Maximize/Restore





Close





Command buttons








HOMES 12.02 Icon





The Inspector Name table is used to:


View existing inspectors on the database 


Add new inspectors


Delete an inspector or mark an inspector as “Invalid”
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The Dwelling Amenity table is used to:


View existing amenities on the database


Add new amenities


Delete an amenity (if not associated with a dwelling unit)








�





The Diverted Housing Position table is used to:


View existing duty positions of unaccompanied customers assigned to diverted AFH unit


Add new duty positions


Delete duty positions if no longer needed


   


� 





To add an Addressee to a Distribution list:


Click  on the addressee to be included on that Distribution List from the Available Addressee area


Click on the arrow in between the boxes to move the Addressee to the Assigned Addressee area


If the number of copies distributed to the addressee is greater than one, double click on the Addressee within the Assigned Addressees section to change the number of copies  














Click to access Distribution List Name Addressee ACA 464 screen shown below





Any position reflected on this table shows up as a drop down choice for the Position field on the General tab of the Customer Housing Application screen.





The Distribution List Name/Title table is used to:


Identify the types of system-generated documents requiring distribution.  Once established, use the Addressees button to reflect what office/person will receive copies of the correspondence











The Distribution List Addressee table is used to:


View existing master distribution list addressee records on the database


Add a new distribution addressee record


Delete a distribution addressee record (if not referenced)


		


�





 Records without an “X” show up as drop down choices


 





 Records marked with an “X” do not show as drop down choices


 





To add a new military unit





 Click or double click to view or update a record.  This action will open the Military Unit Maintenance ACA-468 screen below 





The title in this field feeds into the Non-Notification Letter





Click on Actions to UPDATE/MERGE. Enter the new UIC and click OK





Click here to mark record as “Invalid”





STEP 2


Click the box to mark as Invalid





STEP 4


Click Close





STEP 3


Click Save 





STEP 1


Highlight record





Type in new data to be added to table and select Save





Click on 


Add button





When an inspector is marked as “Invalid” they  still show up as a drop down choice on the search screen when  records are associated with the inspector








Any amenity appearing on the Dwelling Amenity table appears on any screen that shows a listing of the amenities that can be selected and assigned to the dwelling unit in question





Every office/person receiving HOMES generated correspondence must be listed in this table








After the Reset Next Number function is performed, the system-generated documents Nbr is  reset to “1”.








The available choices display. Use the scroll bar or arrow to see the other choices.




















A number under this column indicates the customer’s position on the applicable WL








The following fields must be completed:





Waiting List Id


Waiting List Type


Type of Housing


Bedroom Qty


Long Description


First Category








Selecting the menu choice Facility>> results in these choices displaying for facility reports





Select the Report desired and Click the OK button





Use the scroll bar or scroll arrow to display the other report choices





These menu choices display when the menu choice Reports>> is selected





If you want to assign the customer to both the highlighted waiting list and the one not highlighted, click on the WL not highlighted and both will now be highlighted 





The default value for the TLA Type is “I” for (Initial).  Change this value if “I” is not applicable





Enter the 


New Effective Termination Date








Activated only if military spouse is also assigned to the same dwelling unit as the primary customer








This line is system filled based upon the dates  recorded 





Indicates this is the 1st of only one TLA record for this customer





On Post Orders Tab:





Allows user to set order prefixes for family housing, diverted family  housing, and UPH housing.


The Next Order Number is generated from the system. 





�











Identify accounting classifications which are unique numbers assigned by DFAS (Defense Finance Accounting System). This number appears on the dwelling offer screen and the offer acceptance letter.


Set defaults for order signatures.








Click on the applicable tab to activate the screen 





Step 3 - Select Screen or Correspondence from the sub menu





Step 2 - Select System Defaults





Step 1 - Click on Admin button























Do not forget to click this box if the remarks entered are to appear on all Posted Copy waiting lists this customer is assigned








If dealing with barracks, most likely the Offer function is not applicable.




















Customer Information





Menu bar
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