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Please forward any comments or questions regarding this Training material to:

Army Housing Information and Technology 

Army Housing Division
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Alexandria, Virginia 22315-3802

Table of Contents

7INTRODUCTION


7Who Should Use This Manual:


7How to Use This Manual:


7About HOMES


8Conventions Used in This Manual


8Resources


8Regulation


9Chapter 1 Getting Started with HOMES


9Overview


9Lesson 1.1 Starting HOMES


11Lesson 1.2 HOMES Customer Button


13Lesson 1.3 HOMES Admin Button


15Lesson 1.4 HOMES Inventory Management Button


18Lesson 1.5 Printing Documents & Reports


19Lesson 1.6 Required Fields in HOMES


20Chapter 2 Data tables, System Defaults & Purge


20Overview


20Lesson 2.1 Table Maintenance


22Lesson 2.2 Add Records in Table Maintenance


23Lesson 2.3 Delete Records in Table Maintenance


24Lesson 2.4 Invalidate Records in Table Maintenance


25Lesson 2.5 Various Tables in Table Maintenance


28Lesson 2.6 System Defaults – Overview


30Lesson 2.7 Correspondence Defaults


31Lesson 2.8 Correspondence Default Tabs


33Lesson 2.9 Furnishings Defaults


34Lesson 2.10 Removal of Records in HOMES


38Chapter 3 Reports


38Overview


38Lesson 3.1 Generate Reports in HOMES


39Lesson 3.2 Customer Reports


40Lesson 3.3 Facility Reports


43Lesson 3.4 Summary Reports


45Lesson 3.5 Miscellaneous Reports


45Lesson 3.6 HOMES IQ (Intelligent Query Reports)


46Chapter 4 Waiting List Maintenance Function


46Overview


47Lesson 4.1 Searching for a Waiting List


48Lesson 4.2 Viewing a Waiting List Record


50Lesson 4.3 Adding a Waiting List


51Lesson 4.4 Deleting a Waiting List


53Lesson 4.5 Accessing the ACA-204 Waiting List Sequence


54Lesson 4.6 Changing the Freeze Zone for a Waiting List


55Lesson 4.7 Changing a Customer’s Freeze Zone Position


56Lesson 4.8 Printing the Waiting List Sequence Report


57Chapter 5 Facilities Maintenance, AFH


57Overview


58Lesson 5.1 Performing a Search Function for a Facility/Dwelling Unit


60Lesson 5.2 Adding a Family Housing Facility


65Lesson 5.3 Adding & Updating Family Housing Facility Lease Function


66Lesson 5.4 Adding Family Housing Dwelling Unit(s)


76Lesson 5.5 Updating AFH Facility Maintenance ACA-421 Screen


80Lesson 5.6 Deleting a AFH Facility


81Lesson 5.7 Undeleting a AFH Facility


82Lesson 5.8 Accessing the ACA-422 AFH Dwelling Maintenance Screen


84Lesson 5.9 Changing the Status for a AFH Dwelling Unit


85Lesson 5.10 Updating the AFH Dwelling Unit Status History


87Lesson 5.11 Deleting a AFH Dwelling Unit


90Lesson 5.12 Undelete a AFH Dwelling Unit


92Lesson 5.13 Perform a Freeze Function


93Lesson 5.14 Perform an Un-Freeze Function


93Lesson 5.15 Perform Inventory Managment Function


99Chapter 6 Create a New Customer Application


99Overview


99Lesson 6.1 Customer Application Screen


101Lesson 6.2 General Tab


103Lesson 6.3 Customer Application Details Tab


106Lesson 6.4 Customer Application - Family Tab


108Lesson 6.5 Customer Application Remarks Tab


109Lesson 6.6 Customer Application Furnishings Tab


111Chapter 7  View, Modify, or Print a Customer Application


111Overview


111Lesson 7.1 Searching for a Customer in the HOMES Database


116Lesson 7.2 View & Modify a Customer Application


119Lesson 7.3 Deleting a Customer’s Housing Application


120Lesson 7.4 Undelete a Customer’s Housing Application Record


120Lesson 7.5 Print a Customer Application


121Lesson 7.6 Joining Service Member to Service Member


122Lesson 7.7 Reversing Primary and Secondary Customers (SM to SM)


124Lesson 7.8 Separating Service Member to Service Member


125Chapter 8 Customer Waiting Lists Functions


125Overview


125Lesson 8.1 Waiting List Functions from the Customer Search Screen


127Lesson 8.2 Adding an AFH Customer to an Eligible Waiting List


129Lesson 8.3 Assign a Customer to an Ineligible Waiting List


130Lesson 8.4 Deleting a Customer from a Waiting List


131Lesson 8.5 Waiting List Sequence


133Lesson 8.6 Print the Waiting List Sequence


134Lesson 8.7 Working with the Waiting List Details Screen


135Lesson 8.8 Changing a Customer’s Eligibility Date


136Lesson 8.9 Changing a Customer’s Assignment Priority


137Lesson 8.10 Transferring a Customer from One Waiting List to Another WL


138Lesson 8.11 Changing Waiting List Remarks


139Chapter 9 Offers & Assignments for On-Post


139Overview


139Lesson 9.1  AFH Housing Offers


141Lesson 9.2 AFH Dwelling Offer Screen


143Lesson 9.3 Processing AFH Offers


144Lesson 9.4 AFH Dwelling Offer – Print


144Lesson 9.5 AFH Assignment Screen


147Lesson 9.6 Process AFH Assignments


148Lesson 9.7 Print AFH Assignment Orders


149Lesson 9.8 Amending or Revoking an Assignment Order


151Chapter 10 Inventory Management Functions


151Overview


151Lesson 10.1 Inventory Management Functions


154Lesson 10.2 Issue Furnishings to Customer Assigned to AFH


155Lesson 10.3 Finalize “New Request for Issue” Documents


157Lesson 10.4 Print Furnishings Inventory Listing


158Lesson 10.5 Turn-In Furnishing from Customer assigned to AFH


161Lesson 10.6 Finalize New Request for Turn-In Documents


163Lesson 10.7 Perform a Furnishings Remove from Inventory Function


165Lesson 10.8 Performing a Transfer Into Dwelling Unit Function


167Chapter 11 Inspections


167Overview


167Lesson 11.1 Inspection Schedule Function


171Lesson 11.2 Schedule a Non-Inspection Day/Period


172Lesson 11.3 Delete a Non-Inspection Day/Period Record


172Lesson 11.4 Scheduling a Non-Inspection Period


173Lesson 11.5 Delete a Non-Inspection Period


174Lesson 11.6 Search for Inspection Scheduling Using the Inspection Search Screen


175Lesson 11.7 Schedule a New Inspection Using the AFH Maintenance Screen


178Lesson 11.8 Posting Inspection Results


179Lesson 11.9 Printing an Inspection Schedule


181Chapter 12 AFH Terminations


181Overview


182Lesson 12.1 Terminate a AFH Housing Assignment - On-Post


184Lesson 12.2 Future Terminations Function


186Lesson 12.3 Amend a AFH Future Termination Order


186Lesson 12.4 Revoking an AFH Termination Order


188Chapter 13 Temporary Lodging Allowance


188Overview


190Lesson 13.1 Issue a Temporary Lodging Allowance Certificate (TLA)


192Lesson 13.2 Update a Temporary Lodging Allowance Record (TLA)


194Lesson 13.3 Delete a Temporary Lodging Allowance Record (TLA)


195Chapter 14 Housing Complaints


195Overview


195Lesson 14.1 Housing Complaints Functions


196Lesson 14.2 Search for a Complaint


197Lesson 14.3 Adding a Complaint Record


198Lesson 14.4 Updating and Resolution of a Complaint Record


200Chapter 15 Handicap Functionality


200Overview


200Lesson 15.1 Designating Amenities as HC through Table Maintenance


202Lesson 15.2 Designating Handicap Type for On-Post (AFH) Facilities


203Lesson 15.3 Designating Amenities with a Handicap Feature for On-Post (AFH) Facilities


205Lesson 15.4 Changing the Handicap Type of a Dwelling Unit


207Lesson 15.5 Search for AFH Dwellings with Handicap designated amenities.


212Lesson 15.6 Handicap Types – Off Post


214Lesson 15.7 Search for Handicap Off-Post Listings & Make Specific Amenity Selections


216Chapter 16 Off-Post Housing


216Overview


216Lesson 16.1 Off-Post Listing Search


220Lesson 16.2 Off-Post Point of Contact


223Lesson 16.3 Adding an Off Post Facility/Dwelling Unit “Listing”


228Lesson 16.4 Updating the Availability Date for an Off-Post Listing


229Lesson 16.5 Updating the Dwelling Status for an Off-Post Listing


229Lesson 16.6 Updating the Point of Contact (POC) for an Off-Post Listing


230Lesson 16.7 Convert an Off-Post Non-Listing to an Off-Post Listing Using


232Lesson 16.8 Making an Offer for Off-Post Housing


234Lesson 16.9Performing an Assignment from the Offer Screen


235Lesson 16.10 Performing an Assignment  to a Non-Listing


238Lesson 16.11 Terminating an Off Post Customer




INTRODUCTION

Welcome to HOMES Family Housing Training Manual. This manual will demonstrate and explain how to use the HOMES software application to manage the customer and facility records and other information at an installation. 

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, available at the HOMES Help Desk Web Site. 

Who Should Use This Manual:

This manual is designed to be used by Army Housing Office employees who work with Family Housing (On-Post or Off-Post) and UPH customers. 

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 task

· 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 sequences to perform a function 

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

It is recommended to print one copy of this book and then make double sided copies on a high-speed copier so it may be used as a training manual or reference guide.

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 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.

	[image: image167.wmf] 


	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.

	[image: image168.wmf] 


	REGULATIONS- Lists cross references to the AR 210-50 (or other Government Regulations) for a particular topic.

	[image: image169.wmf] 


	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 can be performed.  

	      [image: image2.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 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.  

[image: image171.wmf] 


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.

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 and assignment letters

Display Facility/Dwelling Unit information

· Search for information for a specific facility/dwelling unit 

· View information about a facility/dwelling unit
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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 the 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 the “other listings” types

· Perform Turn-in functions for 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.

                                     [image: image10.png]P SptemPi
i E—

Cancel

Piint Range.
B

e Copies| 15
Cfom [ T g | ColeCeres





2- Select the number of copies that you wish to print, (as well as 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: image11.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 (Point of Contact) 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:

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

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

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

4. Click the appropriate table name 

5. Click the OK button

6. Click the Add button 

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

8. 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.)

9. Click the Close button to exit the screen

10. 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. 

11. From the Main Menu ACA 101 screen, click the Admin button

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

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

14. Click the appropriate table name 

15. Click the OK button

16. Highlight the record to be deleted

17. Click the Delete button

 Verify Delete message box displays (see below)
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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 instances, 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:

18. From the selected table, highlight the record to be marked as Invalid

19. Click  the Invalid box 

20. Click the Save button 
21. Click the Close button to exit the screen

22. 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:

23. From the selected table, highlight the Invalid record to be marked as valid

24. Click the “X” in the Invalid checkbox 

25. 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-479 Diverted Housing Position 
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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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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: image19.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 AFH 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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Furnishings Tab 

[image: image248.wmf]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 they were flagged for delete and who 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: image22.wmf]
	By the end of this chapter, you will be able to generate at least one report in the following categories:

· Customer

· Facility

· Summary

· Miscellaneous


Lesson 3.1 Generate Reports in HOMES

Reports are run at the discretion of the Housing Office.  Many of the reports can be tailored to the individual needs of the post housing management.  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.

ACA 125 Report Menu 
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The report menu choices are broken down as follows:

· Customer Reports

· Facility Reports for Family Housing/UPH/Off Post Housing 

· 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

	Customer by UIC
	Senior Occupant

	Customer Departure Planning
	Senior Occupant Candidate Listing

	Customer Off Post Dwelling Extract
	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 AFH and Off Post facility/dwelling reports only 
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Selecting Facility from the menu choice then Family Housing results in displaying the ACA 030R AFH Facility/Dwelling Report List screen below

Use the ACA 030R AFH Facility/Dwelling Report List screen to display/print the following facility/dwelling unit reports for AFH:

	FH Dwelling Extract
	FH  Dwelling History

	FH Dwelling Listing by Status
	FH Dwelling Maintenance Planning

	FH Dwelling Status History
	AH Facility History

	FH Projected Assignments
	FH Projected Vacancies

	FH Unoccupied Dwelling Listing
	


This is an example of the Print AFH Dwelling Extract ACA-032 R screen 
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Search Criteria: 





Sort Criteria:
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· Facility ID







· Street Name (do not include the street number)

· Acquisition Category

· Current Occupancy Cat

· Dwelling Status

· Dwelling Waiting List

· Dwelling Bedrooms

· Customer Equiv Pay Grade 

· Handicap Type

· Select ADC



Sample of the Facility Housing Dwelling Extract Report
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Selecting Facility from the menu choice then Off Post results in displaying the ACA-070R Off Post Facility/Dwelling Report List screen below
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 XE "FH Facility/Dwelling Report List" \t "See Report List" 
Use the ACA-070R Off Post Facility/Dwelling Report List screen to display/print the following reports for Off-Post:

	Customer/POC All Listings
	Customer/ POC Rental Listing

	Listings by Cost
	Listings by POC/Status 

	Non Notification Letter/Listing
	POC Listing

	Referral Activity
	


This is an example of the ACA-076R Print POC Listing (All) screen 
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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:

	1410
	1411

	BOP - 1,2, or 3
	Equivalent Pay Grade/Bedroom Summary

	On Post Dwelling Vacancy Summary
	PFHO - 1, 2, or 3

	Population Summary
	


Below are examples of the various Summary Reports List screens: 

This is an example of the 1410 Report
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Population Summary 



   On Post Dwelling Vacancy Summary
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This is an example of the ACA-091R Print BOP 1,2, or 3 report screen 
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Lesson 3.5 Miscellaneous Reports  

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 
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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
	


Lesson 3.6 HOMES IQ (Intelligent Query Reports)

HOMES Intelligent Query Reports are custom reports prepared by yourself or some person at the installation that has been assigned the responsibility of writing queries.

The reports that can be developed using Intelligent Query are limited only by your imagination and the functions of the software. There are some IQ reports that were to be loaded on your computer when HOMES was deployed. There are additional IQ reports that may be downloaded, on the Help desk web site https://www.homeshelp.army.mil 

The directions for downloading and installing the Report names to the Start/Programs menu are included on the Web page

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: image28.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.

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 method mentioned 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. 

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. 

[image: image291.png]File  Actions  Print  Help.
Customes Information Waiting List
seN Lot Nome FistName MiddeNome _ Suffi | Staus Lt Pos
53650850 | [Frnks [fonmy \R T
Housig Status “Branch _Renk PayGrade Mol Staus “Accomparied “Type of Housing
[ = [# s Ffos = m = = [F =
General Application Details [ Farily [ FRemarks | Furnishings’
Lising 4 [GO005:600 LoanssueDate [~ LoanPeiod
OnHend | Avalsbe | OnHandQy &
Descrption NS e
T2 Wood Bed. WiHesdbosd Oble Mahogeny TS 02733751 T T 0 —
Bedsping, Double Bedsorng, Box  DELE, 75453 AR ] ] 0
Bookcase Bookcase, Wood. Wehogary 7105002525598 e 0
Chat, £y Chr, . Weod Frame, Mahagery TIO0T4563154 s 5 0
ChaicStsht At Cha, St W/Ams, Heta Wite TS weTB 5N T2 0
Chai.Stsoht /o s Che, 51, W70 A, Mahog. Wood Fiare 0013895774 0 0
Chaic Stsgh /oA Chai. SV, W70 A Mol Whie TS 06160250 e 0
ChaicStsght /oA Chei. S, W70 A Wood Mahogary Tios 0093 2387 - 0
Chest o Diaweis Ches of Diavers. Mahogeny TI500576.6690 s s 0
DeskDesk. Wosd, Mahogeny TI05 002571981 1 1 0
O D Vi Moo TS 05155586 T T 0
‘ ,
s, Tumis, | Borewefon | || comtsctortsnz. | Cantoctorumin. |
imentr.
FrequedFes

ncrant |

- Netwark Neiahb, | 3 Fie server

" User Forders an | =3 MAHoadlew

| “yHOMESY 9T | (W e 2@ 409 Ph



[image: image292.png]Fort McPherson - [Al
Fle Actions Pint Help

Customer Information Waiting List
5N “LastName “FistName Midde Name _ Suffx | Status List_Fos
[443.06:4784 | [Galagher [Edward . ]
Housing Staus “Branch _“Rank “Payliade  “Martal Status “Accomparied “Type of Housing
[c i 8 o | lfess  E[M  Ellv = o I

General 1 eeplctionDetais | Fami I Remaks T Furnishings!

Offpost furnishings cannot be viewed from the customer
housing application.

Click on the 'Assigned Dwelling' button on the General tab.

This will open the offpost dwelling unit screen, from which you
can perform furnishings functionality.

Fisqued Pl = =
FOR OFFICIAL USE ONLY cat | | | oo || o povme] ten

ncrart]| B Network Neiahb, | @ Fie server | T 1User Forders on | “uMaHoadies | “YHOMESY12Ts | (Wt AFlem 2@ 297 o



[image: image293.png]Fort Belvoir - [ACA-201 Customer Hou
Fle Actions Pint Help

Customer Information

Waiting List
ot Lt hame FistName MiddeName S
57355106 | [Baughman parel i T
Housing Stets “Branch_Rank PayGisde Mol Status Acoonparied “Type o Housing
3 3 | ] o = W E ] o |
el Bpplcaion Dais | Faniy I Femaiks | Fumshings

Offpost furnishings cannot be viewed from the customer
housing application.

Click on the 'Assigned Dwelling' button on the General tab.

This will open the offpost dwelling unit screen, from which you
can perform furnishings functionality.

Fisqued Pl = =
FOR OFFICIAL USE ONLY cat | | | | oo || o povme] _ten

PRIVACY ACT DATA




[image: image294.png][_[CIx]

Fle Actions Pint Help
~Customer Information

Waiting List
5N “LastName “FistNome Midde Name Sutfic
332642580 | [Adams Fetcia B
Housing Staus Branch _“Rank “Payliade  “Marta Status “Accomparied “Type of Housing
F g | B3 o | G - | s
General | ApplcationDetais | Family I Remaks I Furnishings
Lising |4 [T0S02008 Loantsue Date [~ Loan Peid |
OnHand | Avaiable | OnHand Dty
Bt NN Oy | Oy | whenSigned
BemoveFiom [ (0 /i1
e T (| | contictortssue.. | canastrTunin. |

FrecuiedFis| = =
FOR OFFICIAL USE ONLY P I O I e

PRIVACY ACT DATA




[image: image295.png]7 0ff Post Dwelling Uni

Fle Actions Pint_Help

3069 Colonial Way; Chamblee, GA 30341

Furmishings Loan Issue Date Loan Period
e
Duelogas o Onelng T |
Sovevne  [AISERD] Wi | e
el Bpl rasobe [

Liig Do Tem oo Doys P
E— | " e |
*Customer Sharing Qty r Inspection Date
AioSpaess [T S =

Anerites/Bematks | AssocistedCosts | Ocoupants | AFH Furnishings, 'UPH Furnishings
oo Al
Desitn o fid| e | pegorstioPasan
Iz Tumn, Bemovefiom | Transferto Contiactor Conractor
! x el e el || e
Fresieses \ \ | o |




[image: image296.png]Fie Pirt He

General
Entered System Date [26-FE8-2000

“IncidentDate  [28FEB-2000

“ComplaintStatus [T

“Complaint Type

Complaint Forwarded

Complaint Amourt $000
Vald Conplaint [~

Findngs
Action Taken

Resoliion

Remarks

[ACA-291 Complaint Maintenance]

Complainant

*POC

Respondent
“Customer

Incident Location
OnPast / 0ff Past

Street Address
Location Name.
Ciy /State /Zip

Countiy

[Gates, Saundia

[l Scot &

OfiPost =

T Main Stueel, Apt C

[Apatment

Buke.

[5 <

[ =lfezm—

ETPTTI | [Terent hos anindis i vilation offease agiesment

Findings
etion taken

Resolution

est | o |

=




                             [image: image30.png]=18l

Flo Actions Help

General

“Type of Housing

“Waiing ListId
“aiing List Type. “Bedioom Oty

Master WL Id {f subis) Average Wait Days.

4 p—
=
-

Dweling Urit Type. Size of List
Furished Remaved Customers
- Description Category
“Long Desciption T
ShottDescipton [ Second

~Freeze Zone

Added o Freeze Zane Oty Exception & Key Oy 10% of Waiting List

o el A | Delete | Save | Cancel | Close |





[image: image297.png]



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 AFH.


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.
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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 Short Description field is not required but on some reports, this field is displayed on the report.

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 list, 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 

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)
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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).

[image: image312.png]£ U.S. Amy Armor Center And Fort Knox - [ACA-446 Off Post Dwelling Unit Maintenance]

File  Actions  Print - Help.

T7T Poirters Ct Fineyvie, KY 40162
T e e [
Gingld
Dweling Status  [EANNG, Apthibr i Dweling Type [W =
Stotus Date, FrmeRz00z  WaingListld =] Bedooms |2
Dactveide  [TWARZE | Damnlese [ E T
LsingDate Rz TemMeiceDas [0 [INTTS
“Lising Type 5 =l MitepCase  ® LivingAvea [ =
CustomerShang @y [ i InpectionDat [65 AR 2002
Available Spaces 1 “Rent/Puchase  |F B Handicap Type [N
‘Amenitios/Bomarks | Assoomed Losts == i Farshings | UPA Famigs
ot vl Ameritio/Utlies osined Ameriis/Utlies

Gaserent | i condtionng.C =

Bt Fos Baoom

2t housg [ e

Chien OF B oo sea

Cuihose Ditaaer

Conshucted Handoap Dot

oo Bl ity

Diing oo Kichen

Bl et L oo

Fercadyad
Fomieare est | o | | e Dulig o1




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 Facilities Maintenance, AFH

Overview

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

	      [image: image33.wmf]
	By the end of this chapter, you will be able to:

· Search for a Facility/Dwelling Unit

· Add a Facility/Dwelling Unit 

· Update Facility/Dwelling Unit information

· Delete & Reactivate a Facility/Dwelling Unit records

· View/Change Dwelling Unit Status

· View and make manual entries to Dwelling Unit Status History

· Perform a Freeze or Unfreeze function




To access the Facility Maintenance function for AFH, 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 appears).
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This is an example of the Facility Maint Menu, Admin ACA-124 screen showing the Facility Maintenance function broken down into:

· Family Housing

· UPH (Unaccompanied Personnel Housing)

· Off Post Housing

To access the Family Housing portion of the Facility Maintenance function, select the submenu Family Housing.  (The AFH Facility/Dwelling Unit ACA-270 screen displays below).
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This is an example of the AFH Facility/Dwelling Unit Search ACA-270 screen.

The screen is used to:

· Search for one or more existing facility(ies)/dwelling unit(s)  

· Add a new family housing facility record to you database  

Lesson 5.1 Performing a Search Function for a Facility/Dwelling Unit  
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To perform a Search function, enter the applicable 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, 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, Show All, to display all dwelling units currently in your database.  However based on the size or your database, it could take more time for data to display using this method of searching.

The screen that follows shows the results using the above search criteria.
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[image: image328.wmf]If no facility/dwelling unit record(s) are found meeting the search criteria entered, the 

Search Results title reads, “Search Results – 0 Facilities/Dwelling Units Found”.  (If the Search Result displays 0 records found, perform a Clear function to clear the Search Criteria section and enter different search criteria to contact a new search.)

Once one or more records are displayed, the following functions can be performed for the record highlighted on the screen:

· View Facility
· View Dwelling Unit  

· Perform a Print function to print:

Dwelling Detail

Dwelling Furnishings List
Lesson 5.2 Adding a Family Housing Facility 
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CAUTION:  Before adding a new 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 facility to your database.

(Select the No button if this message box displays)

REMINDER:  If the facility being added is to be associated to an ADC (Area Designation Code), make sure the applicable code exists in the database before adding the facility.  This is done using the Table Maintenance function titled, “On Post Facility Area Designation”.  
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The waiting list that the dwelling unit(s) is to be associated with, must exist already in your database before adding the dwelling unit(s) associated to the facility. 

To add a new facility, perform 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, then the dropdown menu choice Add
Either one of the above methods results in the display of the AFH Facility Maintenance ACA-421 screen.  
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There are four tabs associated with the ACA-421 screen.  They are:

· General Info

· Details 

· Lease  (Only applicable if the AFH facility is leased)

· UPH Floor (Only applicable for a UPH facility)

When the screen is first accessed, the General Info tab is activated.

The default value for the field Hsg Adequacy is “A” representing adequate.  Use the dropdown to display the other choices and select a choice if the default value is not applicable. 

The State and Country field uses a default value from the Screen Defaults ACA-451 screen. If this default value is not applicable, enter the first letter of the state desired until this state displays in the field.

	Field
	Definition/Option

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

	Housing Adequacy 
	This indicates whether or not the Facility is ‘Adequate’ as far as Army Regulations is concerned  

	Sub RPIC
	The field Sub RPIC is only activated if a site has sub-installation real property inventory codes.  (If not applicable, the field is de-activated or “grayed out”)  If the field is activated, click the dropdown arrow to display the choices and select the applicable RPIC

	Privatized Date
	The "Privatized Date" field is not applicable unless creating a "privatized" facility  

Enter the date the facility came under the ownership of a private corporation  

	Facility Name
	Enter the actual name of the Facility – ex: “Kingstown Village”

	Street Number/Name
	Enter the physical address of the facility

	City/State/Zip
	Enter the City/State/Zip of the facility

	APO/Country
	Enter the APO/Country of the facility

	Divestiture
	Enter the date the facility was ‘Divested’ from /to date.  The "Divestiture" field is required when creating a new facility and in such an instance, the dropdown choice "No" would be selected.


General Info Tab: 

Use the dropdown for the field As Built and select the applicable construction code representing the family housing facility being added to your database.

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.

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

Click on the tab entitled, “Details”.  (This tab is now activated)

Details Tab:

This is an example of the AFH Facility Maintenance ACA-421 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)

Reminder: If “7” (Leased) is chosen, the fields Contract Number, Start Date and End Date become required fields on the Lease tab and must be completed before the facility record can be saved.

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

The UPH tab is de-activated (“grayed out”) since the facility being added is a family housing 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)

If the Lease tab is not applicable, you can perform a Save function to save the facility record to your database.

Lease Tab

The following is an example of the AFH Facility Maintenance ACA-421 screen with the Lease tab activated.
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The Lease tab is used to record lease information at the facility level only.  If the facility has more than one dwelling unit associated to it and lease information needs to be tracked by dwelling unit, the acquisition category of “7” (Leased) on the Details tab cannot be used..  

When “7” (Leased) is established at the facility level, the fields Contract Number, Start Date, and End Date become required fields and the facility record cannot be saved until the required fields have been completed.  If the Lease tab is completed using the AFH Facility Maintenance ACA-421 screen, the Lease tab is then de-activated (“grayed out”) on the AFH Dwelling Unit Maintenance ACA-422 screen.

If the acquisition category code of “7” is not used, you can still complete the Lease tab.  In this situation, none of the fields are required and the user enters whatever information is needed.

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 that 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.

Click on the check GHRP Indicator, if applicable.  (This checkbox is only applicable to USAREUR sites. If an acquisition category of “18” was used, then this checkbox would be applicable.)

If remarks about the lease are applicable, enter in the Remarks block.

Verify the data and if correct, perform a Save function.

The button choices on the Lease tab activate once the facility record has been saved to your database no matter if the lease tab was or was not completed. If you failed to complete a required field on any of the tabs, a message box will display.  Select the OK button to exit message box and the applicable tab activates for you to populate the required field.

The following message box displays after the facility record has been saved to your database.


Select the Yes button to begin adding one or more dwelling units to the facility.


If you select the No button, you must perform the following functions:

· Perform a Close function to exit the AFH Facility Maintenance ACA-421 screen.

· Perform a Delete function to delete the facility just added.

· Perform an Add function to add another family housing facility record to your database.

Lesson 5.3 Adding & Updating Family Housing Facility Lease Function

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 Facility Lease History ACA-430 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 Facility Lease History ACA-430 screen.



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

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

Deleting a Family Housing 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.  (The data on the screen for the lease record deleted is removed.)

Displaying Family Housing Facility Lease History

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


The most recent lease record, appears as the first record displayed.

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

Lesson 5.4 Adding Family Housing Dwelling Unit(s)  

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

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

Selecting the Yes button results in the display of the AFH Dwelling Unit Maintenance ACA-422 screen.

This is an example of the AFH Dwelling Unit Maintenance ACA-422 screen.
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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 (Only applicable for a UPH facility)

· 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 de-activated (“grayed out”) for family housing and only activates for UPH dwelling units. 

The Amenities tab is always the active tab upon initial access to the AFH Dwelling Unit Maintenance ACA-422 screen.

Notice that the Facility Id field is de-activated (“grayed out”), but reflects the facility identification for the facility added using the AFH Facility Maintenance ACA-421 screen.

Enter the quarters identification for the dwelling unit being added in the Quarters Id field.

Enter the number representing the Floor Number associated to the dwelling unit.

For the Apt/Room Number field, you may enter the number representing the apartment number, if applicable.  (Using the above example for “quarters id”, you could enter “1” or “A” as the apartment number for the first dwelling unit and “2” or “B” for the second dwelling unit).

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.)

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

The Current Use Cat field 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.

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).

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 Projected Date Avail field.

If a date is entered in this field, it displays on the Customer AFH Dwelling Units screen under the column “Projected Avail Date”, and on the AFH Dwelling Offer ACA-215 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.

The "Divestiture/Date" field has "No" recorded with no date.  The basis for this is because the "Divestiture" field on the ACA-421 AFH Facility Maintenance screen had to be completed when the new facility was added and "No" was recorded for this field.  When recorded on the ACA-421 screen, the information is then taken from the ACA-421 screen and inserted on the ACA-422 screen.  There is no date recorded because a date is only applicable when Yes is recorded for "divestiture".

Amenities Tab 
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If applicable, click on the checkboxes entitled, “Designated Quarters”, to indicate the dwelling unit is designated for a “key and essential” position.  

The “Handicap Type” field, defaults to the value established for the facility.  Use the dropdown menu to change the default value, if applicable:


C – Constructed

M – Modified 

N – Non-Handicap

Enter the number representing the size of the living area in the Living Area field.
The Bedrooms field is system-filled based on the waiting list chosen.  

For the “Full Baths” and “Half Baths” fields, enter the applicable number for each field.

The Available Amenities/Utilities section provides a list of all applicable amenities/utilities within your database.  This list can be expanded or decreased using the Table Maintenance function titled, “Dwelling Amenity”.  

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

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

For this same Amenity Detail ACA-429 screen, the field may have a dropdown for the choices available.  The following is a screen example.


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

General Info Tab 

The following screen examples reflects the General Info tab of the ACA-422 AFH Dwelling Unit Maintenance screen. 
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The Acquisition Type field uses a default value of “A” (Addition).  Use the dropdown to change the acquisition type to “C” (Conversion), if applicable.

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 field Rental Cost Type should be completed if civilians, Coast Guard, foreign military or UPH customers are housed at your installation. (The basis for this is the Rental Cost Type field on the AFH Dwelling Assignment ACA-218 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 field Contract Nbr.  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 require a date format of dd/mmm/yyyy (i.e. 20 JAN 2000).

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

After all applicable tabs on the AFH Dwelling Unit Maintenance ACA-422 screen have been completed perform a Save function using one of the following methods:

· Click 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
Either of these methods displays the Status History ACA-428 screen.
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This above is an example of the Status History ACA-428 screen that appears when a Save function is performed to add the dwelling unit to your database.

Enter the date that the dwelling unit was added to your database in the Effective Status Date field.

The Status Remarks field has a default value when adding a new dwelling record of “Manually Entered”.  You can edit and change these, 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.

If you click the Status History tab, the effective date and remarks from the Status History ACA-428 screen appear on this tab.

Status History Tab

This is an example of the Status History tab on the AFH Dwelling Unit Maintenance ACA-422 screen after adding a new AFH dwelling unit to your database. 
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The purpose of the Status History tab is to track complete history 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.


Information on the Status History tab cannot be edited.

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 to the same facility, if applicable

· Perform a Close function to exit the ACA-422 screen

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

The tab Restrictions is de-activated (“grayed out”) for family housing and only activates for UPH dwelling units.  

Furnishings Tab 

After the AFH dwelling unit record has been saved to your database, the functions available on the Furnishings tab are activated. 

The following functions can be performed from the Furnishings tab:

· Issues  
· Turn-Ins  
· 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 (Dwelling Unit)  

· Contractor Issue (Only applicable to USAREUR installations
· Contractor Turn-Ins  (Only applicable to USAREUR installations)  
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· The function Transfer Within DU (Dwelling Unit) is not activated because it is only applicable to UPH. 

To perform a furnishings function, use one of the following methods:

· Click on the applicable button

· Select the menu bar choice Actions, then the applicable dropdown menu choice

Inspections Tab

The information on this tab is “read only”.  The information comes from the ACA-280 AFH Inspection Maintenance screen.

This is the ACA-422 AFH Dwelling Unit Maintenance screen with the Inspections tab activated.
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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.
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This is an example of the Inspections tab on the ACA-436 UPH Dwelling Unit Maintenance screen with inspections recorded.

Lesson 5.5 Updating AFH Facility Maintenance ACA-421 Screen  

The General Info tab is activated when the AFH Facility Maintenance ACA-421 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.

In this lesson, we familiarized you with the procedures adding a date to the "Privatized Date" field when a facility is being “privatized”.
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The following acquisition category codes are available:


31 – RCI Acquired from Government


32 – RCI Built New


33 – RCI Built as Replacement for Acquired from Government


34 – RCI Minor Renovation for Acquired from Government


35 – RCI Major Renovation for Acquired from Government

These are only applicable to RCI Privatized Housing. The “Privatized” (RCI) acquisition category codes appear on all screens with search capability for AFH facilities, including all reports currently reflecting the acquisition category codes.

The following procedures are to be used when converting a Government controlled AFH facility to “Privatized” (RCI) Housing control:

1. Enter the date the facility was privatized in the "Privatized Date" field
2. Perform a Save function
The following message box that displays when you enter a date in the Privatized Date field and select the Save button..
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3. After selecting the OK button the Detail screen is displayed

4. Enter the appropriate RCI acquisition category and perform a Save function

The following message box that displays after selecting the Save button..
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5. Select the Yes button to proceed or the NO button to abort this function.

When you select “Yes”, the following message screen displays.
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6. Select OK to continue.

Convert prior Government controlled AFH facility from privatized back to Government control.

The following procedures are to be used when converting a prior Government controlled AFH facility from privatized back to Government control.
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Screen example of a privatized AFH facility (as indicated by the acquisition category 31) and a date recorded in the field “Privatized Date”.

To return the facility from “privatized” back to Government control, blank out the date in the field “Privatized Date”, and perform  a Save function.  The following message box displays.

[image: image54.png]



This message above displays when the facility is being returned to “Government” control and the facility had a previous “government” acquisition category code. Select OK to continue.
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Select the “Yes” or “No” button, as applicable. (If “Yes” selected, the acquisition category reverts back to the last “government” acquisition category code within the history records.  If you select “No”, the facility returns back to “privatized”.)

When you select “Yes”, the following message screen displays.
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Select OK to continue.

The acquisition category code reverts back to the last “government” acquisition category code before the facility was privatized.

Revert a Privatized (RCI) Facility back to Government control, no previous Government Acquisition Category code 

The following screen shows a privatized facility with acquisition category code 32 (RCI Built New).

[image: image57.png]=lolx|

Fle Acions Print Help

[-Facility Information

Facyld 100 Faciiy Nore

“HsgAdequacy |# =] “Stest NbwName [107 [Privatized Uit

SubRPIC =l cyrseezp  [Kingstomn [Ty | —
APO/Courty U5 =

Fivatzed Do [FTIENZO0 Ovesie  [No =] oae [

Gormaiiio boats [ e [ e

-Acquisition/Loss. - Cost/Size:
*Acquisiion Type. B - Acquistion Cost 5000
“Acquisiton Category |32 - Replacement Cost $000

7 Secton 28%5{omely Secton 801
18 Section 2836{mely Section 8321/GHRP

Qe 19 Tisier space
thdded Dat FRCl Acquired from Goverment

Loss Type.

DeleonDate

53 A Buh a Hepknnt o Aca om G
CUPH————————{3% R Mine RenovalionforAca o Gt
UPH 35 _RCI Major Renovation for Acq from Govt

Type Ladging = Garden Plot Duariity

Plyground Quanty
UPH DreSpaceives 118 [ ] R : ™ r
fevstorIn Facity

On Historical Flegistry [~

e e





To return the privatized facility back to Government control, delete the privatized date.
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When you perform a Save function, the above message box displays to let you know the privatized facility has no previous facility history.  Select OK to exit the message box.  Next, select the dropdown for the field “Acquisition Category” and select the appropriated acquisition category code.  Perform a Save function.  The following message box displays.
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Select “Yes” to change the ownership or select “No” to abort making the change.

(Selecting “No” puts everything back the way it was before you removed the date in the “Privatized Date” field.)

Lesson 5.6 Deleting a AFH 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 any outstanding or accepted offers for any dwelling unit associated with the facility being deleted.

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

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

[image: image60.png]verity Delete |





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

If no conflicts with the delete are found, the Facility Deletion Loss By ACA-426 screen displays.
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Click on the dropdown for the Loss Type field 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 the 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.

The next time you access the AFH Facility/Dwelling Unit Search and the facility deleted appears in the Search Results list box, you will see the date the facility was deleted under the column Flagged Deletion.  Facilities flagged for delete remain on the database for ten years and are then purged from the database.

Lesson 5.7 Undeleting a AFH Facility 

To perform an Undelete function using the AFH Facility Maintenance ACA-421 screen, select the menu bar choice Actions, then the dropdown menu choice Undelete.  (The Undelete Facility message box displays).

This menu choice is de-activated or “grayed out” if the facility has not been flagged for deletion.
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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 was one or more dwelling units associated to the facility being undeleted.
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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 AFH Dwelling Units Maintenance ACA-422 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 AFH Facility/Dwelling Unit Search ACA-270 screen, the date the facility was flagged for deletion no longer appears under the column Flagged Deletion.

Lesson 5.8 Accessing the ACA-422 AFH Dwelling Maintenance Screen 

To display family housing dwelling unit(s) associated with the family housing facility displayed on the ACA-421 screen, use one of the following methods:

· Click the “Dwelling Unit(s)” button located in 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 AFH Dwelling Unit Maintenance ACA-422 screen displaying.
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The above example displays the total number of dwelling units associated with the facility when you click on the Quarters Id dropdown menu. 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 display information about the dwelling unit chosen.).

The right arrow button (>) on the address line can be used to scroll through each dwelling unit associated to the facility if more than one dwelling unit record exist.  Once you scroll past the first dwelling unit, the left arrow button activates so you can scroll back through the dwelling unit records.

The following functions can be performed from the ACA-422 AFH Dwelling Unit Maintenance screen:

· View dwelling unit information

· Update/change dwelling unit information, as applicable

· Perform Furnishings functions  

Issues  

Turn-Ins  

Remove from Inventory  

Transfer Into 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 

· Perform an Undelete function 

· Perform a Close function to exit the screen

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


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

· Perform a Print function  

Print a Dwelling Detail

Print a Dwelling Furnishings List

Print a Furnishings List for Signature  

Lesson 5.9 Changing the Status for a AFH 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 5.10 Updating the AFH Dwelling Unit Status History

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

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

· If the information entered is correct, perform a Save function.
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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-422 screen. 
Lesson 5.11 Deleting a AFH 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 AFH Dwelling Unit Maintenance ACA-422 screen, verify you have the correct dwelling unit displayed.

Click on the dropdown for the Dwelling Status field and change the 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.

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

The Status History ACA-428 screen. 


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 AFH Facility/Dwelling Unit Search ACA-270 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-270 screen appear in red if the facility/dwelling unit has been flagged for deletion:

· Dwelling Status

· Waiting List

· Facility Id

Below is an example of the ACA-270 screen with a facility/dwelling unit highlighted that has been flagged for deletion.
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This is a screen example of the AFH Facility/Dwelling Unit Search screen showing a facility/dwelling unit highlighted which has been flagged for deletion.

Lesson 5.12 Undelete a AFH 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)
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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 following screen.
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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
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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 AFH Facility/Dwelling Unit Search ACA-270 screen, no date appears under the column Flagged Deletion after the dwelling unit has been undeleted. 

Lesson 5.13 Perform a Freeze Function 

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).
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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).

The ACA-422 screen with the text “FROZEN BY” displays
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This screen example shows the dwelling unit has been “frozen”.

The following message box displays if you try to terminate a customer and the dwelling unit has been frozen.
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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 Family Housing.  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 AFH Dwelling Unit Maintenance ACA-422 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 5.14 Perform an Un-Freeze Function 


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

From the AFH Dwelling Unit Maintenance ACA-422 screen, select the menu bar choice Actions, then the dropdown menu choice Unfreeze. The text “FROZEN” is removed from the ACA-422 screen and the dwelling unit is no longer “frozen”. The customer can now be terminated from the dwelling unit.

Lesson 5.15 Perform Inventory Managment Function 


The Furnishings functions are not activated until after the dwelling unit record has been saved.

The following functions can be performed from the Furnishings tab:

· Issues (Issue furnishings to the customer)
· Turn-Ins (Turn in furnishings the customer is assigned)  

· Remove from Inventory (Remove an item due to loss, damage, report of survey or statement of charges)  

· Transfer Into DU (Dwelling Unit)  

· Contractor Issue (Only applicable to USAREUR) 

· Contractor Turn-In (Only applicable to USAREUR) 

Performing an Issue Function

The Issue function is accessed from the Furnishings tab of the Dwelling Unit Maintenance ACA-422 screen by selecting the button Issues or by selecting the menu bar choice Actions, then the dropdown menu choice Issues.

This is an example of the message box that appears when the Issues function is selected.
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The default value is New Request for Issue.  Select the OK button to proceed with the issue or select the Cancel button to abort the issue. The New Request for Issue ACA-604 screen appears

[image: image75.png]17TH Asg Camp Zama Japan - [ACA-604 New Request for Issue]

Fle. Actons Print
Transaction Number
Gaing Litng
“Losng Liing 4
ResponsilePerson

Remarks

Help

~=lolx|

[z0008E0 GaringListng Address [B80CampZama

o Responsible Person)

Desciption

NaN

Losing Listingd

OnHand
Quentiy

Avaiable
oy

Gy [«
Requested

[Required Fiids





Click the dropdown for the field Losing Listing Id.  (The dropdown will display the listing ids for all warehouse locations within your database.) 

At the top of the list will be the choice “(All Listings)”.  Select this choice if the issue could come from more than one warehouse location.  If the issue is to come from only one warehouse location, click on the desired warehouse.  

If the choice “All Listings” was chosen, furnishings are displayed for all warehouses on your database.  If a specific warehouse location was chosen, only furnishings within that warehouse location are displayed.

The field “Responsible Person” reflects “No Responsible Person” because at this time the dwelling unit has been newly added.  Once  the dwelling unit has been assigned the furnishings items can only be issued to the person assigned. 

Find a furnishings item to be issued, making sure the Available Qty figure is equal to or greater than the figure to be issued. Enter the number representing the quantity to be issued in the field Qty Requested.

Verify the item(s) selected is correct, the quantity requested number is correct and this number does not exceed the Available Qty number.  If correct, perform a Save function.

A transaction number is system assigned in the field Transaction Number and the Print Report message box displays.

Selecting the Yes button results in the document screen appearing.  Select the printer icon to print the document and follow the screen prompts to complete the Print function. After the document prints, perform a Close function to exit back to the ACA-604 screen.

Once the new request record is saved, the following functions can be performed under the menu bar choice Actions:

· Finalize – Access the Finalize Issue ACA-605 screen to finalize the transaction.

· Delivery Schedule - Access the Delivery Schedule Maintenance ACA-613 screen to add or delete a furnishings delivery date, if applicable  

Finalizing an Issue Document 
REMINDER:  If you do not finalize the transaction from the ACA-604 New Request for Issue screen, the ACA-604 screen cannot be accessed again for this new issue request.  Instead, you must use one of the following to finalize the new issue.

1. Select the Issues button on the applicable furnishings tab.  (The Select Action message box displays) 
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2. Select the Finalize Issue radio button and then the OK button.  (The Finalize Issue ACA-605 screen appears)

This is an example of the Finalize Issue ACA-605 screen.
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If all items requested were received, select the Save button.  

Edit the “Qty Received” field to zero (0) if what was requested was not received.  If a lesser quantity was received versus what was requested, edit the “Qty Received” field to reflect how many of the item was actually received.

The button entitled, “Clear Qty Received”, will clear all numbers under the column “Qty Received” in order to re-enter numbers for all items received. Any difference between the “quantity requested” figure and the “quantity received” figure is returned to the warehouse locations from which originally issued once the issue request document is finalized.

Perform a Save function after editing the figures.  (The Save function causes the items issued to the dwelling unit to now display on the Furnishings tab.  Also, the Print Report message box displays.)

Select the Yes button to print the finalized issue request document.  (Select the No button if you do not want to print the finalized issue document.)

Selecting the Yes button results in the document screen displaying.  Select the printer icon to print the document and follow the screen prompts to complete the Print function.  After the document prints, perform a Close function to exit the document screen.  (The Finalize Issue ACA-605 screen re-appears)

Perform a Close function to exit the ACA-605 screen.  (The AFH Dwelling Unit Maintenance ACA-422 screen re-appears with the Furnishings tab now showing the items issued to the dwelling unit.)

Scheduling a Furnishing Delivery 

To schedule delivery of furnishings to a dwelling unit when the issue request is initiated and saved, select the menu bar choice Actions, then the dropdown menu choice Delivery Schedule.
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This is an example of the Delivery Schedule Maintenance ACA-613 screen accessed from the New Request for Issue ACA-604 screen

Notice that the document number assigned to the new request for issue document is recorded in the Document Number field.  Because the ACA-613 screen is accessed from the ACA-604 screen, the field Issue/Turn-in is system filled with “Issue” and cannot be changed.

The field Delivery Date defaults to the current date.  Change this date if this is not the date the furnishings will be delivered.

Select the dropdown for the field AM/PM and select AM if the delivery will be in the morning or PM if the delivery will be in the afternoon.

Use the dropdown for the field Drive Id and select the number representing the driver who will deliver the furnishings to the dwelling unit.

When the delivery schedule record is saved, the driver Id will no longer display but will show up on the printed copy of the delivery schedule.

If applicable, select the Area Designation dropdown to select the applicable area designation code (ADC) where the dwelling unit is located.

Verify the information and if correct, perform a Save function.

The fields Street Address and Pounds are system filled when the delivery schedule record is saved.  

Chapter 6 Create a New Customer Application

Overview

This chapter will detail how to use HOMES to process an application.
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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 then click the Add button. The application looks like the one below, and is divided into 3 sections:  

1. Customer Information  (this section is always visible)

2. Application Tabs (these change if when you click on a different tab)

3. Control Buttons


Customer Information:

Use this section to enter personal information of the Customer applying for housing. The following fields will be set with 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) O (Off-Post Housing) 
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 customers 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 will appear. 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 deactivated (“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 “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 the 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 needs.

(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 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 Defaults 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 once the customer is assigned to housing.)

	Assigned Dwelling
	Once the customer has been assigned to housing,  this button “activates” and will allow to access the Dwelling Unit screen 

	Previous Address
	This button will access the Previous Address history screen if any current addresses have been saved in HOMES.


Lesson 6.3 Customer Application Details Tab

This tab contains information and details relevant to the customer. The following fields have defaults 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 dependents’ rate/unaccompanied civilian, OCONUS/family restricted tour personnel/unaccompanied personnel serving ‘all others tour’ (excluding Hawaii and Alaska) {IAW AR210-50, Table 3-4}
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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 whether the customer receives their housing allowance 

 at the “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 a 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 family members, bedroom 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). If the military spouse section is completed, do not record the spouse information again in the Family Information section.

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


In the Family Grid, the field “Birth Date” for a SPOUSE is not a required field!

Family Tab – Fields

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

	Field
	Definition 



	Authorized Dependents
	The number of dependents the customer has identified on the application. This field is calculated by HOMES.

	Authorized Bedrooms
	The number of bedrooms the customer is authorized based on the rank of the primary customer and number listed dependants other than the spouse.  This field is calculated by HOMES.

	Adjusted Bedrooms
	Used when the number of bedrooms needs to be manually adjusted because an installation uses a different method to calculate bedroom eligibility. HOMES automatically counts 1 bedroom per person (excluding the spouse)

	Travel Authorization Date
	The date the family was authorized to travel.

	Military Spouse 
	Complete these fields when the customer is a Service Member married to another service member.  

	Delete
	Used to delete a family member record. 

NOTE: All of the fields must be filled in completely before the delete will take affect.

	Relation
	Identifies the type of relationship this family member has with the customer. Depending on the relation type, some of the other fields in the family grid will fill in automatically.

	Last, First, Middle
	Enter the complete name of each family member. 

Note: The last name for the data field defaults to the Primary customer’s last name.  (Edit the name if different)

	Suffix
	Suffix to name such as Jr./Sr./II/III etc. 

	Gender
	Indicates gender of the family member and defaults to male or female based on the selection made for the data field Relation (except for Child, Cousin, Exchng Student, Legal Custody, Other, Spouse, Stepchild, and Unknown).

	Birth Date 
	Indicates the Birth Date for all family members listed

Not required for spouse!

	Loc (Location)
	Enter where this dependant family member will reside.

Defaults to 1-Off Post

	Inc Bdrm (Include in Bedroom)
	Indicate if dependant needs to be included in the total bedroom count. 

	Exception
	Indicates if dependant requires an exception to policy

Defaults to “N”

	Medical
	Indicates if dependant requires any special medical needs

Defaults to “N”


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.
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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.   

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 button Contract Issue and Contractor Turn-In are only 

            applicable within USAREUR. They are used it 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 the UPH dwelling unit another UPH customer within the same 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.


Chapter 6 Summary

A Customer Housing Application must be completed whenever a customer comes to your office to find 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

8. Complete the Remarks tab (if applicable)

9. Save the application

10. Print the application

11. Close the application

Chapter 7  View, Modify, or Print a Customer Application

Overview

This chapter will detail how to use HOMES to process an application.
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	By the end of this chapter, 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 Customers Application

· Print a Customer Application


Lesson 7.1 Searching for a Customer in the HOMES Database

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

26. 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.

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

28. When you need to perform a function to the customer’s application – ex: assign or 

                     terminate the customer from housing.

To access the Customer Search screen, click on the following buttons: Customer, Customer Search 

[image: image84.png]Fort McPherson - [AC
Ble Actions Help

~=lolx|

101 Customer Menu]

Customer Admin Inventory Management

o Saach

Euture Teminations





See next page for an example of the Customer Search ACA-200 screen. 

The Customer Search screen is divided into 3 sections: 

1. Search Criteria 

2. Search Results

3. 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 select from the choices shown.

Search Criteria – 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.


Once the Search Results screen displays, and the desired customer’s record is highlighted, you can perform various functions to the Customer’s Application without actually opening the Application directly.   Any choice that is not “grayed out” (disabled) in the dropdown menu can be performed without opening the customer’s application first.  The choices which appear depend on the Customer’s Housing Status Code.  
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The following choices are: 

	Application
	Access the Customer Housing Application screen

	Waiting List
	Accesses the Waiting List functions, On Post or Off Post

	Dwelling Unit
	Displays available AFH dwelling units the customer is eligible for that can be offered or assigned or search for available OPH listings to offer or assign   

	Offer
	Accesses the offer function for On Post Housing (AFH or UPH, as applicable)

	CNA
	Accesses the Certificate of Non-availability function

	TLA
	Accesses the Temporary Lodging Allowance function

	Inspection Schedule
	Accesses the various types of inspections available (only activated if customer is assigned to housing)

	Assignment
	Accesses the assignment screen to assign housing

	Termination
	Accesses the termination screen to terminate housing (only activated if customer is assigned to housing)


Lesson 7.1 Summary

The steps to searching for a customer are:

1. Access the HOMES Main Screen

2. Select Customer, Customer Search
3. Enter criteria into Search Criteria section

4. Click on Search button

5. Entered search criteria displayed in the Search Results area 

6. View the search results for the customer record highlighted 

7. Click Clear to start a new search

OR to view ALL Customers in the HOMES database 

     1,2. Same as above

     3.  Click on Show All button

     4.  All customers in the database display in the Search Results area

     5.  View the search result for the customer record highlighted

     6.  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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After selecting the View options, the Customer Housing Application ACA 201 displays.
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From this point in an application, if you click on the Actions button, you will be able to perform many other actions for the customer.  In the example below, this customer is already assigned to government housing, so most of the options in the drop down menu are highlighted.
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Customer Housing Application – Fields

The following menu choices are available on the Customer Housing Application screen under the menu bar choice Actions:

	Waiting List
	Accesses the Waiting List functions, On Post or Off Post

	Dwelling Unit
	Displays available AFH dwelling units the customer is eligible for that can be offered or assigned or search for available OPH listings to offer or assign

	Offer
	Accesses the offer function for AFH or UPH, as applicable 

	CNA
	Accesses the Certificate of Non-availability function

	TLA
	Accesses the Temporary Lodging Allowance function

	Inspection Schedule
	Accesses the various types of inspections available (only activated if customer is assigned to housing)

	Assignment
	Accesses the assignment screen to assign On Post housing

	Termination
	Accesses the termination screen to terminate housing (only activated if customer is assigned to housing)

	Undelete Customer
	Only activated if a customer’s application record has been flagged for deletion.  Re-activates the customer’s housing application


	Issues
	Issue furnishings to a customer 

(NOTE: The furnishings function is only activated if customer is assigned housing)

	Turn-In
	Turn-in furnishings from a customer back to warehouse 

	Remove from Inventory
	Remove a furnishings item from a customer’s furnishings list due to damage, loss or unserviceable 

	Transfer Within DU
	Transfer furnishings from one assigned UPH customer to another within a room (Only applicable to UPH)

	Contractor Issue
	Issue furnishings from contractor to a housing customer 

	Contractor Turn-In
	Contractor Turn-In – Turn-in contractor issued furnishings from customer back to contractor.  

	Reverse Primary/Secondary
	(Only activated for service members married to service members) Used to reverse the primary and secondary customers.

	Discharge Primary/Secondary
	(Only activated for service members married to service members) Used to move the primary or secondary to the family grid whenever a service member married to another service member is discharged from the military (Automatic reversal if it is the primary being discharged)

	Separate Primary/Secondary
	(Only activated for service members married to service members) Used to separate married service members

	Join Customers
	Join bachelor customers and make them service member married to service member

	Repair Orphaned Secondary Customer
	(Customer must be a secondary service member with no association to a primary service member record) Used to repair secondary customer’s information if their association to a primary customer has been lost


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 adding dependents or changing an eligibility date, etc.

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

1. From the HOMES Main Menu screen, select Customer, Customer Search.

2. Enter search criteria for the desired customer and select the Search button.

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

4. Make updates or changes as necessary.  

5. 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 (AFH, 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 applications record from the Customer Housing Application screen.

Lesson 7.6 Joining Service Member to Service Member

This function can be performed only from the Customer Housing Application ACA-201 screen.  Also, the customer must have a Marital Status of “B” (Bachelor/Single).  Otherwise, the function is deactivated (“grayed out”).

Select the menu bar choice Actions, then the dropdown menu choice Join Customers.


    The Join Customers ACA-224 screen displays


Selecting the OK button results in the following message box.

Selecting the Yes button results in the ACA-201 screen re-appearing and the customer whose name appears in the Customer Found message box is now added to the Military Spouse section of the Family tab)

Click on the Family tab and use the Location field dropdown to identify the location of the military spouse.

Any dependents associated to the person who became the military spouse that were recorded on the Family Information section of this person’s housing application are now picked up within the Family Information section for the primary customer whose application is   displayed. 

Perform a Save function.  (The primary customer’s application record is updated.  For the customer that became the military spouse, they are now picked up as the secondary to the primary and no longer have their own application record.)

Lesson 7.7 Reversing Primary and Secondary Customers (SM to SM)


This function can only be performed from the Customer Housing Application ACA-201 screen.  

To perform a Reverse Primary/Secondary function, select the menu bar choice Actions, then the dropdown menu choice Reverse Primary/Secondary. 


The following message box displays after selecting the Reverse Primary/Secondary function.


Selecting the Yes button results in the following message box.


Select the OK button to continue

Once the reversal has taken place, the application record now displays the secondary as the primary.  The former primer is moved to the Military Spouse section of the Family grid.

CAUTION:  If the reversal is performed prior to the service members being assigned to family housing, the primary is removed from all Waiting List and any Offers are removed.

The following message box displays if the customer is assigned to a Waiting List without an offer.


Select the Yes button and the primary is removed from the waiting list and the service members are reversed.

The message box below displays if the primary being reversed has an Offer for family housing


Select the Yes button and the primary customer’s offer is deleted and reversed with the secondary.
Lesson 7.8 Separating Service Member to Service Member

Perform the following steps to separate the Primary and Secondary customers:

1. From the ACA-200 Customer Search Screen, search for the Primary customer of the two members being separated and display the application. 

2. Click on Actions from the dropdown menu bar and select Separate Primary/Secondary from the sub-menu.


3. Determine which customer the dependents will be staying with and Click on the dependent to highlight.  Use the >> or > buttons to associate the dependent with the correct customer. The name of the dependant will appear under the customer identified.

4. Select the OK button. A message box appears stating that the Primary and Secondary customer are about to be separated. 

5. Select OK to continue. A message box appears recommending the user to verify all information and to review the both customer applications to be sure that all the information is correct

6. Make any name changes necessary to the Primary/Secondary application and Save the changes.

Chapter 8 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.
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	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 

· 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 Search Screen

Waiting list screens can be acceded from the ACA-200 Customer Search screen and the 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 “M” has been entered in the Marital Status field, “L” in the field Accompanied and the Type of Housing is “U”, the following message box appears before the waiting list screen appears. 
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Select the NO button in order to assign the customer to a UPH waiting list. 

Waiting List Screens

There are three waiting list screens:

· ACA-202 Customer Waiting List, AFH 

· ACA-214 Customer Waiting List, UPH 

· ACA-203 Customer Waiting List, Off Post 

If the customer is a AFH customer, selecting Waiting List, On Post results in the ACA-202 Customer Waiting List, AFH screen appearing.
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The following functions can be performed:

· Add a customer to an Eligible Waiting List  

· Assign a customer to an Ineligible Waiting list
· Delete a customer from an assigned and highlighted waiting List  

· Access the waiting list waiting list Sequence Screen
· Access the applicable dwelling unit screen to Offer or Assign a dwelling unit 

· Access the waiting list Details screen to:

1. Change a customer’s Eligibility Date 

2. Change a customer’s Assignment Priority 

3. Transfer a 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 list 

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

Lesson 8.2 Adding an AFH Customer to an Eligible Waiting List 
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This is an example of the Customer Waiting List, AFH ACA-202 screen.

A customer may be assigned too more than one waiting list.  The number of waiting lists a customer may be assigned to is dependent upon the number recorded on Screen Defaults ACA-452, 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 de-select 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 Screen Defaults ACA-451.
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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 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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REMINDER:  A customer’s position number may change if later there is another customer added to the same waiting list with eligibility criteria that puts them ahead of this customer.

After a customer has been added to a Waiting List, this information will appear on the Customer Housing Application screen in the Waiting List box.  

[image: image95.png]Fort McPherson - [ACA-201 Customer Housing Apj

ion]

=lox
A ————
~Customer Information Waiting List
55N Lssthame “FistName Middle Name _ Suffx | Status List_Pos
12235 [Tex [anele W 2
W
Housing Stetus “Branch_Rank “PayGrade Mot Status “Acoomparied “Type of Housing
o~ [wm sl e s A N
General | PeplcationDetais__| Famiy [ Rematks Furishings |
~Application Date and Time Unit/Duty
ppication Date [{3APA 2003 ue [ ] “UnitName [3678 MEDICAL GROUP =l
“Appication Tine [1558 Duty Phone [123:123 Duty Station [Test =l
L il
[ Rank/BPED Test
BPED ~Cunent Address
E=— Steet StsetName AptRicam N
RarkDale  [§TiAN2003 2
ael I
T POBox 2P0
“Gencer O Male ® Femsle
WG City State. 2IP Cade. Country
™ Exceptionsl Member
X Handoap Requienent I | —
Home Phare —
SmokingPreference [ 7] Pregious Addiesses.

[Required Fiids

FOR OFFICAL USE ONLY st | peme | e

PRIVACY ACT DATA

| o | e | [ o mmma] e





This is an example of  the Customer Housing Application ACA-201 screen displaying the customer’s waiting list position in the Waiting List box.  A Status of  “W” means the customer is assigned to the waiting listing displayed but does not have an offer.  An Offer Status of “O” represents an “Outstanding” offer and “A” represents an “Accepted” offer.

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 ONLY the waiting list you want to add for the customer

8. Click the Add button

The below message will appear 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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Select the Yes button if you want to assign the customer to an ineligible waiting list or select the No button to not assign the customer to the ineligible waiting list.

When the No button is selected, the applicable waiting list screen re-appears in order for you to select another waiting list and perform an Add function or exit the screen without assigning the customer to a waiting list by performing a Close function.

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.
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Selecting the Yes button results in the program removing the customer from the waiting list you highlighted. 

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. 

Performing a View function from the Waiting List Search ACA-250 screen results in the Waiting List Sequence ACA-204 screen displaying.
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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 Status 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.
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Verify the entered remarks in the office copy or posted copy remarks and if correct and perform a Save.

Chapter 9 Offers & Assignments for On-Post 

Overview

This chapter covers how to make offers and assignments for On-Post & Off-Post housing.

	      [image: image106.wmf]
	By the end of this chapter, you will be able to:

Offer Dwelling Unit & Print Offer

Accept, Bypass, or Reject an Offer

Assign to On Post 

Print offer and acceptance letter

Amend or Revoke Assignment Order  




Lesson 9.1  AFH Housing Offers 

Making an offer or assignment to family housing (AFH) 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 choices: 

· Offer, then On-post 

· Dwelling Unit, then On-Post

· Assignment, then On-Post 

Either of these menu choices results in the ACA-205 Customer AFH Dwelling Units screen that is used to find dwelling units the customer is eligible to be assigned. 


The ACA-205 screen can also be accessed from the ACA-200 Customer Search screen once the desired customer’s record has been highlighted
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When the ACA-205 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 the customer may have any offers for and/or dwelling units the customer is eligible for.  

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.

To access the ACA-205 screen when a customer is on a Waiting List, perform the following steps:

1. Access the Customer, Waiting List, AFH ACA-202 screen,

2. Click on the Waiting List the customer is assigned to and then select Actions

3. Click on Dwelling Unit
The ACA-205 Customer AFH Dwelling Units screen displays the dwelling units the customer is eligible for or displays the Dwelling Units associated with the Waiting List to which the customer has  been assigned.

ACA 205 Customer AFH Dwelling Units



If an available dwelling unit does not have a Projected Availability Date, it will not show up on the ACA-205 screen

From this screen, you can:

· View the dwelling unit information highlighted in the search results area

· Offer the dwelling unit 

· Access and view an existing offer on a Dwelling Unit for another customer

· Assign the customer to the dwelling unit 

· Clear the Search Results area and perform a new Search 

· Perform a Show All function to show all dwelling units

Lesson 9.2 AFH Dwelling Offer Screen

Once you have identified the eligible Dwelling Units for a particular customer, you are ready to process and then Print an Offer letter:

Things to remember when offering a dwelling unit:

· “O” in the Offer Status column indicates an outstanding offer exists for the dwelling unit.

· “A” in the Offer Status column indicates an accepted offer exists for the dwelling unit

· "R" in the Offer Status column indicates the customer rejected the dwelling offer

· "B" in the Offer Status column indicates the customer bypassed the dwelling offer

The screen below shows that an Eligible Dwelling Unit that is ‘Available’ and that does not have any Outstanding Offers for another customer is about to be Offered.

ACA 205 Customer AFH Dwelling Units
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After clicking Offer, if no conflicts with making an offer are found, the ACA-215 AFH Dwelling Offer screen will display below.
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The following table identifies the various fields and their function within the ACA-215 AFH Dwelling Offer screen shown above.

	 Field
	Definition / Options

	Primary Customer Information
	Information about the customer being offered a dwelling unit 

	Dwelling Information
	Information about the dwelling unit being offered

	Effective Offer Date
	Indicates the date the dwelling unit is/was offered

NOTE: Field defaults to the current date

	Offer Reply Date
	Indicates the date that the Housing Office receives notice that the customer officially accepted or rejected the dwelling unit 

NOTE: This field becomes a required field once the Offer Status field is changed to A - Accepted or R - Rejected

	Offer Status
	Indicates the current status of the offer

	Projected Availability Date
	The projected date that the DU will be available for occupancy

	Projected Availability Basis
	Indicates the reason the dwelling unit is not currently available 

	Remarks
	Indicates any remarks regarding the offer

	Move Convenience of Individual
	Indicates if this offer is made for the convenience of the customer

	Offer Signature
	Select the name to appear on the signature block on the offer letter

	Accounting Classification
	The DFAS accounting code 


Lesson 9.3 Processing AFH Offers

Process an AFH Offer

1. From the ACA-215 AFH Dwelling Offer screen, check the Primary Customer and Dwelling Unit Information section to verify that the correct customer is being offered the correct dwelling unit

2. Enter the date of the Offer (defaults to current date & cannot enter future date)

3. Click on the Offer Status dropdown arrow and select “O” for “outstanding Offer” (default)

4. Enter Remarks or other information

5. Select correct name for signature (defaults)

6. Save the Offer
Process an Acceptance for an AFH Offer

When an offer is Accepted, all outstanding offers for both the dwelling unit and the applicant are automatically rejected.

1. Verify that the correct customer is accepting the correct dwelling unit

2. Enter the Offer Reply Date the Customer Accepts the Offer 
3. Click on the Offer Status dropdown arrow and select “A” for “Acceptance” 

4. Enter Remarks or other information

5. Select correct name for signature

6. Click Save 

Process Bypassing a Dwelling Unit

If it is not possible to assign an applicant to a facility, the offer can be bypassed.  For example, if an applicant’s current lease is not up for  2 more months, they can bypass the offer which will not affect their status on the waiting list.  The Dwelling unit can now be offered to someone else.

1. Verify that the correct customer is bypassing the correct dwelling unit

2. Enter the Offer Reply Date the Customer Bypasses the Offer 

3. Click on the Offer Status dropdown arrow and select “B” for “Bypass” 

4. Enter Remarks or other information

5. Click Save 

Process a Dwelling Unit Rejection

The applicant's offer record is updated to reflect the date of the rejection. An offer is ‘rejected’ when a customer decides that they don’t want the Dwelling Unit for personal or unjustified reasons.  The applicant's position on the waiting list can be lost.

1. Verify that the correct customer is rejecting the correct dwelling unit

2. Enter the Offer Reply Date the Customer Rejects the Offer 

3. Click on the Offer Status dropdown arrow and select “R” for “Rejected” 

4. The Remarks field is now required- be sure to complete 

5. Click Save 

Lesson 9.4 AFH Dwelling Offer – Print

The following Offers letters can be printed by clicking on the menu bar choice Print and then selecting the applicable dropdown menu choice:

Offer – This is the original offer of the dwelling unit.  Can be used for the customer to accept or reject the dwelling being offered.

Acceptance – This letter is printed after the customer accepts the dwelling unit 

ACA-215 AFH Dwelling Offers screen

Lesson 9.5 AFH Assignment Screen

Customers can be assigned to housing from several different screens in the HOMES system once an application has been created. 

The ACA-205 Customer AFH Dwelling Units screen can be accessed from:

· ACA-200 Customer Search Screen
· ACA-201 Customer Housing Application Screen
· ACA-202 Customer Waiting List Screen (only if customer is assigned to a Waiting List)
· ACA-204 Waiting List Sequence (only if the customer is on a waiting list accessed through the Customer function, dropdown menu choice Waiting List)
· ACA-205 Customer AFH Dwelling Units screen 
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If the customer has an existing offer (Offer Status code “O” or "A"), it will always be displayed at the top of the Search Results and be highlighted.  

The Assign button from the previous screen was selected, and the ACA 218 AFH Dwelling Assignment Screen is show below.
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ACA-218 AFH Dwelling Assignment screen – Fields

The following table identifies the various fields and their function within the ACA-218 AFH 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
	This field is when an Amend function is performed.

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

NOTE: HOMES pulls this date from the Customer Application, Details Tab. 

	Order Signature
	Name of the person responsible for signing the offer order.

	Order Distribution List
	List of people who will be sent a copy of the Assignment order.

	Move Convenience of Individual
	Indicates if assignment is for the convenience of the customer.

	Projected Availability Date
	Projected date the dwelling will be available for occupancy.

	Rental Cost Type

FM - Fair Market Value

HA - Housing Allowance

OM - Operations &            Maintenance

UH - UPH Housing Allowance
	Used to identify how the rental cost will be charged. 

NOTE: This field activates when the customer is a civilian, foreign military, Coast Guard or when the dwelling unit has been diverted.  

	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 cost of the monthly maintenance 

	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 customer is being housed. NOTE: This field becomes required then the Rental Cost Type and Monthly Fair Market Rent are required 

	Military Spouse
	This section becomes activated only if the Martial Status is “SM” on the Application. If not completed, the secondary customer (military spouse) will not be assigned to family housing, and must be added at a later date


Lesson 9.6 Process AFH Assignments

To assign a customer to Family Housing, perform the following steps:

1. From the Customer Search Screen OR Customer Housing Application screen click on Actions from the Menu Bar

2. Click on Dwelling Unit/On Post

3. Verify that the dwelling being assigned is highlighted and click on the Assign button or Actions then Assign

OR

29. From the Customer Waiting List, AFH ACA-202 Screen click on the waiting list the customer has been assigned

30. Select Actions, Dwelling Unit
31. Verify the dwelling unit being assigned is highlighted and click on the Assign button or Actions , Assign
If the customer has an accepted offer, they cannot be assigned any other dwelling unit until that offer is bypassed or rejected. If you try, the Assign button de-activates.

If the applicant has a military spouse also assigned to the installation, that military spouse must also be assigned to the quarters.

This is an example of the AFH Dwelling Assignment ACA-218 screen.
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After an assignment has been processed (recorded), HOMES automatically rejects other outstanding offers for the applicant.  If the assignment is for permanent adequate housing, HOMES removes the applicant from all waiting lists.  Assignment orders can be printed when the assignment is made.

Lesson 9.7 Print AFH Assignment Orders

An AFH Dwelling Assignment Order can be printed by clicking on the menu bar choice Print and then selecting Original Order 

ACA 218 AFH Dwelling Assignment
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Sample Assignment Order

If the primary customer and secondary customer are being assigned to family housing at the same time, the Print function displays two assignment order documents on the status bar at the bottom of the screen. Print the order for the primary customer and exit the print screen.  The 
 Secondary Customer Original Order screen re-appears for printing.

Lesson 9.8 Amending or Revoking an Assignment Order

To amend an Assignment order, access the assignment screen by selecting Assignment, On-Post from the menu bar of the Customer Search or Customer Housing Application screen. This will display the ACA 218 AFH Dwelling Assignment Screen as shown below.

ACA-218 AFH Dwelling Assignment Screen


ACA-218 Amend Assignment Screen



Revoking an Assignment Order

To revoke an assignment order, access the original assignment from the ACA-201 Customer Housing Application screen.  Select the menu bar choice Actions, then Assignment, On-Post. This will display the ACA 218 AFH Dwelling Assignment Screen as shown below:
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The following message boxes appear depending on what type of customer is receiving the revocation.

Primary Customer 

                        
 Primary and Secondary Customer 
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Select the Yes button and print the Revocation Order.  If you select the NO button you will not be able to print the order once the screen is closed.

Chapter 10 Inventory Management Functions 

Overview    

When a customer is assigned to AFH, they are authorized to receive government issued Furnishings for their Dwelling Unit
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	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 inventory listings

· Transfer into dwelling units

· Print inventory listings 




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  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 AFH, UPH, or Off Post housing, these functions are performed from the Customer Housing Application screen.

· Dwelling Unit Level: When the facility/dwelling unit is not assigned to a customer, these functions are performed from the ACA-422 AFH Dwelling Unit Maintenance screen, ACA-436 UPH Dwelling Unit Maintenance screen and ACA-446 Off Post Dwelling Unit Maintenance screen.

Once a customer is assigned to AFH, the Inventory Management functions can be performed from the Customer Housing Application ACA 201 screen through the Furnishings tab.

Customer Housing Application ACA 201 Screen (Furnishing Tab activated)


For Off-Post customers, the Inventory Management functions are de-activated (“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 AFH 

When a customer is assigned to AFH, the Issue function is accessed from the Furnishings tab of the ACA-201 Customer Housing Application screen, or on the ACA-422 AFH Dwelling Unit Maintenance screen by selecting the button Issues 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


To Issue furnishings, perform the following steps:

1. 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).

2. Select the OK button to proceed with the issue. The ACA-604 New Request for Issue screen displays.

3. Click 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.

4. Click the Responsible Person dropdown arrow and select the customer name. 

5. 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.

6. 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.

7. Select the Yes button to print the new request for issue document.

8. Select the printer icon to print the document 

9. Close the document print window.

10. 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.
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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 Show All button or 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.


To Finalize a New Request for Issue, perform the following steps:

32. From the ACA-605 Finalize Issue screen, verify that the correct Transaction Document Number is displayed.

33. Edit the Qty Received field if the number received is less than the quantity requested. 

34. If all items requested were received, perform a Save function. 

35. Select the Yes button to print the Finalized Request document.

36. Select the printer icon to print the document. 

37. 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.

ACA 201 Customer Housing Application ( with Furnishing Tab activated )


To print an Inventory Listing or an Inventory Listing for Signature, perform the following steps:

38. Select Print from the menu bar

39. Select Inventory Listing or Inventory Listing for Signature from the submenu 

The Inventory Listing prints with no signature block and the Inventory Listing for Signature prints with a signature block

40. Click the printer icon to print the document 

41. Perform a Close function

Lesson 10.5 Turn-In Furnishing from Customer assigned to AFH

If the customer is assigned to AFH, the Turn-Ins function is accessed from the Furnishings tab of the Customer Housing Application ACA-201 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.
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This is an example of the message box that appears when the Turn-Ins function is selected.

The default value is New Request for Turn-In.  Select the OK button to proceed with the turn-in or select the Cancel button to abort the issue.  

The New Request for Turn-In ACA-604T screen below appears. The example represent the turn-in performed from the Customer Housing Application screen.

ACA-604T New Request for Turn-In screen


To turn-in furnishings from a customer assigned AFH, perform the following steps:

1. From the ACA-201 Customer Housing Application screen, 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 fields. The Losing Listing Id, Losing Listing Address and Responsible Person fields are system-filled with data from the customer record

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 - 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 all information is correct and perform a Save function. 

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. Close the customer application

REMINDER:  When performing a furnishings turn-in for a customer assigned to off-post housing, you must select the Assigned Dwelling button on the General tab of the ACA-201 Customer Housing Application screen.  Next, select the applicable furnishings tab (AFH or UPH).  You may now follow the steps already outlined starting with step 2 to perform a Turn-in function.

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 from the customer and delivered back to the warehouse.  There are 2 methods used to finalize the New Request for Turn-In document. 

Method 1 – From the Customer’s Application 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 Show All button or 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-605 Finalize Issue screen.)

ACA-605T Finalize Turn-In Document Screen


To Finalize the “New Request for Turn-In” document, perform the following steps:

42. 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.

43. Edit the Qty Received field if the item being received for turn-in is less than the Qty to Turn-In figure.

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.

44. If all items for Turn-in were received, perform a Save function.   

45. Select the Yes button to print the Finalized Request document.

46. Select the printer icon to print the document. 

47. Close the document window.

48. Close the Customer Application.

After the Turn-In has been finalized and you exit the function, the Furnishings Tab of the ACA 201 Customer Housing Application screen no longer shows the items that were turned in. 

Follow the procedures outlined earlier in the section entitled, “Print Furnishings Inventory Listing”, if you do not remember how to perform this function.

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 below.


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

  
The Reason choices are:

· Damage

· Loss
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 Reimbursement and Reason fields 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.

REMINDER:  If you attempt to remove more than one furnishings item, the following message box displays.(Select the OK button to continue)


Repeat this step for each item being removed if the removal is due to a transaction type of “Finale Turn-In, Reimbursable”.

Verify that the item (or items if the removal is due to a reimbursement) being removed is correct as well at 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 below.

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.

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: image120.wmf]
	By the end of this chapter, you will be able to:

· Schedule AFH 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 AFH. 

(The ACA-280 AFH Inspection Search screen appears.)
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2. Enter search criteria into fields

3. Click on 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 AFH Inspection Schedule Maintenance screen displays.
ACA 281 AFH 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.

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 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-281 AFH 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

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.
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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, “AFH Only”, displays because the search was conducted from the AFH Inspection Search screen. When the search is performed from the UPH Inspection Search screen, the button choice would read, “UPH Only”.  

This functionality is used at sites where inspectors are not just limited to a particular type of inspection. 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 AFH Maintenance Screen 

1. Select the Main Menu choice Customer
2. Select Inspection Schedule>>
3. Select Family Housing, 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 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.

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 ISSUES: 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.


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”.

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 AFH. (The AFH Inspection Search screen ACA-281 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 AFH, then select the radio button choice AFH.

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 AFH Terminations

Overview

This chapter discusses terminating AFH customers from assigned housing, an important function of the Housing Office. 

	 [image: image128.wmf]
	By the end of this chapter, you will know how to:

· Terminate a AFH customer

· Amend a termination order

· Revoke a termination order

· Use Future Terminations 

· Prevent the customer from being terminated


Termination of AFH Housing Assignment 

The identified reasons for terminating an AFH 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 AFH facility or room within the same facility)

Prior to terminating someone’s assignment to AFH, 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 AFH 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 Intra-Post Move their housing must be terminated.  

Steps to Terminate a Customer from AFH 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-227 AFH 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.

AFH Termination – Fields

The following table identifies the various housing termination fields and their function within the ACA 227-AFH Termination screen shown above.

	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 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 AFH Future Termination Order

After a termination on the ACA-227 AFH 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 de-activated.  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  AFH Dwelling Termination ACA-227 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 AFH 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 AFH 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 AFH 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 “F”

2. The correct facility and dwelling unit appear within the “Current Address” section  

The original termination information on the ACA-272 AFH 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.

Chapter 13 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 occupy 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 13.1 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 field Authorized Dependents 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.

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 Start Date and End Date fields, make 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 13.2 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 in 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. If 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.  

Lesson 13.3 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.

Chapter 14 Housing Complaints

Overview

This chapters defines types of complaints that can be brought to the housing office as well as shows you how to document complaints in HOMES.
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	By the end of this chapter, you will be familiar with:

· Different types of complaints

· Search for an existing complaint in the database

· Add a new complaint to the database

· Update/Resolve/Delete a complaint

· Print a complaint detail report


Lesson 14.1 Housing Complaints Functions

The Complaints function is accessed by selecting the Main Menu ACA-100 screen choice Customer, then the dropdown menu choice Complaint.  The Customer Search ACA-290 screen displays below.
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The screen is used to either:

Search for one or more customer complaint records by:

· Entered System Date




· Incident Date






· Complaint Status






· Complaint Type

· Discrimination Type

· Complainant Last/First name 
· Respondent Last/First name


Lesson 14.2 Search for a Complaint

Enter information in the Complaint Search portion of the screen and then perform a Search function by either:

· Clicking on the Search button

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

· Selecting the menu bar choice File and then the dropdown menu choice Search
ACA 290 Complaint Search Screen (With search results displayed)

This is an example of the Complaint Search screen after entering search criteria and performing a Search function.

Once the Search Results displays one or more records, the View button activates.  Perform a View function to access the Complaint Maintenance ACA-291 screen

This is an example of the Complaint Maintenance ACA-291 screen showing the complaint record   selected from the Complaint Search ACA-290 screen.

Lesson 14.3 Adding a Complaint Record 

The Complaints function is accessed by selecting the Main Menu ACA-100 screen choice Customer, then the dropdown menu choice Complaint.  (The Customer Search ACA-290 screen displays)

Use one of the following methods to add a new complaint:

· Click the Add button

· Hold down the Alt key and then press the “A” key

· From the menu bar, click on File and then the dropdown choice Add
Either of these methods results in the Complaint Maintenance ACA-291 screen displaying.
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Once all fields, as needed or required are completed, perform a Save function.

After the complaint record is added, the complaint record can be printed by selecting Print from the menu bar and Complaint Detail from the drop down menu.

To print the document, select the printer icon and follow the screen prompts to complete the Print function.  After printing, perform a Close function to exit the document screen.

Lesson 14.4 Updating and Resolution of a Complaint Record 

Once a complaint record has been added to your database, you can then update the following date data fields and well as Remarks section:

· Findings

· Action Taken

· Resolution

ACA 291 Complaint Maintenance 


These areas may be completed immediately after the complaint record has been saved to your database or as the applicable action takes place.

Record/Update Findings for a Complaint 

To record/update findings of a complaint, enter the date of the findings in the field Findings and then click on Findings in the Remarks section.  (The Summary remarks clear in order to record “findings” remarks.)

If applicable, click on the dropdown for the field Complaint Status and change the status of the complaint.

Verify the data entered and if correct, perform a Save function.

Record/Update Action Taken for a Complaint

To record/update “action taken”, enter the date the action was taken in the field Action Taken and then click on “Action taken” in the Remarks section. (The Summary remarks clear in order to record “action taken” remarks.)

If applicable, click on the dropdown for the field Complaint Status and change the status of the complaint.

Verify the data entered and if correct, perform a Save function.

Record/Update Resolution for a Complaint

To record/update the resolution for a complaint, enter the date the complaint was resolved in the field Resolution and then click on “Resolution” in the Remarks section. (The Summary remarks clear in order to record “resolution” remarks.)

Select the dropdown for the field Complaint Status and update the status of the complaint by selecting the applicable choice.

If you changed the Complaint Status field before completing the Resolution date field, this date field becomes a required field.

Verify the data entered and if correct, perform a Save function.


Once the updated complaint is saved, the Summary remarks re-appear.  Click on Resolution within the Remarks section to view the remarks entered for “resolution”.

Deleting a Complaint 
CAUTION:  Performing a Delete function removes all reference to the complaint record from your database.

A complaint record can be deleted from HOMES through the ACA 291 Complaint Maintenance Screen

· Clicking on the Delete button

· Selection of the Yes button results in the complaint record being from the screen and your database.

· Perform a Close function to exit the Complaint Maintenance ACA-291 screen.



Chapter 15 Handicap Functionality

Overview

Version 12.02 of HOMES has incorporated a significant change in functionality that will assist in the identification, assignment and reporting of Dwelling Units that contain amenities or features that provide access for those with Disabilities. Even though the Handicap Feature crosses into many areas of HOMES functionality, everything is being presented in this one chapter.

This Handicap feature has been added for both Family Housing (AFH) & Off-Post Housing. Rather than the generic “Handicap Equipped”, all applicable screens have been replaced with a field entitled, “Handicap Type”.  Handicap Types are as follows:

C – Constructed  (Originally built for Disability Access)

M – Modified (Changes to accommodate Disability Access made after original construction)

N – Non-Handicap (No associated amenities or modifications for persons with disabilities)

Lesson 15.1 Designating Amenities as HC through Table Maintenance

It is not required, but you can use the “Dwelling Amenity” function within Table Maintenance to establish specific handicap amenities.  The only problem with using this feature is the stored code is three alpha characters and you may run out of combinations.

The following example is used to illustrate using the “Dwelling Amenity” function within Table Maintenance to establish a particular handicap amenity.

49. From HOMES Main Screen select Admin, Table Maintenance
50. Locate the ACA-460 Dropdown Menu choice Dwelling Amenity and click once

[image: image138.png][ACA-460 Table Maintenance]

SelectaTable [ County, Cuency, and Exchange Fate |

County, Curency, and Exchangs Fate
Customer Duy Station

Distibution List Addressee

Distbution Lst Name/Tile:

Do

Housing Corespondence Signaluie





The Dwelling Amenity appears in the Select a Table field
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51. Click the OK button to view the ACA-480 Dwelling Amenity Screen

ACA-480 Dwelling Amenity Screen
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4.    Select the Add button to add a new amenity.  

5.  Enter the applicable code and description 

6.  Click Save
After performing a Save function the added handicap description is added to the Handicap Dropdown List on the ACA-480 Dwelling Amenity screen. 

An example showing the added handicap description on the ACA-480 Dwelling Amenity screen
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Lesson 15.2 Designating Handicap Type for On-Post (AFH) Facilities 

In version 12.02, the checkbox entitled, “Handicap Equipped”, on the ACA-422 AFH Dwelling Unit Maintenance screen has been replaced with a field entitled, “Handicap Type”.  See below


Before you can associate Handicap Amenities to a Dwelling Unit, you must first Designate the Handicap Type for a Dwelling Unit in the Handicap Dropdown List as shown on the previous page.

If you attempt to designate an “Assigned Amenity/Utility” with a “Handicap Feature” to a Dwelling Unit with a “Handicap Type” of “N”, the following message will appear

If this message appears, select OK and change the Handicap Type to either M or C
Lesson 15.3 Designating Amenities with a Handicap Feature for On-Post (AFH) Facilities 

Once the Dwelling Unit has been Designate with a Handicap Type of “C” or “M”, you can now designate specific Amenities with a Handicap Feature.

To associate “Handicap Feature” to a particular amenity, perform the following steps:

52. Highlight the particular “Available Amenity/Utility” to be assigned to the dwelling.

53. Click on the “arrow button” pointing to the right (See below).  Item now appears within the section “Assigned Amenities/Utilities”.  (See example next page). The amenity/utility item selected now appears under the “Assigned Amenities/Utilities” section.





3.  Double click on the “assigned amenity/utility” being identified as a “Handicap Feature” (The    ACA-429 Amenity Detail screen displays)

4.  Click on the checkbox entitled, “Handicap Feature” and then select OK.

The screen below shows that the amenity “Handicap Ramp” has now been identified as a “Handicap Feature”  Now if you need to search for a DU with a Handicap Ramp, this Dwelling Unit will appear in the search results list.


5.   Click Save to keep the new Handicap Amenities associated with this Dwelling Unit.

Lesson 15.4 Changing the Handicap Type of a Dwelling Unit 

Changing the Handicap Type of a Dwelling Unit (“C” or “M”) with Handicap Amenities to a Handicap Type of “N” (Non-Handicap)

Once a Dwelling Unit is designated with a Handicap Type of “C” or “M” and has associated Handicap Amenities, you cannot change the Dwelling Unit Handicap Type back to “N” without removing the Handicap Amenities first.

There are a couple of options when trying to revert a Handicap DU to a Non-Handicap DU.

If you change the Dwelling type from “C” or “M” and then try to Save, the following message displays.

The first radio button keeps the amenity assigned to the Dwelling Unit, but removes only the “HC” designation from those amenities.

The second radio button removes all amenities that are designated as “HC” amenities from the “Assigned Amenities/Utilities” portion back to the “Available Amenities/Utilities” section.

The third radio button will cancel your attempt to change the DU to a Non-Handicap and will revert the DU back to its original Handicap Status of “C” or “M”. (The wording of the 3rd radio button will appear as “Constructed” or “Modified” depending on the original handicap type.

ALTERNATIVE METHOD TO REMOVE AN AMENITY HANDICAP FEATURE INDICATOR

The following example is used to illustrate another method of removing the “HC” from an “assigned” amenity description.

The screen example shows “HC” behind “Bathroom”.  


To remove “HC” behind “Bathroom  double click on the amenity.  (The ACA-429 Amenity Detail screen displays)

The “HC” no longer appears behind the amenity description of “Bathroom” on the ACA-422 AFH Dwelling Unit Maintenance screen. 

Lesson 15.5 Search for AFH Dwellings with Handicap designated amenities. 

Search for Handicap AFH Dwellings and/or Handicap or Non-Handicap designated amenities. 

The ability to search for AFH dwellings units with handicap type of “C” or “M” has been added to the AFH Search screens.  In addition to this capability, you can also search for specific amenities that have the “HC” indicator. 
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When searching for a Dwelling Unit, you can now add “HC Type” as part of your search criteria:

The dropdown choices for the new search field:

· Blank Line (HC Type is not a part of the search criteria)

· B – Both - Constructed or Modified

· C – Constructed Only

· M – Modified Only

· N – Non-Handicap

USING THE BUTTON AMENITY SELECTION

If you want to look for facilities with specific amenities, you must select the button, “Amenity Selection” (Previous page). If looking for specific handicap amenities, first select the dropdown for the field, “HC Type”, and then select “B”, “C” or “M”, as applicable. 

The field “Selected Handicap Type” lets you know which choice was selected from the field “HC Type” on the ACA-270 AFH Facility/Dwelling Unit Search screen.

NOTE:  When “N” (Non-Handicap) is selected from dropdown choices for the field “HC Type”, the checkboxes in the column “Handicap Feature” will not appear.  

To select amenities that have assigned handicap feature “HC” using the ACA-432 Dwelling Amenities Selection screen to be included in your Dwelling Unit search, do the following:

54. Locate the correct amenity 

55. Use your mouse to click in the checkbox under the column “Handicap Feature”. An ‘X’ will appear automatically in both the “Handicap Feature” column and the “Amenity Choice column”

To select amenities without handicap feature:

56. Locate the correct amenity

57. Use your mouse to click in the checkbox under the column “Handicap Feature”

(See the screen example on the next page)

In this example, the amenity, 

1. Air Conditioning  does not have a handicap feature 

2. Bathtub Rails with a handicap feature


Under the amenities selection column are 2 Radio Buttons. 

The radio button, “At least the Selected Amenities” means that when you search for a Dwelling Unit, it will ONLY search for those DU’s that have ALL of the chosen amenities. 

The radio button, “Any of the Selected Amenities” means that when you search for a Dwelling Unit, it will find DU’s that have AT LEAST one or more (any combination) of the selected amenities. 

The button choices on the screen are:

· Save Selections

· Clear All Selections

· Cancel

If you click on the Cancel button, you will Cancel the amenity selection function and return to the ACA-270 AFH Facility/Dwelling Unit Search screen.  When the Cancel button is selected, the following message displays.(Select,  “Yes” or “No”, as applicable.)

The button choice, “Clear All Selections”, will clear all selected amenity choice(s) selected so that you can begin selecting new amenities.

The button choice, “Save Selections”, means you are satisfied with your selections and want to proceed.  When this button is chosen, the “Dwelling Amenity Search Criteria” screen displays.  This screen displays all of the amenities you have chosen to include in your search and indicates whether or not they have associated Handicap Features. 

Selecting the Cancel button returns you to the ACA-432 Dwelling Amenities Selection screen.

Selecting the OK button returns you to the ACA-270 AFH Facility/Dwelling Unit Search screen.

After returning to the ACA-270 AFH Facility/Dwelling Unit Search screen, the button “Amenity Selection” appear in italics to let you know you have made specific amenity selections.  At this stage, you must perform a Search function in order to complete the  search  within the database for the amenities selected.

CAUTION:  You may go back and change your amenity selections before you perform the search.  However after the search has been performed, you cannot go back and change your amenity selections.  Instead, you must perform a “Clear” function and start over.

An example of the ACA-270 AFH Facility/Dwelling Unit Search screen displaying the  “Amenity Selection” button in Italics.
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Screen example illustrates no dwellings found that met the search criteria.

The above screen reflects which dwelling units met all amenities selected. (Air Conditioning, Bathtub Rails and Handicap Ramp).

The screen example showing the amenities associated with dwelling unit.



As indicated by the ACA-422 AFH Dwelling Units Maintenance screen Amenities tab, all amenity selections entered are associated to this dwelling.  (The amenity selections were Air Conditioning, Bathtub Rails and Handicap Ramp.)

The Amenities tab on the screen shows you what the “handicap feature” is for this dwelling.  This information is found under the section, “Assigned Amenities/Utilities”.

The handicap feature is identified by “HC” appearing behind the amenity description.  In the above example, “HC” appears behind the amenity description, “Constructed Handicap”.

Select the Close button to exit back to the ACA-205 screen.

Lesson 15.6 Handicap Types – Off Post

The same functionality added to the ACA-422 AFH Dwelling Unit Maintenance screen is used for the ACA-446 Off Post Dwelling Unit Maintenance screen.  In version 12.02, you will see a new dropdown field of “Handicap Type”. The checkbox entitled, “Inspected”, 
   has been removed and was replaced with “Inspection Date”.

The dropdown choices are:

· N – Non-Handicap

· C – Constructed 

· M – Modified
The same functionality and how to perform the function of identifying an off-post listing as having a “Handicap Type” and identify an amenity as having a “Handicap Feature” are the same and outline in AFH.

The first step is to select the dropdown for the field, “Handicap Type” and select either:

· C – Constructed 

· M – Modified 

Constructed mean the off-post listing was constructed with all handicap features making the dwelling fully handicap accessible.

Modified means the off-post listing was modified to accommodate some handicap features, but may not have all the necessary feature to make it “fully handicap accessible”.

REMINDER:  You will receive the following message if you attempt to add “handicap features” to a non-handicap off-post listing before changing the “N” to either “M” or “C”. 

Lesson 15.7 Search for Handicap Off-Post Listings & Make Specific Amenity Selections 

The ability to search for handicap off-post listings has been added to the ACA-206 Off Post Housing Search screen.  In addition, to this capability, you will now be able to search for a specific handicap feature and/or amenity, if desired.  (The ACA-206 screen is accessed from either the ACA-200 Customer Search or ACA-201 Customer Housing Application screen by selecting the menu bar choice Actions, then Dwelling Unit, then Off Post.)

The field, “Handicap Type”, and the button, “Amenity Selection”, de-activate if the listing type is entered as “N” (Non-Listing).




The above screen illustrates that selection of a listing type of “N” de-activates the field “Handicap Type” and the button, Amenity Selection.

The dropdown choices for the field, “Handicap Type”, are as follows:


B  –   Both – Constructed or Modified


C  –   Constructed 


M  –  Modified 


N  –   Non-Handicap

USING THE BUTTON, “AMENITY SELECTION”

If you want to look for off-post listings with specific amenities, you must select the button, “Amenity Selection”.  If looking for specific handicap amenities, first select the dropdown for the field, “Handicap Type”, and then select “B”, “C” or “M”, as applicable, before selecting the “Amenity Selection” button.

Upon selection of the button, the ACA-432 Dwelling Amenity Selection screen displays.


Even though the handicap types are not applicable to “non-listings, when non-listing records   display on the ACA-207 screen you will see “N” under the column “HC”.

Chapter 16 Off-Post Housing

Overview

Just as helping your customers find housing on-post is important, so is helping them find housing off-post. In this case, you can search for and print lists of off-post housing that meets their specific needs.  The customer can then go and research these address and select suitable accommodations.

	      [image: image144.wmf]
	By the end of this chapter, you will be able to:

· Search for Off-Post listings given certain criteria

· Print the results of a search

· Add a POC

· View/Update a POC

· Delete a POC

· Add an Off-Post Facility/Dwelling Unit to the database

· Update/Modify and off-post Facility/Dwelling Unit 

· Convert a Non-listing to a listing

· Make an Offer to an Off-Post Listing

· Assign a customer to an Off-Post Listing

· Adding and Making an Assignment to an Off Post Non-Listing


Lesson 16.1 Off-Post Listing Search

Why/When:  When a customer selects on – post housing, and no available dwelling units are available he is placed on a waiting list. The housing office assists the customer in finding suitable Off-Post housing in the meantime.  The facilities function for off-post housing is accessed by selecting the Main Menu ACA-100 screen choice Facility Maint, then the dropdown menu choice Off Post Housing.

The ACA-206 Off Post Listing Search screen allows the user to enter search criteria to narrow the search down in order to meet the customer’s requirements.

Several of the fields will be system generated with information based on data from the Customer Application.  These fields are Customer Information, Housing Allowance and Price Range (highest rental amount). 

The displayed search criteria can be used or additional data can be entered before performing the Search function.

Other search Criteria include:

· Price Range – Lowest Rental amount

· Address – Specify particular Street or City etc,

· Community – Sub Divisions or Complexes

· Schools – Elementary, Middle or High School

· Dwelling Amenities – Type of dwelling, number of bedrooms and bathrooms etc.

· Handicap Tpye

Off Post Listing Search ACA 206
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The more data entered on the search screen not only narrows down the search for the type of off-post housing, but also reduces the number of dwelling units displayed.  Do not enter street number when searching by street, only street name.

After all desire search criteria is entered, click on Search button to create Off Post Listing. The ACA-207 Off  Post Listing Search Results appears below.

Off Post Listing Search Results screen
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If the program finds no housing off-post meeting the search criteria entered, the following message box appears:

[image: image147.png]


 

If this message box appears, select the OK button and the ACA-206 screen re-appears.  Perform a Clear function and enter new search criteria, click on Search button to create a new Off Post Listing. 

Once one or more records are displayed on the ACA-207 Off Post Listing Search Results screen the following functions can be performed:

· Access the Off Post Facility Maintenance ACA-445 screen for an off-post housing listing by performing a View function if the record highlighted is a listing or access the Off Post Non-Listing Maintenance ACA-448 screen for an off-post housing non-listing by performing a View function if the record highlighted is a non-listing  

· Access the Off Post Dwelling Unit Maintenance ACA-446 screen for a listing record by selecting the menu bar choice Actions, then the dropdown menu choice Dwelling Unit  

· Access the Off Post Facility Point of Contact Maintenance ACA-475 screen for a listing record by selecting the menu bar choice Actions, then the dropdown menu choice POC  

· Update the availability date (only applicable to an off-post housing listing, not a non-listing) by selecting the menu bar choice Actions, then the dropdown menu choice Update Date Available 

The dropdown menu choice POC is not activated if the off-post housing record is a non-listing.

Off Post Search Results – Print Options

There are 3 reports that can be printed from the ACA-206 Off Post Search Results screen:

· Off Post Listing Summary – General summary of the dwelling units (3 to a page)

· Off Post Listing Detail – Detailed summary of the dwelling unit (1 per page)

· Off Post Counseling Checklist – Checklist to assist customer with housing search

To print the Off Post Listing Search Results reports perform the following steps:

58. From the ACA-207 Off Post Listing Search Results screen, highlight the listing the customer is requesting
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59. Select Print from the menu bar 

60. Click on Listing Summary or Listing Detail or Off Post Counseling Checklist

61. Click on the picture of the printer at the top of the screen

62. Select “X” in upper right corner to close report.

Lesson 16.2 Off-Post Point of Contact

Before a new Off Post Facility/Dwelling unit can be added to the database, the Point of Contact/Owner/Agent must be listed on the Off Post Point of Contact Table in HOMES before a facility can be added.  

The Off Post Facility Point of Contact ACA-474 screen is used to:

· View off-post point of contacts currently on your database   

· Add a new off-post point of contact  Delete an off-post point of contact

· Access the Off Post Facility Point of Contact Maintenance ACA-475 screen to display more detailed information about the POC  (Highlight the record desired and perform a View function)

Perform the following steps to find out if the POC is already in the database and add them if not:

1. From the ACA 100 Main Menu screen select Admin
2. Select the menu choice Table Maint
3. Click the drop down arrow to show a list of tables

4. Click the Off Post Facility Point of Contact choice from list. and select OK button

5. Select the OK button results in the ACA-474 Off Post Facility Point of Contact displaying below

The ACA 474 Off Post Facility Point of Contact 
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Click on the Add button to add new Point of Contact if not listed. 

The ACA-475 Off Post Facility Point of Contact Maintenance screen below is used to add a Point of Contact.


To add an Off Post Point of Contact not listed in HOMES, from the Admin/Table Maintenance/Off Post Facility Point of Contact, perform the following steps:

63. From the ACA 474 Off Post Facility Point of Contact screen click on Add button

64. Enter the POC information into the General fields

65. Enter the POC home or business address and phone number into the Address fields

66. Enter any desired remarks 

67. Click the Save button. The Off Post Facility Point of Contact is added to the table

68. Click Close button to exit 

69. Perform a Close function to exit the ACA-474 screen

70. Click Cancel or Close function to exit the ACA-460 screen

Updating a POC Record

The POC record can be updated by accessing the ACA 460 Off Post Facility POC Maintenance screen.  After the update is complete, HOMES simultaneously updates all facilities associated with the POC. Perform the following steps to Update a POC record:

71. From the ACA 100 Main Menu click on Admin
72. From ACA 120 Admin Menu click on Table Maint

73. Click on drop down arrow and select Off Post Facility Point of Contact, click OK

74. From the ACA 474 Off Post Facility Point of Contact screen double click on the name of the POC ACA 475 Off Post Facility Point of Contact Maintenance screen displays

75. Edit the POC information 

76. Click on the Save button 

77. Click on Close button to exit 

78. Close to exit the ACA-474 screen

79. Click on Cancel or Close to exit 

Change Off Post Listing Point of Contact (POC)

If the POC changes for an Off-Post listing, you have the capability to update the POC for one or more listings as long as the new POC is already in the database.

If the new POC is not already in the database, you must add them through the Table Maintenance function entitled, "Off Post Facility Point of Contact".

Follow the steps below to change the Off Post Listing POC: 

80. From the ACA 100 Main Menu click on Admin, then Facility Maint, then Off Post Housing
81. Enter search criteria for the listing(s) having the POC changed

82. Click on Off-Post Listings being changed

83. Verify the listings highlighted are the ones being updated, select the menu bar choice Actions, then select the dropdown menu choice Update POCs to One POC 


84. Click on the dropdown arrow. The list of POC's within the database display as POC choices

85. Scroll through the list of names and find the one desired and click on it.

86. Select the OK button

The change is not shown on the screen.  To verify the change, you must perform a Clear function and re-enter search criteria to display and verify the listings that had the POC changed.

Deleting an Off-Post Point of Contact

A POC record can be deleted from HOMES as long as it is not associated with an Off-Post Listing

CAUTION:  Before deleting a POC, you should:

· Verify there are no complaint records associated to the POC

· Delete any listing record(s) associated to the POC or change the POC for the listing(s) to another POC

Perform the following steps to delete a POC:

87. From the ACA 100 Main Menu click on Admin

88. From ACA 120 Admin Menu click on Table Maint

89. Click on drop down arrow and select Off Post Facility Point of Contact, click OK

90. Locate the POC being deleted and click on the record

91. Click on Delete button 

92. Click Yes to confirm deletion of this POC. If  POC is not associated with a listing the POC is deleted

93. Click on Close to exit back to Main Menu

Lesson 16.3 Adding an Off Post Facility/Dwelling Unit “Listing”

A new Off Post facility listing must be initiated from the ACA-120 Admin Menu.  Select the Facility Maint, Off Post Housing buttons to access the ACA-440 Off Post Housing Search screen.  

REMINDER:  This function is for listings, not non-listings.  A non-listing is added to the database when a customer is assigned to a non-listing.  The POC (Point of Contact) for the listing must already be in the database before adding a listing.  This is done using the Admin function dropdown menu choice Table Maint, then the dropdown table choice Off Post Facility Point of Contact. Also, the community where the listing is located must already exist in your database.  If not, the Table Maint function of Off Post Facility Community must be used.  

From the ACA-440 Off Post Housing Search this screen there are 3 ways to add a new Off Post facility:

· Click on the Add button.

· Select the Alt key and then the “A” key.

· Select the menu bar choice File and then the dropdown menu choice Add.

Either of these methods results in the ACA-445 Off Post Facility Maintenance screen displaying.
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The screen shown above appears after the Add button has been selected on the ACA 440 Off Post Housing Search screen.  The following fields will appear with default values:

· State – Will default to the State that was set up via System Defaults. 

· Country - Will default to the Country that was set up via System Defaults
· Installation Distance – Will default to the setting that was set up via System Defaults
After all of the required entries have been made to the ACA 445 Off Post Facility Maintenance screen, click the Save button to add the new Off Post facility to the database.  Once this is done, the Enter Dwelling Unit(s) dialog box will appear.

ACA 445 Off Post Facility Maintenance (with Dwelling Unit decision box shown)
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The HOMES system allows 3 different ways to enter a dwelling unit after adding new Off Post facilities to the database:

1. Select the Yes button on the decision box that appears asking if you want to add one or more dwelling units to the facility. 

2. Click the Dwelling Unit(s) button in the bottom right-hard corner of the screen.

3. Select the menu bar choice Action and the drop down menu choice Dwelling Unit(s).

The Off Post Dwelling Unit Maintenance screen is used to add pertinent information about an Off Post dwelling unit listing. 

The address of the facility will appear across the top of the screen.  There are arrows to the right and left of the address.  These arrows will become activated when 2 or more dwelling units have been added to a facility such as a duplex or an apartment.  These arrows will allow the user to skip to the next dwelling unit or go back to the previous unit. 

ACA-446 Off Post Dwelling Unit Maintenance screen
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There are 5 Tabs across the middle section of this screen.  

· Amenities/Remarks

· Associated Costs

· Occupants (Information is system filled based upon an assignment)
· AFH Furnishings (Furnishings functions activated after the record is saved)

· UPH Furnishings (Furnishings functions activated after the record is saved)

Off Post Dwelling Unit Maintenance – Fields

The following table identifies the various fields and their function within the ACA 446 Off Post Dwelling Unit Maintenance screen on the previous pages.

	Field
	Definition / Options

	Furnishing Listing ID
	Identifies the number assigned by HOMES for tracking furnishings transactions.  (Number is system-filled when the record is saved) 

	Dwelling Status
	Identifies the current status of the Dwelling Unit

A = Available

H = Admin hold/recaptured

O = Occupied

T = Inactive/archived

	Status Date
	Identifies the date that the Dwelling Status was entered or updated

	Date Available
	Identifies the date that the Dwelling Unit will be available for customer to move into 

	Listing Date
	Identifies the date that the listing was added to the database

	Listing Type
	Identifies the type of dwelling unit

M = Multiple Unit

S = Single unit

U = Unit within complex

	Customer Sharing Quantity
	Identifies whether more than one customer can be assigned to the listing   (NOTE:  Must be set to "1", not zero). 

	Available Spaces
	System-filled based upon the number entered in the field Customer Sharing Quantity

	Loan Issue Date
	System-filled based upon whether furnishing have been loaned to the listing

	Apt Number
	Identifies the apartment number of dwelling unit (if applicable)

	Waiting List ID
	Identifies the Waiting list this dwelling is associated with 

	Days in Lease
	Identifies the total number of days of lease

	Term Notice Days
	Identifies the number of days advance notice needed when giving a termination notice 

	Military Clause
	Identifies whether the rental agreement/lease includes a clause that will allow the customer to terminate the lease due to permanent change of station (PCS) orders

	Gov. Hsg Clause
	Identifies whether the rental agreement/lease includes a Government Housing Clause that allows the customer to terminate the lease when Government housing becomes available

	Rent/Purchase
	Indicates whether the DU is being listed as a Rental, Purchase, or Both

B = Both  P = Purchase R = Rent



	Field
	Definition / Options

	Dwelling Type
	Indicates type of dwelling unit

	Full Baths
	Indicates the number of full bathrooms in the dwelling unit

	Half Bathrooms
	Indicates the number of half bathrooms in the dwelling unit

	Living Area
	Indicates the total amount of living area in the dwelling unit

	Inspection Date
	Indicates the date the listing was inspected by housing personnel to ensure compliance to adequacy standards 

	Handicap Type 
	Provides the ability to search for dwelling units with handicap type feature. The dropdown choices for the field, “Handicap Type”, are as follows: B- Both – Constructed or Modified; C-Constructed; M- Modified; N- Non-Handicap


Off Post Dwelling Unit Maintenance – Tabs

1. Upon accessing the ACA-446 screen, the Amenities/Remarks tab is always the active tab. Complete the fields as needed or required, to include the Amenities/Remarks tab.

2. Click on the tab, Associated Costs.   Complete the fields on this tab as need or required.  (The field “Monthly Purchase” is really the monthly payment amount if the customer is purchasing the off-post facility.)


The tab Occupants is used to show who is assigned to the dwelling unit and is not applicable when adding a new listing to the database.

3. Verify the data entered and if correct, perform a Save function.  (The record is added to your database and an identification number is assigned and system filled for the field Furnishings Listing Id.)

Once the record has been saved on the database, the following menu bar choices are activated:

· Actions

Freeze  

Unfreeze  

· Print

Listing Detail

AFH Furnishings >


Inventory Listing


Inventory Listing for Signature

UPH Furnishings >

Inventory Listing


Inventory Listing for Signature



Lesson 16.4 Updating the Availability Date for an Off-Post Listing 

1. Enter the search criteria for the desired off-post facility listing and then perform a Search function.  

2. Based on the search criteria entered, one or more records display. Highlight each listing for which the “availability date” is to be updated.

3. Next, select the menu bar choice Actions, then the dropdown menu choice Update Date Available.  (The Off Post Dwelling Update ACA-447 screen displays)
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4. This is an example of the Off Post Dwelling Update ACA-447 screen.

5. Enter the availability date in the field “Date Available” and if the date entered is correct, select the OK button.  (The ACA-447 screen no longer displays)

The Date Available field is not undated until you clear the screen and perform a new search or exit the screen and come back.

At this point you can either:

· Select (highlight) another record and perform an applicable function

· Perform a Clear function to clear the Search Results and Search Criteria sections in order to enter new search criteria and perform a new Search function

· Perform an Add function to add a new off-post facility/dwelling listing  

· Perform a Close function to exit the Off Post Housing Search ACA-440 screen

All activated fields (not “grayed out”) can be changed except the field Dwelling Status when the status is “O” (Occupied).  

Lesson 16.5 Updating the Dwelling Status for an Off-Post Listing 

1. Enter the search criteria for the desired off-post facility listing and then perform a Search function.  

2. Based on the search criteria entered, one or more records display.  Highlight each listing for which the “dwelling status” is to be updated.

3. Next, select the menu bar choice Actions, then the dropdown menu choice Update Date Available.  (The Off Post Dwelling Update ACA-447 screen displays)
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4. Use the dropdown for the field Dwelling Status and select the applicable Dwelling Status.  (The single letter code for the dwelling status now displays in the field)

5. Verify the status change is correct and if so, select the OK button.


 The Dwelling Status field is not undated until you clear the screen and perform a new search or exit the screen and come back.

Lesson 16.6 Updating the Point of Contact (POC) for an Off-Post Listing 

1. Enter the search criteria for the desired off-post facility listing and then perform a Search function.  

2. Based on the search criteria entered, one or more records display.  Highlight each listing for which the “point of contact” is to be updated to a new POC.

3. Next, select the menu bar choice Actions, then the dropdown menu choice Update POCs to One POC.  (The Off Post Dwelling Update ACA-447 screen displays)


4. Click on the dropdown for the field POC Last/First to display the point of contact choices.  

5. From the dropdown choices, select the desired POC name that will be the POC for the dwelling units highlighted on the ACA-440 screen.  (The name selected appears in the field)

6. Verify the name selected is the correct point of contact and then select the OK button.


The POC Name field is not undated until you clear the screen and perform a new search or exit the screen and come back.

Lesson 16.7 Convert an Off-Post Non-Listing to an Off-Post Listing Using 

REMINDER:  The Off-Post Community and Point of Contact (POC) for the non-listing being converted to a listing must already be in your database before performing the conversion function. 

There are 2 ways to convert an Off Post Non Listing to a Listing:

Method 1 – A Non-Listing can be converted to a listing from the ACA-440 Off Post Housing Search screen if there is no customer assigned to the Non-Listing

Method 2 – When the customer is terminating from the Non-Listing through the ACA 448 Off Post Non-Listing Maintenance screen, the dwelling status is recorded as "H" (Admin Hold/Recaptured). This method will be discussed in the Chapters dealing with terminations.

1. Enter the search criteria for the desired off-post facility non-listing being converted to a listing and then perform a Search function 

2. Based on the search criteria entered, one or more non-listing records display.  Ensure the desired non-listing being converted to a listing is highlighted on the screen and then select the menu bar choice Actions, then the dropdown menu choice Convert to Listing.

(The Off Post Facility Maintenance ACA-440 screen displays)
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3. After selecting from the menu bar choice Actions, then the dropdown menu choice Convert to Listing. the Off Post Facility Maintenance ACA-445 screen displays below
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4. This is an example of the Off Post Facility Maintenance ACA-445 screen used to convert the “non-listing” to a listing on your database.  Complete the screen information as needed or required and then perform a Save function.

Next, access the Off Post Dwelling Unit Maintenance ACA-446 screen 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)
This is an example of the Off Post Dwelling Unit Maintenance ACA-446 screen.  
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Complete the screen fields as needed or required.  Once information about the dwelling unit has been added, perform a Save function. The non-listing is now updated to a listing record on your database.

Lesson 16.8 Making an Offer for Off-Post Housing 

Making an Offer for Off-Post Housing Using the Off Post Listing Search Results ACA-207 Screen after adding a customer to a AFH or UPH Waiting List 

The steps that follow assume you are already at the Off Post Listing Search Results ACA-207 screen.  You must go through the following screens to get to the ACA-207 screen:

1) Customer Search ACA-200 or Customer Housing Application ACA-201, menu bar choice Actions, Waiting List, On Post

2) Add (Assign) the customer to the applicable waiting list(s) and perform a Save function.

3) Select the Next button on the AFH or UPH Waiting List screen  (The ACA-206 Off Post Listing Search screen appears.)

4) Perform a Search function from the ACA-206 screen.  (The Off Post Listing Search Results ACA-207 screen appears.)
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This is an example of the Off Post Listing Search Results ACA-207 screen.

REMINDER:  If the first record in the Search Results area is not the dwelling unit being offered, make sure you click on this record to de-select it and then click on the listing to be offered to the customer.  If you fail to do this and highlight another listing, the functions of View, Offer and Assign are de-activated (“grayed out”).

Once the listing to be offered is highlighted, select the Offer button.  (The Off Post Dwelling Offer ACA-210 screen appears.)
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This is what the Off Post Dwelling Offer ACA-210 screen looks like.

The current workstation date is recorded in the field Effective Offer Date.  Change the date if this is not the effective date of the offer.

Perform a Save function to save the offer as an “Outstanding Offer”.




 
OR

Change the Offer Status field to “A” if the customer is Accepting the Offer.

If the Offer status is changed to “A” (Accepted) or “R” (Rejected) or B (Bypassed) the field Offer Reply Date becomes a required field.  If the offer status is changed to “R” (Rejected), remarks are required to be entered in the box entitled, “Offer Remarks”.  (These remarks only  appear on this screen.)

To print the offer, from the menu bar select Print and then the applicable offer dropdown menu choice.


The dropdown menu choice Acceptance is de-activated (“grayed out”) until the offer status is changed from “O” (Outstanding) to “A” (Accepted).

Perform a Close function to exit the ACA-210 screen.

An assignment function can be performed from the Off Post Dwelling Offer ACA-210 screen.  (See the next lesson for details on how to perform this function.)

Lesson 16.9Performing an Assignment from the Offer Screen

Access the Off Post Dwelling Offer ACA-210 screen that reflects an outstanding offer for the customer displayed.  You know the offer has been saved because the Save button is de-activated (“grayed out”).
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To make an assignment to the off-post dwelling for either an existing offer of either “O” (Outstanding) or “A” (Accepted), select the Assign button. The result is the Off Post Dwelling Assignment ACA-211 screen displays.  
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This is an example of the Off Post Dwell Assignment ACA-211 screen.

Even though there are no required fields on this screen, you should complete as a minimum the Lease Start Date and Lease End Date fields.

After completing the fields, as needed, perform a Save function.

REMINDER:  If you want to print the Assignment Notice document, select the menu bar choice Print, then Assignment Notice.  (The document screen appears.)  Select the printer icon and follow the screen prompts to complete the Print function.  Perform a Close function to exit the print document. 

Perform a Close function to exit the ACA-211 screen and continue to perform a Close function until back at the Customer Search ACA-200 screen or Customer Housing Application ACA-201 screen, depending upon where the action was first initiated.

Lesson 16.10 Performing an Assignment  to a Non-Listing 

Assigning a Customer to a Non-Listing Not on the Database  you must go through the Off Post Listing Search ACA-206 screen in order to access the ACA-207 screen.  Perform a Clear function and then, in the field “Street”, enter the street name, excluding the street number, in the field Listing Type enter an “N”.  Next, perform a Search function to ensure   the off-post non-listing record is not already on the database.  The following message box should appear:


(Select the OK button to continue)

Perform a Clear function to clear the search criteria.  Enter the street name for an existing non-listing within the database and perform a Search function.  (The Off Post Listing Search Results ACA-207 screen should appear with one or more records based on the street address entered.)

The only purpose for this step is to allow quick access to the ACA-207 screen.  This is because it is from this screen where you must begin the function of adding the new off-post non-listing to the database.

(See the next page for an example of the ACA-207 screen)

The Off Post Listing Search Results ACA-207 screen.
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To add the customer to a non-listing currently not listed in your database, perform an Add Non Listing function.

The Off Post Non-Listing Maintenance ACA-448 screen appears. Entering the non-listing data of where the customer is currently living and perform a save function.
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This is an example of the Off Post Non-Listing Maintenance ACA-448 screen.

The screen has five tabs as follows:

· Remarks

· Associated Costs

· Occupants

· AFH Furnishings  (Not applicable to CONUS locations)
· UPH Furnishings  (Not applicable to CONUS locations)

The Remarks tab is the active tab when the screen is accessed for the first time.  It is used to enter any special remarks about the non-listing, as applicable.

The Associated Costs tab is used to capture cost data about the non-listing, as applicable.

The Occupants tab displays information about any occupant(s) currently assigned to the dwelling unit.

The AFH Furnishings tab is used to perform the following functions:

· Issue family housing furnishings, as applicable, to off-post non-listing

· Turn-in family housing furnishings, as applicable, from the off-post non-listing to a warehouse

· Remove family housing furnishings from the off-post non-listing due to damage or lose (for example, report of survey, cash collection, statement of charges)

· Issue the contractor issued furnishings to the non-listing 

· Turn-in of contractor issued furnishings from the non-listing 
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This is an example the Off Post Non-Listing Maintenance ACA-448 screen with the AFH Furnishings tab activated.  The furnishings functions are the same for the UPH Furnishings tab.

To assign the customer to this non-listing, select the Assign button.  The Off Post Dwelling Assignment ACA-211 screen appears. 
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This is what the Off Post Dwelling Assignment ACA-211 screen looks like.  Even though there are no required fields on this screen, you should complete as a minimum the Lease Start Date and Lease End Date fields.

Upon completion of the data fields, as needed, perform a Save function.

Print the Assignment Notice memorandum, select the menu bar choice Print then Assignment Notice.   Perform a Close function to exit the ACA-211 screen.  (The ACA-448 screen re-appears.)

Lesson 16.11 Terminating an Off Post Customer


The steps that follow assume you are at the Customer Housing Application ACA-201 screen with the customer displayed that is to be terminated.

REMINDER:  A customer can not be terminated for off-post housing when:

· They have been issued furnishing for their off-post housing which have not been turned in

· They have open furnishings transaction that have not been finalized

· They are responsible for furnishings for a listing (Troop/Unit, Billeting, Non-Supportable)

The following are some example of message that display regarding furnishings.


The above message means the customer has been assigned furnishings to an off-post non-listing. The furnishings must be turned in before the customer can be terminated from housing off-post.

The above message means the customer assigned to housing off-post has one or more open furnishings transactions that have not been finalized.  The open furnishings transaction(s) must be finalized before the customer can be terminated.



The above message means the customer assigned to a dwelling unit off-post is responsible for a Troop/Unit listing and has one or more open furnishings transaction that have not been finalized.  The open furnishings transaction(s) must be finalized before the customer can be terminated.


The above message means the customer cannot be terminated because they are responsible for a Troop/Unit Listing.  In this situation you must change the responsible person for the Troop/Unit Listing or perform a turn-in function to remove the items the person is responsible for.

The message below means the customer cannot be terminated because they are responsible for a Billeting listing.  In this situation you must change the responsible person for the Billeting Listing or perform a turn-in function to remove the items the person is responsible for.



To terminate someone assigned to housing off-post, select the menu bar choice Actions, then the dropdown menu choice Termination.  (The Off Post Dwelling Termination ACA-230 screen appears.)

This is an example of the Off Post Dwelling Termination ACA-230 screen.

Enter the date the termination is effective in the field Effective Termination Date.

Enter the code for the reason the customer is terminating in the field Termination Reason or use the dropdown to display and select the applicable code.

Enter the new dwelling status in the field New Dwelling Status or use the dropdown to display and select the applicable choice.

The dwelling status choices for a listing are:

· A- Available

· H – Admin Hold/Recapture

· T – Inactive/Archived
The dwelling status choices for a non-listing are:

· D – Delete

· H – Admin Hold/Recapture
REMINDER:  If the non-listing is still occupied by another customer, the Dwelling Status is reflected as “O” (Occupied) and can not be changed.

Edit the field New Date Available if the date displayed is not the new availability date.

(The default date is the lease end date.)


This field is de-activated (“grayed out”) for a non-listing.

Verify the data entered and if correct, perform a Save function.  [The customer’s housing status is now recorded on the database as “X” (Terminated).]

REMINDER:  As noted at the beginning of this section, the customer can not be terminated if they are responsible for furnishings or have furnishings transactions that have not been finalized.

If the dwelling status of the non-listing is reflected as “H”, the following message box appears after performing a Save function.

This message is a reminder that someone must go into the Admin function, Off Post Dwelling Units Maintenance screen and convert this non-listing to a listing and establish a point of contact (POC).  If the POC does not currently exist, the POC must be created using the Table Maint function, then select the choice Off Post Facility Point of Contact.  The result is the Off Post Facility Point of Contact ACA-474 screen appears.  Perform an Add function.  (The Off Post Facility Point of Contact Maintenance ACA-475 screen appears in order to starting entering information about the owner or agent responsible for the non-listing being converted to a listing.)  

Select the menu bar choice Print.  The following print choices are available:

· Termination Notice *

· Rental Termination Letter **

· Purchase Termination Letter ***
*  This document is sent to the customer’s unit commander and serves to notify the commander of the customer’s termination from housing off-post.

**  Notifies the landlord or rental agent the customer plans to terminate their lease or has informed the housing office they have terminated their lease.

***  Notifies the customer they have the option to list their off-post dwelling for rent or purchase, as applicable, through the housing office.

Select the applicable print choice.  (The document screen appears)

Select the printer icon and follow the screen prompts to complete the Print function.  

Perform a Close function to exit the document screen.  (The ACA-230 screen re-appears.)

If another print choice document needs to be printed, repeat the procedures already outlined.

Perform a Close function to exit the ACA-230 screen.  [The ACA-201 screen re-appears.

The customer’s housing status is now “X” (Terminated) and the first line of the customer information is recorded in red to visually reflect the customer’s application record is now flagged for delete.]



















The most recent lease is always displayed as the first record





































































































































































































Only applicable to USAREUR installations





Information must be entered for fields that are yellow and/or have an asterisk before them because they are required fields. Be sure to check each of the tabs for required entries





































































































































































































Tabs





Click the option button to determine the way the report will be sorted


































































































The Transaction Number field is system filled when the issue record is saved








Use drop down arrow to show list of POC’s 





NOTE: If no choice is made, report will show all the POC configured in the database


































































































Primary Customer data comes from the customer’s application record, Customer Housing Application ACA-201 screen








This information comes from the ACA-428 Status History screen after saving the record.  The “Remarks” shown here are a result of editing the default remarks on the ACA-428 screen











































































































































































































Handicap Feature Indicator





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  



































Assignment Order shows both the primary and military spouse assigned to unit








Select this button to Finalize an Open Issue Request








Select Actions from the menu bar and then Revoke from the sub-menu





Enter the New Effective Assignment Date





Select 


Type of Housing and enter in the Date Range for the report


































































































If there are any dependents associated with the customers, the Separate Primary and Secondary Customers dialog box will appear (shown to the left) with the dependents listed under the Primary customers name.








Step 2: Select Join Customer from the drop down menu





Step 1: Select Actions from the menu bar





Select Reverse Primary/Secondary





Click Save after all information has been entered
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Facility ID


Street Name 


Current Occupancy Cat


Dwelling Status


Dwelling Waiting List


Dwelling Bedrooms


Customer Name


Area Designation





STEP 3


Click OK to create report





STEP 2


Select the option button to determine the way the report will be sorted








Click on the applicable tab to activate the screen 


































































































Step 2 - Select System Defaults











































































































Do not forget to click this box if the remarks entered are to appear on all Office Copy or Posted Copy waiting lists this customer is assigned





Step 3 - Select Screen or Correspondence from the sub menu


































































































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.





































































































STEP 1


Enter in the search criteria, or select the drop down arrows for a list of choices for each category. 


� If no Search Criteria is entered, the report prints all AFH dwellings currently configured on the database








Selecting the menu choice Facility>> results in these choices displaying for facility reports

















Click to access Distribution List Name Addressee ACA 464 screen shown below








(3) Click on Actions/Dwelling Units





(1) Click on Yes to add Dwelling Unit information to the new facility





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

















2) Click on the Dwelling Units button








Associated dwelling Unit  Tabs





STEP 3


Select  “Convert to Listing” from the drop down choices





STEP 2


Select Actions from the Menu Bar





STEP 1


Click to highlight the Non Listing record to be converted








Use drop down arrows to view choices





Click on Save button after all information has been entered








Enter the required information into fields








Click on arrow to display the drop down list for POC























Enter the POC home or business address information if the POC represents an agency 





NOTE: Phone numbers are required fields





Click on Save to add POC to list





Select choice from drop down menu
































Enter any remarks pertaining to the type of complaint being





STEP 4


Click Close





Select the Report desired and Click the OK button


































































































Use the scroll bar or scroll arrow to display the other report choices


































































































To access a furnishings function select the desired button or select the menu bar choice Actions, then the desired dropdown menu choice.





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.





































































































The title in this field feeds into the Non-Notification Letter





Dwelling Unit cannot be offered if it has an “A” and a “Y” 








“A” indicates the unit is Available








Dwelling Information comes from the AFH Dwelling Unit Maintenance ACA-435 screen








Dwelling Information data comes from the AFH Dwelling Unit Maintenance screen








Field defaults to current date








“O” Outstanding is the default setting for the Offer Status field








Click on the Show All button to show all of the dwelling units for all dwelling units on the installation 





Primary Customer data comes from the Customer Application





A “Y” under the column Another Customer means that the dwelling unit has been offered to another customer 
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Dwelling Unit can be offered if it is in a “M” = Maintenance or “C”  = Cleaning status














System generated information 











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





To access a furnishings function select the desired button or select the menu bar choice Actions, then the desired dropdown menu choice.





























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











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





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.


































































































Select this choice to view all open issue requests








Select this button to Finalize an Open Issue Request  





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





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”.





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





Click on buttons to: 


Issue and Turn-In Furnishings


 





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 Search button is one method to perform a Search function








Enter criteria within the Search Criteria section and then perform a Search function








The above text displays if a 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 is a visual reminder the facility/dwelling unit has been flagged for deletion








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





 This example shows the results of manually entering a status using the Status History grid








The screen example shows the  dropdown choices available when you click on the blank line and the dropdown arrow








2- Search Results 





1- Search Criteria 








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


























This column represents the date the inspection was actually scheduled and may not in all instances represent the completion date








The "Privatized Date" field is only applicable if AFH is "privatized"








A privatized AFH facility indicated by the acquisition category 31 and a date recorded in the field “Privatized Date”








Click on the Quarters Id dropdown to display other dwelling units associated to the facility, if applicable 

















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.





































































































After the “non-listing” is saved, you must then select the Assign button in order to assign the customer to this “non-listing”








Used to add a non-listing to the database and then assign the customer to this “non-listing”.  (A “non-listing” is housing off-post the customer found on their own and not associated to a “POC”)











Indicates which “HC Type” was selected on the AFH Facility/Dwelling Unit Search screen





Changing the assignment priority here also results in the assignment priority changing on the customer Housing Application screen.








Highlight the customer being deleted then select the  Delete button











To offer the unit, highlight the unit desired and click Offer button




















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





Click the highlighted waiting 


list to deselect and not assign the 


customer to this waiting list  














Listing Type 


Rent or Purchase





Offer or Assign the highlighted dwelling unit to customer








Click here to mark record as “Invalid”





Search results are displayed in the “HC” Column











A position number is displayed  only if the customer is assigned to a waiting list 




















Enter the social security number of the customer being joined to the customer whose application is currently displayed then select the OK button























After the Reset Next Number function is performed, the system-generated documents Nbr is  reset to “1”.








































































































In this example, the search was by “At least the Selected Amenities”, meaning the dwelling must have amenity choices of “Air Conditioning”, “Bathtub Rails” and “Handicap Ramp”.  The Search Results indicates no dwelling unit with all three of these amenity choices could be found.




















Option 3


Select Actions and then Application from the drop down menu choices





Option  2


Double click in the 


highlighted record





Option 1


Click on View








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 will be displayed 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





Use to “Clear” the search screen to begin a new search





Use to “Add” a new housing application record





Use when a search is done





Use to “Search” for Customer Records based on the search criteria entered in the fields above








Use to “Show All” the housing application records currently in HOMES





Close and return to main screen.











View Information about the highlighted dwelling unit








Enter search criteria into fields 




















Enter in a whole name if known, partial name or even just the first letter of a name






































Click on Print, select Original Order to print the Assignment Order








Click the drop down arrow to get a list of Customers and Point of Contacts














Activated only if military spouse is also assigned to the same dwelling unit as the primary customer





The field Responsible Person is system filled with “No Responsible Person” because there is no one assigned to dwelling unit record being newly created





Select Actions from the menu bar and then Amend from the sub-menus





Enter information regarding the complaint into applicable fields





Enter a whole or partial Social Security Number





Click OK when finished








Enter information in all appropriate fields with dates or  


Select choices from the drop down lists








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
































On Post Remarks Tab:


Allows user to add text to the Offer, Acceptance, Assignment, and Termination letters.
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Required Fields

















































































































































































































Air Conditioning, Bathtub Rails and Handicap Ramp displayed in the Assigned Amenities/Utilities





In this example, the Search Results reveal two dwellings were found that met all three of the amenity choices selected.





Tab names for functions that can be performed on the ACA-212 screen








Select from


BOP Reports 1, 2 or 3 


then enter in the desired Date Range for the report








































































































































































































STEP 1


Highlight record








Used in USAEUR to Issue and Turn-In Furnishings from a contractor








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


�



































Type in new data to be added to table and select Save

















The View button is used to access the Waiting List Maintenance ACA-401 screen to view information about the waiting list record highlighted





































































































































































































Scroll Box











































































































































































































Add a new waiting list to your database


































































































































































































The View function does not activate until after one or more records are displayed


































































































































































































For this example, you can select the letter code to identify if the range/oven is electric, gas, etc.








2. Click on the arrow to assign Amenities to the dwelling unit


































































































































































































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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Changing the customer’s eligibility date affects all waiting lists the customer is on








This screen example shows you how to access the ACA-204 Waiting List Sequence screen from the ACA-250 Waiting List Search screen


































































































































































































1. Click on the amenities to be added to dwelling unit











































































































































































































The View button only activates when data is displayed within the Search Results section





This section becomes activated if customer is   “SM” married to another service member





Select Print Offer and/or Acceptance to print letters





First record is highlighted and shows this customer has accepted this unit shown by (“A” under Offer Status) and is ready to be assigned by clicking on the Assign button








“O” in front of listing Id represents Off-Post








“B” in front of the listing Id represents a Billeting listing





“T” in front of the listing Id represents a Troop/Unit Listing








Must click on OK to continue











 Records marked with an “X” do not show as drop down choices


 











 Records without an “X” show up as drop down choices


 








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)





Every office/person receiving  HOMES generated correspondence must be listed in this table














These menu choices display when the 


menu choice 


 Reports>> 


is selected





This text appears if the customer is assigned to housing off-post when the Furnishings tab is selected.
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Clear list display area and all search criteria to perform a new search








Search for Complaint(s) based on search criteria entered above








System-filled based on the associated Waiting List


































































































































































































The 1410 report is normally run on Oct. 1 of each year, covering the period from Oct. 1 of the previous calendar year to September 30 of the current calendar year. 


For sites with multiple RPIC’s, these reports can be run for each individual RPIC, or can be run for the entire default installation, aggregated data from all the sub-RPIC’s.











Click on the checkbox with the “X” to remove the “HC” indicator





2





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


























1








The following fields must be completed:





Waiting List Id


Waiting List Type


Type of Housing


Bedroom Qty


Long Description


First Category





































































































































































































Only activated for UPH 











The Clear button is used to clear the Search Results and Search Criteria in order to enter new search criteria for a new search





































































































































































































Scroll Arrow


































































































































































































A listing type of “N” de-activates (“grays out”) the Handicap Type and Amenity Selection button.








When all criteria is entered, Click on Search button to create Off Post Listing





Highest Rental based on the Housing Allowance total








The column “HC” display will be either “C” (Constructed) “M” (Modified) or “N” (Non-Handicap)





Generated by system based on customer Rank and Grade





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





































































































































































































3- Control Buttons





Clear button clears the Search Results and Search Criteria sections in order to perform a new search











All these function buttons are applicable to Furnishing Tab





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.  








Enter the date in the date fields and Remarks pertaining to the type of remark being documented





Change the Complaint Status to indicate the correct resolution code when the complaint has been resolved





The appended remarks cannot be over 100 characters in length and cannot be unique to AFH or UPH only. 


































































































3) Double click on the amenity to be associated with a handicap feature











12.02 Handicap Dropdown List





If you have AFH dwellings with Handicap Type, you must use the Amenities tab to establish what amenities, if applicable, are associated with a handicap feature.  


































































































































































































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


   


� 


























Remarks type, “Handicap Info’ added





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





BAH Type needs to be WO for a UPH customer who is a bachelor and NA for civilian








VOL/INVOL Separation become required under certain conditions





The Eligibility Status definitions change if the customer is a civilian verses a military.  Assignment Priority changes when type of housing is identified as UPH








3. Control Buttons





The latest inspection is always at the top of the list








The available choices display. Use the scroll bar or arrow to see the other choices





If Point of Contact is NOT listed, Click on Add button 








Use scroll bar or arrow to scroll down list








Click on headers to alphabetize lists








Assign Customer to 


Non-Listing Not Listed





Select Listing Summary or Listing Detail report








































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































A number under this column indicates the customer’s position on the applicable waiting list



































Exit the Complaint Search screen





Show All Complaints in the system








Used to Add a New Complaint





Search Results display Area








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.








This line is system filled based upon the dates  recorded 





Indicates this is the 1st of only one TLA record for this customer.





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








A dwelling unit cannot be “Frozen” if  there is a “Future Termination” record until after the customer has been terminated.








Inspection with the Results  posted





Inspection Result options





Screen example showing a failed “future termination”.





Dropdown menu choice  “Future Terminations”.





To print the Search Results, select the menu bar choice Print, then the menu choice Search Results.


            


�








An example showing “future termination” records that were successful.








The “X” goes away. 


Select OK to close   the screen.











Handicap Type and Amenity Selection fields








This message indicates the inspector is not available.  This means an inspection type of “Non Inspection” was scheduled for this inspector.














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.











Complete the applicable fields on the Inspection Maintenance screen and select Save








Select NON from the drop down menu





Highlight record and Click on Delete button





Exit the Inspection Search screen








Search for Inspection based on search criteria entered above








These choices display when you select Inspection Schedule>> from the dropdown of menu choices.








Select the OK  button to proceed with the Turn-In or select the Cancel button to abort the action. 





Click on 


Add button





STEP 3


Click  Save





STEP 2


Click  box to mark as Invalid





Step 1 - Click on Admin button


































































































 Click or double click to view or update a record.  This action will open the Military Unit Maintenance ACA 468 screen below 





Click on Actions to UPDATE/MERGE Enter the new UIC and click OK





HOMES 12.02 icon





Click on this choice to perform Family Housing functions related to facility maintenance 





































































































































































































The Add button is used to add a new family housing facility record to your database





































































































































































































2. Application Tabs





1. Customer Information





“HC” behind the amenity lets you know the amenity is now recognized by HOMES as a handicap feature








To add a new military unit





Command Buttons





Menu Bar





Close





Minimize





Maximize/Restore





Title Bar





Control Menu Icon
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