To access the Management Reporting System (MRS) Click on the Start Button, Programs, Management Reporting System.
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Type in your name and password. Click on ok or press the enter key.
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From the Main Menu  the Project Management, Loan Portfolio, Performance Management, Customer Service and Reports Modules can be accessed.
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PROJECT MANAGEMENT MODULE
The options under Project Management are:
Project Form
Project Tracking Checklist 

DHCD Loan Application

Property Inventory

Funding

Project Comments

Check Lists

Vendor Information

Corporation Counsel

Project Form
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The initial screen will show all the projects for that user.  The user has the option of adding a new project or updating a project in the list. To update, highlight the project you wish to select. Click on the Update icon. To add a new project click on the Add New icon.

Note: The Project Form information must be input before accessing the Project Tracking Checklist, DHCD Loan Application, Funding, Project Comments, and Check Lists options. 
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Project Form Definitions/Explanations:

Project Number: Tracking number for each project that is system generated when the project is saved.

Prepared By: Employee number that is assigned during security setup that identifies the DHCD staff member assigned responsibility for the projects.

Date: The date the user is logged on to the system.

Application Receipt Date: The date the application was received from the applicant.  For task force projects, this is the date that the project is selected for full due diligence. For other projects, this value is the date the application arrived at DHCD.

Vendor ID:  ID to identify the vendor associated with the project.

Project Name: The general title for the project.

Project Improved: Indicates if the project falls under the category of improvement.

Special Project: Indicates if the project is a Special Project.

Street, City, State, Zip: The general street address for the project.

Ward: City defined ward in which the project is located. Numbers range from 1-8.

Square: Square feet associated with the project.

Lot: Lots associated with the project.

Census Tract: the federal census tract in which the project is located.

Borrower ID:  ID number that refers to the entity requesting the funds.

Property Owner: Denotes the name of the owner of the property.

Land Owned or Leased: Denotes whether the land is owned or leased.

Voucher Number: The voucher number associated with the project.

Program Code: Program under which the project falls, and is therefore budgeted against. One of the following codes should be used.

D1 – Home Purchase Assistance Program (HPAP)

D8- DC Government Employee Assistance Housing

B8 – Homeownership Development Incentive Fund

D2- First Right Purchase Assistance Program

C2- Homestead Program

A2 – Community Land Acquisition Program

B2 – Multifamily Rehabilitation Program

TC – Low Income Housing Tax Credit

DP – Distress Property

B4 – Property Purchase for Rehabilitation

F1 – Apartment Improvement Program

E1 – Housing for Elderly and Disabled (HoFED)

D3 – Housing Production Trust Fund

B1 – Single Family Rehabilitation Program

W1 – Weatherization/Roofing Assistance Program

W2 – Lead Poison Abatement Program

W3 – Handicapped Accessibility Improvement Program

K1- Urban Renewal Property Management

H7 – Construction Assistance Program

G5-1 – Economic Development Business Grants

G5-2- Economic Development Programs (ACAED, Section 108, etc.)

P6 – Real Estate Appraisal Services

J1 – Relocation Payments and Assistance

R2 – Community Based Services

R5 – CDC Based Funding

R6 – Special Projects/Grants

D4 – Tenant Purchase Technical Assistance

S1 – Fair Housing Program

E2 – Special Disability Services

P4 – Community Development Planning

P7 – Environmental/Program Development

CH – CHDO Program

EA – Emergency Assistance Grants

HO – Special Homeless Outreach & Hypothermia Hotline

RH – Rehabilitation/ Renovation

SC – Senior Citizen Home Repair and Improvement Program

J2- Furniture Storage Program

UR – Urban Renewal Close-out Programs (Southwest, Northeast, Northwest, Fort Lincoln)

Project Category Code: Code representing the general classification of a project. This information is required to track the number of special project types that DHCD is responsible for sponsoring.  If the project does not fall within one of these categories, the field should be left blank. One of the following codes should be used:

BD – Business District 

SC – Community Service Center

YC – Youth Center

CCC – Child Care Center

HSC – Health Service Center

JTC – Job Training Center

CS – Charter School

PAS – Performing Arts Center

PPR – Park, Playground, or recreation center

Estimated Cost: Estimated development costs.

Architect: Name of the architect who is assigned to the project.

Activity Area Code: Code representing the Activity Area or Initiative under which the project falls.  There should be only one activity area indicated for each project. One of the following codes should be used:

X1 – Home Ownership Initiative

X2 – Neighborhood Housing Preservation and Rental Housing Initiatives

X3 – Community Development and Support Services Initiatives

X4 – Homeless and Special Need Population Housing Initiatives

X5 – Special Housing Support Service Initiatives

Project Site Area Sq. Ft.: Indicates estimated square feet of the project.

Sub Recipient Type Code: The code that designates the general category that a sub-recipient falls into. One of the following codes should be used:

FPD – For Profit Developer

NPD – Non Profit Developer

IND – Individual for Community

CDC – Community Development Corporation

CBO – Community Based Organization

GOV – DC Government Organization )DPW, DHCD, etc.)

OTHER – Other type of non listed recipient.

Planned Settlement Date: Month, date, and year of the planned loan/grant closing or settlement.

Actual Settlement Date: Month, day and year of the actual loan/grant closing or settlement.

Estimated Completion Date: Month, day and year estimated at loan/grant closing or settlement.

Actual Completion Date: Month, day and year estimated at loan/grant settlement that the project is actually completed.

Task Force Selection or Pipeline Project Year: The month, day and year of the task force or pipeline project.

Funding Source: 

Program Income:

Task Force Selection or Pipeline Project: Indicates if a project was a task force project or was a pipeline project unfunded prior to the task force.

Project Vacant: Flag that indicates whether or not the project is vacant.

Needs COO Attention: Flag that indicates that the project needs the attention of the COO.

Needs Director Attention: Flag that indicates that the project needs the attention of the Director.

Number Homeowners Created: 

Actual # of Homeownership Units: Number of new housing units actually created by the project.

Total # of Units New Completed to Date: Indicates the total number of units that are expected to be created upon completion of the project.

Number Temporary Jobs Created to Date: Total number of temporary jobs actually created at the current time.

Total Number Permanent Jobs Funded: Total number of permanent jobs actually created at the current time.

Estimated Sq. Ft.  Community Facility Space: The total square feet of community facility space that has been actually created at the current time.

End Users that are new DC Residents: Number of people who have moved into the city as a result of this project.

Target Areas: Indicates whether the project is located in one of the target areas.

Total Number of Units Funded: Indicates the proposed number of units for the project.

Number Units Created to Date: The number of units that have been created at the current time.

Total Number of Temporary Jobs Funded: Number of temporary jobs that are estimated for this project.

Total Number of Beds: Total number of beds created by this project.

Total # Rehab Units Funded: Total number of units expected to be created once the project has been fully completed.

Number New Units Created to Date: Total number of units expected to be created once the project has been fully completed.

Total # of Rehab Units Completed to Date: Total number of rehab units expected to be created once the project has been fully completed.

Number Permanent Jobs Created to Date: Total number of jobs expected to be created once the project has been fully completed.

Project Tracking Checklist
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Highlight the project you wish to select and click on the Select Project button.
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    Double click in the checkbox next to the actions that are required for the project.
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Click on the down area next to the date fields. Select the appropriate date from the  calendar.
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To send an email noting your request, click on Email from the file menu. Use the down area to select the recipient. Type in your message and click on the Send Mail icon.

DHCD Loan Application

Highlight the project and click on Select Project.
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This application consists of twelve pages. To navigate through the application, click on the page number. Note: This application was formerly named Bureau of Multi-Family Finance Loan Application.

Property Inventory

The user has the option to Add New or Update an existing inventory.
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Funding Form
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Project Comments
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The user can type up to 255 characters in the both the comment and activity during this period fields.

Check Lists

These check lists are used by the Program Monitoring Group. After the project has been selected the following automated checklists are available:
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Double click on the appropriate checklist. After completion of a checklist, the user has the option of completing other checklists or double clicking on the Search Menu button to select other projects that require the completion of checklists. The user may also click on the Main Menu button to return to the Main Menu.
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To navigate through the forms, double click on the various tabs.
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Vendor Information
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To view vendor information, enter the social security number or vendor federal tax id number and click on the Select Vendor button.  If the vendor is not in the system, the user will receive the message: Vendor does not exist. Would you like to add new vendor? Click on the Yes button to add a new vendor.
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Corporation Counsel

The Add New and Update feature are available for this form.
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LOAN  PORTFOLIO MODULE
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The Borrower Information can be accessed through the Loan Portfolio Module. The Add New or Update feature is available for this table.
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Performance Management Module
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The Performance Management Module includes the Time Tracking Log, Training Log, Division of Administrative Services, Performance Measurements for CBSP, Division of Information Technology, CFO Activities Summary, HPAP Performance Measures, Residential and Community Services, Division of Development Finance.

Time Tracking Log

Highlight the project and click the Select Project button.

The employee name, employee id, and project number will automatically populate. Using the down error select the month, year and date. Enter the hours.

Training Log
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Division of Administrative Services

[image: image31.png]W DISTRICT OF COLUMBIA DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

3N Performance Measurement Training Log




Use  the drop down arrow to select year and month.

Performance Measurements for CBSP
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Use the drop down arrow to select month and year.

Division of Information Technology
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Use the drop down arrow to select the month and year.

CFO Activities
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Use the drop down arrow to select the month and year.

e the drop down arrow to select the month and year.

Residential & Community Services
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HPAP Performance Measurements

Use the drop down arrow to select the month and year.

Division of Development Finance
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Use the drop down menu to select the month and year.

Customer Service Module

Corresponding Tracking is accessed through this module

 Only users with security to view correspondence information will be able to use this module.
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Correspondence Tracking

[image: image38.png]W DISTRICT OF COLUMBIA DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

SN DHCD Mangement Reporting System





[image: image39.png]DISTRICT OF COLUMBIA DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT





To search for a correspondence item the user can enter either the last name, first name, or organization (the first letters of the name or organization can also be entered, a list of all items meeting that criteria will appear. (if one letter is entered all names that have that letter will appear)and click on the Search button.  To view the correspondence that meets the criteria, click on the Select Correspondent button.  If more than one item appears, place the cursor to the left of the name and double click to view the correspondence information.

To execute another search, click on the Clear button, and enter the information for the search criteria.

A search can be made for New Correspondence or Old Correspondence. Correspondence will remain under New Correspondence to prevent reentering the same information. (i.e. name, organziation, address) however, that particular correspondence will move to Old  Correspondence after the ticket is closed. The correspondence item can then be found under both New and Old Correspondence.

Click on the Add New Correspondent button to add a new item.
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Ticket Owner and Assigned To users can be accessed using the drop down list or the name may be typed in.

[image: image43.png]DISTRICT OF COLUMBIA DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

¥ Logging And Information Capture.

|




The Calendar can be used  for Received, Due, Sent, and  Closed Date.
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The Tickets Due in 3 Days button will display a list of the correspondence due in 3 days or less.
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Reports Module

Double click on reports to access the Reports Menu.
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 A copy of sample reports are included. These reports are a result of the Performance Management requirements developed by PriceWaterhouseCoopers.

Adhoc Reports

Ad hoc reporting can be utilized for specific reporting needs.

Click on the project table you wish to select information from ( on the leftside).

Highlight the field you wish to view/print ( on the right side).

Drag the field into the project field box.

Up to five fields can be selected for each report.

Fields can be selected from multiple tables.

The caption name can be changed after the project field is selected.

Ad hoc reporting allows the user to select the order of the information. Click on the ascending/descending button.

For specific criteria, type in the information in the Where box. (ie. For information pertaining to Ward 1 only – type in the number 1 beside the ward field.

Note: for spacing purposes Ad hoc reporting should be printed using landscape as opposed to portrait.
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