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Walk Through of the Community Portal

1. Home Page
2. API (JSON) Submission
3. Review Previous Submissions

1. Log Entries

2. Household

3. Income & Asset
4. Voucher

5. Addendum
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Home Page

Home page of the
Community Portal
The Home tab at
the top enables
you to always
come back to this

page
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API(JSON) Submission

1. Fromthe Home
page, click on
‘API(JSON)
Submission’ Note:
this method is to
be used when
vendor software
Is not available
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API(JSON) Submission

1. Paste your JSON
file into the text
area and click on
the ‘Submit’ button

2. A pop-up
confirmation
window will appear
with the form
number of the
submission.
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Review Previous Submissions

Home  Account Profile
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BUILDING AND UNITS API(JSON) SUBMISSION

Please click here to manage your Building and Unit Please click here to submit your JSON
Inventory

ACCOUNT PROFILE

Please click here to update your user account information
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REVIEW PREVIOUS HUD-50058 FORMS

Please click here to previous HUD-50058, HUD-50058
MTW and HUD-50058 MTW Expansion forms
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1. From the Home
Page, click on
‘Review Previous
HUD-50058 Forms’
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Rewew Previous Submissions

1. Users should
select from the
drop-down
which forms
they'd like to
review.
Example:
Select ‘All
HUD-50058
MTW
Expansion
Forms’ to
view all those
types of
forms
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Review Previous Submissions

Click any
header to
change the
order of the list
by that header
To view the
details of the
record, click
on the Form
number
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Review Previous Submissions

1. Detailed view of the
Form Submission
record

2. Related items can be
seen on the right side

3. For this record, Status
is “Validation Error”

4. User should scroll
down to the related list
for Log Entries
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Review Previous Submissions

1. Click on ‘View
All’ to see all
the Log Entries
for this Form
Submission

2. Users can also
click on the
‘Log Entries’
link
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Review Previous Submissions

1. This view will
display all the
errors and
warnings for the
Form Submission

2. This list view
shows the error
code, error
message and
field that the error
pertains to

3. Click on a record
to see the details
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Review Previous Submissions

1. This is the detailed
view of the error

2. In some cases, the
list view will not
display the full
message, SO users
may need to go to
the detailed view of

<  the record

3. To go backto the
Form Submission,
click on the link
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Review Previous Submissions

Most of the section 3
information can be
found in the
Household Form
Links related items
Most of the
information for
sections 6, 7, & 8
will be on the
Income & Assets
related items
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Review Previous Submissions

Sections 10, 11, & 15
information will be
found on the Rent
Calculation related
item

Some of the
information in Section
17 will be on the
Addendum related
item
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