HOW TO CHANGE UNITS ON PIC FROM “NOT REPORTED” TO VACANT
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s Monthly Reports delayed again - 47772006
Problern resalved and 3£31/06 reports are completed

PIC Maintenance
PIH Information
Housing Inventory

&= Housing Authority

[full text]
¢~ Development + Monthly Reports Summarization Delay -
¢- Demalition & Disposition 4102006

Form - 50058
PIC Downloads

Sumrnarization will run April 14 as planned [full text]
o 4/7 Patch Release Successful - £10:2006
Release 5.8.1 completed on Sunday [full text]
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From the main page on the PIC System, be sure that your logon id and password
have a high enough security privilege so that you can see and have access to the
Housing Inventory button. Then, when you highlight the Housing Inventory button,
you should select the Development button. Doing this will take you to a page similar
to the one shown on page 2.
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Profile
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Select View: Development
Field Office HA: NJOD3 Elizabeth HA
Physical Development: | NJOD300T MRAYLAG MANOR =
Development MName: MRAVLAG MANOR
Program Type: Low Income Rental —
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— Structure Type: Walkup/Multifamily Apt (Shared Entrance)
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Date:
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From the drop-down box beside Physical Development select the development that
you wish to review. Be patient and wait for the screen to change showing the
development you have selected. Then you should select the Unit tab shown at the
top of the page. When you have done that, you will get a page displayed which is
similar to the one on page 3.
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You should then scroll down the Unit Numbers looking for any unit that is labeled
as Not Reported. Please note that there may be more than one page of units listed

for the particular development you are reviewing (there are 9 pages indicated above
for this development). You will need to review all pages.
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The Unit Number 249P listed above is an example of a Not Reported unit that you
are looking for. If you click on the Unit Number (249P), you will get a page similar
to the one shown on page S.
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Development
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€ Exception
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Head of Family Details

As the MTCS data transfer routine has beendis being executed, all further updates to the Head of family
details must be done using the MTCS sub-module.
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Scroll down on the individual unit page until you can see the Effective Date shown
in the window on that page. You should make a mental note of the date because it
will go away during the following process and you SHOULD RE-TYPE this date
back in the window. You should select the Yacant Or Otherwise Occupied box
(circle) that is shown right above the date window, and when you do, you will get a
screen similar to the one on page 6 which follows.
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In the drop-down box titled Reason for Change select Others and then click on the
Save button. Once you have done this, you will get a screen similar to the one shown
on Page 7.
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In the Reason for Exception drop-down box select Vacant due to Make Ready or
lease-up time. This is when you will also need to re-type the Effective Date you
remembered from before. Note the date should be typed as MM/DD/YYYY (you
will need to type in the slashes as you type in the date). Then you should click on the
Save button at the bottom right of this page. If you have done all of this correctly,
you will see the unit labeled as Vacant when you re-scroll through the Unit
Numbers.
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Note that the unit changed from Not Reported to Vacant will have a red pound sign
(#) beside it. This pound sign along with the label of Vacant will verify to you that
the change you made was accepted by the PIC System.
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