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1.0 GENERAL INFORMATION

1.1 System Overview

Title Eight Automated Paperless Office Tracking System (TEAPOTS) is a major application that records
housing discrimination cases, tracks investigation processes, generates management reports, and produces
case documents for cases filed under Title VIII of the Civil Rights Act of 1968, as amended by the Fair
Housing Act (FHA) of 1988, and other processes. TEAPOTS processes information that enables FHEO to
track complaints and ensure compliance to the Title VI, Title IX, Section 109, Age Discrimination, and
Americans with Disabilities authorities.

The purpose of TEAPOTS is to provide FHEO with a system application that serves as a significant tool
in assisting HUD with FHEQ’s mission that is, to create equal housing opportunities for all persons living
in America by administering laws that prohibit discrimination in housing on the basis of race, color,
religion, sex, national origin, age, disability, and familial status.

TEAPOTS is a web-based application system developed using J2EE. Access is made through the Log In
graphical user interface. User Name and password are required to access the system. TEAPOTS is
compliant with Section 508 of the Rehabilitation Act, which requires all federal systems to be accessible
to the disabled, and adheres to the federal web accessibility standards for web-based Intranet and Internet
applications.

Responsible organization — Department of Housing and Urban Development, Office of Fair Housing
and Equal Opportunity (FHEO).

System name — Title Eight Automated Paperless Office Tracking System (TEAPOTS)
System code — EO8A

System category — Major Application

Operational status — Operational

System environment or special conditions — TEAPOTS runs within the HUD local area network (LAN)
and Wide Area Network (WAN) architecture

1.2 Project References

TEAPOTS User Manual, version 4.4

TEAPOTS Test Scripts, version 5.0

TEAPOTS Operations Manual, version 5.0
TEAPOTS IT Contingency Plan

TEAPOTS System Security Plan

TEAPOTS Functional Requirements Document (FRD)
HUD System Development Methodology, release 6.05
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1.0 General Information

1.3 Authorized Use Permission

Unauthorized usage of TEAPOTS and making unauthorized copies of its data, software, reports and
documents is not permitted. Please contact your FHEO TEAPOTS System Administrator to obtain
permission to access the system. The Administrator will determine your user rights and level of
accessibility. Upon approval, a User ID and password will be issued.

Upon logging in to TEAPOTS, a Security Banner message box appears on the Log On screen that reads:

Microsoft Internet Explorer

X%

Welcome to HUD

Leqal Maotice:

This system and associated resources are the property of the
11,5, Departrient of Hausing and Urban Developrent,

Misuse or unauthorized access to this system may be subject
ko the provisions of the U.5. Federal Criminal Code

(18 U5 1030, Fraud and Related Ackivity with Computers).

If wou are unable ko access netwark resources, etc, Your system
may MOT be at the current patch level or wou are missing software,

Please install the required patches ar Software at:
htkps: /vl 1, hud, gow/sftsfLogon. jsp

[ ok H Cancel ]

3

This system and associated resources are the property of the U.S. Department of Housing and Urban
Development. Misuse or unauthorized access to this system may be subject to the provisions of the U.S.
Federal Criminal Code (18 USC 1030 Fraud and Related Activity with Computers).

1.4 Points of Contact

1.4.1 Information

Role / . .
Contact Responsibility Organization Telephone E-mail
Sharon Government Office of Chief
. Technical Information Officer 202-402-6021 | Sharon.Whisonant@hud.gov
Whisonant :
Representative | (OCIO)
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Contact Resp%%lsilgility Organization Telephone E-mail
Office of Chief
Information Officer
Nghia Nguyen Director (OCI10), Grants 202-402-6084 | Nghia.Khac.Nguyen@hud.gov
Management Program
Compliance Division
Office of Chief
_ _ Deputy Information Officer . .
Gail Ortiz ; (OCIO), Grants 202-402-4148 | Gail.C.Ortiz@hud.gov
Director
Management Program
Compliance Division
Government Office of Chief
Technical Information Officer
John Horn Monitor/OCIO | (OCIO), Grants 202-402-7437 | John.M.Horn@hud.gov
Project Management Program
Manager Compliance Division
Fair Housing and
Nina Aten Director Equal Opportunity 202-402-2477 | Nina.R.Aten@hud.gov
(FHEO)
System Fair Housing and
Kevin Gilbert Equal Opportunity 202-402-6931 | Kevin.P.Gilbert@hud.gov
Analyst
(FHEO)
. Management
Tammy Clark MTI Project Technology Inc. 301-265-8907 | tclark@mtiinc.com
Manager
(MTI)
Senior Management
Raymond Lord Systems Technology Inc. 301-265-8919 | rlord@mtiinc.com
Analyst (MTI)

1.4.2 Coordination

Listed are organizations that require coordination between the project and its specific support functions:

U.S. Department of Housing and Urban Development (HUD) — Sponsoring organization for the
Office of Fair Housing and Equal Opportunity (FHEO)

Office of Fair Housing and Equal Opportunity (FHEO) — Primary user of the system as well as the
central coordinator for Headquarters, all regional offices, and agencies involved with TEAPOTS.
FHEO coordinates all requirements development and analysis, system maintenance, security
support (such as passwords and server room access), and corrective and adaptive maintenance for
the project.

Management Technology Inc. (MTI) — Prime Contractor. Coordination is required for all
requirement analysis and system maintenance. Implements all corrective, adaptive, and perfective
maintenance, and provides operational support and maintenance activities.

HUD HITS Group — EDS maintains all of HUD servers. Helps with the technical aspects of the
final production and implementation of the application. Lockheed Martin performs database

User’s Manual

Page 1-3



1.0 General Information

administration. Works with the development team during implementation of system releases and
installations.

= HUD Test Center (HTC) — Performs stress load capacity testing. Production releases must meet
test criteria, prior to concurrence.

1.4.3 Help Desk

Technical assistance is available to TEAPOTS users by reporting the occurrence to their respective
System Administrators. TEAPOTS System Administrators may report system errors and problems to the
GTM/OCIO Project Manager at 202-402-7437, or open a UniCenter Service Desk Ticket for resolution.

TEAPOTS users may contact the HUD National Help Desk at 202-708-3300 for additional support.

1.5 Organization of the Manual

The main section of the TEAPOTS User’s Manual is Section 4.0 “Using the System (Online).” This
section describes each TEAPOTS module, sub-modules, functions and sub-functions in detail. To
avoid redundancy, Section 4.0, covers querying and reporting capabilities as required in Section 6.0
and Section 7.0 of the User’s Manual template. Thus, all requirements in the template are
addressed and the flow of the TEAPOTS User’s Manual is preserved.

The TEAPOTS User’s Manual, version 5.2 is organized as follows:

Section 1.0: General Information — describes the system overview, project references, points of contact,
and terms and abbreviations for reference.

Section 2.0: System Summary — describes the system summary and configuration, system data flow, user
access privileges and alternate modes of operation information.

Section 3.0: Getting Started — provides an overview of how to access the system, where to get help, and
general structure of the system.

Section 4.0: Using the System (Online) — provides a detailed step by step description on how to use the
system, and its various modules and functionality

Section 5.0: Using the System (Batch) — This section is not applicable. TEAPOTS does not perform batch
processing.

Section 6.0: Querying — In order to maintain the flow of the TEAPOTS User Manual and to avoid
redundancy, this section is addressed in Section 4.0, “Using the System (Online).”

Section 7.0: Reporting — In order to maintain the flow of the TEAPOTS User Manual and to avoid
redundancy, this section is addressed in Section 4.0, “Using the System (Online).”
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1.6 Acronyms and Abbreviations

Acronyms/Abbreviations

Definitions

Browser

A World Wide Web client tool used to access and display web sites.

Client-Server

A style of computing where a local process, “the client”, requests services
(data) from a server process.

Dragon Naturally

Dragon Naturally Speaking Professional Solutions speech recognition

Speaking software is a powerful productivity tool that enables corporate and
professional users to work faster and more efficiently. Speak, and your
words appear on screen and in letters, spreadsheets, and forms.

FHEO Fair Housing and Equal Opportunity.

Firewall A computer, used as a link between a local network and the Internet. The
purpose is to provide an “electronic barrier” to unwanted access.

GTM Government Technical Monitor

HTML Hypertext Mark-up Language; a simple programming language used to
format documents. The format information is read by a web browser,
which displays the document.

Internet A collection of networks interconnected by a set of routers that enable
them to function as a single large virtual network. The Internet is
worldwide in scope.

Intranet A computer network connecting an affiliated set of clients using standard
Internet protocols.

IP Internet Protocol

Java A complete programming language designed to create applications. A
super-set of JavaScript more appropriate for writing programs.

JavaScript An easy-to-use object scripting language designed for creating live online
applications that link together objects and resources on both clients and
Servers.

JAWS 5.0 JAWS for Windows is a screen reader that works with your PC to provide
access to today’s software applications and the Internet. With its internal
software speech synthesizer and the computer’s sound card, information
from the screen is read aloud, providing technology to access a wide
variety of information, education and job related applications.

LAN Local Area Network. It is the method of linking microcomputers together

so that data and resources can be shared.

Microsoft Explorer

A web browser.

Oracle 10g

A database server

J2EE

Java 2 Platform, Enterprise Edition Platform used as both a server and an
application development platform for implementing database-driven
Internet and Intranet web applications.

SQL

The acronym SQL stands for Structured Query Language. SQL is an
industry standard database query language that was adopted in the mid-
1980s. It should not be confused with commercial products such as
Microsoft SQL Server.

Source: http://www.dba-oracle.com/art sgl tune.htm

Section 508

Ensures that the electronic and information technology allows those with
disabilities to have access to and use of information that is comparable to
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1.0 General Information

Acronyms/Abbreviations Definitions
those without disabilities, unless an undue burden would be imposed on
the agency.

TEAPOTS Title Eight Automated Paperless Office Tracking System.

Title IX Title 1X of the Education Amendments of 1972.

Title VI Title VI of the 1964 Civil Rights Act.

Title VIII Title VI of the Civil Rights Act of 1968 as amended by the FAIR
Housing Act of 1988.

URL Universal Resource Locator. A unigue address on the Internet.
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2.0 SYSTEM SUMMARY

TEAPOTS is an operational system that provides the ability to track and monitor the status of a housing
discrimination case. TEAPOTS facilitates quicker response times, provides a means to centralize
information, allows data sharing and greater access, generates automatic correspondence, and enforces
adherence to the FHEO mission. This method of filing housing discrimination complaints is the primary
vehicle used to supplement other methods including mailing letters, traveling to a local HUD office, and
calling HUD’s housing discrimination hotline. By saving time and money, both the government and the
public significantly benefit from transacting business electronically through TEAPOTS.

2.1 System Configuration

The table below lists the equipment environment and network communications used by TEAPOTS in the
J2EE and Oracle 10g environment.

Environment Equipment Description
Database Database Server = Oracle 10g
=  Microsoft SQL Server 2000 (for Ad Hoc
Reporting)
Intranet Application/File = UNIX server
Servers = SUN Solaris
= Sun One Apps Server
= Oracle JDBC
Web Server Sun One Web Server
Internet Application/File = UNIX server

Servers

Web Server

= SUN Solaris
= Sun One Apps Server
= Oracle JDBC

Sun One Web Server

NOTE: HUD’s Wide Area Network (WAN) is the General Support System (GSS) upon which TEAPOTS resides. It uses T1
capacity from Headquarters to large regional offices and HUBs, and uses 56KB capacity to remaining field offices. Internet
Protocol (IP) is the primary WAN protocol.

The server names used by the TEAPOTS application in each environment platform are:

User’s Manual
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Development
HWVAUAD403 — SunOne Web and App server

HWVAUDD404 — Oracle 10g Database server

Test
HWVAUAT405 - SunOne Web and App server
HWVAUDT406 - Oracle 10g Database server

Production

HWVAUAP407 - SunOne Web and App server

HWVAUDP408 - Oracle 10g Database server

HLANNWPO018 - Reporting — SQL Server 2000 Database Server (EO8A_PROD?2)

2.2 Data Flows

The TEAPOTS production database, HWVAUDP408 communicates with the SunOne production
web/application server, HWVAUAP407 through Oracle drivers installed in the application server. Data
submitted to TEAPOTS through the browser (outside the firewall) is transmitted through the proxy and
firewall, and stored in the TEAPOTS production database in real-time. Authenticated users are allowed
access to the stored data through the application system behind the firewall.

The TEAPOTS reporting database (SQL Server) that resides in HLANNWPOQ18 imports data from the
TEAPOTS production database (Oracle). Ad Hoc Reports are generated by third-party tools (e.g.
Microsoft Access, COGNOS Impromptu) against the TEAPOTS reporting database.

The following graphic representation shows the TEAPOTS physical logical network (J2EE — Oracle
platform and SQL Server relationship).
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2.3 User Access Levels

Listed below are the different users and/or user groups in TEAPOTS:

= Read Only - provided to users who are only allowed to view data in the system. These users are
not directly involved with data entry tasks
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= Data Entry — provided to users who are actively working on cases, but are not System
Administrators or Managers. Data Entry users can add or modify case data

= System Administrator — grants full access to the system within the respective region to add users,
modify user privileges, and perform case maintenance

= Suspended — denies all user access rights; however, the User ID remains in the system for
historical data

= Manager — similar rights as System Administrators, including write authority to cases within the
respective site; however, Managers are not allowed to access Signature Blocks, Delete Case and
Remove Jurisdiction

= Title VIII — Access to Title VIII cases

* FHAP — Access to FHAP cases

= Other Authorities — Access to cases identified as Other Authorities
= Office of General Counsel — Access to OGC cases

= Jaws Users — Activate Accessibility: The user must have accessibility software (JAWS for
Windows) running on their PC

2.4 Contingencies and Alternate Modes of Operation

In the event of emergency, disaster, or accident, contact the HUD National Help Desk at 202-708-3300
option 9. Describe the problem, relay the error notification message that was generated, and identify the
application server that needs to undergo restart/recovery procedures.

To restart the server:
1. Stop the Web and Application Server using the Services function.

2. Restart the Web and Application Server using Services function.

3. If the stop and restart services do not work, then reboot the Web and Application Server and wait
10-15 minutes before logging in to the application.

In case of system failure, the recovery effort should be ensured through daily backups of the system’s
database, which is performed by HUD. HUD’s client-server group is responsible for protecting the
integrity of the database.

In the event of a disaster, the TEAPOTS IT Contingency Plan Coordinator (CPC) is responsible for the
execution of the contingency procedures as outlined in the TEAPOTS IT Contingency Plan. It is at the
discretion of the IT Contingency Plan Coordinator (CPC) to roll back to the previous baseline version of
the application as controlled in Serena ChangeMan Version Manager (PVCS). The TEAPOTS
Recovery/Restoration Team verifies that the version is fully restored and operational with the correct
software and database baseline versions. If TEAPOTS is not fully restored, the TEAPOTS
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Recovery/Restoration Team identifies all discrepancies and recommends solutions. Refer to the
TEAPOTS IT Contingency Plan version 5.0 for details.
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3.0 GETTING STARTED

This section provides a general walkthrough of the TEAPOTS system flow. A detailed guide to all system
functions in TEAPOTS is described in Section 4.0 Using the System (Online).

3.1 Logging On

TEAPOTS is accessible through the Internet and HUD Intranet. A User ID and password is required to
access the system. Contact your TEAPOTS System Administrator to obtain a user account.

Enter the following Uniform Resource Locator (URL) on the address bar of your Microsoft Internet
Explorer, version 6.0 browser to access the TEAPOTS HUD webpage.

http://www.hud.qgov/offices/fheo/system/teapots.cfm

Eomes &
ommunities i g : ' E fiol | Contact Us | Textonly | Search find
R Fair Hou sing & Equal Oppﬂrtumty n espano ontact Us | Textonly | Search /index
and Urban Developmeant
T Teapots System Access
Fair Housing and
Equal Opportunity
Sl 4 HUD Staff

About FHEO

Fair housing laws

Training Academy Business Partne
Business Partners

Pariners
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System Access is provided to two types of user groups: HUD Staff and Business Partners. The
TEAPOTS application is accessible through the HUD Staff link via HUD Intranet while the TEAPOTS
application is accessible through the Business Partners link is via Internet.

Click the link that applies to your type of access.

The TEAPOTS Logon screen appears.

Office OF Fair Housing And Equal Opportunity
Title Eight Automated Paperless Office Tracking System

(TEAPOTS)

Logon Screen

User ID
Site ID | 0000 - Headguarers b

Password

FProcess Login ] ’ Exit System

plication Server Address:hwvauad403. hud.gov
[ Activate Accessibility (Only For Jaws Users)

NOTE: At initial login you will be prompted to change the password provided to you by
your System Administrator. You are required to change your password every 90 days;
otherwise, your account will be suspended.

1. Onthe Logon screen, type your User ID.

2. Select your site ID from the dropdown box. Site ID is the unique location identifier assigned to
each office or agency.

3. Type your password. The passwords must consist of 8 characters in length which includes a
minimum of the following:
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= 1 uppercase alphabetic character (A-Z)
= 1 number (0-9)
= 1 special character (!@#$%"&*()_-+=\/?:;<>~")

4. If you are using JAWS for Windows, click the Activate Accessibility checkbox.
5. Click the Process Login button to access the TEAPOTS Main screen.

6. A Security Banner message box appears.

Microsoft Internet Explorer, E|

P Welcome ko HUD
h_-\/ Leqal Matice:
This syskem and associated resources are the property of the
11,5, Department aof Housing and Urban Developrent,
Misuse or unauthaorized access ko this swstem may be subject
ko the provisions of the U.5. Federal Criminal Code
(18 1J3C 1030, Fraud and Related Activity with Computers),

If wou are unable ko access netwark resources, eto, Your system
may MOT be at the current patch level or vou are missing software.,

Please inskall the required patches ar Software at;
https: ffwenl 1 hod. gov/sfts/Logon. jsp

[ (]9 l [ Cancel

7. Click the OK button to accept the notification.

3.2 TEAPOTS Main Screen

The TEAPOTS Main screen is divided into three sections: Title Bar, Main Menu and the Output Window.

3.2.1 Title Bar

The Title Bar is located at the top section of the screen. It displays the title of the system, and the time
duration of your password. Included is a Quick Search for Case function that enables you to search for a
case based on the Inquiry Number, HUD File Number or FHAP Case Number. The Title Bar also
contains a hidden section containing information about the user’s access location. The information can be
viewed by dragging the bottom border of the Title Bar.
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3.2.2 Main Menu

The column on the left side of the screen contains a menu listing of all TEAPOTS system functions. Each
link allows you to access the system function screen associated to the selected menu item. Below is a
general description of each system function. For more details, refer to Section 4.0 Using the System

(Online) of this document.

3.2.2.1 Create Inquiry
The Create Inquiry function enables you to add a new inquiry for case processing. Users with read-only
rights are can not access this function.

3.2.2.2 Newly Assigned Cases
The Newly Assigned Cases function enables you to view or access cases that were recently assigned to
you.

3.2.2.3 Case Locator
The Case Locator enables you to perform the following sub-functions listed below.

= My Cases — serves as your personal folder where you can retrieve frequently accessed cases.
=  Locator — enables you to generate a search for a case based on the criteria you provided.

= Last Results — enables you to view the last search generated in the Search Results screen within
the current session.

= Saved Searches — enables you to access your list of saved queries.

3.2.24 Active Case

The Active Case function enables you to process a complaint or claim from initiation to closure. All users
with Data Entry, Manager, and System Administrator rights have full access to Active Case within their
respective region and site; however, read-only users are limited to viewing case data and General Counsel
Users are limited to processing case data.

Active Case contains the following sub-functions:
5 NOTE:

= |Intake — enables you to enter initial case information of an
existing housing discrimination inquiry, information pertaining | Your role and access rights

to the complainants and respondents, and detailed | 9detérmine whether the active
screen should function in Edit

discrimination and allegation information. mode or in Read-Only mode.

= Jurisdiction — enables you to establish jurisdiction for HUD
cases, identify dual filing status, refer a case to a FHAP agency, or close an inquiry.

= Interviews — enables you to record all interviews conducted during case processing.
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3.2.2.5

Investigation — enables the investigator to enter information about a case. In addition, this
function allows the investigator to close a case based on the findings.

Case Management — enables you to record all case assignments and perform HUD Inter-Office
transfers.

Tracks — enables you to identify the type of investigation processes issued for the case.

Conciliation — enables you to record all conciliation attempts made with any primary party
(complainant and respondent) or both parties.

General Counsel — enables the Office of General Counsel (OGC) personnel to enter information
pertaining to cases that have been transferred to Counsel for processing.

Case Reports — enables you to view or print information pertaining to a specific case.
Child Cases — enables you to transfer designated information from one case (parent) to another

(companion) case.

Administration

The Administration function enables you to perform case administration and manage user accounts. The
table below indicates user access rights to key sub-functions.

User Access System
Rights Administrator

Staff Information X X

Checked Out
Cases

Signature Blocks

Manager Data Entry Read-Only

X

Delete Cases

Remove
Jurisdiction

Change Password

Standard Reports

X | X[ X ]| X [ X]|X| X

Report Flow

Administration contains the following sub-functions:

Staff Information — contains TEAPOTS user profiles. This function enables the System
Administrator to view, create, edit, reset or delete a user.

Checked Out Cases — enables you to view and check in cases that are checked out by another user
within your respective region and/or site.
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3.2.2.6

Signature Blocks — enables you to add or update the signature blocks and office address data for
the respective site.

Delete Cases — enables the System Administrator to delete cases in TEAPOTS.

Remove Jurisdiction — enables the System Administrator to reset jurisdiction assigned to a case.
Change Password — enables you to change your password.

Standard Reports — enables you to generate FHEO reports for a specific reporting period.
Report Flow — enables the System Administrator and Manager to manage the report queue. This

feature was added to streamline report processing.

Transfers Pending

The Transfers Pending function enables you to transfer cases: within HUD, to FHAP, or back to HUD.
Access to each sub-function depends on the user’s site location.

Transfers Pending contains the following sub-functions:

3.2.2.7

HUD-to-HUD - enables you to transfer cases within HUD
Headquarters and regions. 5 NOTE:

-to- _ FHAP users may access
HUD-to-FHAP — enables you to transfer cases from HUD toa | |, j0" =0 oo o0

FHAP agency. users may access the HUD-to-
HUD and FHAP-to-HUD.

FHAP-to-HUD - enables you to transfer cases from a FHAP
agency back to HUD.

Other Authorities

The Other Authorities function enables you to access cases filed under Authorities other than Title V1II
and the Executive Orders. Other Authorities includes Title VI, Title IX, Section 109, Section 504,
Americans with Disabilities Act (ADA), and Age Discrimination Act (AGE). All users have access to this
function.

Other Authorities contains the following sub-functions:

3.2.2.8

Find Case — enables you to search for cases filed under Authorities other than Title VIII and the
Executive Orders.

Reports — enables you to generate a report filed under Authorities other than Title VIII and the
Executive Orders.

Letters

The Letters function contains Letter Admin which enables you to generate and regenerate letters based on
a specific date or case.
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3.2.2.9 On-Line Help
On-Line Help serves as a guide for users when navigating through the TEAPOTS system.

3.2.2.10 About
About provides you with a brief summary regarding the TEAPOTS system.

3.2.2.11 FAQ
FAQ provides you with answers to frequently asked question about TEAPOTS.

3.2.2.12 Exit System
Exit System enables you to properly log out of TEAPOTS.

3.2.3 Output Window

The right side of the screen is the Output Window. This is where the functional screen associated to the
menu item you selected is displayed. The functional screen varies depending on the menu item you
selected.

Your user role and access rights determine if the functional screen will perform in Edit Mode or Read-
Only Mode.

3.3 Memo Screen

The Memo screen is where you can provide notes, remarks, observations, summary or other information
about the case.

The scroll bar enables you to vertically navigate through the memo screen.

The two types of memo screens in TEAPOTS are: Memo and Notes and Summary

Memo Notes and Summary
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1. On the memo screen, type your entry on the text field provided.

2. You may perform any of the following functions:

[ Check Spelling ][ Save Changes ][ E}{itScreen]

a. To perform a spell check, click the Check Spelling button.

To save your entry and remain on the screen, click the Save Changes button.

c. To save your entry and exit the screen, click the Exit Screen button. A message box appears to
confirm your request. Click the OK button.

d. To close the screen without saving, click the & button at the top right corner of the window.

o

3.3.1 Spell Check

The memo screen includes a Spell Check function.

To perform a spell check, follow these steps.

1. Access the memo screen (Memo or Notes and Summary).
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2 http:/Avww5. hud.gov/Ecomplaintsfmain/PagSingleMemo_1?PagSingli |Z| |E| rz|

Hotes:

Mr. Harris arriwed early to discuss the caseer.
Mr. Harris brought documentation and photos az evidence.

Check Spelling |
sSummary:

Mr. Harris waz provided with information about the details of
The documentation included photos of the property.

INSTRUCTIONS: Only the Summary information is included in the Case Print.
] [ Save Chanoes ] [ Exit Screen

| Check Spelling

I:’E:l Elapsed time = 00:19

2. Click the Check Spelling button on the memo screen.

3.

4.

| Check Spelling

Microsoft Internet Explorer, [5__<|

L] 'f Mo speling errors Found!
L

If the spellchecker function does not detect a misspelled word, the following message box appears.

If the spellchecker function detects a misspelled word, the Spell Check screen appears.

Page 3-9
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23 http:/fwww5. hud.gov - Spell Check Pro-Spelling: English(United. .. g@g|

Mot in Dictionary: caseer
Change To:
~.Ispelling suggestions).... & lgnare
Ca seer
Ignare All
caster
Suggest case [ Chonge |
uggestions:
CAserme
Change All
casters
cashier
caste W Cancel
&) Done ® Internet

5. The misspelled word will be displayed in the Not in Dictionary field. A list of suggested replacement

words will appear in the Suggestions field.

6. You may perform any of the following functions:

a.
b.

Ignore — Click the Ignore button to disregard the suggestions to the misspelled word.

Ignore All — The Ignore All button applies to two or more of the same misspelled word in the
memo field. Click the Ignore All button to disregard suggestions to the misspelled word
detected by the spellchecker function.

Change — To replace the misspelled word detected by the spellchecker function, highlight the
correct word from the Suggestions list box. Your selection is displayed in the Change To
field. Click the Change button to replace the misspelled word with the word you selected
from the list.

Change All — The Change All button applies to two or more of the same misspelled word in
the memo field. To replace the misspelled word detected by the spellchecker function,
highlight the correct word from the Suggestions list box. Your selection is displayed in the
Change To field. Click the Change All button to replace the misspelled word with the
suggestion you selected from the list.

Cancel - Click the Cancel button to discontinue the request.

3.4 Changing User ID and Password

User’s Manual
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3.4.1 Changing Your User ID

For security reasons, the TEAPOTS application does not provide the functionality for users to change
their own User ID. You must contact your TEAPOTS System Administrator to have your User 1D
changed.

3.4.2 Changing Your Password

TEAPOTS allows you to change your password anytime. However due to security reasons, the following
scenario will trigger the system to prompt the user to change their password.

Change Password

Cld Password:
New Password:

Re-Enter Password:

1. If you are a first-time user, the system will alert you upon initial login to replace the password
provided to you by the System Administrator.

2. If your user account was reset by the System Administrator, the system will alert you to change
your password prior to allowing access to TEAPOTS.

3. Itis imperative for you to change your password within 90 days; otherwise your user account will
be suspended.

How to Change Your Password

1. Click the Change Password link on the Main Menu. The Change Password screen will be
displayed.

2. Type your current password in the Old Password textbox.

3. Type your new password in the New Password textbox. Your 5 NOTE:
password must contain a minimum of 8 characters in length :

which must include the following: You are not allowed to re-use
your old password to your new
= 1 uppercase alphabetic character (A-Z) password.

= 1 number (0-9)
= 1 special character (!@#$%"&*()_-+=\/?:;<>~")

4. Confirm your password by re-typing the new password on the Re-Enter Password textbox.
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5. Click the Save button.

6. If the system detects an error in your entry, a message box will appear with any of the following
notification:

The old password you entered did not match your current password or,

Microsoft Internet Explorer [E|

L) "_\ The Qld Password you entered does not match. Please try again!
L

Your entry in the New Password textbox and Re-Enter Password textbox did not match.

Microsoft Internet Explorer, [‘5_<|

L ] 'l_.,‘ The First nevs Password Field does not equal the second
[ ]

Click the OK button on the message box and re-enter the correct information in the Change
Password screen. Then, click the Save button.

7. If your entry was successful, a message box appears confirming that your password has been

changed.
Microsoft Internet Explorer, E'

L] E Passwiord Has Been Changed
L

Click the OK button to accept the notification.
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3.5 Exit System

The Exit System function allows you to properly log out of TEAPOTS.
1. Click the Exit System link on the Main Menu.

2. A message box appears to confirm your request.

Microsoft Internet Explorer E|

\:{’) Do ou Really \Wank To Quik?

[ 0] 4 ] [ Cancel

3. Click the OK button to log out of the system.
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4.0 USING THE SYSTEM (ONLINE)

The instructions on how to access and log in to TEAPOTS are described in the previous section, 3.0
Getting Started. This section, 4.0 Using the System (Online) provides you with a detailed description of
TEAPOTS after successful log in.

Section 4.0 describes each TEAPOTS module, sub-modules, functions and sub-functions in detail.
Querying and Reporting are covered in this section as well.

Below is a list of essential information to ensure effective usage while operating the TEAPOTS system.

Session Timeout

In order to keep a session active, you must perform a system function (e.g. clicking on a
link or button, etc.) at least every forty-five (45) minutes. You will be redirected to the
Log In page if you click on a system function after your session has expired.

Mandatory Fields

You must complete all mandatory fields in order to ensure a successful submission of
data. The system detects whether a mandatory field is not populated with data. A
validation message box appears prompting you to fill out the mandatory field.

Check In/Check Out
If you log out of TEAPOTS without checking in the current case, the case will remain in
check out status.

The system will not allow you to check out a new case until the current case is checked
in; however, you may create a new inquiry even if you have a case checked out.

Compliance to Business Rules
The system will not allow you to check in a case if the case does not meet all TEAPOTS
business rules. The system will repeatedly remind you to input or correct the data.

If you log out of the system without meeting the business rules, the case remains in
check out status. Therefore, when you log in again and attempt to check out another
case, a validation message box will appear reminding you to input or correct your entry
on the currently checked out case.

Date Fields

All date entries must be in MM/DD/YYYY format. The system automatically validates
each date field. If you enter the date format incorrectly, a message box appears
prompting you to correct the entry.

Wait for the System to Complete a Task
The system scans through the database when performing a search; therefore please
wait for the page to complete the task before performing another action.

Report Queue
When generating a Standard Report, the user may perform another task while the report
is on queue.
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The TEAPOTS default screen appears upon successful log in. TEAPOTS screens are divided into three
sections: Title Bar, Main Menu and Output Window.

@ create Inguiry

€3] Mewly Assigned Cases Cases Newly Assigned To You

- Inguiry No. HUD File Ho. FHAP Case Mo. Case Name Role Asshqur Date Assigned
o Case Locator

= & Active Case Refrech List .

® & Administration Title Bar

® & Transfers Pending
® & Other Authorities
B (57 Letters

1) OreLine Help <
) About

L FAQ

) Exit Systern

Main Menu

Output Window

4.1 Title Bar

The Title Bar is located at the top section of all TEAPOTS screens. It is where the title of the system, E-
Complaints Tracking System — Title VI1I Edition is displayed. The Title bar also indicates the duration of
your password. This serves as a reminder for you to change your password within 90 days.

‘ em - Title VITE

The Quick Search for Case function enables you to perform a search based on the case’s Inquiry No.,
HUD File No. or FHAP Case No.

The Title Bar also contains a hidden section containing information about the user’s access location. The
information can be viewed by dragging the bottom border of the Title Bar. To hide the contents, drag the
border back to its original position.
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A Create [nguiry
& | Mewly Aszsigned Cases

4.1.1 Performing a Quick Search for Case

The Quick Search for Case function is a new feature in TEAPQOTS that allows you to search for a case
based on Inquiry No., HUD File No. or FHAP Case No. Quick Search for Case is available at all times
during the session.

Chick Search for Case: Search

To access a case through the Quick Search for Case function, follow these steps:

1. Type the case’s exact Inquiry No., HUD File No. or FHAP Case No. on the Quick Search for
Case textbox located at the top section of the screen.

2. Click the Search button.

3. The case is generated and displayed on the Intake screen. See Section 4.2.4.1.1 Intake Screen.

4.2 Main Menu

The Main Menu is located on the left side of the screen. The Main Menu contains menu items that serve
as links to TEAPOTS system functions. Each link allows you to access the screen associated to the
selected menu item.

The top-level menu items are: Create Inquiry, Newly Assigned Cases, Case Locator, Active Case,
Administration, Transfers Pending, Other Authorities, Letters, On-Line Help, About, FAQ and Exit
System.

By default, the Main Menu is minimized.

User’s Manual Page 4-3



4.0 Using the System (Online)

A Create [nguiry
A Mewly Assigned Cases

® o Case Locator

= @ Active Case

@ & Administration

® (B Transfors Pending
® ¢ Other Autharities
B | etters

L) On-Line Help

2 About

D FAQ

L) Exit oystem

To expand the menu and access the submenus, click the plus sign ® corresponding to the selected menu
item.
B 4 Case Locatar

Example: To expand Case Locator, click the plus ® sign *'\" My Cases
adjacent to it. Notice the submenus are displayed. ::5' Locator

i) Last Results

L) Saved Searches

To minimize the menu, click the minus sign = corresponding to the selected menu item.

4.2.1 Create Inquiry

The Create Inquiry function enables you to add a new inquiry (potential complaint) into the TEAPOTS
system for case processing.

To create an inquiry, click the Create Inquiry link on the Main Menu.

ij Create [nguir
2 Mewd signed Cases

B Case Locator

= & active Case

= & Administration

@ (B Transfers Pending
= & Other Autharities
B 31 Latters

L On-Line Helg

L) About

D EAQ
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The output window on the right side of the screen displays the Create Inquiry screen.

Create Inguiry

Please Enter Inguiry Information
Case Location: Headguarters

Case Name:
Complainant's Firstname:
Complainant’s Lastname:
Complainant’s Organization:
Respondent's Firsthame:
Respondent's Lastname:
Respondent's Organization:
Case Issue: Mone Selected o
Case Basis: Mone Selected hd
Initial Contact Date: Initial Contact Method: | Mone Selected
iolation Date: Violation City:
iolation State: MNone Selected v Miolation County: Mone Selected

[ Save Inguiry

42.1.1 Entering Inquiry Information

On the Create Inquiry screen, fill out the form by entering the following information. All the fields are
mandatory except for Case Basis.

Case Location — This field is automatically populated based on the Site ID provided by the
user at logon.

FHAP File Number — If you are logged in as a FHAP user, this textbox is displayed. Type
the FHAP File number in the textbox provided.

Case Name — Type the name of the case in the following order: First Complainant vs. First
Respondent. If the respondent is an organization, type the name of the organization. Do
not type the individual’s name.

Complainant’s Firstname — If the complainant is an individual, type the First Name of the
complainant in the textbox provided. This field is mandatory if you entered the
complainant’s Last Name on the Complainant’s Last Name textbox.
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Complainant's Lastname — If the complainant is an individual, type the Last Name of the
complainant in the textbox provided. This field is mandatory if you entered the
complainant’s First Name on the Complainant’s First Name textbox.

Complainant's Organization — If the complainant is an organization, type the name of the
organization filing the complaint.

Respondent's Firstname — If the respondent is an individual, type the First Name of the
respondent in the textbox provided. This field is mandatory if you entered the respondent’s
Last Name on the Respondent’s Last Name textbox.

Respondent's Lastname — If the respondent is an individual, type the Last Name of the
respondent in the textbox provided. This field is mandatory if you entered the respondent’s
First Name on the Respondent’s First Name textbox.

Respondent's Organization — If the respondent is an organization, type the name of the
organization responding to the complaint.

Case Issue — On the dropdown box, select one from the list of discriminatory acts that best
depict the case. The selected item will appear in the Case Issue field of the What Happened
screen.

Case Basis — On the dropdown box, select from the list of discriminatory basis that best
depict the case. The selected item will appear in the Case Basis field of the Why Did It
Happen screen. This is not a mandatory field.

Initial Contact Date — Type the date (MM/DD/YYYY) when the complainant first
contacted HUD or the FHAP agency about the case. The date should not be later than the
current date or earlier than the Violation Date.

Initial Contact Method — On the dropdown box, select the method of communication used
by the complainant to contact HUD or the FHAP agency.

Violation Date — Type the date (MM/DD/YYYY) of the alleged violation in the textbox
provided. The date should not be later than the current date or the Initial Contact Date.

Violation City — On the dropdown box, select the city where the alleged violation
occurred.

Violation State — On the dropdown box, select the state where the alleged violation
occurred.

Violation County — On the dropdown box, select the county where the alleged violation
occurred.

4212 Submitting the New Inquiry

After completing the Create Inquiry form, click the Save Inquiry button to submit the entry.

Sawe Inguiry
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The system will generate a Case Inquiry Number for the case. A message box will appear displaying the
Inquiry Number.

Microsoft Internet Explorer

L] '} Zase Inguiry Mumber 242051 Information has been added by User MPMOOOO
-

Click the OK button to continue.

NOTE: When a new case is added to the system, an Inquiry Number is
automatically generated and assigned to the case. A HUD File Number will be generated after
jurisdiction is established.

The Intake screen is displayed with case data provided when the inquiry was created and submitted. The
Intake screen is discussed in detail in Section 4.2.4.1.1 Intake Screen.

4.2.2 Newly Assigned Cases

The Newly Assigned Cases function provides you with a list of cases recently assigned to you. Click the
Newly Assigned Cases link in the Main Menu to access the Cases Newly Assigned To You screen.

& Create Inquiry
:\Zj Mewly Assigned Cases

B Case Locator

® @ Active Case

® & Administration

® (B Transfers Pending
® b Other Authorities
B (3 |etters

© On-Line Help

2 Ahout

DEAQ
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4.2.2.1 Cases Newly Assigned to You Screen

The Cases Newly Assigned To You screen contains a list of cases recently assigned to you. The screen is
composed of seven (7) columns: Inquiry No., HUD File No., FHAP Case No., Case Name, Role,
Assignor and Date Assigned.

Inquiry No. — contains system-generated identification numbers assigned to the case when
the inquiry was created.

HUD File No. — contains system-generated identification numbers assigned to the case
after jurisdiction is established.

& Create Inguiry
&) .

Mewly Assigned Cases

Cases Newly Assigned To You

B o Case Locator
= & At Inquiry No.  HUD File No. FHAP Case No. Case Name Role Assignor  Date Assigned
& Active Case
&= & Administration 242044 Barnes ws Mobel Assessor Lord 10M 72007
B & Transfers Pending RMaTlmond

¢ Other Autharities

a 242048 ooovog19s TestCasze Assessar Gilhert 100222007
O[3 Letters SR
-+ Qneline Hel 247051 ABC vs XYZ Assessor  Castro 1062372007
£ About ) Madeleine
LI FAQ
ERefresh List

FHAP Case No. — contains the identification number assigned by FHAP agency to the
case.

Case Name — contains the name of the case (First Complainant versus First Respondent.)
Role — the user’s tasked responsibility in the case.
Assignor — contains the name of the person who assigned the case to you.

Date Assigned — contains the date when the case was assigned to you.

4222 Check out A Newly Assigned Case

To check out a case listed in the Cases Newly Assigned To You screen, click any of the links
corresponding to the case you want to check out.

242051 ARC vs WYY Assessor Zastro, 10 an2007¥
J\b Madeleine
W"
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A message box appears to notify you that the case was added to My Cases.

Microsoft Internet Explorer g]

L] E Case added to My Cases,
L

Click the OK button to continue.

The Intake screen is displayed containing data from the newly assigned case. The Intake screen is
discussed in detail in Section 4.2.4.1.1 Intake Screen.

NOTE: When a case is checked out from the Cases Newly Assigned To You
screen, the case is automatically removed from the list and added into the My Cases
screen.

4.2.3 Case Locator

The Case Locator menu item is comprised of four submenus: My Cases, Locator, Last Results and Saved
Searches. To expand the Case Locator menu and access the submenus, click the plus sign # adjacent to
Case Locator.

# Case Locator
i) by Cases

L) Locatar

i) Last Results

L) Saved Searches

4231 My Cases

The My Cases function is a new feature in TEAPOTS version 5.2. It serves as the user’s personal work
folder for easy access to cases. To access the My Cases screen, click the My Cases link under Case
Locator in the Main Menu.

My Cases screen contains a list of cases that the user specifically included for easy access. The screen is
composed of a table with 5 columns: Inquiry No., HUD File No., FHAP Case No., Case Name and
Remove From My Cases. The list contains up to 15 cases per page. Each row contains links to each case.
You can view the case in three different types of format: Review, Summary and Reports.

The navigation buttons at the bottom of the screen enables you to go to the First, Previous, Next or Last
page of the list.
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My Cases Link To Case ... ® Review O Summary C Reports
Remove
From My
Ingquiry Ho. HUD File Ho. FHAP Case Ho. Case Hame cases
242063 Alberto ws Mario Apartments Fermove
242143 Alberto Guerrero vs Flagstaff Subdivision Femove
242144 Alhertows Costa FEemuove

Cases 1 thru 3 of 3.

[ << First ] [ < Prew ] | Last»»

42311 Viewing Cases in My Cases

You may view cases listed in My Cases in three different formats: Review, Summary and Reports.
Review

To view the case in Review mode, follow these steps:

1. Onthe Link to Case section, click the Review radio button.
Link To Case ... @ Review O Summary O Reports

2. Onthe My Cases list, click any of the links associated to the case you want to check out.

3. The Intake screen is displayed. Your user role and access rights will determine whether the Intake
screen will function in Edit Mode or Read-Only Mode. Refer to Section 4.2.4.1.1 Intake Screen.
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Intake In Edit Mode
Sawve Changes ] [ Add To My Cases ] [ Fefresh Page ] [ Exit Casze ]

Headguarters - Sent to Counsel for determination hy Headguarters 10/17/2007

Case Name |Barneswvs Mobel

Assessor AT, TEST (0000} ¥ | HUD File No.: Is Empty.

FHAP No. Origin: HUD

Initial Contact Date | 10/15/2007 Initial Contact Method | Telephone b
Complainants/Claimants []Testing? |  Testing Questionnaire |

Who Discrimninated
When did it happen

[ ] First Amendment? [ First Amendment Marrative ]

Where did it happen SEHJT .
What happened (Issue) ecretary Imtiated!
[JUSDA Referral?

Why did it happen (Basis)
[] Other (Juestions for claimant
MNames, addresses, etc.

[ summary Of Allegations ]

242044 / Barmes vs Nohel

Summary

To view the case in Summary mode, follow these steps:

1. Onthe Link to Case section, click the Summary radio button.
Link To Case ... O Review @ Summary O Reports
2. Onthe My Cases list, click any of the links associated to the case you want to check out.

3. The Case Summary screen is displayed.
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Case Eeview Case Summary Case Eeports
Case Name: Barnes vs Mohel
Status: OPEN - Sentto Counsel for deterrination on 10M7/2007
:'rlluﬁiﬁ'?qg_": Date Complaint Reopened:
FI-I:‘APn(r:as;a No: 242044 Date Referred To Cgunseﬂ:
Initial Contact Date: 10/ 52007 FHAP Date TSD Legal<:
Origin: HUD Cause Date-:
Date Ingquiry Reopened: Charge Date:
Date Inguiry Closed: FHAP Closure Date:
HUD Date Filed: FHAP Payment®:
FHAP Date Filed: HUD Date Closed:
Reactivation Date: PEEPTI )
Days In Investigation-:
Concurrent Case Hois):
(s) 242044 Days Since Filed®:
Responsihle Office:
A Headguarters
Eurrem Llill:ﬂtll]n. Headguarters
; 55215_5';;- _ AT, TEST (0000)
é‘:ﬁc“'igm'r’_’- Clark, Tammy (MTI) (0000)
. Lord, R d (MTI (0000
HUD Monitor: ord, Raymond (MTH) { )
Last Assignee: MNguyen, Paul (00003
Bases: hale, Harassment, Mental Disability, Retaliation
Issues: 301 Discriminatary refusal to negotiate for sale
Allegations:
Print Footnotes
Reports

To access the case in Reports mode, follow these steps:
1. Onthe Link to Case section, click the Reports radio button.
Link To Case ... O Review O Summary & Reports
2. Onthe My Cases list, click any link associated to the case you want to check out.

3. The Reports — Documents and Case Print screen appears. This screen allows you to print
information pertaining to a particular case. Refer to Section 4.2.4.9.6 Case Print.
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Reports - Documents and Case Print

Complaint ] [ Damages Worksheets ] [F.I.R. ] [ Determination

Including: [] Assess [|Esxernptions [ Flan AetDecide [JOGT
CQuestionnaires: [ Testing [ Lending [ Disabiity [] Other Questions
Andit Tradl: [ Tpdate [ Letter

242044 / Barnes vs Nohel

4.23.1.2 Removing Cases in My Cases

To remove a record in the My Cases screen, follow these steps:

. . . NOTE:
1. Click the Remove link associated to the record you want to 5

delete from the list. Removing a record in the My

. . . . Cases screen does not delete
2. Notice that the record is automatically deleted from the list. the case from the TEAPOTS

database.

4.2.3.1.3 Adding a Checked Out Case to My Cases
You may add the case you currently checked out to My Cases. To add the case to the My Cases screen,
follow these steps:

1. Check out the case you want to add to My Cases.

2. Click any of the menu items under Active Case on the Main Menu (Intake, Jurisdiction,
Interviews, Investigation, Case Management, Tracks, Conciliation or General Counsel) to display
the associated screen.

3. At the top section of the screen, click the Add To My Cases button.

4. A message box appears to notify you that the case has been added to My Cases.
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Microsoft Internet Explorer g]

! E Case added ko My Cases,
L

5. Click the OK button.

6. To check if the case you selected has been added to My Cases, click the My Cases menu item
under Case Locator in the Main Menu. Notice that the case you added is on the list.

42314 Adding a Newly Assigned Case to My Cases

A case is added to My Cases if you check out a case listed in the Cases Newly Assigned To You screen.

1. Click Newly Assigned Cases menu item on the Main Menu to access the Cases Newly Assigned
To You screen.

2. Click any of the links corresponding to the case you want to check out.

242051 ABC we MYE  Ascessor Castro TOM22i2007
%5 Madelaine
Y e P L

3. A message box appears notifying the user that the case was added to My Cases.

Microsoft Internet Exploren g]

! E Case added ko My Cases,
L

Click the OK button.

4. To check if the case you selected has been added to My Cases, click the My Cases menu item
under Case Locator in the Main Menu. Notice that the case you checked out is on the list.

NOTE: When a case is checked out from Cases Newly Assigned To You screen,
the case is automatically removed from the list and added into the My Cases screen.

4.2.3.2 Locator

The Locator function enables you to search for cases and/or checkout a case. Locator performs in the
same way as the ‘Case Review — Queried’ screen in the previous version of TEAPOTS; however, this
new design includes additional fields enabling you to narrow down a specific search. To access the
Locator screen, click the Locator link under Case Locator in the Main Menu.
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f_’ Case Locator
L) My Cases

aJ Locator
i) Lag Eesults

L) Saved Searches

The Locator screen contains search fields where you define your search criteria.

At the top of the screen are eight (8) links: Case Review Search, Case Summary Search, Case Reports
Search, Bottom Of Form, Case List, Save Search, View Staff List and Clear Criteria.

If you are unable to view the Locator screen in full, click the Bottom Of Form link at the top of the screen
to view the lower section of the screen.

42321 Defining Your Search Criteria

The Locator screen is where you search for cases by defining your search criteria in the textboxes and
dropdown boxes provided. You may define one or any combination of search conditions.

NOTE:
5 Providing additional criteria to your search conditions narrows the search parameters.

The graphical representation below depicts the Locator screen.
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Case Review Search

Case Reports Search Case List

Case Summary Search

Inquiry No.
Region

Site

HUD File No.
FHAP Case No.

Case Name

Bottom Of Form Save Search

All Regians b
All Sites (v

Begins with +

Begins with +

Begins with +

Contact Date | Between v
Assessor | None Selected W
Investigator | MNone Selected b
Jurisdiction Established | MNone Selected v
HUD Closure Date Eetween v
omplainant

Last Wame Begins with
First Name | Begins with »

{Organization Begins with

Respondent

Last Wame Begins with w
First Name | Begins with »

{Organization Begins with

To perform a search for a case(s), you may define one or any combination of the following search fields:

Inquiry No. — This criterion allows you to search for a case based on an identification number
assigned to the inquiry. This number is system-generated and was designated to the case upon
submitting the information of the alleged violation into the system. Type the Inquiry Number in
the textbox provided.
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Inquiry No.

Region — By default, the Region dropdown box displays the user’s designated region. A regional
user is limited to their specific region. For Headquarters users, the default is All Regions.

Headquarters users may narrow their search by selecting one of the following: Select All
Regions, select Headquarters or select among the following regions: Boston, New York,
Philadelphia, Atlanta, Fort Worth, Kansas City, Denver, San Francisco, Seattle and Chicago.

Region

Headguaners
Boston Region

MNew York Region
Philadelphia Region
Aflanta Region
Fort'Warth Region
Kansas City Region
Denver Region

San Francisco Region
Seattle Region
Chicago Region

Site — By default, the Site dropdown box displays the user’s authorized regional site location. For
Headquarters users, the default is All Sites.

To perform a search for a case based on site, you must first make a selection in the Region
dropdown box. The screen refreshes to populate the Site dropdown box with site ID/Location
associated to the region you selected. Proceed to select from the Site dropdown box.

Region | Boston Region v

Site | A

Boston Fair Housing Commission (25071)
Boston Office of Counsel (01GC)

Boston Region (01

Carnbridge Hurman Rights Cormrm. (2502)
Connecticut Comm. Human Rights (09007
Hatford Office (11CT)

baine Human Rights Commission (23007
tassachusetts Com.Against Disc (2500)
Fhode lsland Comm.Hurman Rights (4400)
“ermont Human Rights Comm. (5000)
NEW HAMPSHIRE COMMISSION (3300)
MNEW HAVEN COMMISSION (0950)

HUD File No. — This criterion allows you to search for a case based on the HUD File Number.
Make a selection in the HUD File No. dropdown box. Choose from: Begins with or Equal to.
Then, in the textbox provided, type the entire or partial HUD File Number depending on the
condition selected.

HUD File No. | Begins with +
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FHAP Case No. — This criterion allows you to search for a case based on the FHAP Case
Number. Make a selection in the FHAP Case No. dropdown box. Choose from: Begins with,
Equal to, or Contains. Then, in the textbox provided, type the entire or partial FHAP Case
Number depending on the condition selected.

FHAP Case No.

Equal to k
Contains

Case Name — This criterion allows you to search for a case by specifying the Case Name. Make
a selection in the Case Name dropdown box. Choose from: Begins with, Equal to, or Contains.
Then, in the textbox provided, type the entire or partial Case Name depending on the condition
selected. This field is not case-sensitive.

Case Name | Begins with |+

Equal ta k‘
Contains

Contact Date — This criterion allows you to search for a case based on the initial contact date.
Make a selection in the Contact Date dropdown box. Choose from: Between, = (equal to), <=
(less than or equal to) or > = (greater than or equal to).

To use the “Between” condition, type a date range (MM/DD/YYYY) in the textboxes provided.
The date on the first textbox should be earlier than the date in the second textbox; otherwise, no
case will match the criteria.

To use the “=7, “< =" or *“> =" condition, type the date (MM/DD/YYYY) on the first textbox and
leave the second textbox blank.

Contact Date Between +

Assessor — This criterion allows you to search for a case by specifying the name of the Assessor.
First, make a selection in the Region dropdown box. The screen refreshes. Then, click the View
Staff List link at the top of the screen. The screen refreshes to populate the Assessor and
Investigator dropdown boxes with the staff names associated to the selected region.

View Staff List

Clear ‘@Witeria
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On the Assessor dropdown box, select the name of the assessor.

Aszantewa, lfe (100F) &
Assessor |Callahan, Kristing (100R)

Ford, Alice B. (100R)

Hueffed, Tom M. (100R)

Ingehretsan, Cynthia (100F)

Kardich, James D (100R)

Miller, Kristina M. (100R)

byles-Bryant, Lawverne (100R)

Investigator Name — This criterion allows you to search for a case by specifying the name of the
Investigator. First, make a selection in the Region dropdown box. Then, click the View Staff List
link at the top of the screen. The screen refreshes to populate the Assessor and Investigator
dropdown boxes with the staff names associated to the selected region.

View Staff List

Clear Witeria

On the Investigator dropdown box, select the name of the investigator.

MNone Selected

Aszantews, Ife (100R)
Callahan, Kristine (100F)
Investigator |Ford, Alice B. (100F)
Hueffed, Tam M. (100F)
Ingebretson, Cynthia (100R)
Melson, Diane (100R;)
Mhem, Delly (100R)

Jurisdiction Established — This criterion allows you to search for a case based on the
Jurisdiction status. On the Jurisdiction Established dropdown box, select from: None Selected, O
= Yes (filed), 1 = No — (closed inquiry), or 2 = Not Yet (open inquiry).

Jurisdiction Established | MNone Selected v

Maone | I
0 ="es (filed)
1 =Mo (closed inquiry

2 = Mot et [open inguiry)

HUD Closure Date — This criterion allows you to search for a case based on the date when the
case was closed. Make a selection in the HUD Closure Date dropdown box. Choose from:
Between, = (equal to), < = (less than or equal to), or > = (greater than or equal to) or Is empty.
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To use the “Between” condition, type a date range (MM/DD/YYYY) in the textboxes provided.
The date on the first textbox should be earlier than the date in the second textbox; otherwise, no
case will match the criteria.

To use the “=", “< =" or “> =" condition, type the date (MM/DD/YYYY) on the first textbox and
leave the second textbox blank.

To use the “Is empty” condition, leave the textboxes blank.

Complainant — This section contains a set of search fields pertaining to the complainant. Each
criterion allows you to search for a case based on the complainant’s Last Name, First Name or
Organization.

Complainant

Last Name |{=5=/lERzil

First Mame | Begins with +

Organization | Begins with |+

Begins With is the default selection on all the Complainant fields. This field is not case-sensitive.

Last Name — This criterion allows you to search for a case by specifying the
complainant’s last name. Make a selection in the Last Name dropdown box.
Choose from: Begins with, Equal to, or Contains. Then, in the textbox
provided, type the entire or partial last name depending on the condition you
selected.

First Name — This criterion allows you to search for a case by specifying the
complainant’s first name. Make a selection in the First Name dropdown box.
Choose from: Begins with, Equal to, or Contains. Then, in the textbox
provided, type the entire or partial first name depending on the condition you
selected.

Organization — This criterion allows you to search for a case by specifying the
complainant’s organization. Make a selection in the Organization dropdown
box. Choose from: Begins with, Equal to, or Contains. Then, in the textbox
provided, type the entire or partial name of the organization depending on the
condition you selected.
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Respondent — This section contains a set of search fields pertaining to the respondent. Each
criterion allows you to search for a case based on the respondent’s Last Name, First Name or
Organization.

Respondent

Last Name | Begins with +
First Name | Begins with v

Organization | Begins with v

Begins With is the default selection on all the Respondent fields. This field is not case-sensitive.

Last Name — This criterion allows you to search for a case by specifying the
respondent’s last name. Make a selection in the Last Name dropdown box.
Choose from: Begins with, Equal to, or Contains. Then, in the textbox
provided, type the entire or partial last name depending on the condition you
selected.

First Name — This criterion allows you to search for a case by specifying the
respondent’s first name. Make a selection in the First Name dropdown box.
Choose from: Begins with, Equal to, or Contains. Then, in the textbox
provided, type the entire or partial first name depending on the condition you
selected.

Organization — This criterion allows you to search for a case by specifying the
respondent’s organization. Make a selection in the Organization dropdown box.
Choose from: Begins with, Equal to, or Contains. Then, in the textbox
provided, type the entire or partial name of the organization depending on the
condition you selected.

NOTE: Remember to clear the criteria you entered in the Locator screen
every time you perform a new search.

4.2.3.2.2 Clearing Your Search

The Locator screen retains your previous search until you reset the screen. Each time you perform a new
search, click the Clear Criteria link at the top of the Locator screen to clear your previous search entries.

4.2.3.2.3 Performing a Case Review Search

1. To search for a case, enter your criteria on one or combination of the fields provided in the
Locator screen. Refer to Section 4.2.3.2.1 Defining Your Search Criteria.

2. At the top of the Locator screen, click the Case Review Search link

Case Review Search
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3. If the search condition you defined did not generate a result, a message box will appear to notify
you that no cases match the criteria you specified. Click the OK button to return to the Locator
screen.

Microsoft Internet Explorer, E|

|| "_«\ Mo cases match the specified criteria.
L

If the search condition you defined matches one specific case, the Intake screen containing data
from the case will appear.

If the search condition you defined matches two or more cases, the Search Results screen will
appear containing a list of cases that match the search criteria. Notice the Review radio button at
the top of the screen is automatically selected. At the bottom of the screen displays your search

criteria.
Search Results Link To Case ... @ Review O Summary C Reports
Inquiry No. HUD File No. FHAP Case No. Case Hame
242063 ooos04158 Alberto vs Maric Apartments
124865 060105168 W-01-51 Alberto Hernandez vs. Willows of Woodhaven Apartments
162170 060402148 \Fr_n.]."—ljct—ﬂ Alberto Perez vs. Griffin Investments
238055 090715778 08-06H Alberto Osunav. Gold Crest Apartments
212346 100603288  DEHOO43 Alberto Fontana vs. Seattle Housing Resources Group
190974 Alberto, Juana v Hialeah Housing Authority*
235680 Alberto, Luzv. "Doe, John
242143 Alberto Guerrera vs Flagstaff Subdivision
242144 Alberto vs Costa
242145 Alberto Gaspar Residence vs Molina et al
242146 Alberto Fortuna vs Mark Smith
242147 Alberto Enterprises vs Global Metro
242143 Alberto Sunshine vs Alberto Condominiums
2421449 Alberto Golf Inc. ve Madison Country Club
242150 Alberto Commaodities vs Eagle Inc.

Cases 1 thru 15 o0f17.
[ << First ] ’ < Prev ][ Mext = ] ’ Last»> ] [ Save Search

Search Criteria: (Case Name begins with "alberto™).
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4. Each Search Results page displays fifteen (15) records. To browse through the results, click the
navigation buttons to go to the First, Previous, Next or Last page.

Cases 1 thru 15 o0f17.
[ << First ][ < Prew ][ Mexdt » ][ Last »> ]

On the results table, Click the link associated to the case you want to check out.

6. The Intake screen is displayed with data associated to the case you selected. See Section
4.2.4.1.1 Intake Screen.

Intalce In Edit Mode

mave Changes ] [ Add To My Cases ] [ Fefresh Page ] [ Exit Case

{Case Name |Alberows Mario Aparments

Assessor LORD, BAYRMOND (MTT) (00007 ¥| HUD File No.: Is Empty.
FHAP No. {Origin: HUD
Initial Contact Date | 10/02/2007 Initial Contact Method | Telephone 4
Complainants/Claimants [ Testing? |  Testing Questionnaire |
4 (0 DI sl [ 1First Amendment? [ First Amendment Marrative ]
When did it happen
Where did it happen Os I
What happened (Issue) ecretary Inifiated:
[ 1 USDA Referral?

Why did it happen {(Basis)
Other Duestions for claimant

[ summary Of Allegations ]

MNames, addresses, etc.

NOTE: Remember to clear the criteria you entered in the Locator screen
every time you perform a new search.

42324 Performing a Case Summary Search
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1. To search for a case(s), enter your criteria on one or combination of the fields provided in the
Locator screen. Refer to Section 4.2.3.2.1 Defining Your Search Criteria.

2. Atthe top of the Locator screen, click the Case Summary Search link.

Case Su.l'ln.l'l::h Search

3. If the search condition you defined did not generate a result, a message box will appear to notify
you that no cases match the criteria you specified. Click the OK button to return to the Locator

screen.

Microsoft Internet Explorer, E|

|| ‘1 Mo cases match the specified criteria,
*

If the search condition you defined matches one specific case, the Case Summary screen
containing data from the case will appear.

If the search condition you defined matches two or more cases, the Search Results screen will
appear containing a list of cases that match the search criteria. Notice the Summary radio button
at the top of the screen is automatically selected.
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Search Results Link To Case ... OReview & Summary O Reports
Inquiry No. HUD File No. FHAP Case No. Case Hame

242063 Qooognd158 Alberto vs Mario Apartrnents

124865 060105168 W-01-51 Alberto Hernandez vs. Willows of Woodhaven Apartments
162170 060402148 @.‘-Dd-‘ld Alberto Perez ve. Griffin Investments

238055 090v15778  08-06H Alberto Osunav. Gold Crest Apartments

212346 100603288 0BHO043 Alberto Fontana ws. Seattle Housing Resources Group
190974 Alberto, Juana v Hialeah Housing Authority®

235680 Alberto, Luzv. "Doe, John

242143 Alberto Guerrero vs Flagstaff Subdivision

242144 Alberto wvs Costa

242145 Alberto Gaspar Residence vs Molina et al

242146 Alberto Fortuna vs Mark Smith

242147 Alberto Enterprises vs Global Metro

242148 Alberto Sunshine vs Alberto Condominiums

242149 Alberto Golf Inc. v Madison Country Club

242150 Alberto Commodities vs Eagle Inc.

Caszes 1 thru 15 0f 17,
[ =< First ] [ < Prev ] [ Mext = ] [ Last== ] [ Save Search

Search Criteria: (Case Name begins with "alberto”).

4. Each Search Results page displays fifteen (15) records. To browse through the results, click the
navigation buttons to go to the First, Previous, Next or Last page.

Cases 1 thru 15 o0f17.
[ << First ][ < Prev ][ Mext > ][ Last>> ]

5. On the results table, click the link associated to the case you want to check out.

6. The Case Summary screen is displayed with data associated to the case you selected.
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Case Fewnew

Case Hame:

Status:

HUD File Ho:
Inquiry Ho:

FHAP Case No:
Initial Contact Date:
Qrigin:

Date Inquiry Reopened:

Date Inguiry Closed:
HUD Date Filed:
FHAP Date Filed:
Reactivation Date:

Concurrent Case Nois):

Responsihle Office:
Current Location:
AsSsSess0r:
Imvestigator:
Conciliator:

HUD Monitor:

Last Assignee:

Bases:
Issues:

Allegations:

Print

Case Summary iZase Eepotts

Barnes vs Mobel

COPEM - Sentta Counsel for detertmination aon 10M 772007

Date Complaint Reopened:

242044 Date Referred To Counsel':
Z.

10M 572007 FHAP Date Tgu Legal-:
HUD Cause Date-:

Charge Date:

FHAP Closure Date:

FHAP Payment®:

HUD Date Closed:

Days In Investigation®:
244044 Days Since Filed®:
Headguarters
Headguarters

UAT, TEST (0000)

Clark, Tamry (T (0000,
Lord, Raymand (T (0000
Mouyen, Paul (0000}

Male, Harassment, Mental Disability, Retaliation

301 Discriminatary refusal to negotiate for sale

Footnotes

7. On the Case Summary screen, you have the option to perform the following functions:

a. To print the case, click the Print link at the bottom left corner of the Case Summary
screen to activate the Microsoft Print dialog box. Click the Print button in the dialog
box to print the case summary. Click the Cancel button in the dialog box to call off
the request and close the dialog box.

b. To view the Case Summary Footnotes, click the Footnotes link at the bottom right corner of
the Case Summary screen. To close the screen, click the Exit link.
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Case Summmary Footnotes

1. Date ofthe first referral to counsel that is subsequent to filing; applies to HUD-processed complaints anly.
2. Date referred to legal for adjudication; applies to FHAP-processed camplaints anly.
3. Proposed cause date for HUD-processed cases, actual cause date for FHAP-processed cases.

4. The system did not permit entry of FHAP payment amounts prior to FY 2004 entry of FHAP payment amounts was not
required until FY 2005,

A. ForHUD-processed cases: aging starts with the latest of HUD filing date, reactivation date or date reopened, aging
stops with the earliest of the first referral to counsel, an un-returned referral to DOJ, proposed cause date, HUD closure
ar current date, with time spentin DOJ deducted from the total age. For FHAP-processed cases: aging starts with HUD
date filed; aging stops with with the earliest of cause date, referral to legal for adjudication, FHAF closure date or current
date.

6. Elapsed time from HUD filing date to HUD closure date, orto current date ifthe case is open.

Extt

c. Toview the case in Review Mode, click the Case Review link at the top left corner of the
Case Summary screen.

d. To view the case in Report Mode, click the Case Reports link at the top left corner of the
Case Summary screen.

NOTE: Remember to clear the criteria you entered in the Locator screen
every time you perform a new search.

4.2.3.2.5 Performing a Case Reports Search

1. To search for a case(s), enter your criteria on any or combination of the fields provided in the
Locator screen. Refer to Section 4.2.3.2.1 Defining Your Search Criteria.

2. At the top of the Locator screen, click the Case Reports Search link.

Case Reports Search

3. If the search condition you defined did not generate a result, a message box will appear notifying
you that no cases match the specified criteria. Click the OK button to return to the Locator screen.

Microsoft Internet Explorer, @

] E Mo cases match the specified criteria,
L
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If the search condition you defined matches one specific case, the Reports — Documents and Case
Print screen containing data from the case will appear.

If the search condition you defined matches two or more cases, the Search Results screen will
appear containing a list of cases that match the search criteria. Notice the Reports radio button at
the top of the screen is automatically selected.

Search Results Link To Case ... () Review O Summary & Reports
Inquiry No. HUD File No. FHAP Case No. Case Hame

242063 000804158 Alberto vs Mario Apartments

124865 060105168 W-01-51 Alberto Hernandez vs. Willows of Woodhaven Apatments
162170 060402148 &."—Dd—ﬂ Alberto Perez we. Griffin Investments

238055 090vV15778  08-06H Alberto Osunav. Gold Crest Apatments

212346 100603288 06HO043 Alberto Fontana vs. Seattle Housing Resources Group
190974 Alberto, Juana v Hialeah Housing Authority*

235620 Alberto, Luzv. "Doe, John

242143 Alberto Guerrera vs Flagstaff Subdivision

242144 Alberto wvs Costa

242145 Alberto Gaspar Residence vs Molina et al

242146 Alberto Fortuna vs Mark Smith

242147 Alberto Enterprises vs Global Metro

242143 Alberto Sunshine vs Alberto Condominiums

2421449 Alberto GolfInc. vs Madison Country Club

242150 Alberto Commadities vs Eagle Inc.

Cases 1 thru 15 of 17,
[ << First ] [ < Prav ] [ MNext = ] [ Last=> ] [ Save Search

Search Criteria: (Case Name begins with "alberto").

4. Each Search Results page displays fifteen (15) records. To browse through the results, click the
navigation buttons to go to the First, Previous, Next or Last page.

Cases 1 thru 15 of17.
[ << First H < Prev ][ Mext > H Last>> ]

On the results table, click the link associated to the case you want to check out.

6. The Reports — Documents and Case Print screen appears. This screen allows you to print
information pertaining to the case you selected. Refer to Section 4.2.4.9.6 Case Print.
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Reports - Documents and Case Print

Complaint ] [ Damages Workshesats ] [F.I.R. ] [ Detarmination

Including: [7]Assess []Exemptions []Flan ActDecide  [JOGC
Questionmaires: [ Testing [Lending [ Disability [ Other Questions
Audit Trall: [1TUpdate [ Letter

242063 / Alberto vs IvIario Apartments

NOTE: Remember to clear the criteria you entered in the Locator screen
every time you perform a new search.

4.2.3.2.6 Performing a Case List Search

1. To search for a case(s), enter your criteria on any or combination of the fields provided in the
Locator screen. Refer to Section 4.2.3.2.1 Defining Your Search Criteria.

2. Atthe top of the Locator screen, click the Case List link

=

3. If the search condition you defined did not generate a result, a message box will appear notifying
you that no case matches the criteria you specified. Click the OK button to return to the Locator
screen.

Microsoft Internet Explorer, @

L ] E Mo cases match the specified criteria.
-

If the search condition you defined matches one or more cases, the TEAPOTS Case List screen
will appear containing a list of cases that match the search criteria.
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01/22/2008

TEAPOTS Case List

CRITERIA: upperCaseMName like "ATEERTO%.

Pagel

Print

Alberto vs Mario Apartments

Alberto Hernandez vs. Willows of
Woodhaven Apartments

Alberto Perez vs. Griffin Investments
Alberto Osuna v. Gold Crest

Alberto Fontana vs. Seattle Housing
Eesources Group

HUD
Case Contact Date
Inguiry No. HUD File No. FHAP Case No. Location Date Filed Case Name
242063 00-08-0415-8 D00 10022007 117072007
124863 06-010516-8 FW-01-51 4820 0062001 04/10/2001
162170 06-04-0214-8 FW-0d-14 4820 12/22/2003 12/23/2003
238033 00-07-1577-8  08-06H 0465 08102007  00/06/2007
Apartments
212346 1006-0328-8  05HOONL3 3375 6062006 06/13/2006
42327 Search Results Screen

The Search Results screen appears when a search generates two or more cases.
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Search Results Link To Case ... @ Review O Summary O Reports
Inquiry No. HUD File Mo. FHAP Case No. Case Name
242063 000804158 Alberto vs Mario Apartments
124865 060105168 W-01-51 Alberto Hernandez wve. Willows of Woodhaven Apartments
162170 060402145 \FD."—EM—H Alberto Perez vs. Griffin Investments
238055 090v157¥8  08-06H Alberto Osunav. Gold Crest Apartments
212346 100603288 0EHOO043 Alberto Fontana vs. Seattle Housing Resources Group
190974 Alberto, Juana v Hialeah Housing Authority*
235680 Alberto, Luzv. "Doe, dohn
242143 Alberto Guerrera vs Flagstaff Subdivision
242144 Alberto vs Costa
242145 Alberto Gaspar Residence vs Molina et al
242146 Alberto Fortuna vs Mark Smith
242147 Alberto Enterprises ve Global Metro
242148 Alberto Sunshine vs Alberto Condominiums
242149 Alberto Golf Inc. vs Madison Country Club
242150 Alberto Commodities vs Eaale Inc.
Cases 1 thru 150f17.
[ <<First | [ <Prev | [ Next> | [ Last>> | | Save Search

Search Criteria: (Case Name begins with "alberta™).

At the top of the results table are three radio buttons (Review, Summary and Reports) where you can
select the type of format to view the case.

Link To Case ... @ Review O Summary O Reports

The links under each column (Inquiry No., HUD File No., FHAP Case No. and Case Name) in the table
allows you to access the corresponding case according to the selected format.

Each page displays search results of up to fifteen (15) records. The label below the table indicates the
record set currently displayed.

Cases 1 thru 150f 17
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To browse through the results generated by the search, click the navigation buttons.

Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first set of takes you to the takes you to the next button takes you to the
results. previous set of results. set of results. last set of results.

~ N .

[ << First ][{Prev ] [ MNext > ][ Last »> ]

At the bottom of the results table displays the search criteria.

search Criteria: (Casze Name begins with "alberte™)

4.2.3.3 Last Results

The Last Results function enables you to generate the most recent results in the Search Results screen. To
access the last results generate, follow these steps:

1. Click the Last Results link under Case Locator in the Main Menu.

B+ Case Locator
() by Cases
i) Locatar
L) Last Results

(%) Savg jSearchea

2. If no searches were performed during the session, a message box appears notifying the user that
no previous searches exist. Click the OK button to return to the Locator screen.

Microsoft Internet Explorer

1 E Mo searches have been done during this session
L

3. However, if a search was performed during the session, the Search Results screen will display a
list of cases containing the most recent search condition generated. The search criterion is
displayed at the bottom of the screen.
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B create Inguiry

& Newly Assigned Cases Search Results Link To Case ... @ Review O Summary O Reports
Inquiry Ho.  HUD File Ho. FHAP Case No. Case Name
B # Case Locator 124865 060105168  Fw-01-51 Alberto Hernandez ve. Willows of Wioodhaven Apartments
£6) My Cases 162170 060402148 Fiy-04-14 Alberto Perezvs, Grifiin Investrments
) Locator 2380585 0907156778 08-06H Alberto Osuna v, Gold Crest Apartments
L) Last Results 212346 100603288 0BHOO043 Alberto Fontana vs. Seattle Housing Resources Group
) Saved Searches 190874 Alberto, Juana v Hialeah Housing Autharity*
= @ active Case 235680 Alberto, Luz v."Doe, John"
= @ Agministration 242063 Alberto vs Mario Apartraents
= & Transfers Pending 242143 Alberto Guetrero vs Flagstatt Subdvision
s &i Other Authorities 242144 Alberto vs Costa
+ = Lgtters 242145 Alberto Gaspar Residence vs Moling et al
Swﬂ 242146 Alberta Fortuna vs Mark Smith
:-j About 242147 Alberto Enterprises vs Glohal Metro
D%S tem 242148 Alberto Sunshing vs Alberto Condominiums
242148 Alberta Golf Inc. vs Madison Country Club
242150 Alberto Cormmaodities vs Eaale Ine.

Cases | thru 15 of 17.
[ << First ][ < Prew ][ MNexd > ][ Last>> ]

Search Criteria: (Case MName begins with "Alberto™).

4234 Saved Searches

The Saved Searches function enables you to access the search queries that you saved.
42341 Saving Your Search

This new TEAPOTS design allows you to save the search you executed and view it in the Saved Searches
screen. This way you do not have to re-enter search conditions of frequently searched cases on the
Locator screen.

To save your current search, follow these steps:

1. To search for a case, enter your criteria on one or combination of the fields provided in the
Locator screen. Refer to Section 4.2.3.2.1 Defining Your Search Criteria.

2. At the top of the Locator screen, click the Save Search link.

Save E‘:ﬁarch

3. A Script Prompt message box appears. In the textbox, provide a description for the search criteria
being saved.
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Explorer User Prompt

Script Prompt:

Enter description for saved search:

Cancel

4. Click the OK button to submit your entry.

5. A message box appears to notify you that the search criteria have been saved.

Microsoft Internet Explorer, [‘S__<|

L] 'f Search criteria have been saved,
L

6. Click the OK button to close the message box.

4.2.3.4.2 Accessing Saved Queries

To access the search queries that you saved on the Saved Searches screen, follow these steps:

1. Click the Saved Searches link under Case Locator in the Main Menu.

# Case Locator
D by Cases

%) Lacator

%) Last Results
L) Saved Searches

2. The Saved Searches screen appears.
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Saved Searches

Delete Saved

Description Search Criteria Search

mjvs p& (Inguiry No. = 242058). Remove
Hwsp {Inguiny No. = 242058). Remowe
Mivsp&3 {Inguiry No. = 242058). Remove
New Search (Inguiry No. = 240024). Remove
Hew Search {Inquiry No. = 240024). Remowve
testing {Inguiny Ho. = 240024). Remove
240024 (Inguiry No. = 240024). Remove
test search {Inguiry No. = 240024). Remowve
Save Search (Inguiry No. = 240024). Remove
test mj {Inguiny Ho. = 242058). Remove
Case contains Test {Case Name contains “test”). Remove

The screen contains three columns: Description contains the search description you provided.
Search Criteria contains the saved query. Delete Saved Search gives you the option to remove
the saved query from the list.

3. Click the link associated to the saved query that you want to access.

4. The Search Results screen appears containing the query that you generated.

4.2.3.4.3 Removing Saved Queries

You may remove a saved query on the Saved Searches screen, follow these steps:

1. On the Saved Searches screen, click the Remove link associated to the query that you want to
delete.

2. A message box appears to confirm the request.

Microsoft Internet Explorer, E|

?r/ Press QK to remaove saved search,
e

[ O, l [ Cancel

3. Click the OK button to proceed with the deletion.

4. The Saved Search screen appears. Notice the item you deleted has been removed from the list.
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4.2.4 Active Case

The Active Case menu item is comprised of ten (10) submenus: Intake, Jurisdiction, Interviews,
Investigation, Case Management, Tracks, Conciliation, General Counsel, Case Reports and Child Cases.

To expand the Case Locator menu and access the submenus, click the plus sign # adjacent to Active
Case.

B @ Active Case
2 Intake
) Jurisdiction
L) Interiews
L) Investigation
L) Case Management
L) Tracks
) Conciliation
L) General Counsel

L) Case Heports
L) Child Cases

NOTE: You need to check out a case before you can access any of the menu items under
Active Case.

42.4.1 Intake

The Intake function enables you to enter case information for an existing housing discrimination inquiry
which includes data pertaining to the complainant, respondent, and a detailed description of the
allegation.

Click the Intake link under Active Cases in the Main Menu to access the case you previously checked out.
If you attempt to access the Intake link without checking out a case, a message box appears notifying you

that no case has been checked out.
Microsoft Internet Explorer E|
L ] E Mo case is checked out,
[ ]
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On the message box, click the OK button to return to the Locator screen where you can check out a case.
Refer to Section 4.2.3.2 Locator.

42411 Intake screen

The Intake screen is composed of input fields, links to sub-screens and memos where case data pertaining
to the complainant, respondent, and description of the housing discrimination allegation is entered.

The header displays the region where the case was filed and the status of the case. The footer displays the
Inquiry Number, HUD File Number (if applicable) and Case Name.

NOTE: The user’s task and access rights determine whether the Intake screen should
function in Edit mode or in Read-Only mode

Intalke In Edit Wode
oave Changes ] [ Add To ky Cases ] [ Fefresh Fage ] [ Exit Case

Headquarters - Received for review by counsel by Headquarters 11/08/2007

Case Name | Alberto s Mario Apartments

Assessor LORD, BAYMOMND (MTI) (0000) | HUD File No.: Is Empty.

FHAP No. Origin: HUD

Initial Contact Date |10/02/2007 Initial Contact Method | Telephone v
Complainants/Claimants []Testing? |  Testing Questionnaire |

Who Discriminated
When did it happen

[ First Amendment? [ First Amendment Marrative ]

Where did it happen [JFHIP o
What happened (Issue) []Secretary Initiated?
[]USDA Referral?

Why did it happen (Basis)
Other Questions for claimant
Names, addresses, etc.

[ summarny Of Allegations ]

242063 / Alberto vs WMario Apartiments
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42412 Entering data in the Intake screen

On the Intake screen, fill out the form by entering the following information in the textboxes, dropdown
boxes and memo fields provided. The following set of instructions applies to users with edit rights to the
specific case.

1. Click the Intake link under Active Cases in the Main Menu to access the case you previously

checked out.
) Intﬁke
h

2. The Intake screen appears. Enter the applicable information in the following fields. The fields
described below are editable unless otherwise noted.

Case Name — Name that identifies the case. This field is automatically populated from
information provided in the Create Inquiry screen. To edit this field, type the appropriate
information on the Case Name textbox in the following order: First Complainant vs. First
Respondent.

Assessor — Name of the individual who initially entered the case in TEAPOTS. This field
automatically defaults to the name of the individual who initially entered the case in the Create
Inquiry screen. To change the Assessor name, select from the Assessor dropdown box. The
Assessor has edit rights to the case.

HUD File No. — Once jurisdiction is established and a HUD File Number to the case is generated,
the number will automatically appear in the HUD File No. field; otherwise, the HUD File No.
field will display the text, “Is Empty”. This is a non-editable field.

FHAP No. — This field is automatically populated from information provided in the Create
Inquiry screen; otherwise, the FHAP No. field is blank. If the case is referred to a FHAP agency
and a FHAP Number is assigned, enter the number in the FHAP No. textbox.

Origin — This field identifies whether the case is a “HUD” or “FHAP” case. This field is
automatically populated from information derived from the staff personnel’s Region/Site ID
when the inquiry was created. This is a non-editable field.

Initial Contact Date — Date (MM/DD/YYYY) when the complainant first contacted HUD or the
FHAP agency about the case. This field is automatically populated from information provided in
the Create Inquiry screen.

Initial Contact Method — Method of communication used by the complainant to contact HUD or
the FHAP agency. This field automatically defaults to the information provided in the Create
Inquiry screen. To edit this field, make the appropriate selection in the Initial Contact Method
dropdown box.
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Imtial Contact Method | Telephone v
Mone Selected

Tele

In-Ferson
Correspondence
Internet

Testing? — If this field applies to the case, click the Testing? checkbox to indicate that a test case
was conducted.

Testing? |  Testing Questionnaire |

Then, click the Testing Questionnaire button to open the questionnaire. Type the appropriate
information.

TESTING QUESTICONHAIRE 03/06/1995

Haz test been doner No _ Tes

[IMPORT ALL TO FIE UNLESS OTHERWISE INDICATED)

Date of alleged wiolation

Diate of Test

Was testing done by Professional Fair Housing Testerr

No [Go to 4, helow)
Tes [Go to E. below) i

4, N0 - Not Professional Fair Housing Tester:
Tho arranged testr?

Who acted as tester? (CONFIDENTIAL DO NOT IMPOET)
Hame rr rr

Address " "
Telephone #

That was tester's relationship with Claimant/Comnplainant? bt
Check Spelling ][ Save Changes ][ Exit Screen ] .
b
& Elapsed time = 01:47 2 & Intermet
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On the Testing Questionnaire screen, you may perform any of the following functions:

a. To perform a spell check, click the Check Spelling button. Refer to Section 3.3.1
Spell Check.

b. To save your entry and remain on the screen, click the Save Changes button.

c. To save your entry and exit the screen, click the Exit Screen button. A message box
appears to confirm your request. Click the OK button.

d. To close the screen without saving, click the E button at the top right corner of the
window.

First Amendment? — To indicate that the case is a first amendment case, click the First
Amendment? checkbox.

[+ First Amendment? [ First &mendment MNarrative ]

Then, click the First Amendment Narrative button to open the Investigative Plan - Hostile 301
memo screen. On the memao screen, type the appropriate information.

Check Spelling ][ Save Changes ][ ExitScreen]

I &) Elapsed time = 00:07 2 @ Internet

On the Memo screen, you may perform any of the following functions:

a. To perform a spell check, click the Check Spelling button. Refer to Section 3.3.1

Spell Check.
b. To save your entry and remain on the screen, click the Save Changes button.
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c. To save your entry and exit the screen, click the Exit Screen button. A message box
appears to confirm your request. Click the OK button.

d. To close the screen without saving, click the E button at the top right corner of the
window.

FHIP - To indicate that the case is a FHIP referral, click the FHIP checkbox.

Secretary Initiated? — To indicate that the Secretary of the U. S. Department of Housing and
Urban Development initiated the case, click the Secretary Initiated? checkbox.

USDA Referral? — To indicate that USDA referred the case, click the USDA Referral? checkbox

Summary of Allegations — contains a memo screen where case allegation summary is entered.
Click the Summary of Allegations button to open the memo screen.

Complainants/Claimants — This link leads to the Complainants/Claimants screen where general
information about the complainant or claimant is entered. Refer to Section 4.2.4.1.3
Complainants/Claimants.

Who Discriminated — This link leads to the Respondent screen where general information about
the respondent is entered. Refer to Section 4.2.4.1.4 Who Discriminated.

When did It Happen — This link leads to the When Did It Happen? screen. This is where the
date of the most recent violation is noted. Refer to Section 4.2.4.1.5 When did It Happen.

Where did It Happen — This link leads to the Where Did It Happen? screen. This is where the
location of the violation is described. Refer to Section 4.2.4.1.6 Where did It Happen.

What happened (Issue) — This link leads to the What Happened? screen. This is where the
discriminatory event through the perspective of the complainant/claimant is described. Refer to
Section 4.2.4.1.7 What happened (Issue).

Why did it happen (Basis) — This link leads to the Why Did it Happen? screen. This screen is
where the basis for the discriminatory action is selected. This field is automatically populated
from information provided in the Add Inquiry screen. Refer to Section 4.2.4.1.8 Why did it

happen (Basis).

Other Questions for Claimant — This link leads to a questionnaire pertaining to the
complainant’s opinions about the case. These additional questions are asked during the
interview. Refer to Section 4.2.4.1.9 Other Questions for Claimant.

Names, Addresses, Etc. — This link leads to the Names, Addresses, Etc. screen where other
essential parties involved in the case are identified. Refer to Section 4.2.4.1.10 Names,
Addresses, Etc.

3. You have the option to perform any of the following functions:

sawve Changes ] [ Add To My Cases ] [ Fefresh Page ] [ Exit Case
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fad

Click the Save Changes button to save your entry and remain on the current screen.

b. Click the Add To My Cases button to add the case to My Cases. Refer to Section
4.2.3.1.3 Adding a Checked Out Case to My Cases.

c. Click the Refresh Page button to clear the screen of unsaved data.

d. Click the Exit Case button to check in the case.

424.1.3 Complainants/Claimants

The Complainants/Claimants screen is where details about the background information and legal
representations of the complainants and claimants involved in the case are entered.

[ oave Changes ][Hefresh ” Insert Record ” Delete Record ” Exit Screen ]

ComplainantsiClaimants

First Name (MI): Fahlo

Last Name: Harris
{Jrganization:
Address Line 1: |567 Hacienda Terace
Address Line 2:
City: Big Bear State:| California v | Fip: 92301
Home Phone: 760-990-3087 | Work Phone:
Date Of Birth:
How Learned Of FHAct/Complaint: | MNone Selected b
Complaint Signed? []
[ Complainant Contact Person ] [ Complainant Representative ]

[ Comments ]

Eecord 1 of 1

424131 Entering Data to the Complainants/Claimants Screen

The following set of instructions applies to users with edit rights to the specific case.

1. Click the Complainants/Claimants link in the Intake screen to access the
Complainants/Claimants screen.

] Complamants/Claimants
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2. The Complainants/Claimants screen appears. On the screen, provide the information pertaining to
the complainant/claimant. The fields described below are editable unless otherwise noted.

Furst MName (IVI): Alired

Last Name: Albero
Orgamzation:

Address Line 1: |1 Deret Strast

Address Line 2:

City: Barstow State: California ¥ | Zip:[92311
Home Phone: Work Phone:

Diate Of Buth:

How Learned Of FHAct/Complamt: | T+ ~

First Name (M) — Enter the first name of the primary complainant or claimant involved in the
case in the First Name textbox. Middle Initial is optional. This field is automatically populated
from information provided in the Create Inquiry screen.

Last Name — Enter the last name of the primary complainant or claimant involved in the case in
the Last Name textbox. This field is automatically populated from information provided in the
Create Inquiry screen.

Organization — Enter the name of the organization represented by the complainant or claimant in
the Organization textbox. This field is automatically populated from information provided in the
Create Inquiry screen.

Address Line 1 — Enter the street address of the complainant or claimant in the Address Line 1
textbox.

Address Line 2 — If applicable, enter the suite or apartment number of the complainant or
claimant in the Address Line 2 textbox.

City — Enter the complainant or claimant’s city of residence in the City textbox.
State — Select the complainant's state of residence in the State dropdown box. .
Zip — Enter the complainant or claimant’s zip code in the Zip textbox.

Home Phone — Enter the complainant or claimant’s home telephone number in the Home Phone
textbox.

Work Phone — Enter the complainant or claimant’s work telephone number in the Work Phone
textbox.

Date of Birth — Enter the complainant or claimant’s birth date (MM/DD/YYYY) in the Date of
Birth textbox.
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How Learned of FHAct/Complaint — Select the method how the complainant learned about the
Fair Housing Act on the How Learned of FHAct/Complaint dropdown box.

Complaint Signed? — To indicate that the complainant has signed the complaint, click the
Complaint Signed? checkbox.

Complaint Signed? []
[ Complainant Contact Ferson ] [ Complainant Representative ]

[ Comments l

Fecord 1 of 1

Complainant Contact Person — The Complainant Contact Person button enables you to access
the Add Contact Person screen or Complainant Contact For: screen. This is where information
about the contact person associated to the complainant/claimant involved in the case is entered.
Refer to Section 4.2.4.1.3.2 Adding a Complainant Contact Person.

Complainant Representative — The Complainant Representative button enables you to access
the Add Complainant Representative screen or Complainant Representative For: screen. This is
where information identifying the complainant's legal representative is entered. Refer to Section
4.2.3.1.3.3 Adding a Complainant Representative.

Comments — Click the Comments button to access the memo screen where you can enter
additional notes or remarks about the case.

Navigation Bar — Click the arrow buttons: << (first page), < (previous page), > (next page), >>
(last page) to navigate through records. The bar indicates the Record Number.

3. You have the option to perform any of the following functions:

oave Changes H Fefresh H Insert Record ” Delete Record H Exit Screen

Click the Save Changes button to save your entry and remain on the current screen.
Click the Refresh button to clear the screen of unsaved data.

Click the Insert Record button to add other complainants to the case.

Click the Delete Record button to delete record of a specific complainant.

Click the Exit Screen button to save your entry and exit the screen.

®Poo0oTw

424132 Adding a Complainant Contact Person

The following set of instructions describes how to add a complainant contact person to the case. The
following steps apply to users with edit rights to the specific case.

1. To enter contact person information associated to the complainant, click the Complainant Contact
Person button on the Complainants/Claimants screen.
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| Cornplainant Contact Person |

b

2. If there are no existing records of contact persons associated to the complainant, the Add Contact
Person screen appears. However, if a complainant contact person record already exists, the
Complainant Contact For: screen is displayed.

[ Sawe Changes ” Refrash ” Ingert Record H Delete Record ” Exit Screen l

Complainant Contact For: Alfred Alberto

Frrst Name (MI):|Michael

Last Name: Abvarez
Relationship: friend
Address Line 1: |2 Desert Road

Address Line 2:

City: Barstow State:| Califomia ¥ | Zip:| 92311
Home Phone: 7E0-111-1111 Worl: Phone: |760-111-1234
Eecord: 1 of 1

Click the Insert Record button on the Complainant Contact For: screen to access the Add Contact
Person screen.

[ Sawve Changes H Cancel l

Add Contact Person
First Name (IVI):

Last Name:

Relationship:

Address Line 1:

Address Lime 2:

City: State:| Mone Selected ¥ | Zip:
Home Phone: Work Phone:

3. The Add Contact Person screen enables you to enter contact person information
associated to the complainant:

First Name (M1) — Enter the first name of the complainant or claimant’s contact person in the
First Name textbox. Middle Initial is optional.

Last Name — Enter the last name of the complainant or claimant’s contact person in the Last
Name textbox.

Relationship — Enter the contact person’s relationship to the complainant or claimant in the
Relationship textbox.
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Address Line 1 — Enter the street address of the contact person in the Address Line 1 textbox.

Address Line 2 — If applicable, enter the suite or apartment number of the contact person in the
Address Line 2 textbox.

City — Enter the contact person’s city of residence in the City textbox.

State — Select the contact person’s state of residence in the State dropdown box.

Zip — Enter the contact person’s zip code in the Zip textbox.

Home Phone — Enter the contact person’s home telephone number in the Home Phone textbox.

Work Phone — Enter the contact person’s work telephone number in the Work Phone textbox.

4. You may perform any of the following functions:

sawve Changes ][ Cancel ]

a. Click the Save Changes button to save your entry and access the Complainant Contact
For: screen.

b. Click the Cancel button to cancel and exit the screen.

424133 Adding A Complainant Representative

The following set of instructions describes how to add a record containing information identifying the
complainant's legal representative. The following steps apply to users with edit rights to the specific case.

1. To enter information pertaining to the complainant’s representative, click the Complainant
Representative button on the Complainants/Claimants screen.

| Complainant Fepresentative |

B

2. If there are no existing records of the complainant’s representative, the Add Complainant
Representative screen appears. However, if a complainant representative record already exists,
the Complainant Representative For: screen is displayed.
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[ Sawe Changes ][ Refresh H Insert Record H Delete Record ][ Exit Screen ]

First Name (MI):(Tom

Last Name: Bauer

Firm / Agency: |ABC Corp.
Address Line 1: |20 Auto Park

Address Line 2:
City: Barstow State:| California ¥ | Fip:|92311
Work Phone: 7G60-667-09049 Fax:

Eecord: 1 of 1

Click the Insert Record button on the Complainant Representative For: screen to access the Add
Complainant Representative screen.

[ Sawe Changes ][ Cancel ]

Add Complainant Representative
First Name (IVT):
Last Name:

Firm / Agency:
Address Line 1:
Address Line 2:

City: State: Mone Selectad ¥ | Zip:
Work Phone: Fax:

3. The Add Complainant Representative screen enables you to enter information identifying the
complainant's legal representative:

First Name (MI) — Enter the first name of the complainant or claimant’s representative in the
First Name textbox. Middle Initial is optional.

Last Name — Enter the last name of the complainant representative in the Last Name textbox.

Relationship — Enter the relationship of the representative to the complainant in the Relationship
textbox.

Address Line 1 — Enter the street address of the complainant’s representative in the Address Line
1 textbox.

Address Line 2 — If applicable, enter the suite or apartment number of the complainant’s
representative in the Address Line 2 textbox.

City — Enter the complainant’s representative’s city of residence in the City textbox.
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State — Select the complainant’s representative’s state of residence in the State dropdown box.
Zip — Enter the complainant’s representative’s zip code in the Zip textbox.

Home Phone — Enter the complainant’s representative’s home telephone number in the Home
Phone textbox.

Work Phone — Enter the complainant’s representative’s work telephone number in the Work
Phone textbox.

4. You may perform any of the following functions:

sawve Changes ][ Cancel ]

a. Click the Save Changes button to save your entry and access the Complainant
Representative For: screen.
b. Click the Cancel button to cancel and exit the screen.

424134 Entering Comments in Complainant/Claimants Screen

The following set of instructions describes how to enter comments in the Complainant/Claimants screen.
The following steps apply to users with edit rights to the specific case.

1. On the Complainants/Claimants screen, click the Comments button to access the memo screen.

I CDFI"IT'I:IEFItS ]

3

2. The memo screen is where a user can enter notes or remarks about the case.
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Check Spelling ][ Save Changes ][ ExitEcreen]

I :E:l Elapsed time = 00:07 é ® Internet

3. Onthe memo screen, type your entry. The scroll bar enables you to vertically navigate through
the memo screen.

4. You have the option to perform any of the following functions:

[ Check Spelling ][ Save Changes ][ ExitScreen]

a. To perform a spell check, click the Check Spelling button. Refer to Section 3.3.1 Spell
Check.

b. To save your entry and remain on the screen, click the Save Changes button.

c. To save your entry and exit the screen, click the Exit Screen button. A message box
appears to confirm your request. Click the OK button.

d. To close the screen without saving, click the E button at the top right corner of the
window.

424135 Editing Complainants/Claimants Records

The following set of instructions applies to users with edit rights to the specific case.

1. Click the Complainants/Claimants link in the Intake screen to access the
Complainants/Claimants screen.
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(] Complamants/Clanmants

¥

2. The Complainants/Claimants screen appears.

[ sawve Changes ” Fefresh ][ Insert Record ” Delete Record ” Exit Screen ]

Complainants/Claimants

First Name (VI): Fablo

Last Name: Harris

Orgamzation:

Address Lime 1: 567 Hacienda Terace

Address Lme 2:

City: Big Bear State:| Califomia v | Zip:| 92301
Home Phone: 7E0-390-9087 Work Phone:

Date Of Buth:

How Leammed Of FHAct/Complaint: | Mone Selected b

Complamt Signed? []

[ Complainant Contact Fersan ] [ Complainant Representative

[ Comments ]

Eecord: 1 of'1

3. At the bottom of the screen, select the record you want to edit by using the navigation buttons.

Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first takes you to the takes you to the next button takes you to the last
record. previous record. record. record.

Eecord: 1 of 1

4. Modify the data on the case record you selected.

5. You have the option to perform any of the following functions:

[ mave Changes ” Fefrash ” Inser Recard ][ Delete Record ][ Exit Screen

a. Click the Save Changes button to save your entry and remain on the current screen.

b. Click the Refresh button to clear the screen of unsaved data.
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c. Click the Insert Record button to add other complainants to the case.
Click the Delete Record button to delete record of a specific complainant.
e. Click the Exit Screen button to save your entry and exit the screen.

B

4.2.4.1.3.6 Deleting Complainants/Claimants Records

The following set of instructions applies to users with edit rights to the specific case.

1. Click the Complainants/Claimants link in the Intake screen to access the
Complainants/Claimants screen.

(] Complamants/Clannants

2. The Complainants/Claimants screen appears.

[ sawve Changes ” Fefresh ][ Insert Record ” Delete Record ” Exit Screen ]

Complainants/Claimants
First Name (VI): Fablo

Last Name: Harris

Orgamzation:

Address Line 1: 567 Hacienda Terace

Address Line 2:

City: Big Bear State:| Califormia v | Zip:| 92301
Home Phone: 760-990-9087 | Work Phone:

Date Of Buth:

How Learmed Of FHAct/Complamt: | Mone Selected b
Complamt Signed? []
[ Complainant Contact Person ] [ Complainant Representative ]
[ Comments ]

Eecord: 1 of'1
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3. At the bottom of the screen, select the record you want to delete by using the navigation buttons.

Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first takes you to the takes you to the next button takes you to the last
record. previous record. record. record.

Eecord: 1 of 1

4. Click the Delete Record button to delete the record you selected.

[ Delete Record ]

b

5. A message box appears to confirm the request.

Microsoft Internet Explorer, @

?{/ Press QK to delete this record,
e

[ (8] 4 l [ Cancel

Click OK button to delete the record or Cancel button to abort the request. The record is
automatically deleted upon confirmation to delete the record.

424.1.4 Who Discriminated

The Who Discriminated link enables the user to access the Respondents screen. This screen is where
details about the background information and legal representations of respondents involved in the case are

entered.
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[ Save Changes H Fetresh ][ Insert Record ][ Delete Record ][ Exit Screen ]

Respondents
First Name (VI): | Mario

Last Name: Fernandez

Organization: Mario Apartments

Address Line 1: |23 Hunter Drive

Address Line 2:

City: Barstow State: Califarnia ¥ | Fip: 92311
Home Phone: Work Phone: | 760-595-0000

Regulating Agency: FTC w [ FFIEC Agency Criteria & Address ]
Mortgage Lender Control No.:

Insured Depository Institution? Mo v

Employer Identification No.:
Tax Credit? | Daon't Know "

[ Fespondent Representatives ][ Comments ]

Fecord: 1 of 1

4.24.14.1 Entering Data to the Respondents Screen

The following set of instructions applies to users with edit rights to the specific case.

1. Click the Who Discriminated link in the Intake screen to access the Respondents screen.

[] Who Discriminated

2. The Respondents screen appears where data pertaining to the respondent is entered. The fields
described below are editable unless otherwise noted.
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[ Sawve Changes ][ Refresh ][ Insert Record H Delete Record H Exit Screen l

Respondents
First ame (V) tario

Last Name: Fernandez

Organization: Mario Aparments

Address Line 1: |23 Hunter Drive

Address Line 2:

City: Barstow State: California ¥ | Fip:[92311
Home Phone: Work Phone: | 760-593-0000

Regulating Agency: | FTC w [ FFIEC Agency Criteria & Address ]
Mortgage Lender Control Mo.:

Insured Depository Institution? Mo v

Employer Identification Mo.:
Tax Credit? | Don't Know w

[ Fespondent Representatives ][ Camments l

Eecord: 1 of 1

The following set of instructions applies to users with edit rights to the specific case.

First Name (M) — Enter the first name of the primary respondent involved in the case in the
First Name textbox. Middle Initial is optional. This field is automatically populated from
information provided in the Create Inquiry screen.

Last Name — Enter the last name of the primary respondent involved in the case in the Last Name
textbox. This field is automatically populated from information provided in the Create Inquiry
screen.

Organization — Enter the name of the organization represented by the respondent in the
Organization textbox. This field is automatically populated from information provided in the
Create Inquiry screen.

Address Line 1 — Enter the street address of the respondent in the Address Line 1 textbox.

Address Line 2 — If applicable, enter the suite or apartment number of the respondent in the
Address Line 2 textbox.

City — Enter the respondent’s city of residence in the City textbox.
State — Select the respondent’s state of residence in the State dropdown box.
Zip — Enter the respondent’s zip code in the Zip textbox.

Home Phone - Enter the respondent’s home telephone number in the Home Phone textbox.
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Work Phone — Enter the respondent’s work telephone number in the Work Phone textbox.

Regulating Agency — Select the regulating agency from the Regulating Agency dropdown box.

FFIEC Agency Criteria & Address — Click the FFIEC Agency Criteria & Address button to
access the FFIEC Member Agencies Table. The table contains information on Regulating
Agencies, Identifications and Institution Covered. Click the Exit link to close the window.

Exit

FFIEC MEMBER AGENCIES TABLE

INSTITUTION COVERED

IDENTIFICATIONS

REGULATING AGENCY

Fedetally Chartered
Credit Unions

The word “Federal”
Appears in the credit union name

Complisnee Officer

Hational Credit Union & dministration
1776 G 5t MW

Washington, DC 20456

(202) 682-9640

Wational Banks

The word “Hational™

Appears in the bank’s name, or the
itritials “MN AT (National & 2sociation)
follows the bank’s name

Comptroller of the Currency
Attn: Fait Lending 3pecialist
Dladl stop 7-2

Washington, DC 20219

(200 8745232

Fa (204 8745221

Insured, State-Chartered banks that
are not members of the Federal
Reserve 3ystem. Usually comumercial,

& sign displayed on the door andfor in
the lobby states:
“Deposits insured by the Federal Deposit

Office of Consumer & fFairs
Federal Deposit Insurance
Corporation

industrial or routual savings banks.

350178 3 omF

Mortgage Lender Control No. — Type the control number of the organization.

Insured Depository Institution? — Select Yes or No to indicate whether the organization is an

insured institution.

Employer Identification No. — Type the organization’s Employer Identification Number.

Tax Credit? — Select Don't Know, No or Yes to indicate if the respondent receives tax credit.

Respondent Representatives — Click the Respondent Representatives button to access the Add
Respondent Representative screen or Respondent Representative For: screen. This is where
information identifying the Respondent’s legal representative is entered. Refer to Section
4.2.4.1.4.2 Adding a Respondent Representative.

|

Fespondent Representatives

Comments

Il

Fecord: 1 of 1

Comments — Click the Comments button to access the memo screen where additional notes or
remarks about the case are entered.

User’s Manual Page 4-55



4.0 Using the System (Online)

Navigation Bar — Click the arrow buttons: << (first page), < (previous page), > (next page), >>
(last page) to navigate through records. The bar indicates the Record Number.

3. You have the option to perform any of the following functions:

oave Changes ] [ Fefresh ] [ Insert Record ] [ Delete Record ] [ Exit Screen
a. Click the Save Changes button to save your entry and remain on the current screen.
b. Click the Refresh button to clear the screen of unsaved data.
c. Click the Insert Record button to add other respondents to the case.
d. Click the Delete Record button to delete record of a specific complainant.
e. Click the Exit Screen button to save your entry and exit the screen.

424142 Adding a Respondent Representative

The following set of instructions describes how to add a record containing information identifying the
respondent's legal representative. The following steps apply to users with edit rights to the specific case.

1. To enter information pertaining to the respondent's representative, click the Respondent
Representatives button on the Respondents screen.

| Respondent Representatives |

W

2. If there are no existing records of the respondent’s representative, the Add Respondent
Representative screen appears. However, if a respondent representative record already exists, the
Respondent Representative For: screen is displayed.

[ save Changes H Fefrash ][ Insert Recaord H Delete Record H Exit Screen ]

First Name (MI): kichael

Last Name: Adkins

Firm / Agency: | Adkins & Adkins Law Offices
Address Line 1: |51 Commerce Boulevard
Address Line 2: | Suite 203

City: Bewverly Hills State:| Califormia v | Fip:/90210
Worl: Phone: 310-233-9087 Fax: | 310-233-9088

Comments

Eecord: 1 of'1
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Click the Insert Record button on the Respondent Representative For: screen to access the Add
Respondent Representative screen.

[ oave Changes H Cancel ]

Add Respondent Representative
First Name (MI):

Last Name:

Firm / Agency:
Address Line 1:
Address Line 2:

City: State:| None Selected v | Fip:
Work Phone: Fax:

3. The Add Respondent Representative screen enables you to enter information identifying
the respondent’s legal representative:

First Name (M1) — Enter the first name of the respondent’s representative in the First Name
textbox. Middle Initial is optional.

Last Name — Enter the last name of the respondent’s representative in the Last Name textbox.

Relationship — Enter the relationship of the representative to the respondent in the Relationship
textbox.

Address Line 1 — Enter the street address of the respondent’s representative in the Address Line 1
textbox.

Address Line 2 — If applicable, enter the suite or apartment number of the respondent’s
representative in the Address Line 2 textbox.

City — Enter the respondent’s representative’s city of residence in the City textbox.
State — Select the respondent’s representative’s state of residence in the State dropdown box.
Zip — Enter the respondent’s representative’s zip code in the Zip textbox.

Home Phone — Enter the respondent’s representative’s home telephone number in the Home
Phone textbox.

Work Phone — Enter the respondent’s representative’s work telephone number in the Work
Phone textbox.
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4. On the Add Respondent Representative screen, you have the option to perform any of the
following functions:

sawve Changes ” Cancel ]

a. Click the Save Changes button to save your entry and access the Respondent
Representative For: screen.
b. Click the Cancel button to cancel and exit the screen.

424143 Entering Comments in Respondents Screen

The following set of instructions describes how to enter comments in the Respondents screen. The
following steps apply to users with edit rights to the specific case.

1. On the Respondents screen, click the Comments button to access the memo screen.

CDFI"IT'I:IEFItS ]

3

2. The memo screen is where a user can enter notes or remarks about the case.

Check Spelling ][ Save Changes ][ ExitScreen]

[

I :El Elapsed time = 00:07 é ® Internet
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3. On the memo screen, type your entry. The scroll bar enables you to vertically navigate through
the memo screen.

4. You have the option to perform any of the following functions:

[ Check Spelling ][ Save Changes ][ ExitScreen]

a. To perform a spell check, click the Check Spelling button. Refer to Section 3.3.1 Spell
Check.

b. To save your entry and remain on the screen, click the Save Changes button.

c. Tosave your entry and exit the screen, click the Exit Screen button. A message box
appears to confirm your request. Click the OK button.

d. To close the screen without saving, click the & button at the top right corner of the
window.

4.24.14.4 Editing Respondents Records

The following set of instructions applies to users with edit rights to the specific case.

1. Click the Who Discriminated link in the Intake screen to access the Respondents screen.

[] Who Discriminated

2. The Respondents screen appears.
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[ mave Changes H Refresh ” Insent Record H Delete Record H Exit Screen ]

Respondents
Frrst Name (VI): bario

Last Name: Fernandez

Organization: bdario Aparments
Address Line 1: |23 Hunter Drive

Address Lme 2:

City: Barstow State:| Califarmia v | Zip:/ 92311
Home Phone: Work Phone: |7B0-598-0000

Regulatmg Agency: FTC w [ FFIEC Agency Criteria & Address ]
Mortgage Lender Control No.:

Insured Depository Institution? Mo v

Emplover Identification No.:

Tax Credit? | Don't Know 3

[ Fespondent Representatives ][ Comments ]

Eecord: 1 of'1

3. At the bottom of the screen, select the record you want to edit by using the navigation buttons.

Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first takes you to the takes you to the next button takes you to the last
record. previous record. record. record.

Eecord: 1 of 1

4. Modify the data on the record you selected.

5. You have the option to perform any of the following functions:

[ mave Changes H Fefrash H Inser Recard ” Delaete Record ][ Exit Screen

Click the Save Changes button to save your entry and remain on the current screen.
Click the Refresh button to clear the screen of unsaved data.

Click the Insert Record button to add respondents to the case.

Click the Delete Record button to delete record of a respondent.

Click the Exit Screen button to save your entry and exit the screen.

®oo0 o
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424145 Deleting Respondents Records

The following set of instructions applies to users with edit rights to the specific case.

1. Click the Who Discriminated link in the Intake screen to access the Respondents screen.

(] Complamants/Clannants

2. The Respondents screen appears.

[ Save Changes ][ Refresh ][ Insern Record ][ Delete Record ][ Exit Screen ]

Respondents
Fost Name (VI): bario

Last Name: Fermandez

Orgamzation: tdario Aparments
Address Lme 1: |23 Hunter Drive

Adidress Lme 2:

City: Barstow State:| Califamia v | Zip:/ 92311
Home Phone: Work: Phone: | 760-598-0000
Regulﬂﬁng ‘ﬂtgfi]]_(‘}": FTC W [ FFIEC .AQEFIE},-" Criteria & Address ]

MMortgage Lender Control No.:
Insured Depository Institution? Mo W
Emplover Identification No.:

Tax Credit? | Don't Know -

[ Fespondent Representatives ][ Comments ]

Eecord: 1 of1

3. At the bottom of the screen, select the record you want to delete by using the navigation buttons.

Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first takes you to the takes you to the next button takes you to the last
record. previous record. record. record.

Eecord 1 of' 1

4. Click the Delete Record button to delete the record you selected.
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[ Delete Record ]

b

A message box appears to confirm the request. Click OK button to delete the record or Cancel
button to abort the request. The record is automatically deleted upon confirmation to delete the

record.

‘“"\r/ Press QK to delete this record,

Microsoft Internet Explorer, @

9P

[ (8] 4 l [ Cancel

42415 When Did It Happen

The When Did It Happen? screen is where the date of the most recent violation is specified and if such

violations are continuing.

A Creste Inguiry

# Mewly Assigned
Cases

B Case Locator
= & active Case
D Intake
D Jurisdiction
L) Interviews
) Investigation
%) Case Management
L) Tracks
2 Conciliation
© General Counsel
D Case Reparts
L) Child Cases
= & Administration
& (& Transfars Pending
® ¥ Other Authorities
B[4 Letters
2 On-Line Help
2 About
DEAQ
2 Exit Systern

’ Sawve Changes H Fefrash Fage ” Exit Screen ]

Date of most recent violation: (01/01/2007

[ Is violation continuing?

Comments

424151 Entering Data in When Did It Happen? Screen
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The following set of instructions applies to users with edit rights to the specific case.

1. Click the When Did It Happen link in the Intake screen to access the When Did It Happen?
screen.

] When did it happen

2. On the When Did It Happen? screen, provide the information in the appropriate fields. The fields
described below are editable unless otherwise noted.

[ oave Changes ][ Refresh Page ][ Exit Screen ]

When did it happen?

Date of most recent violation: (01/01/2007
[] Is violation continuing?

Comments

Date of most recent violation — Type the date (MM/DD/YY YY) when the latest violation
occurred. This field is automatically populated from information provided in the Create Inquiry

screen.

Is violation continuing? — Click the checkbox if the violation continues to occur.

3. You have the option to perform any of the following functions:

save Changes H Fefresh Fage H Exit Screen

Click the Save Changes button to save your entry and remain on the current screen.
Click the Refresh Page button to clear the screen of unsaved data.
c. Click the Exit Screen button to save your entry and exit the screen.

oo

424152 Entering Comments in When Did It Happen? Screen

The following set of instructions describes how to enter comments in the When Did It Happen? screen.
The following steps apply to users with edit rights to the specific case.

1. Onthe When Did It Happen? screen, click the Comments button to access the memo screen.

Cumrgents ]

g
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2. The memo screen is where a user can enter notes or remarks about the case.

Check Spelling ][ Save Changes ][ ExitEcreen]

I :E:l Elapsed time = 00:07 é ® Internet

3. Onthe memo screen, type your entry. The scroll bar enables you to vertically navigate through
the memo screen.

4. You have the option to perform any of the following functions:

[ Check Spelling ][ Save Changes ][ ExitScreen]

a. To perform a spell check, click the Check Spelling button. Refer to Section 3.3.1 Spell
Check.

b. To save your entry and remain on the screen, click the Save Changes button.

c. To save your entry and exit the screen, click the Exit Screen button. A message box
appears to confirm your request. Click the OK button.

d. To close the screen without saving, click the E button at the top right corner of the
window.

4.2.4.1.6 Where Did It Happen

The Where Did It Happen? screen is where case details about the location of the property involved in the
violation is described.
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& Create Inguiry

& ey e [ Sawve Changes ] [ Fefresh Page ] [ Exit Screen ]
Cases Where did it happen?
B £ Case Locatar Ts a property involved? O Yes @ 1o
=i @ Active Case Address Line 1 Ezemptions:
S‘Ijnta_lk; _ Address Line?; O Religious Organization
urisdiction - i .
2 toims County: San Bernardino County v [ Private Club
- City: Barstow : :
(%) Investigation o g4 Califomi [ Smgle Family Home
x - o . .
iwm ZFatZ‘ 4 aarma Ol Qwmer Oceupied,d units or less
Tracks 9 LAEE, [ Serior Heunst v
L) Conciliation e
2 General © |
= CBHBEA O Purchase ORental O Other [ Ownership Informatian |
2 Lasp Reports [IDuplex/2-family? [ 1fulti-family structure?
Child Cases [13 or 4 fanily? O Condominum Association?

® & administration

® (& Transfors Pending
C;} Other Authorities
B (3 Letters

2 On-Line Help

£ About

L FAQ

2 Exit System

[OCo-op? Units

4.24.16.1 Entering Data in Where Did It Happen? Screen

The following set of instructions applies to users with edit rights to the specific case.

1. Click the Where Did It Happen link on the Intake screen to access the Where Did It Happen?
screen.

[] Where did it happen

2. On the Where Did It Happen? screen, provide information about the location of the property
involved in the violation in the appropriate fields. The fields described below are editable unless
otherwise noted.

User’s Manual Page 4-65



4.0 Using the System (Online)

[ save Changes H Refresh Page H Exit Screen ]

Where did it happen?
Iz a property involved? O Tes ® o
Address Linel:

Exemptions:
Address Linez: (] Religious Organization
County: =an Bernardino County % [ Private Club
City: Eiar.stcnw. [ Single Family Home
SFate. CEloi 3 ] Cwner Occupled,d units or less
Zip Code: [] Zenior Housing
O Purchase O Rental O Other |  Ownership Information |

[ Duples/2-family? ] Wulti-family structure?
(13 or 4 farmuly?

[ Condorminium Association?
L Co-op? Tnits

Is a property involved? — Select Yes or No radio button to indicate if property is involved in the
dispute. If Yes is selected, you must complete the form to determine the tax credit agency, if
applicable that it belongs to.

Iz a property inwolved? O Yes @ Mo

Address Linel — Type the street address of the property.

Address Line2 — If applicable, type the apartment or suite number of the property.

Address Linel:

Address LineZ:

County: =an Bermardino County  #
ity Barstow

State: California b

Zip Code:

County — From the dropdown box, select the county where the property is located.
City — Type the city where the property is located.
State — From the dropdown box, select the state where the property is located.

Zip Code — Type the zip code where the property is located.
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Purchase, Rental, or Other — Click the appropriate radio button to identify the type of property.
If you select Other, you must specify how the property is being maintained (e.g. sublease, lease-
to-purchase, etc.)

(O Purchase O FRental O Other

Duplex/2-family?, Multi-family structure?, 3 or 4 family?, Condominium Association?, or
Co-op? — Click the appropriate checkbox that describes the type of property. If you select Co-op,
you must specify the number of units in the textbox provided.

L1 Duples/2-family? [ Multi-family structure?
(13 or 4 family? [ Condominmm Association?

Ll Co-op? Units

Exemptions — Click the checkbox associated to the exemption that applies. The
selections are Religious Organization, Private Club, Single Family Home, Owner
Occupied-4 units or less and Senior Housing. You may select one or more exemptions.
Refer to Section 4.2.4.1.6.2 Selecting from Category of Exemptions.

Ownership Information — Click the Ownership Information button to access the memo screen
where information about the owner is entered.

Comments — Click the Comments button to access the memo screen to enter notes or remarks
about the case.

3. You have the option to perform any of the following functions:

Save Changes ][ Refresh Page ][ Exit Screen

a. Click the Save Changes button to save your entry and remain on the current screen.
b. Click the Refresh Page button to clear the screen of unsaved data.
c. Click the Exit Screen button to save your entry and exit the screen.

4.24.1.6.2 Selecting from Category of Exemptions

The Exemptions section on the Where Did It Happen? screen contains the following category of
exemptions: Religious Organization, Private Club, Single Family Home, Owner Occupied-4 units or less
and Senior Housing.
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Exemptions:
[ Eelgious Orgamzation
[ Prvate Club

[ Zingle Family Home
L] Owner Occupied 4 units or less.
[ Zenior Housing

1. To select the applicable exemption, click the checkbox adjacent to the category you selected.
2. Click L"J button associated to the exemptions category you selected.
3. Depending on the category you selected, any of the following sub-screens will appear.

Exemptions for Religious Orders

Exemptions for Religious Orders

] Religious organization, non-profit institute controlled, or operated by religious organization
[ Irvalves sale ar rental of property

[] 5ale or rental for other than comrmercial purpose

| Complaint based on giving preferences to same religion as religious organization

| Membership in religion not restricted based on race, color or national origin

Exemptions for Private Clubs
Exemptions for Private Clubs

[ Mot apet to public
O] Lodging is incidental to primary purpose of club
O] Complaintis based on Freference given to club member

[] Provides lodging for other than commercial purposes
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Exemptions for Single-Family Homes

Exemptions for Single Family Homes

[ complaint not haged an Discriminatory Advertising

¥ Complaint is againstthe owner

" Complaint involves sale or rental of Single Family home or condo unit

[ Cwener does not have an interest in more than three single family homes ar condo units

[ There is no use of any person or facilities of any person in the business of selling or renting property

[ oweneris: a) most recent occupant,ar by not most recent occupant but has not used exemption within past 24 months

Exemption for Owner-Occupied Homes, 4 units or less
Exemptions for Owner-Occupied Homes

] Dwelling occupied orintended to he occupied by 4 ar less families
[ Farnilies are living independent of each other
[ ] owner actually occupies one unit as residence

O] Complaint does not concern discriminatory advertizement

Exemptions for Senior Housing

Exemptions for Senior Housing

State and Federal Program
Ois housing pravided under State or Federal pragram?
[] Has HUD Secretary specifically designated this housing to be designated and operated to assist elderly persons?

Ois complaint based an family status?

62 or Over Housing
[ Are all residents 62 ar aver?

i If not, were those under 62 in residence priorto Sept. 13,1988 or are emplovees of facilty[or their families] who
perform substantial duties directly related to management or maintenance of housing?

Ois complaint based on family status?

54 and Older Housing

Ois housing intended and operated for occupancy by persons 55 and older?

[] Are atleast 80% of occupied units occupied by atleast one person 55+7

[J Has housing published and adhered to policies and procedures that demonstrate its intent to be senior housing?
[J Has housing complied with verification of occupancy requirements?

Ois complaint based on family status?

4. On the sub-screen, click the checkbox(es) that apply.

User’s Manual Page 4-69



4.0 Using the System (Online)

5. You have the option to perform any the following functions:

mave Changes ” Fefresh Fage ” Exit Screen

Click the Save Changes button to save your entry and remain on the current screen.
Click the Refresh Page button to clear the screen of unsaved data.
c. Click the Exit Screen button to save your entry and exit the screen.

oo

4.24.1.6.3 Entering Comments in Where Did It Happen? Screen

The following set of instructions describes how to enter comments in the Where Did It Happen? screen.
These steps apply to users with edit rights to the specific case.

1. Onthe Where Did It Happen? screen, click the Comments button to access the memo screen.

[ Cumrgents ]

B

2. The memo screen is where a user can enter notes or remarks about the case.

Check Spelling ][ Save Changes ][ ExitScreen]

I &) Elapsed time = 00:07 2 @ Internet

3. On the memo memo screen screen, type your entry. The scroll bar enables you to vertically
navigate through the memo screen.
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4. You have the option to perform any of the following functions:

[ Check Spelling ][ Save Changes ][ ExitEcreen]

a. To perform a spell check, click the Check Spelling button. Refer to Section 3.3.1 Spell
Check.

b. To save your entry and remain on the screen, click the Save Changes button.

c. To save your entry and exit the screen, click the Exit Screen button. A message box
appears to confirm your request. Click the OK button.

d. To close the screen without saving, click the B button at the top right corner of the
window.

42417 What Happened (Issue)

The What Happened? screen is where a narrative account, issues, and lending information of the violation
are described.

em - Title WIIT Edition

Search

:\d Create Inguiry

Z Newly Assigned [ Sawve Changes ] [ Refrash ] [ Add ssue ] [ Delete lssue ] [ Exit Screen ]
Cacee
8~ Case Locator Describe what happened that the complainant/clai t iders discriminatory.

T My Cases ‘What happened:

<) Locator

) Last Results

L) Saved Searches
i bﬁ?::g Case ISSTUES: [ Lending Questionnaire ]

) Jurisdiction 361 Denial of membership 806

) Interviews

2 nvestigation
) Case Management
L) Tracks
L) Conciliation
© General Counsel
© Case Reports
L) Child Cases
@ &8 Administration
& [ Transfers Pending
® & Other Authorities
B (37 Letters
© Or-Line Help
D About
DEAQ
D Exit Systern

4.24.1.7.1 Entering Data in What Happened? Screen

The following set of instructions applies to users with edit rights to the specific case.

1. Click the What Happened (Issue) link in the Intake screen to access the What Happened? screen.
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[] What happened {(Issue)

2. On the What Happened? screen, provide the information in the appropriate fields. The fields
described below are editable unless otherwise noted.

[ oawve Changes ][ Fefresh ][ Add lssue ][ Delete Issue ][ Exit Screen ]

What Happened?

Describe what happened that the complainant/claimant considers discriminatory.
What happened:

ISSUES: [ Lending Cluestionnaire ]
361 Denial of membership 806

What happened — In narrative form, describe the discriminatory action from the
complainant/claimant’s perspective.

Lending Questionnaire — Click the button to access the Lending Questionnaire screen where
information pertaining to the complainant and the lending institution is entered.

Issues — The case issue indicated in this field is automatically populated from information
provided in the Create Inquiry screen.

3. You have the option to perform any of the following functions:

oave Changes ] [ Fefresh ] [ Add lzsue ] [ Delete Issue ] [ Exit Screen

a. Click the Save Changes button to save your entry and remain on the current screen.
b. Click the Refresh button to clear the screen of unsaved data.

c. Click the Add Issue button to add an issue to the case.

d. Click the Delete Issue button to delete an issue from the case.

e. Click the Exit Screen button to save your entry and exit the screen.

424172 Entering Data in the Lending Questionnaire
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The following set of instructions describes how to enter data in the Lending Questionnaire screen. The
following steps apply to users with edit rights to the specific case.

1. On the What Happened? screen, click the Lending Questionnaire button to access the
guestionnaire.

[ Lending Cluastionnaire ]

H

2. The Lending Questionnaire screen appears. This screen is where specific information about the
complainant and the lending institution is entered.

FEASDH GIVEN EY COMPLAINANT FOFR DENIAL: L

CREDIT A33ES3MENT GIVEN BEY COMPLATNANT:

[ ]GOOD [ ] FAIR [ ] POOR

APPRATSAL:

E3TIMATED & (COMPLATNANT OPINION):

COMPLATMNANT INFORMATION:

FRO35 FAMILY INCOME:

SLLARY (EBR):
SLLARY (CE):
MONTHLY PAYMENTS (LIST): bt
[ Check Spelling ][ Save Changes ][ Exit Screen ]
W
I@ Elapsed time = 01:47 S @ Internet

3. Type the appropriate response to the items on the questionnaire.

4. You have the option to perform any of the following functions:
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[ Check Spelling ][ Save Changes ][ ExitScreen]

a. Click the Check Spelling button to verify and correct misspelled words in the memo box.
Refer to Section 3.3.1 Spell Check.

b. Click the Save Changes button to save your entry and remain on the memo screen.

Click the Exit Screen button to save and exit the screen.

d. To close the window without saving, click the & button at the top right corner of the
memao screen.

o

4.24.1.7.3 Adding an Issue to the Case

The following set of instructions enables you to add an issue to the case. The following steps apply to
users with edit rights to the specific case.

1. Click the Add Issue button at the top of the What Happened? screen.

Add lssue

2. The Add Issue screen appears. Select an issue from the dropdown box.

[ Add lssue H Cancel ]

Add Issue
Highlight issue to add and Click " Add Issue"

300 Discriminatory refusal to sell ~
301 Discriminatory refusal to negotiate for sale _
302 Discriminatory refusal to sell and negotiate for sale R
310 Discriminatory refusal to rent

311 Discriminatory refusal to negotiate for rental

312 Discriminatory refusal to rent and negotiate for rental
320 Discriminatory adwverising, statements and notices

321 Discriminatory adwvertisement - sale

322 Discriminatory adwvertiserment - rental

323 Selective use of advertisements media or content

324 Failure to comply with adwertising guidelines

330 False denial or representation of availability

331 False denial or representation of availability - sale

332 False denial or representation of availability - rental hat

3. Click the Add Issue button. Your selection is automatically added to the Issues list box in the
What Happened? screen.

424174 Deleting an Issue from the Case
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The following set of instructions enables you to delete issues from the case. The following steps apply to
users with edit rights to the specific case.

1. On the Issues list box of the What Happened? screen, highlight the issue to be deleted.

ISSUES:

301 Discriminatory refusal to negotiate for sale 804a or

361 Denial of membership 806

2. Click the Delete Issue button at the top of the What Happened? screen.

I Delete ssue I

N

3. A message box appears to confirm the request. Click the OK button to confirm or click the
Cancel button to abort the request.

Microsoft Internet Explorer §|

P :
\_..J/ Press QK ko delete the selected issue,

[ (8] 4 H Cancel ]

4. Upon confirmation, the selected issue is automatically deleted from the Issues list box .

42.4.1.8 Why Did It Happen (Basis)

The Why did it happen? screen is where the basis for the alleged discriminatory act is indicated. The
screen consists of the following categories: Race, Sex, Familial Status, Multi-Racial, Color, National

Origin, Handicap, Religion and Retaliation.
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B cCreste Inguiry

:\ﬁNewa Aszsigned
Cases

B+ Case Locatar

D by Cases

2 Locator

L) Last Results

L) Saved Searches
2 @ sctive Case

2 Intake

2 Jurisdiction

D Interviews

D Imvestigation

) Case hWlanagerment
) Tracks

) Conciliation
) General Counsel
) Case Reparts

[ Save Changes H Fefresh Page H Exit Screen ]

Why did it happen?

RACE

. SEX FAMILIAL STATUS
[ White [ Children under 18
[ Black or African American [ Male
. . . [] Femal [ Pregnant Female
[ American Indian or Alaska Native emale [ Securing Custody
[ Asian [] Harassment

[] Designee of Custodian

[J Hawaiian or Pacific Islander [] Non-Specific

[ Asian or Pacific Islander*

MULTI-RACTAT.

[] American Indian or Alaska Native NATIONAL ORIGIN
and White [] Hispanic or Latino

[ Asian and White [ Not Hispanic or Latino

¥ Bl.ack or African American and [ Religion
White

CJCOLOR

[0 American Indian or Alaska Native HANDICAP [IRETALIATION

2 and Black or African American [0 Mental Disahility
Child Cases [ Balance (All Other Iulti-Racial Physical Disahili PP - :
¥ Administration omhinations) ¥ ¥ [ Disahility Questionnaire

7 [E Transfers Pending
& Other Authorities

H [37 Letters

) On-Line Help

2 About [
DEAQ

L) Exit Systern

* Historical Value Only, Do not Io dify

4.24.18.1 Entering Data in Why Did It Happen? Screen

The following set of instructions applies to users with edit rights to the specific case. The fields are
editable unless otherwise noted.

1. Click the Why Did It Happen (Basis) link in the Intake screen to access the Why Did It Happen?
screen.

[] Why did it happen (Basis)

2. Onthe Why Did It Happen? screen, click the appropriate checkbox(es) to select the case basis
(protected class) claimed for coverage by the act. The case basis indicated in this field is

automatically populated from information provided in the Create Inquiry screen; however, this
field is editable.
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[ sawve Changes ] [ Fefresh Page ] [ Exit Screen ]
Why did it happen?
1851610 ) SEX FAMILTIAT. STATUS
A iz [] Children under 18
[] Black or African American [] Male
i i . [ Femal [] Pregnant Female
] An.lencan Indian or Alaslka MNative - HEm e i Shmmrtog e
g i;ﬂan.. Pacific Island arassment [ | Designee of Custodian
awanan or Pacific Islander c
[] Non-Specific

[] Asian or Pacific Islander* [JCOLOR P
MULTI-RACTAT.
[] American Indian or Alaska Native [JVATIONAL ORIGIN

and White [] Hispanic or Latino
[] Asian and White [l Not Hispanic or Latino
[] Black or African American and [ Religion

White
[l American Indian or Alaska Native HANDICAP CORETALTATION

and Black or African American [| Mental Disahility
[] Balance {All Other Multi-Racial Physical Disability [ Digahility Questionnaire ]

{“ombinations)

* Histonical Value Only, Do not Mo dify

Race/Multi-Racial — If applicable, select one checkbox from either Race or Multi-Racial
category.

RACE

[] White

[] Black or African American

[ American Indian or Alaska Native

[] Asian

[ ] Hawaiian or Pacific Islander

[] Asian or Pacific Islander*

MULTI-RACTAL

[ American Indian or Alaska INative
and White

[ ] Asian and White

[ | Black or African American and
White

[] American Indian or Alaska INative
and Black or African American

[ Balance {All Other Multi-Racial

Combinations)
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Sex — If applicable to the case, select one or more checkbox(es) listed in the Sex category.

SEX

[ ] Male

[] Female

[ | Harassment

Color - If applicable to the case, select the Color checkbox.

[JCOLOR

National Origin — If applicable to the case, select one checkbox from this category. If you select
Not Hispanic or Latino, you must indicate the national origin in the textbox provided.

NATIONAL ORIGIN
[] Hispanic or Latino
[] Not Hispanic or Latino

Familial Status — If applicable to the case, select one or more checkbox(es) from the Familial
Status category.

FARILIAL STATUS

[] Children under 18

[] Pregnant Female

[] Securing Custody

[] Designee of Custodian
[] Non-Specific

Religion — If applicable to the case, select the Religion checkbox and indicate the type of religion
in the textbox provided.

[ 1Religion

Retaliation — If applicable to the case, select the Retaliation checkbox.

CIRETALIATION
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Handicap — If applicable to the case, select one or more checkbox(es) from the Handicap
category.

HANDICAP
[1 Mental Disahility
Physical Disability [

Disahility Cluestionnaire ]

Then, Click the Disability Questionnaire button to access the questionnaire and enter information
about the nature and history of the complainant's disability.

3. You have the option to perform any of the following functions:

mave Changes ” Fefresh Fage ” Exit Screen

a. Click the Save Changes button to save your entry and remain on the current screen.
b. Click the Refresh Page button to clear the screen of unsaved data.
c. Click the Exit Screen button to save your entry and exit the screen.

4.24.1.8.2 Entering Data in the Disability Questionnaire

If a basis under Handicap category was selected, you are
required to complete the Disability Questionnaire. The response NOTE:
to the questions provided must be in terms of how the alleged 5 '

discrimination applies to the complainant’s disabilities, or the The Disability Questionnaire is a

disabled person associated to the complainant. pre-formatted text document.,
Please ensure that while entering
The following set of instructions describes how to enter data in your data, do not delete any part

the Disability Questionnaire screen. The following steps apply of the pre-formatted text.

to users with edit rights to the specific case.

1. Onthe Why did it Happen? screen, click the Disability Questionnaire button to access the
guestionnaire.

[ Disability Cuestionnaire ]

W

2. The Disability Questionnaire screen appears. This screen is where information about the nature
and history of the complainant's disability is entered.
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[6/10/99] %

DIGABILITY QUESTIONNAIRE

Pleazge help us by answering each of the following
questions in terms of how it applies to you as a person who
has a disability, or the disabled person whom you are
azsisting in filing a complaint, or the disabled person with
whom ¥ou are azsociated, if vou heliewe vyou have suffered
discrimination hecause of that association.

A, Jurizsdictional Definition

Tnder the Fair Housing Act, a person is considered disabled
if they meet any one of the following definitions. For
each, please atate whether or not you beliewve it appliez to
vou or the persons you are assisting in filing a complaint,
or person with whom you are associated.

[[(Note: O(uidance regarding the term "physical or mental
impairment”™ is provided at 24 CFRE 100.201 which can he
provided to the person if helpful.)

Do you or does that person hawve: W
Check Spelling ] [ Save Changes ] [ Exit Screen ]
w
&) Elapsed time = 01:47 Sy & Internst

3. Type the appropriate response to the items on the questionnaire.

4. You have the option to perform any of the following functions:

[ Check Spelling ][ Save Changes ][ ExitScreen]

a. Click the Check Spelling button to verify and correct misspelled words in the memo box.
Refer to Section 3.3.1 Spell Check.

b. Click the Save Changes button to save your entry and remain on the memo screen.

Click the Exit Screen button to save and exit the screen.

d. To close the window without saving, click the & button at the top right corner of the
memao screen.

o

4.2.4.1.9 Other Questions for Claimant

The Other Questions for Claimant screen is a questionnaire pertaining to the claimant in the case.
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424191 Entering Data in Other Questions for Claimant Screen

The following set of instructions describes how to enter data in the Other Questions for Claimant screen.
These set of instructions applies to users with edit rights to the specific case.

NOTE: The Other Questions for Claimant Questionnaire is a pre-formatted text document. Please
ensure that while entering your data, do not delete any part of the pre-formatted text.

1. Click the Other Questions for Claimant link in the Intake screen to access the Other Questions for
Claimant screen.

[] Other (Juestions for claimant

2. The Other Questions for Claimant questionnaire appears. The screen contains questions
pertaining to the claimant in the case.

;hHAT FEASON(5) DOE3 THE CLATMANT THINE THI3 EE3PONDENT bl |
|WILL GIVE FOR HIS/HER ACTIONS?

|WHY DOE3 THE CLATMANT THINE THE RE3IPONDENT'3 REASON(S)
|I5 FALSE?

(HOW HAS THE CLATMANT BEEN INJURED EY THE ALLEGED
|DIZCEIMINATORY ACT(5)2

[ 1 LO3T HOOSING OPPORTUNITY (EXPLATHN):
[ 1] 0UT OF POCEET EXPENSEDZ (EXPLAIN):
[ =] EMOTIOMAL DIZTRESS (EXPLAIN): The respondent made

the claimant cry.

[ ] OTHER (EXPLAIN):

[ Check Spelling ][ Save Changes ][ ExitEcreen]

&] Elapsed time = 01:47 S @ Internet

3. Type the appropriate response to the items on the questionnaire.
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4. You have the option to perform any of the following functions:

[ Check Spelling ][ Save Changes ][ ExitEcreen]

a. Click the Check Spelling button to verify and correct misspelled words in the memo box.
Refer to Section 3.3.1 Spell Check.

b. Click the Save Changes button to save your entry and remain on the memo screen.

Click the Exit Screen button to save and exit the screen.

d. To close the window without saving, click the & button at the top right corner of the
memao screen.

o

42.4.1.10 Names, Addresses, Etc

The Names, Addresses, Etc. screen enables you to identify all parties involved in the housing
discrimination complaint.

& Create Inguiry

€] Mewly Assigned Cases

® 7 Case Locator

= @ Active Case Number of Parties
© Intake Complainants/Claimants 1
j mﬁ Other Aggrieved Parties 1
L) Investigation Complainant Representatives 1
;‘~> Case Management Complainants Contact Persons 1
:)b %ation Others Treated Differently 1
©) General Counsel Others Treated The Same 1
SM Other Witnesses 0

@ @ mon Respondents 1
& Transfors Pending Respondent Representatives 1

&b Other Authorities
B[ Letters

2 On-Line Help

2 About

D FAQ

2 Exit System

1. Click the Names, Addresses, Etc. link in the Intake screen to access the Names, Addresses, Etc.
screen.

[] Names, addresses, etc.
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2. The Names, Addresses, Etc. screen appears. The screen is composed of two columns: The first
column consists of links to sub-screens that contain information on parties involved in the case.
The second column indicates the number of parties involved. This number is automatically
updated when a party to the case is added or deleted.

MNames, Addresses, Etc.

Number of Parties

C omplainants/Claimants

Other Aggrieved Parties

Complainant Representatives

Complainants Contact Persons

2
0
2
3
{Others Treated Differently 0
0
0
1
1

Cthers Treated The Same
Other Withesses

Respondents

Respondent Representatives

4.2.4.1.10.1  Accessing Complainants/Claimants Link in Names, Addresses, Etc.

The Complainants/Claimants link in the Names, Addresses, Etc. screen leads you to the
Complainants/Claimants screen.

First Name (IVII):| Alfred

Last Name: Albero
Organization:

Address Line 1: |1 Deret Street

Address Lime 2:

City: Barstow State: California v | Zip:| 92317
Home Phone: Worlk Phone:
Date Of Buth:
How Learmed Of FHAct/Complaint: | T ~
Complant Signed? []
| Complainant Contact Persaon | Complainant Represeantative |
[ Comments ]

Eecord: 1 of 2
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Refer to Section 4.2.4.1.3 Complainants/Claimants on how to add, edit or delete complainants or
claimants in the case.

NOTE: The number corresponding to Complainants/Claimants on the second column of the
Names, Addresses, Etc. screen is automatically updated when a party is added or deleted.

4.2.4.1.10.2 Adding Other Aggrieved Parties to Names, Addresses, Etc.

The Other Aggrieved Parties link in the Names, Addresses, Etc. screen leads you to one of the following
screens where information about individuals affected or wronged in the case is entered.

If an aggrieved party record already exists, the Other Aggrieved Parties screen is displayed.

[ Sawe Changes H Refresh ][ Insert Record H Delete Record ][ Exit Screen ]

Other Aggrieved Parties
First Name (IVIT): Byron
Last Name: tdarsh

Orgamzation:

Address Line 1: |88 Addison Road

Address Line 2:

City: Alhambra State:| California v | Zip:| 82270
Home Phone: 310-230-9000 Worl: Phone:

Date Of Both:  |02/02/1380

Comments

Eecord: 1 of 1

However, if there are no existing records of other aggrieved parties in the case, the Add Other Aggrieved
Parties screen appears.

[ Sawe ][ Cancel ]

Add Other Aggrieved Parties
Frirst Name (IVI):
Last Name:

Organization:

Address Line 1:

Address Line 2:

City: State:| None Selected ¥ | Zip:
Home Phone: Work Phone:

Date Of Birth:
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The following set of instructions applies to users with edit rights to the specific case. The fields described
below are editable unless otherwise noted.

1. The Add Other Aggrieved Parties screen allows you to add other aggrieved parties to the case. If
you are currently on the Other Aggrieved Parties screen, click the Insert Record button to access
the Add Other Aggrieved Parties screen.

[ Ingert Record ]

R

2. On the Add Other Aggrieved Parties screen, type the information about the aggrieved party in the
following fields:

Add Other Aggrieved Parties
First Name (IVII):
Last Name:

Orgamzation:

Address Line 1:

Address Line 2:

City: State: Mone Selected v | Zip:
Home Phone: Work Phone:

Date Of Birth:

First Name (MI) — Enter the first name of the aggrieved party in the First Name textbox. Middle
Initial is optional.

Last Name — Enter the last name of the aggrieved party in the Last Name textbox.

Organization — Enter the name of the organization represented by the aggrieved party in the
Organization textbox.

Address Line 1 — Enter the street address of the aggrieved party in the Address Line 1 textbox.

Address Line 2 — If applicable, enter the suite or apartment number of the aggrieved party in the
Address Line 2 textbox.

City — Enter the aggrieved party’s city of residence in the City textbox.

State — Select the aggrieved party’s state of residence in the State dropdown box.

Zip — Enter the aggrieved party’s zip code in the Zip textbox.

Home Phone — Enter the aggrieved party’s home telephone number in the Home Phone textbox.

Work Phone — Enter the aggrieved party’s work telephone number in the Work Phone textbox.
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Date of Birth — Enter the aggrieved party’s birth date (MM/DD/YYYY) in the Date of Birth
textbox.

3. You have the option to perform any of the following functions:

[ Save H Cancel ]

a. Click the Save button to save your entry and access the Other Aggrieved Parties screen.
b. Click the Cancel button to cancel and exit the screen.

Names, Addresses, Etc. screen is automatically updated when a party is added or deleted.

5 NOTE: The number corresponding to Other Aggrieved Parties on the second column of the

4.2.4.1.10.3  Deleting Other Aggrieved Parties from Names, Addresses, Etc.

1. On the Other Aggrieved Parties screen, select the record you want to delete by using the
navigation buttons.

Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first takes you to the takes you to the next button takes you to the last
record. previous record. record. record.

Eecord 1of 1

2. Click the Delete Record button on the Other Aggrieved Parties screen to delete the record you
selected.

[ Delete Record ]

N

3. A message box appears to confirm the request. Click OK button to delete the record or Cancel
button to abort the request. The record is automatically deleted upon confirmation to delete the

record.
Microsoft Internet Explorer, @

?\‘/ Press QK to delete this record.
e

[ 8] 4 l [ Cancel
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4.2.4.1.10.4  Editing Other Aggrieved Parties from Names, Addresses, Etc.

1. On the Other Aggrieved Parties screen, select the record you want to edit by using the navigation

buttons.

Double Left Arrow button
takes you to the first
record.

Left Arrow button
takes you to the
previous record.

Right Arrow button
takes you to the next
record.

Double Right Arrow
button takes you to the last
record.

Fecord 1 of1

2. Modify the data on the record you selected.

3. You have the option to perform any of the following functions:

[ mave Changes ] [ Fefrash ] [ Inser Recard ] [ Delete Record ] [ Exit Screen
a. Click the Save Changes button to save your entry and remain on the current screen.
b. Click the Refresh button to clear the screen of unsaved data.
c. Click the Insert Record button to add other aggrieved parties to the case.
d. Click the Delete Record button to delete record of a specific aggrieved party.
e. Click the Exit Screen button to save your entry and exit the screen.

4.2.4.1.10.5  Accessing Complainant Representatives Link in Names, Addresses, Etc.

The Complainant Representatives link in the Names, Addresses, Etc. screen leads you to one of the
following screens where information about the legal representative(s) for the complainant is entered. If
records of the complainant’s legal representatives exist, the Complainant Representatives For: screen is

displayed.
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[ Sawve Changes ][Refresh ][ Insern Record ][ Delete Record ][ Exit Screen ]

Complainant Representative For: Pablo Harris
Fost Name (V):| Juan

Last Name: Fernandez

Fum / Agency: | Fernandez & Sons Law Firm
Addvess Lime 1: (23098 kain Street
Address Lme 2: |Suite 100

City: Barstow State:| Califormia v | Zip:/ 92311
Worl: Phone: FRO-7R7-9387 Fax: 7B0-767-9388

Comments

Eecord: 1 of 1

However, if there are no existing records of the complainant’s legal representatives, the Add Complainant
Representative screen appears.

[ mave Changes ] [ Cancel ]
First Name (IVII):
Last Name:
Fim / Agency:
Address Line 1:
Address Line 2:
City: State:| MNone Selected v | Zip:
Work Phone: Fax:

Refer to Section 4.2.4.1.3.3 Adding A Complainant Representative.

NOTE: The number corresponding to Complainant Representatives on the second column of
the Names, Addresses, Etc. screen is automatically updated when a party is added or deleted.

4.2.4.1.10.6  Accessing Complainants Contact Persons Link in Names, Addresses, Etc.

The Complainants Contact Persons link in the Names, Addresses, Etc. screen leads you to one of the
following screens where information about contact persons for the complainant is entered.
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If records of the complainant’s contact persons exist, the Complainant Contact For: screen is displayed.

[ oave Changes ][ Fefresh ][ Insen Record ][ Delete Record ][ Exit Screen ]

Complainant Contact For: Pablo Harris
Frst Name (IV): Theadare
Last Name: Simith

Relationship: friend
Address Line 1: |2 Apple Way

Address Lme 2:

City: Barstow State: California ¥ | Zip:/ 92311
Home Phone: Work Phone: |7B0-009-0938
Comments

Eecord: 1 of1

However, if there are no existing records of the complainant’s contact persons, the Add Contact Person
screen appears.

[ sawve Changes ][ Cancel ]
Add Contact Person
Frrst Name (IVIO):

Last Name:

Relationship:
Address Line 1:
Address Line 2:
City: State:| Mone Selected v | Zip:
Home Phone: Worlk Phone:

Refer to Section 4.2.4.1.3 Complainants/Claimants on how to add, edit or delete complainant contact
persons in the case.

E NOTE: The number corresponding to Complainants Contact Persons on the second column

of the Names, Addresses, Etc. screen is automatically updated when a party is added or
deleted.
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4.2.4.1.10.7  Adding Others Treated Differently to Names, Addresses, Etc.

The Others Treated Differently link in the Names, Addresses, Etc. screen leads you to one of the
following screens where information about individuals who were treated differently from the alleged
complaint is entered.

If a record of parties treated differently already exists, the Others Treated Differently screen is displayed.

[ sawve Changes H Fefresh ][ Insert Record H Delete Record H Exit Screen ]

Others Treated Differently
Fost Name (V): baria

Last Name: Alfanso

Orgamzation:

Address Line 1: |10 Commerce Way

Address Line 2:

City: Barstow State:| Califomia v | Zip:/ 92311
Home Phone: 760-098-0909 | Work Phone:

Date Of Both:  |09/03/1950

[ Comments

E&Dord: 1ofl

However, if there are no existing records of other aggrieved parties in the case, the Add Others Treated
Differently screen appears.

[ Save H Cancel ]

Add Others Treated Differently
First Name (IV):
Last Name:

Orgamzation:

Address Lme 1:

Address Lme 2:

City: State:| Mone Selected v | Zip:
Home Phone: Work Phone:

Date Of Buth:
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The following set of instructions applies to users with edit rights to the specific case. The fields described
below are editable unless otherwise noted.

1. The Add Others Treated Differently screen allows you to add parties treated differently to the
case. If you are currently on the Others Treated Differently screen, click the Insert Record button
to access the Add Others Treated Differently screen.

[ Ingert Record ]

R

2. On the Add Others Treated Differently screen, type the information about parties treated
differently in the following fields:

Add Other Aggrieved Parties
First Name (IVII):
Last Name:

Orgamzation:

Address Line 1:

Address Line 2:

City: State: Mone Selected v | Zip:
Home Phone: Work Phone:

Date Of Birth:

First Name (MI) — Enter the first name of the party treated differently in the First Name textbox.
Middle Initial is optional.

Last Name — Enter the last name of the party treated differently in the Last Name textbox.

Organization — Enter the name of the organization represented by the party treated differently in
the Organization textbox.

Address Line 1 — Enter the street address of the party treated differently in the Address Line 1
textbox.

Address Line 2 — If applicable, enter the suite or apartment number of the party treated
differently in the Address Line 2 textbox.

City — Enter the party’s city of residence in the City textbox.
State — Select the party’s state of residence in the State dropdown box.
Zip — Enter the party’s zip code in the Zip textbox.

Home Phone — Enter the home telephone number of the party treated differently in the Home
Phone textbox.
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Work Phone — Enter the work telephone number of the party treated differently in the Work
Phone textbox.

Date of Birth — Enter the birth date (MM/DD/YYYY) of the party treated differently in the Date
of Birth textbox.

3. You have the option to perform any of the following functions:

[ Save H Cancel ]

a. Click the Save button to save your entry and access the Others Treated Differently screen.
b. Click the Cancel button to cancel and exit the screen.

NOTE: The number corresponding to Others Treated Differently on the second column of the
Names, Addresses, Etc. screen is automatically updated when a party is added or deleted.

4.2.4.1.10.8 Deleting Other Aggrieved Parties from Names, Addresses, Etc.

1. On the Others Treated Differently screen, select the record you want to delete by using the
navigation buttons.

Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first takes you to the takes you to the next button takes you to the last
record. previous record. record. record.

Eecord: 1 of 1

2. Click the Delete Record button on the Others Treated Differently screen to delete the record you
selected.

[ Delete Record ]

ks

3. A message box appears to confirm the request. Click OK button to delete the record or Cancel

button to abort the request. The record is automatically deleted upon confirmation to delete the
record.
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Microsoft Internet Explorer, @

?‘/‘ Press QK to delete this record.
H-‘-.

[ Ok l [ Cancel

4.2.4.1.109  Editing Other Aggrieved Parties from Names, Addresses, Etc.

1. On the Others Treated Differently screen, select the record you want to edit by using the
navigation buttons.

Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first takes you to the takes you to the next button takes you to the last
record. previous record. record. record.

Eecord: 1 of 1

2. Modify the data on the record you selected.

3. You have the option to perform any of the following functions:

Save Changes ] [ Fefresh ] [ Insen Record ] [ Delete Record ] [ Exit Screen
a. Click the Save Changes button to save your entry and remain on the current screen.
b. Click the Refresh button to clear the screen of unsaved data.
c. Click the Insert Record button to add parties treated differently to the case.
d. Click the Delete Record button to delete record of a party treated differently.
e. Click the Exit Screen button to save your entry and exit the screen.

4.2.4.1.10.10 Adding Others Treated The Same to Names, Addresses, Etc.

The Others Treated The Same link in the Names, Addresses, Etc. screen leads you to one of the following
screens where information about individuals who were treated the same as the alleged complaint is

entered.

If a record of parties treated the same already exists, the Others Treated the Same screen is displayed.
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[ Save Changes ][Refresh ][ Inser Record ][ Delete Record ][ Exit Screen ]

Others Treated the Same
Fust Name (WV):| Jane

Last Name: Sanchez

Orgamzation:

Address Lme 1: |45 Elvira Lane

Address Lme 2: | Apt 12

City: Barstow State:| California v | Zip:| 92311
Home Phone: 7E0-4R6-R434 Worl: Phone:

Date Of Both:  |12/15/19595

Comments

Eecord: 1 of 1

However, if there are no existing records in the case of parties treated the same, the Add Others Treated
the Same screen appears.

[ Dave ][ Cancel ]

Add Others Treated the Same
Furst Name (MVT):

Last Name:

Organization:

Address Line 1:

Address Line 2:

City: State: Mone Selected ¥ | Zip:
Home Phone: Worl Phone:

Date Of Birth:

The following set of instructions applies to users with edit rights to the specific case. The fields described
below are editable unless otherwise noted.

1. The Add Others Treated the Same screen allows you to add parties treated the same to the case. If
you are currently on the Other Treated the Same screen, click the Insert Record button to access
the Add Others Treated the Same screen.

[ Ingert Record ]

R
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2. On the Add Others Treated the Same screen, type the information about parties treated the same
in the following fields:

First Name (IVII):

Last Name:

Orgamzation:

Address Line 1:

Address Line 2:

City: State: Mone Selected v | Zip:
Home Phone: Work Phone:

Date Of Birth:

First Name (MI) — Enter the first name of the party treated the same in the First Name textbox.
Middle Initial is optional.

Last Name — Enter the last name of the party treated the same in the Last Name textbox.

Organization — Enter the name of the organization represented by the party treated the same in
the Organization textbox.

Address Line 1 — Enter the street address of the party treated the same in the Address Line 1
textbox.

Address Line 2 — If applicable, enter the suite or apartment number of the party treated the same
in the Address Line 2 textbox.

City — Enter the party’s city of residence in the City textbox.
State — Select the party’s state of residence in the State dropdown box.
Zip — Enter the party’s zip code in the Zip textbox.

Home Phone — Enter the home telephone number of the party treated the same in the Home
Phone textbox.

Work Phone — Enter the work telephone number of the party treated the same in the Work Phone
textbox.

Date of Birth — Enter the birth date (MM/DD/Y YY) of the party treated the same in the Date of
Birth textbox.

3. You have the option to perform any of the following functions:

[ Save H Cancel ]
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a. Click the Save button to save your entry and access the Others Treated the Same screen.
b. Click the Cancel button to cancel and exit the screen.

5 NOTE: The number corresponding to Others Treated The Same on the second column of the
Names, Addresses, Etc. screen is automatically updated when a party is added or deleted.

4.2.4.1.10.11 Deleting Others Treated The Same from Names, Addresses, Etc.

1. On the Others Treated The Same screen, select the record you want to delete by using the
navigation buttons.

Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first takes you to the takes you to the next button takes you to the last
record. previous record. record. record.

Eecord: 1 of 1

2. Click the Delete Record button on the Others Treated The Same screen to delete the record
you selected.

[ Delete Record ]

ks

3. A message box appears to confirm the request.

Microsoft Internet Explorer, @

?‘/‘ Press QK to delete this record.
H-‘-.

[ Ok H Cancel ]

Click OK button to delete the record or Cancel button to abort the request. The record is
automatically deleted upon confirmation to delete the record.

NOTE: The number corresponding to Others Treated The Same on the second column of the
Names, Addresses, Etc. screen is automatically updated when a party is added or deleted.
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4.2.4.1.10.12 Editing Others Treated The Same from Names, Addresses, Etc.

1. Onthe Others Treated the Same screen, select the record you want to edit by using the
navigation buttons.

Double Left Arrow button
takes you to the first
record.

Left Arrow button
takes you to the
previous record.

Right Arrow button
takes you to the next
record.

Double Right Arrow
button takes you to the last
record.

Fecord 1 of1

2. Modify the data on the record you selected.

3. You have the option to perform any of the following functions:

mave Changes ” Fefrash ” Inser Recard ][ Delete Record ][ Exit Screen

®oo0 o

4.2.4.1.10.13 Adding Other Witnesses to Names, Addresses, Etc.

Click the Save Changes button to save your entry and remain on the current screen.
Click the Refresh button to clear the screen of unsaved data.

Click the Insert Record button to add a record of a party that was treated the same.
Click the Delete Record button to delete a record of a party that was treated the same.
Click the Exit Screen button to save your entry and exit the screen.

The Other Witnesses link in the Names, Addresses, Etc. screen leads you to one of the following screens
where information about witnesses to the case is entered.

If a record of witnesses to the case already exists, the Other Witnesses screen is displayed.
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[ Save Changes ][Refresh ][ Inser Record ][ Delete Record ][ Exit Screen ]

Others Treated the Same
Fust Name (WV):| Jane

Last Name: Sanchez

Orgamzation:

Address Lme 1: |45 Elvira Lane

Address Lme 2: | Apt 12

City: Barstow State:| California v | Zip:| 92311
Home Phone: 7E0-4R6-R434 Worl: Phone:

Date Of Both:  |12/15/19595

Comments

Eecord: 1 of 1

However, if there are no existing records of witnesses to the case, the Add Other Witnesses screen
appears.

[ Dave ][ Cancel ]

Add Others Treated the Same
Furst Name (MVT):

Last Name:

Organization:

Address Line 1:

Address Line 2:

City: State: Mone Selected ¥ | Zip:
Home Phone: Worl Phone:

Date Of Birth:

The following set of instructions applies to users with edit rights to the specific case. The fields described
below are editable unless otherwise noted.

1. The Add Other Witnesses screen allows you to add witnesses to the case. If you are currently on
the Other Witnesses screen, click the Insert Record button to access the Add Other Witnesses
screen.

[ Ingert Record ]

R
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2. On the Add Other Witnesses screen, type the information about the witness in the following
fields:

First Name (IVII):

Last Name:

Orgamzation:

Address Line 1:

Address Line 2:

City: State: Mone Selected v | Zip:
Home Phone: Work Phone:

Date Of Birth:

First Name (MI) — Enter the first name of the witness in the First Name textbox. Middle Initial is
optional.

Last Name — Enter the last name of the witness in the Last Name textbox.

Organization — Enter the name of the organization represented by the witness in the
Organization textbox.

Address Line 1 — Enter the street address of the witness in the Address Line 1 textbox.

Address Line 2 — If applicable, enter the suite or apartment number of the witness in the Address
Line 2 textbox.

City — Enter the witness’ city of residence in the City textbox.

State — Select the witness’ state of residence in the State dropdown box.

Zip — Enter the witness’ zip code in the Zip textbox.

Home Phone — Enter the witness’ home telephone number in the Home Phone textbox.
Work Phone — Enter the witness’ work telephone number in the Work Phone textbox.

Date of Birth — Enter the birth date (MM/DD/YYYY) of the witness in the Date of Birth textbox.

3. You have the option to perform any of the following functions:

[ Save H Cancel ]

a. Click the Save button to save your entry and access the Other Witnesses screen.
b. Click the Cancel button to cancel and exit the screen.
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NOTE: The number corresponding to Other Witnesses on the second column of the Names,
Addresses, Etc. screen is automatically updated when a party is added or deleted.

4.2.4.1.10.14 Deleting Other Witnesses from Names, Addresses, Etc.

1. On the Other Witnesses screen, select the record you want to delete by using the navigation

buttons.
Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first takes you to the takes you to the next button takes you to the last
record. previous record. record. record.

Eecord: 1 of 1

2. Click the Delete Record button on the Other Witnesses screen to delete the record you
selected.

[ Delete Record ]

s

3. A message box appears to confirm the request.

Microsoft Internet Explorer, @

?(/ Press QK to delete this record.
-

[ Ok H Cancel ]

Click OK button to delete the record or Cancel button to abort the request. The record is
automatically deleted upon confirmation to delete the record.

4.2.4.1.10.15 Editing Other Witnesses from Names, Addresses, Etc.

1. On the Other Witnesses screen, select the record you want to edit by using the navigation buttons.
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Double Left Arrow button Left Arrow button Right Arrow button Double Right Arrow
takes you to the first takes you to the takes you to the next button takes you to the last
record. previous record. record. record.

Eecord: 1 of 1

2. Modify the data on the record you selected.

3. You have the option to perform any of the following functions:

[ mave Changes ] [ Fefrash ] [ Inser Recard ] [ Delaete Record ] [ Exit Screen
a. Click the Save Changes button to save your entry and remain on the current screen.
b. Click the Refresh button to clear the screen of unsaved data.
c. Click the Insert Record button to add a witness to the case.
d. Click the Delete Record button to delete a witness to the case.
e. Click the Exit Screen button to save your entry and exit the screen.

4.2.4.1.10.16  Accessing Respondents Link in Names, Addresses, Etc.

The Respondents link in the Names, Addresses, Etc. screen leads you to the Respondents screen where
details of the background information about the respondents involved in the case are entered.
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[ oave Changes ][ Fefresh ][ Insert Record ][ Delete Record ][ Exit Screen ]

Respondents
Fust Name (MI): kario

Last Name: Fernandez

Orgamzation: bario Aparments
Address Lme 1: 23 Hunter Drive

Address Line 2:

City: Barstaw Qiate:| Califamia v | Zip:| 92317
Home Phone: Worke Phone: | 760-533-0000
Regulating Agency: FTC w [ FFIEC Agency Critetia & Address ]
MMortgage Lender Control No.:
Insured Depository Institution? Mo v
Fmployer Identification No.:
Tax Credit? | Don't know v
[ Fespondent Bepresentatives ][ Comments ]

Eecord 1of 1 %

Refer to Section 4.2.4.1.4 Who Discriminated on how to add, edit or delete respondents in the case.

NOTE: The number corresponding to Respondents on the second column of the Names,
Addresses, Etc. screen is automatically updated when a party is added or deleted.

4.2.4.1.10.17 Accessing Respondent Representatives Link in Names, Addresses, Etc.

The Respondent Representatives link in the Names, Addresses, Etc. screen leads you to one of the
following screens where information about the legal representative(s) for the respondent is entered.

If records of the respondent’s legal representatives exist, the Respondent Representative For: screen is
displayed.
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[ oave Changes ][ Fefresh ][ Insent Recard ][ Delete Record ][ Exit Screen ]

Respondent Representative For: Mario Fernandez
Fust Name (MI): | kichael
Last Name: Adking

Firmn [ Agency: | Adkins & Adking Law Offices
Address Lme 1: |51 Commerce Bouleward
Address Lme 2: | Suite 203

City: Bevetly Hills State: California ¥ | Zip:|90210
Work Phone: 310-233-9087 Fax: | 310-233-9088

Comments

Eecord: 1 of1

However, if there are no existing records of the respondent’s legal representatives, the Add Respondent
Representative screen appears.

[ Sawve Changes ][ Cancel ]

Add Respondent Representative
in Work
First Name (IVID):

Last Name:
Firm [ Agency:
Address Line 1:
Address Line 2:

City: State:| MNone Selected v | Zip:
Worl: Phone: Fax:

Refer to Section 4.2.4.1.4.2 Adding a Respondent Representative.

NOTE: The number corresponding to Respondent Representatives on the second column of the
Names, Addresses, Etc. screen is automatically updated when a party is added or deleted.
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4.2.4.2 Jurisdiction

The Jurisdiction function enables you to: Establish jurisdiction over a HUD case, Refer a case to a FHAP
agency, Close an inquiry prior to establishing jurisdiction or close the case before it is subjected to full
investigation, and Identify dual filing status.

Click the Jurisdiction link under Active Cases in the Main Menu to access the case that you checked out.
If you attempt to access the Jurisdiction link without checking out a case, a message box appears
notifying you that no case has been checked out.

Microsoft Internet Explorer E]
! "_v. Mo case is checked out,

On the message box, click the OK button to return to the Locator screen where you can check out a case.
Refer to Section 4.2.3.2 Locator.

42421 Jurisdiction Screen

The Jurisdiction screen is composed of input fields, links to sub-screens and memos where data
pertaining to case status is entered.

The header displays the region where the case was filed and the status of the case. The footer displays the
Inquiry Number, HUD File Number (if applicable) and Case Name.

NOTE: The user’s task and access rights determine whether the Jurisdiction screen should
function in Edit mode or in Read-Only mode
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Jurisdiction In Edit hMode
sawve Changes ] [ Add To My Cases ] [ Fefresh Page ] [ Exit Case ]

HUD Jurisdiction Established: Motvet « Date Form Sent;

Inquiry/Claim Date Closed: HUD Date Filed:

Why Closed: |Mone Selected ¥ | |Date Notification Sent:

Date Inquiry Reopened: Date Complaint Reopened:

[ YWhy Complaint Reopened ]

[ Wy Inquiny Feopened ]
[1Referred To Other Authority
|  FHAPReferalData |

Reactivation Date:

[ Feactivation Feason ]

Federal Funding to Eespondent or Property? | Processing Responsibility? HUD
OYes ONo @ Don't Know Dal Filing Status Unknown
[ Types of Federal Funding ]

Conduct Concurrent Processing? Don'tKnow % | Refusal Date:
[ Other Authorities Applied ] [

Fefusal Reason ]

242063 / Alherto vs IMario Apartments

42422 Entering data in the Jurisdiction Screen

The following set of instructions applies to users with edit rights to the specific case.

1. Click the Jurisdiction link under Active Cases in the Main Menu to access the case you
previously checked out.

L) Jurisdiction

2. The Jurisdiction screen appears. Enter the applicable information in the following fields. The
fields described below are editable unless otherwise noted.

HUD Jurisdiction Established: Mot et v
Inquiry/Claim Date Closed:

Why Closed: |Mone Selected A
Date Inguiry Eeopened:

[ Why Inguiry Feopened ]
[1Referred To Other Authority
|  FHAPReferralData |
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HUD Jurisdiction Established — This dropdown box contains the following options:

HUD Jurisdiction Established: Mot et v

“'es
Mo-Closed _

Motet

= Select Yes, if you want to establish jurisdiction. Refer to Section 4.2.4.2.3 Establishing
Jurisdiction.

= Select No-Closed, if you wish to close the inquiry. Refer to Section 4.2.4.2.4 Closing an
Inquiry Prior to Establishing Jurisdiction.

= Select Not Yet, if the decision is still pending.

NOTE: FHAP users are not allowed to modify the selection in the HUD
Jurisdiction Established field.

Inquiry/Claim Date Closed — This field becomes mandatory, if you selected No-Closed in the
HUD Jurisdiction Established field. In the textbox provided, type the date (MM/DD/YYYY)
when the case was closed.

Why Closed — This field becomes mandatory, if you selected No-Closed in the HUD Jurisdiction
Established field. On the dropdown box, select the reason why the case was closed.

Why Closed: |Mone Selected w
Mone Selected

Mot timely filed

Mo valid bhasis

MNowvalid issues

Failure to respond by Claimant
Lnahkle to locate Claimant
Infarmal resolution prior to filing
Decision by Claimant not to pursue

Other Disposition

Date Inquiry Reopened — If the case was reopened, type the date (MM/DD/YYYY) in the
textbox provided.

Why Inquiry Reopened — If the case was reopened, click the Why Inquiry Reopened button to
access the memo screen and type the reason why the inquiry was reopened.
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Referred to Other Authority — If the case was referred to another Authority, click the Referred
to Other Authority checkbox.

FHAP Referral Data — This function enables HUD users to refer a HUD case to a FHAP
agency. Click the FHAP Referral Data button to access the FHAP Referral Data screen. See
Section 4.2.4.2.6 Referring a Case to a FHAP Agency.

NOTE: Referral of a case to a FHAP agency must be done before establishing
jurisdiction. This is to ensure that the HUD Noatification letter contains the necessary
information of the FHAP agency involved.

Federal Funding to Respondent or Property? — Click the Yes, No, or Don't Know radio button
to indicate if the respondent or property is receiving federal funding.

Federal Funding to Respondent or Property?
O Yes ONo @ Don't Know
[ Types of Federal Funding ]

Types of Federal Funding — If Yes was selected in the Federal Funding to Respondent or
Property? field, click the Types of Federal Funding button to access the Types of Federal
Funding screen. See Section 4.2.4.2.8 Selecting Types of Federal Funding.

Conduct Concurrent Processing? — Select Yes, No, or Don't Know from the dropdown box to
identify if multiple processing applies to the case.

Conduct Concurrent Processing? Don't Know
[ Other Authorities Applied ]

Dan't Know

Other Authorities Applied — If Yes was selected in the Conduct Concurrent Processing? field,
click the Other Authorities Applied button to access the Other Applicable Authorities screen. See
Section 4.2.4.2.9 Entering Other Authorities Applied.
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Date Form Sent:
HUD Date Filed:
Date Notification Sent:

Date Complaint Reopened:

[ Wil Complaint Reopened ]

Reactivation Date:

[ Feactivation Feason ]

Date Form Sent — Type the date (MM/DD/YYYY) when the Complaint form was sent out to the
complainant for signature.

HUD Date Filed — Type the date (MM/DD/YYYY) when establishment of jurisdiction was filed.

Date Notification Sent — Type the date (MM/DD/YYYYY) when the notification letter was
actually sent out of the office.

Date Complaint Reopened — Type the date (MM/DD/YYYY) when the complaint was reopened
for investigation.

Why Complaint Reopened — Click Why Complaint Reopened button to access the memo screen
to enter the reason why the complaint was reopened.

Reactivation Date — Type the date (MM/DD/YYYYY) when the case was reactivated from the
FHAP agency.

Reactivation Reason — Click the Reactivation Reason button to access the memo screen and
enter the reason why the complaint was reactivated.

Processing Responsibility? — This field identifies which category is responsible for the case:
HUD or FHAP. This field is automatically populated when Jurisdiction has been Established or
when data has been entered in the Reactivation Date field.

Processing Responsibility? HUD

Dual Filing Status — This field enables FHAP users to request dual
filing for a case, as well as enable HUD users to deny dual filing for a NOTE:
FHAP users cannot
User’s Manual modify the selection in
t pdown box if the
dual filing status
is “Dual Filing
Refused”.
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case. ‘Dual Filing Status Unknown’ is the default value. From the dropdown box, select the
status of dual filing applicable to the case.

Dual Filing Status Unknown +

Dwal Filing Status Lnknown
Dwal Filing Requested
Dual Filing Mot Reguested

Refusal Date — If ‘Dual Filing Refused’ is selected, type the date (MM/DD/YYYY) when the
case was refused for dual filing.

Refusal Reason — If the case was refused for dual filing, provide a reason why the case was
denied. Click the Refusal Reason button to access the memo screen. This field is for HUD Use

Only.

3. You have the option to perform any of the following functions:

oave Changes ] [ Add To ky Cases ] [ Fefresh Fage ] [ Exit Case

a.
b.

4.2.4.2.3

Click the Save Changes button to save your entry and remain on the current screen.
Click the Add To My Cases button to add the case to My Cases. Refer to Section
4.2.3.1.3 Adding a Checked Qut Case to My Cases.

Click the Refresh Page button to clear the screen of unsaved data.

Click the Exit Case button to check in the case.

Establishing Jurisdiction

Jurisdiction can be established for HUD inquiries and for FHAP inquiries. Once jurisdiction is
established, a HUD File Number will be automatically generated and assigned to the case, as well as an
Acceptance Letter for distribution to all parties — complainants, respondents, and legal representatives.

The following set of instructions applies to
users with edit rights to the specific case.

NOTE: All required information about the
complainant and the respondent must first be
completed before the system allows you to establish
jurisdiction. Once jurisdiction is established, an ‘Inquiry’
will be considered a ‘Complaint’.

1. Click the Jurisdiction link under
Active Case in the Main Menu to access the case you checked out.

2. The Jurisdiction screen appears. On the HUD Jurisdiction Established dropdown box, select Yes.

HUD Jwmisdiction Established:
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3. Onthe HUD Date Filed textbox, type the date (MM/DD/YYYY) when jurisdiction was
established. This field does not allow a date entry greater than the current date.

HUD Date Filed:

4. Click the Save Changes button to save your entry. This action automatically generates the
Acceptance Letter.

5. Depending on your Internet browser settings, the Acceptance Letter is displayed on the screen.

Otherwise, a File Download message box appears on the screen.

File Download EJ

Do you want to open or save this file?

@ j Mame: Letters[1].1191600778306,rtf
Type: Microsoft Word Document

From: rll-server

Open ] [ Save ] [ Cancel

Always ask before opening this type of file

harm your computer. f vou do not trust the source, do not open ar

@ While files from the Intemet can be useful, some files can potentially
save this file. What's the riskc?

6. On the File Download message box, you have the option to perform any of the following:

a. Click the Open button to display the Acceptance Letter.

b. Click the Save button to save the Acceptance Letter to your computer. You may print the
letter from your desktop. The Notification Letter may be modified however; changes to
the document will not be saved in the system. However, you may save the modified
document on your personal desktop.

c.