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Module Five — Completing the Turn Around Document (TAD)

LI [MPORTANT

IX NEW USER: Ask your System Administrator in your agency to add you as a

user. If you do not have a System Administrator, or do not know who they are,
email: HRACASSUPPORT@hra.nyc.gov

LI PASSWORD RESET: Email MISSECURITYADMIN@dss.nyc.gov

Turn Around Documents (TADS) are reporting documents, submitted to HRA, which
track occupancy in supportive housing programs. They are due by the 10t day of
every month. When submitting TADS there are three components to complete: The
Unit Roster, Referral Roster, and Tenant Roster. Once a component is completed the
system directs you to the next incomplete roster.

Users can access the TAD via the Vacancy Control System (VCS) from either the left

navigational menu, or the dashboard’s main screen. You will be routed to the TAD
Submission screen.
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Here, first select the site for which you are completing the TAD. You may select All or
choose a specific site.

The Key Stats bar indicates what TADS you have in your queue. Pending TADS are a
combination of TADS with the status of Not Submitted and In Progress. Each should
have a tally that reflects the chart below it.

TAD Submission Client Approvals are extended, ‘o

Agency Name: ZOOS—CAMBA[ Site Name: | 4
Key Stats Bar b NotSubmitted(Overdue): 3 Verified: O
Fending Transmitted
" |
Action Site Narme Rep. Rep... Upd... Upd.. Status
vyl [~ ![]l~ []°+¥
H {1 Bugust 2020 . 097232,
: Sugust 2020 . 094232,
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: ATE August 2020 Crverdue
: M POP G Sugust 2020 N (LA P

Clicking on the ellipsis (¢ ) in the Action column on the row of the selected site will
produce the pop-up menu item Submit TAD. Selecting it brings you to the unit roster.
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UNIT ROSTER

The box in the screenshot below indicates, in red, the information you need to complete
in order to submit your TAD.

Agency Name:2( Site Name:( Site Address:&: LYM,MY,11111

S Unit Roster [145/293]

Uit Roster: 4 Feldfs) Requivieng Entey or Corvection

Lrits Tenants Cownrt: No.OF waite and tanants are not the same, please covect the Gata
Uit Features: 1249 Unitf's) with missing Linit Features
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Uit Type: 2 Liitfs) with missing Lt Tyoe
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it -
Status
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Scroll down on your screen to see the incomplete units, highlighted in orange. Hover
your mouse over the information icon () to see what specific information is required.

ca
Actions Prirnar... Contr... Unit Ma... WVeos [/ Unit Fea... Rental 5.,
¥ v v r ¥ ¥ ¥ g
E MY/NY I .. DH5HR... f90-14 SRO 5. Urnit-... Wheelchair .., MONE g
E o MYNY I .. DH5HR.., 80-1B SRO 5. Unit-.., 7
E o MWY/NY I .. DHEMHR... 690-1C SRO 5., Unit-.., %
E o MY /MY I .. DH5/HR... £90-1D SRO S Unit-...

Then click the ellipsis (' i ) and select Edit Unit. Scroll back to the top part of the screen
to fill in the fields with the missing information.

Once you complete all required information, you will be directed to the Referral Roster.
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REFERRAL ROSTER

Kote: If one of the units on your roster is occupied, you will not be able to edit it.
A pop-up message displays in the top right corner of the screen with this alert.

Info

Can't modify when unit is

Temporarily this will not stop you from submitting a TAD. Simply update the
missing information when the unit becomes vacant. However, when you encounter this
situation, you must manually navigate to the Referral Roster from the left navigational

@mn, or click Next to be redirected there. /

== Dashboard

~——— TAD Reports —————
August 2020

Unit Roster

[ Referral Roster

Tenant Roster

TAD

The Key Stats Bar on the Referral Roster screen indicates critical information about this
site. The Validation message in red summarizes what is due. Each row of the chart
highlighted in orange must be completed.

Agency: | Siter |

Pending: 1 Overdue: 16 Accepted/Pending Approval: O In Progress: 1 Move-In: 415 Not Accepted: 4 q Key Stats Bar

Referral Roster; 1 Field(s) Requiring Enlry or Correction
o Overdue Referrals; 16 Overdtie Referralis) Requining Outcomes Entry

Pending Cormpleted
o8 -
Artion Status Client# - Referral Date Client Narne(L,F) Referring Agency/Site Eligibility Prioritization
| ¥ | ¥ | v | | v || | ¥ || | ¥
g Crverdue 226274 - 057102019 2001 - DEPARTREMT OF H... MY/MYIIPOP.,  High
E Owverdue 99843 - 0770172019 2001 - DEPARTREMT OF H... MYMYIIPOP.,  Medium
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Click on the ellipsis for each to enter necessary information. Select Update Outcome
from the action menu.

E Application Package

B Update Cutcome

(& Update Interview Detalls

Complete all required fields and press Transmit.

Interview Outcome Client Approvals are extended, ‘o

Referral Details:

ReferringfAgency: 2001 - DEPARTMENT OF HOMELESS SERVICES | 999 - SINGLE SHELTER  Eligibility: My/NY IIT POP A; SMI; MYy I & 11

PLACEMENT OFFICE
Referal Date: 05/10/2019 Placement [Barough Preferences]: Bronx; Brooklyn; Queens; [Apartment
Criteria: Preferences]:
Prioritization: High ServiceNeeds: Community Care; Level 1T
Housing Agency /Site Details:
Agency Mame: 200 Site Mame: 03 MY TIT
Site Address: 690§ Primary Service Contrack Type: MY[MY III - POP &
Documents

Interyiew MDD B Interview Select - Interview 590 &

Date: Time: Location:

Wias Interyiew Select -

|C0nducted: /

Once you transmit, the Key Stats banner updates with the correct number overdue
remaining.
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TENANT ROSTER

From the ellipsis, select Assign Tenant to Unit.

B3 Dashboard Tenant Roster it TADs by 10th of the month. %7
——— TAD Reports —
August 2020 My Tenants Transmitted

o Unit Roster O a
£ Referral Roster Action Unit# Unit Status Prirnary Service Contract Rental Subsidies Client# -

Py C v | KX KX | v |

enant Roster

0w —— e

\ J E Assign Tenant to Unit Ipied MY /NY I - POP G 239772 -
1pied MNY/MNY IO - POP G NOME 141826

| E Moveout Tenant
Ipied MYy - POP G MNONE 210613 -

A pop-up box will display. Select the intended unit from the drop-down menu in the
box and click OK.

Assign Tenant to Unit Assign Tenant to Unit
Uit i‘ Select Ore m
530-1E
1f the

If the unit number is not listed please go to the unit . nsta:

roster and Updats the unit profile to incuds missing it ety BR0-1H

unit details.
ER-11
£30-1]

B30 1k

Note: For Congregate Sites enter the unit name as it appears in your building. For
Scatter Sites you may designate ‘to be provided’ and update later, once the unit is
identified.
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Verify that you are assigning the intended tenant to the chosen unit. Click OK.

Verify

Are you sure you want to assign tenant ' " to Unit "690-1E" 7

Continue in this manner until all tenants are assigned to their appropriate units.

Once your tenant roster is complete, it will have a green check mark beside it in the left
navigational menu. You may now submit your TAD.

BY Dashboard Tenant Roster Client Approvals are extended. “

—— TADReports ——
August 2020 Agency: . 4 Site:

o Unit Roster

Total Units: 5 Occupied: 8 Online: 0 Offline: 0 Pending Move-Ins: 0 Pending Move-Outs: O
o Referral Roster
o

Q Tenant Roster My Tenants Transmitted
{0 10 LON +
.

Action Unit# Unit Status Prirnary Service Contract Rental Subsidies Clignt# -

N )
However, your ultimate goal is to have all information complete for each unit, referral,

and tenant roster so that all have green check marks here. At an as yet unspecified
future date, complete information on all rosters will be necessary for TAD submission.

ote: You will be able to submit a TAD without a green check mark for each roster.
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With the tenant roster complete, you are ready to submit your TAD. Select TAD from
the left-hand navigational menu. Scroll to the bottom of the screen to find the
verification statement. Check the box to verify.

[ werify that to the best of my knowledge, the housing referral and placement information [ have
entered in this system is accurate and complete. 1 understand that HRA reserves the right to audit
this data and that I and/for my organization may be held iable for incorrect or fraudulent data

Verified By: A 1 Date Verified: 03%/25/2020

Submit Previous

When you check the box, the Submit button appears. Click it to complete your TAD
submission.

The verification message will display, indicating the status on missing information. Even
though the rosters are incomplete, you are still able to submit. Click Yes to submit the
TAD, or cancel to continue completing the rosters.

Verify

You stil have below incomplete section(s) to finalize the survey,
Do you Stll want to continue?
Unit Roster: 4 Field{s) Requiring Entry or Correction

* Units/Tenants Count: MNo.Of units and tenants are not the same, please correct the data
* Unit Features: 1 Unit{s) with missing Unit Features

* Rental Subsidy: 1 Unit(s) with missing Rental Subsidy

+ Unit Type: 1 Unit(s) with missing Unit Type

Referral Roster: 1 Field(s) Requiring Entry or Correction

* Overdue Referrals: 10 Overdue Referral(s) Requiring Outcomes Enfry

Cance
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Selecting Yes triggers one last pop-up verification alert.

Verify

Are ol sure you want to Submit the TAD?

Cancel

Click OK. The green message that you have submitted your TAD successfully appears in
the top right-hand corner of your screen.

Returning to the TAD main page you can view all of your submitted TADS by clicking
the Transmitted tab on the screen.

TAD Submission Client Approvals are extended, ‘e

Agency Name: 200 Site Name: g =
NotSubmitted{Cverdue): 3 Verified: 1
Pending Transmitted
Action Site Mame Reparting Month Reporting Year Subrnitted By Subrnitted Date Status
| ¥ || | ¥ || | ¥ || | v fmom ] ¥ | ¥
ROI PG August 2020 Del 182572020 HRA Verified

Once a TAD has been transmitted, you can see it in the Transmitted tab. TADS awaiting
verification by the Coordinated Entry team will appear in the Pending Verification spot
in the key stats bar. Once they have been verified by the Coordinated Entry Team, they
will appear in the Verified spot on the key stats bar.
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