LASS Auditor Registration Instructions

L ASS Auditor Registration Instructions
Part 1- User 1d Registration

1. Enter thisweb addressto register for aUser Id
http://www.hud.gov/offices/reac/online/online registration.cfm
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3. Click the “Independent User” link
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4. Complete Independent User Application

Independent User Registration

To apply for an independent uzer ID, fill out the form below, and click Send Application when you are through, If vou have
already been assigned a uzer 1D, you will be prompted to convert that ID to an Independent uzer ID. If vou have not been
assigned a uzer ID vet, an ID will be assighed and mailed to you. The password will not be dizclosed, 20 make sure you
remember it

And remember:
Warning! Misuse of Federal Mformafion af fins Web sife falls under the provisions of Tifle 18, Unifed Sfafes Code, secfion 1030 This law
specifies penalfies for exceeding authorized access, alferafion, damage or desfrucfion of informafion residing on Federal Compufers.

First Name: |

Middle Initial: [

Last Name: |

Social Security Mumber: I_ - I_ - I

Provide your e-mail address.

* Include your e-mail user name, the (@ sign and [servicename. comfedw/orgfetietc. ] For exarnple: Jsmithigaol.com,
johndoe@adv.org, hfdb84a@prodigy.com.

E-mail I
Address:
Choose a Password.
* You will enter your password each time you use this service. Y our password should be 6 characters m length and should

be comprised of letters and numbers (for example, brad83). Do not use punctuation or spectal characters. Important:
Tour password will be recorded EXACTLY as vou type it, so make a note if you enter i upper and lower case.

Password: I

Re-enter Password for Verification: I

Mother's aiden I¥ame.

* Dleaze prowvide this mformation for fiture venfication when processing password reset requests.

Mother's aiden IName: |

Send Application Clear Fields |

Send Application ||

5. Click the “Send Application” button
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6. A User Id will be mailed to the email address you entered in the application. (The Lender’s
FHA Coordinator has to activate this User ID before you can enter the system.)
Part 2 — FHA Connection Coordinator activates your User |Id

7. Contact the Lender's FHA Connection Coordinator and give them your User ID.

8. The FHA Coordinator can activate your User ID as an “Independent Public Account” or
“Auditor Submitter”.

“Independent Public Accountant” isthe CPA or IPA attesting to the electronic submission
(The same user id cannot be assigned Independent Public Accountant and Auditor Submitter).
Thisis the only role that can register for aUll.

Or
“Auditor Submitter” isthe auditor entering the financia datainto LASS for the lender. (This
user can enter and validate your financial data). * Note: The same user id cannot be assigned

Independent Public Accountant and Auditor Submitter. Independent Public Accountant is the
only role that can register for aUll.

9. TheLender’'s FHA Connection Coordinator will have to contact you after the activation is
complete.

Part 3 - Ull Registration Process

Once an auditor has created at least one relationship with alending institution or PHA, they will
be able to register for a Ull number using the QASS system. The auditor can access the QASS
system by selecting the Quality Assurance Subsystem (QASS) link from the Secure Systems
menu page. The following steps outline the Ul registration process:

*Note: If you already have a Ull then you do not need to register again, this includes PHA and
Multifamily auditors.

10. Enter thisweb address to register for a Ul https.//hudapps.hud.gov/HUD Systems/

Uzermname and Password Required E3

Enter usermame for ' at hudapps. hud. gov:

Uzer Mame: I

FPaszwaord: I

(] | Cancel

11.

12. Enter the User ID activated as an “I ndependent Public Accountant”.
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13 Click the ok~ 98|

14. Click the “Quality Assurance Subsystem-QASS’ link.

15. Click the “Register for a Ull” link.

Step 1. Singleclick the Create New Profile link from the Main Menu

Select Audit Office Classification Page

The Select Audit Office Classification page displays. The user selects whether they are registering an
Independent Public Accounting Office (e.g. CPAs and PAS) or a State Auditor Office (governmental audit
organizations).

Quality Assurance

Ull Regqistration @
U.5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Main Menu | Select Audit Office Classification

Please select whether you are registering for an independent
public accounting office or for a state auditor office:

Independent Public Accounting Office
State Auditor Office

Top of Page | Main Menu | Select Audit Office Classification

QASS homepage | Technical Assistance Center | User Guide | Help

Step 2:
IPA user: Singleclick the Independent Public Accounting Office link
State Auditor user: Single click the State Auditor Office link

The Create | PA Office Profile disglays. The EIN and Zip Code combination is used to identify an office.

DRAFT Page4 of 11 01/28/2003




LASS Auditor Registration Instructions

Create | PA Office Profile Page*

Quality Azsurance

Ull Registration @
U.S. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Main Menu | Create IPA Office Profile

Please enter your office EIM and Zip Code below
and then click the Go push button:

*EIN: I
*Zip Code: I

6o |

Line iterns denoted by an asterisk (%)
are reguired fields,

Top of Page | Main Menu | Create [PA Office Profile

QASS homepage | Technical Assistance Center | User Guide | Help

Object Description

EIN The Employer Identification Number (EIN) isarequired field
and must be a nine-digit numeric value.

Zip Code Thezip code of the audit office location. Zip Codeisarequired
field and must be afive-digit numeric value.

Step 3: Input valuesfor EIN and Zip Code

In order to proceed, the user must enter values in the data entry fields. Use the tab key on the keyboard to
move to the next field. Check to ensure the information in each field is correct before continuing.

! For the purpose of illustration, this guide has included the IPA input screens. The State Auditor input
screens are exactly the same only with a different title.
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Step 4: Single click the Go push button

There are two different scenarios which will result depending if there was a match found in the database for
the entered EIN and Zip Code values. Each scenario is described below as well as the corresponding step-
by-step instructions.

Scenario Page
Scenario 1: No matching EIN and Zip Code Page 4-3
Blank Registration Screen displays for the user to complete the office profile

information fields.

Scenario 2: Matching EIN and Zip Code Page 4-5
Registration Screen displays for the user to view or update the office profile
information fields.

Scenario 1: No matching EIN and Zip Code

Blank Office Registration Screen displays with the office profile information

TheBlank Office Registration page displays. The registration page collects contact information of the auditor
office.
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| PA Office Registration Page

Quality Assurance

Ull Registration

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

=

Iain bdenu | IPA Office Registration

|F‘Iease enter your registration data below. Click the Go push button when completed.

“EIN “—
“Audit Office Mame ‘l
“Audit Office Address 1: ‘l
‘ Audit Ofice Address 2 ‘|
“Audit Office City ‘|

FAudit Office State:

“Audit Office Zip Code:

‘ Audit Office Zip Code Extension

*Audit Office Phone Number:

‘*Aud\tor Contact First Mame ‘l
‘ Auditor Contact Middle Name: ‘l
‘*Aud\tor Contact Last MName: ‘l
*Auditor Contact Title: ‘ I

“Auditor Contact Phane:

Auditor Contact Phone Extension ‘I

‘ Auditor Contact Fax:

o e

*Auditor Contact Email: ‘l

| EI Reset

By submitting this information, the submitter cettifies on behalf of the user that the
inforrnation in the registration form is correct and valid, and that the submitter is properly
authorized to rmake this registration and cerification on behalf of the user.

Line items denoted by an asterisk () are reguired fields

Top of Page | Main Menua | IPA Office Registration

QASS homepage | Technical Assistance Center | User Guide | Help

Step 5: Complete office registration information

Ensure that all required data entry fields are completed. Required fields have an asterisk by the field name.

Object Required?

Description

EIN Y

The Employer Identification Number identifies each IPA and State
Auditor Office. EIN isarequired field and must be a nine-digit
numeric value.
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Object Required? Description

Audit Office Name Y The name of the IPA/State Auditor Office.

Audit Office Phone Y The main phone number of the |PA/State Auditor Office.

Audit Office Address 1 Y The main address of the IPA/State Auditor Office.

Audit Office Address 2 N The second line of the IPA/State Auditor Office address (e.g Suite
#100).

Audit Office City Y The city of the IPA/State Auditor Office.

Audit Office State Y The state of the IPA/State Auditor Office.

Audit Office Zip Code Y The zip code of the IPA/State Auditor Office.

Audit Office Zip Code Extension N The zip code extension of the IPA/State Auditor Office.

Auditor Contact First Name Y Thefirst name of the point of contact for the |PA/State Auditor
Office.

Auditor Contact Middle Name N The middle name of the point of contact for the |PA/State Auditor
Office.

Auditor Contact Last Name Y The last name of the point of contact for the | PA/State Auditor
Office.

Auditor Contact Title Y Thetitle/position of the point of contact for the |PA/State Auditor
Office.

Auditor Contact Phone Y The phone of the point of contact for the |PA/State Auditor Office.

Auditor Contact Phone Extension N The phone extension of the point of contact for the IPA/State
Auditor Office.

Auditor Contact Fax N The contact fax number of the point of contact for the |PA/State
Auditor Office.

Auditor Contact Email Y The email address of the point of contact for the |PA/State Auditor
Office.

Go push button Transfer the information to the verification page and ensures that all
required fields are completed.

Reset push button Resets al the fields to be blank.
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Scenario 2: Matching EIN and Zip Code

Office Registration Screen displays

The Office Registration page displays with the data stored in the system.

| PA Office Registration Page

Quality Assurance

Ull Registration

Real Estate Assessment Center (REAC)

U.5. Department of Housing and Urban Development §

hain Menu | IPA Office Registration

‘P\ease update your registration data below. Click the Go push button when completed.

Ul 20470

*ElN: “W
“Audit Office Name: “Audn Office A
“Audit Office Address 1: “123 Idain Street

‘ Audit Office Address 2 ‘|

“Audit Office City: “Fallston

*Audit Office State: ‘ WA vI

*Audit Office Zip Code: ‘ I233113

‘ Audit Office Zip Code Extension: “

“Audit Office Phone Number: ‘(|m ) [EERS (EEE
*Auditor Contact First Name: ‘ IMary

‘ Auditor Contact Middle Name: “J

*Auditor Contact Last Mame: ‘lDoe

*Auditor Contact Title: ‘ IF’ar1ner

“Auditor Contact Phone: ‘(|333 NN T
‘ Auditor Contact Phone Extension: “—

‘ Auditor Contact Fax: ‘(I 1 I - I
“Auditor Contact Email: ‘ Imjne@audlt corm

ﬂl Resat |

information in the registration form is correct and valid, and that the submitter is properly
authorized to make this registration and certification on behalf of the user.

By submitting this information, the submitter certifies on behalf of the user that the
‘ Line iterns denoted by an asterisk (%) are reguired fields

Top of Page | Main Menu | IPA Office Registration

GASE homepane | Technical Assistance Center | User Guide | Help
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Step 6: Single click the Go push button

The Office Registration Verification page displays requesting the user to review and verify the
information listed is correct prior to submission.

| PA Office Reqistration Verification Page

Quality Asgurance

Ull Registration

Real Estate Assessment Center (REAC)

U.S. Department of Housing and Urban Development

=

Main Menu | IPA Office Registration Verification

Please werify the information below. If any information is incorrect, please click the Back push button
below to return to the registration screen. If the information is correct, click the Submit push button

to register your office.

‘EIN:

‘ 123456789

‘ Audit Office Marme:

‘Audit Office A

‘Audit Office Address 1

‘ 123 Main Street

‘Audit Office Address 2

‘Audit Office City- ‘Fallstun
‘Audit Office State: ‘WA
‘Audit Office Zip Code: ‘23343

‘Audit Cffice Zip Code Extension:

|Audit Office Phone Number:

1) 111 - 1111

‘Auditor Contact First Marme: ‘Mary
‘Auditor Cantact Middle Name: ‘J
|Audit0r Caontact Last Mame: |Doe
|Audit0r Contact Title: |F‘ar1ner

‘ Auditor Contact Phone:

‘ {333) 222 - 2342

| Auditor Contact Phone Extension:

| Auditor Contact Fax:

‘ Auditor Contact Ernail:

‘ rnjoeg@audit. corm

‘ Submit | Elackl

Top of Page | Main Menu | IPA Office Registration Yerification

QASS homepage | Technical Assistance Center | User Guide | Help
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Step 7: Verify Information

Verify that the information is correct. If there is any information that needs to be updated, single click the
Back push button to modify any profile information or else single click the Submit push button to complete
the registration process.

Step 8: Singleclick the Submit push button

The Office Registration Confirmation page displays with the Ull number assigned to the user.

| PA Office Registration Confir mation Page

Quality Assurance

Ull Reqistration @
U.5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Main Menu | IPA Office Registration Confirmation

|‘r’0ur Ull is 20470. The registration process is complete and your office has successfully registered.

| | 20470

| EIN | 123456780

|Audit Office Name: |Audit Office A

Audit Office Address: 123 Main Street
Fallston, WA
23343

|Audit Ofiice State: |WA

|Audit Office Zip Code: |23343

|Audit Office Zip Code Extension: |

|Audit Office Phone Mumber: |(111) 111 - 1111
|Audit0r Contact Mame: |Mary J Doe
|Audit0r Caontact Title: | Partner
|Audit0r Contact Phone: | (333) 222 - 2342

|Audit0r Contact Phone Extension: |

|Audit0r Contact Fax: |

|Audit0r Contact Email: |mjoe@audit.com

Top of Page | Main Menu | IPA Office Registration Confirmation

QASS hommepage | Technical Assistance Center | User Guide | Help
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