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INTRODUCTION

This is the system user guidance for the BIDS module for bids for 2008/11 programme
within IMS. It is designed to provide users with basic advice on how to navigate and input
data.

The purpose of this guide is to provide step-by-step guidance on entering a bid, and is for
use by both Partnership and Specialist organisations.

This document should be used in conjunction with the other Bids documentation,
specifically the Data Guidelines sheet which provides a definition and example of all of the
fields in the system and the Prospectus which addresses policy.

The process has 5 steps:

4 N\
1st

Set up Partnership
(both Specialist & Partners)

- J
A 4

( 2nd )

Set up Agreement
Only 1 NAHP

- J
Y

p
3rd

Create Project(s)

A 4

4 N\
4'[h
Create Sub-Project(s)
& J
A 4
e e N
Validate sub Products,
including entering Unit, forecast and code
data
\_ J
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General information

1. Partnerships
Any Organisation can be included in a Partnership, Registered and Un-registered Bodies.

All partnerships need to be set up from scratch as 2008 Partnerships. These must match
the partnerships as agreed in the PQQ.

A Lead organisation may be a lead in only one partnership. All other organisations can be
in as many partnerships as agreed by the Corporation.

2. Specialists
Specialist organisations work individually and do not form part of a partnership.

Note: As a change this year Specialist originations will need to submit their bid using the
same route as Partnerships and will go though the same steps of setting up a partnership
(with only themselves) and an Agreement.

3. Agreements
Under the Partnership approach, a lead organisation will only be able to submit one
agreement. This will be made up of a list of projects and sub products.

There is only 1 type of Agreement which is the National Affordable Housing Programme.

4. Projects

Under an agreement one or more projects can be created. Each project will be defined by a
name, the type of development, the location of the development and the name of the Local
Authority involved.

5. Sub products

Under each Project one or more sub products can be created. Sub products are the
detailed information part of the bid for that part of the project. It will contain details such as
the unity types, number of units to be built, size of the units, number of people that can be
accommodated and funding sources.

During the bid round all sub products must be validated prior to the agreement being
submitted.

The ability to set a 'Reserve’ status is only available to Housing Corporation staff.

6. Unregistered bodies

IMS uses the term unregistered bodies. This refers to organisations that are eligible to bid
but are not registered with the Housing Corporation as social landlords. This bids round
this will include Almos and Local Authorities who are bidding as Local Authority vehicles.

Unregistered bodies must apply to use IMS.
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7. Gaining Access to the IMS

Any organisation without access to the IMS will need to contact the Housing Corporation’s
email account for a registration pack (hconline.registration@housingcorp.gsx.gov.uk) to set
up a Security Administrator.

8. System Authorities
To process bids you will need the following authorities assigned to each user responsible
for creating and submitting bids:

Authority RSLs Unregistered Bodies
Create & input data Input Bids Unregistered Body Maintain Agreement
Submit Submit Bids Unregistered Body Submit Agreement

We recommend that organisations split these two roles so only those users with the
authority to do so have the ability to submit an agreement.
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Accessing the BIDS Module

1. Log into IMS

Housing Corporation Logon E'ErEEl;t" 5}

Enter Lzer Id: I|

Enter Pazsword: I

M ew Pazzwaord: I

Fe-enter Mew
Pazzword: !

Logaon Ehange Fazsword

Cancel |

i. Enter UserlId
i. Enter Password
iii. Press Login

2. Organisation Logon Screen
Housing Corporation Logon Screen |

Type of Organization
’75' R5L LA " Unregistered Body

Fleaze enter paur ||
Organization Code.

Ok LCancel

i.  Ensure that the correct Organisation type is selected
ii. Type in the correct Organisation code
iii. Press OK

Note: this is a generic login screen for IMS. Local Authorities (LA) will not be able to submit
bids under their existing LA username. They must apply for access through the PQQ and if
approved they will need to apply to be set up as an Unregistered body on IMS.
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Login Validation error message
Selecting the incorrect Type of Organisation and/or Organisation Code will display a
message similar to the following

Logon ¥alidation

' Izer HC124245 does not belong o your organisation
ar A&AAASA is nok wour arganisation code,

iv.  Press OK
v. Restart the Login process

Once the Type of Organisation and Organisation Code are correctly entered, you will be
taken into the BIDS database.

3. Basic Navigation

[ Housing Corporation System Manager { Database: IM52003 - RSL User )
Edit Alocation Pools Bids  Allocations HGI Schemes Payments Arogremie Agresment Tool  SHWG HG Facliies Utities DPF RCGF MDIS IGP AUDIT HE workilow  About

ETEAEY Dacompsowstl @

Exit Ignore these Timeout
Application 2 icons warning
indicator

I pm

Timeout Dialog wrill 3 |
appear in 30 minutes
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Timeout Warning
A security feature of this application is the set timeout. This means that after a set time, a
Timeout Dialog will appear informing the user that they are about to be logged out of the

system.

This zpstem iz about to
time out. Prezz Cancel
Time Out to stop your

application from quiting.

=

When this message appears select Cancel Time Out to confirm that you do not wish to be
logged out of the system.

e The countdown will start after 30 minutes has elapsed without using the system.
e The timeout warning is set to display a countdown time. During the countdown, the
user can elect to reset the time back to another 30 minutes by opening and then

closing the BIDS Information icon _”l

Housing Corporation System Manager { Datahase: IMS2003 - Unregistered Body User )

Edit Allocation Pools  Bids  Allacations HOI  Schemes  Payments Emw
| Menu Bar
2| @

Timeout Dialog will 3
Toolbar appear in 30 minutes _|

ties Utlities DFF RCGF MBI IGP Al

Ly
HE]

= |
o

i. From the menu bar, select Bids

Housing Corporation System Manager { Database: IMS2003 - RSL User )

Edit allocation Pools | Bids  Allocations HQI  Schemes  Payments  Programme &gre

Process Specialist Bids Pre0d  Chrl+B
4 L
| i | Bids Transfer: CEFIH-T]

Partnerships/Specialists Shift+Ckrl+H

i. Select Partnerships / Specialist

Note: both Specialists and Partnerships need to access the system using this route. This is
a change from the last bids round.
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Partmership  Sub-Projects Export Data Help

=Ar=10 i"'l """l _
Farthership:  Agresment: Prograrmme:

Save . Close current
Exit
changes - screen

Application

4. Selecting the BID Year

i.  From the menu bar select Partnership
Partnership Sub-Projects  Export Data  Help

Seleck
Seleck Project ¥ear Chrl+y b artnership:  Agreement:

i. From the Partnership menu click on the Select Project Year option

—Select Project Year

Year ALL hd
Filterz Projects by zelected Year.
Frojects with the zame year as the

Agreement are returned if no date iz
zelected.

Cancel | i Save |

ii.  Change the Year option from ALL to 2008.

Partnership Sub-Projects  Export Data  Help

Seleck
Seleck Project Year Chrl+y Battnerships  Agreement:

iv.  Click on the Select option which will display the Partnership Screen.

Note: this function is best used when there are multiple partnerships for the different bids
rounds. For example if you wish to only view your 2006 partnerships select 2006. If a year
is not selected all of the partnerships where your login organisation is the lead.

5. Using the Export data option
i. Atany time you can print off a summary of the Partnership, Agreement, Project and
Sub Product data that has been entered.
ii. Selectthe option you wish to view and it will be displayed.
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Highlight the data you wish to copy and then press ‘control’ (Ctrl) and ‘C’ on your
keyboard. Open Excel on you local drive and open a new spreadsheet.

Press ‘control’ (ctrl) and V' on your keyboard. This information selected will be
pasted into the spreadsheet
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Step 1: Create a Partnership

1. Partnership Screen

The Partnerships screen is used to display or create Partnership information. Once created
they will be displayed on the screen below. All years will be shown unless a year is
selected as described previously.

- [Partnership Screen for C3172]
[ZH Partrership Sub-Projects ExportData  Help

I_[%Jﬂm:y:ﬂﬂ

Partnership:  Agreement: Programme: ‘Year:

N\ |
o

Parther Lead
Qrganigation

Partner Lead
Organigation Mame

Year

P
I
et

\ \
New - Save Exit Back
button -

Basic Partnership Field Information

ID Partnership ID code (identifying number)
Name Name of Partnership

Parent Lead Organisation ID code of Partner Lead Organisation
Parent Lead Organisation Name of Partner Lead Organisation
Name

Year Year of Partnership

Basic Action/Navigation Buttons
Save Used to save any changes

Exit ™ Used to close and exit the BIDS application

Back & Selecting this option will close the current window and take you back one
screen

New E Used to start the creation of a new record in the current window

2. Create a Partnership

i. From the Partnership screen, click New E to display the create a Partnership
window.
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Partnership - [SAYED] [ x|

MNarme: ||
Lead Organisation: |C31 i |Training Organization 2
Organisation Type: IDeveIoping QOrganization j Mew Qeletel
Code Mame Active Flag Applied Applied By
Cancel | Save |

ii. Type in the name of the Partnership. For Partners this should be the name provided
in the PQQ. For Specialist this should be the name of your organisation plus the

bidding year.
Note: the Lead Organisation defaults to the organisation that has been used to login to
IMS.
M are: |The PR Houzing Parthership 2008-11
Lead Organigation: |E31 T2 Training Organization 2
Hew Qeletel
' 0 f : - ;
Code Diﬂ?ngénﬂgrg;a?sgzgrf Active Flag Applied Applied By
Home Builders
Suppliers
Employers
Others
LCahcel | Save |

Basic Organisation Type Information

Developing Organisation | The name of the organisation(s) actually developing the Sub
products.

Managing Organisation The name of the organisation(s) who will manages the scheme
on completion.

Owning Organisation The name of the organisation(s) who will owns the scheme on
completion.
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iii. Select the relevant Organisation Type from the above list.

iv.  Click Save.

3. Adding an organisation

i.  The adding an organisation process needs to completed for each organization in the
partnership and each organisation type. The following example details how to add a
managing organisation but the same process is used for all organisation types.

Partnership - [SAYED]

Narne: |The PR Houszing Partnership 2008-11

Lead Orgaizatior; |C3‘| 72

Organization Type:

Training Organization 2

h anaging Orgarisation

New Qeletel

Code

Mame

Active Flag

Applied

Applied By

LCancel | Save |

ii.  While still in the create Partnership window, select Managing Organisation.

iii. Select New.

Partnership - [NOT SAYED] [ %]

Hame: |The PR Houzing Partherzhip 2008-11

Lead Organization: |C3‘I 72

|Training Organization 2

Organisation Type: IManaging Organization j New Qeletel
| Code I Mame l Active Flag Applied l Applied By I
=l
LCancel | Save

iv.  The insert row is enabled as shown above.
v.  Right-click in the Code field to display the following window.
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vi.
Vii.
viii.

XI.

Xii.

Xiii.

Select Managing Organisation - [SAYED] [ x|

Code: ||—
Mame: |
[ Search'whole Mame
Code I arne
LCancel | Select |
Selection: | |

In the Name field, type in A Another, or just the first few letters.

Click Find.

The organisation named A Another Organisation will be listed in the results along
with its organisation code.

Double-click A Another Organisation from the result to accept it.

Click Save.

Using the same process add all of the Developing, Managing and Owning
organisations within your Partnership.

On completion press Save, this saves the Partnership with the organisations
selected and allocates the unique ID and partnership year.

- [Partnership Screen for C3172]

@ Partnership Sub-Projects Export Data  Help

Bl |- |
|

Fartnership:  Agreement: Programme: ‘Year:

1D Mame Partner Lead Partner Lead ear
Organization Organization Mame

3201 i The PR Housing Partnership 2008-11 C372 Training Organization 2 2008

In this example the new Partnership is now displayed on the partnership screen and

has been given the ID of 3201 and the Year field is set to 2008.
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Step 2: Create an Agreement

i.  Double-click on the new partnership in order to access the Agreement screen.

1. Agreement Screen
- [Agreements for Partnership 3201]

@ Fartrership  Sub-Projects  Export Data  Help

BlB|s| |

Fartnership:  Agreement:

Programme: “Y'ear:

|The PR Housging Partnership 2008-11

o
‘ml

Mame

Route

Year Frogramme Mame Agreement
Status

Basic Agreements Field Information

ID Unique ID assigned by the system

Name Name of the Agreement. It is suggests that the name relates to the
partnership and year.

Year The year to which the Agreement relates

Programme Name

The programme to which the Agreement relates

Agreement Status

The status of the Agreement, this can be:

Null

New
Submitted

In Negotiation
Withdrawn
Approved
Rejected

Only New or Submitted are using during the Data Entry phase.

2. Create an agreement

i. Click New E to display the New Agreement window.

Lead Organisatior: |C31 72 |Training Qrganization 2
Year: |2|j[|8
Programme || j
T arne: I
Raute I
Cancel Save
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i. Select National Affordable Housing Programme from the Programme field.
ii.  Type in the Name of the Agreement.

MNew Agreement - [NOT SAYED] x|

Lead Organization: INF'EIEI'I 4 ITraining Orgarization 1
rear: Iznna
Programme INatiu:unaI Affordable Houzing Programme [A0F) j
M armne: IF'H Training MAHP 2008-11
Foute j

Partnerzhip

Specialist

LCancel Save

iv. The route is selectable if your organisation can bid under the Partnership or
Specialist route.

Note: if you have qualified to bid as a partnership this is the route that should be selected.
Only under exceptional circumstances, that have been pre-agreed will a Lead Partner be
able to bid as a specialist. See the Pre-prospectus for details.

v. Click Save.

Agreement - [NOT SAYED] x|
Lead Organisation:  [WPO014 | Trairing Organisation 1
“'ear: |2|:||:|E;
Programme INatinnaI Affordable Houzing Programme j
M arme; |F'H Training HAHF 2003-11
Raute I Parthership j

.................................

Cancel ¢ Save

vi.  The Route field is now set to Partnership or Specialist depending on your
organisations status.
vii.  Click Cancel to exit the window.

vii.  On closing the unique ID and year has been allocated to the Agreement.
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- [Agreements for Partnership 3201]

@ Fartnership  Sub-Projects  Expork Data  Help

BlMs| -]

Fartnership:  Agreement: Frogramme: Year:
|The PR Housing Partnership 200811 | |
o
o] Mame Year Frogramme Mame Agreement Fioute
Status
2641 PR Training NAHP 2008-11 2008 Mational Affordable Housing Programme Partnership

ix. Inthe above example the Agreement has the ID 2641 and year 2008.
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Step 3: Create a Project

1. Project Summary Screen
i.  From the Agreements screen, select the Agreement and double-click on it.
ii. The Projects screen is displayed. As each project is added they will be listed on the
screen below.

- [Projects for Agreement 2641]

@ Partrership  Sub-Projects  Export Data  Help

| =Ii|ﬁ”r| f:-"| 'JH|
Parthership:  Adreement: Prograrmrme: Year

|The PR Housing Partnership 2008-11 |PR Training NAHP 200811 |Wational &ffordable Housing Programme |2008

Js|

Project IDv| Mame | La Code | Sponzor Ld Code | Region | Total Unitz | Total Persong | Total Grant | rear

iii. Select New E to display the New Project window.

2. Create a Project

New Project - [NOT SAYED] x|
Lead Organisation: |NF'DU1 4 |Training Organization 1
Agreement Year: |2DDS
Agreement: |F'F| Training MAHP 2008-11
Froject rear: |2UUS
Name: | Bidding Route |
Location La: I | Location OWNS Code I
Gcheme |Locati0n| Detailsl
Development Type I j Eompliancel
Sponsor LA I I Location OWS Code I
Region I
5 y Info
Sub Region I
Total Grant: I
Are the Units part of .
Sveet Fronted Ifl? | | Tatal Urits: I
Total Site Size I—
Growth Support Fund = e
[Bffordable Housing] e =]
Grant Index Score: I
% Momination Offered I ran e SEore

; Save |

Basic Project Field Information

| Name | Name of the Project. It is suggested this is the name and address.

Page 19 of 55



Bidding route This is auto populated as Partnership or Specialist.

Location LA Local Authority code for the location of the project

Location ONS Ordinate Survey Number. This is auto populated on saving according
code to the Location LA code.

i.  Enter a name for the Project.

i. Enterthe Location LA, if you know the Location LA code, simply type it in. If you do
not know the Location LA code right-click on the Location LA field in order to display
the following window.

|
— Search Criteria
lE;L;zI Eutharity |'|_ I~ Quick Find
Mame |
— Fesults
Code I amne |

Selected Local Authority

(1] | Cancel |

iii. Inthe Name field, type in the first few letters of the relevant Local Authority, e.g. in
order to find the LA code for Ashford, type in ash.
iv.  Click the Find button.
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LA Search |
— Search Criteria
Local Authority | [~ DQuick Find
Code
Marne |ash
— Results
Code Mame
474 Azhfield
2a1 Ashtord

Selected Local Authority

(1] 4 | Cancel |

v.  Select the appropriate name, in this example 251 Ashford.

vi. Click OK.

vii.  The Location LA fields will be populated.

3. Project Window - Scheme Tab

Scheme Tab Field Information

Development Type

Dropdown menu, select one:
e Incentive
e Site Development
e TSH, P&R, Off The Shelf (E&S) and Miscellaneous Works

Compliance This is system generated based on whether the Project meets the
quality standards as set out in the Prospectus.

Sponsor LA Local Authority code for the Sponsoring authority.

Region This is system generated. The name of the region the Project will be
based in.

Sub region This is system generated. The name of the sub region the Project will

be based in.

Are the Units part
of Street-Fronted
Infill?

Yes or No selection.

Growth Support

Selectable list

Fund (Affordable - Yes

Housing) - No

% Nominated This is the percentage of nominated offer.
offered
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Total Grant This is system generated.

Total units. This is system generated.
Total site size This is system generated.
Grant Index score | This is system generated at the start of the assessment phase.
Geheme | Locationl Detailsl
Development Type I j Eompliancel
Spongor LA I_ | Location OWS Code I
Region |
) S y Info
Rk I Total Grant: I—
é;?e:&r%rr:itt;dpiar:;illo’; [ E Total Linits: ]
Growth Support Fund = E'Sgt.a:niitt;ssli:ze I
[Affordable Housing)
% MNomination Offered I— it el S
Save |

i. Enter the data for all of the blank fields by either typing or selecting from a drop
down. Those fields that are greyed out will be populated at a later time.
i. Once completed select the Location Tab.

4. Project Window - Location Tab

Location LA Rural

gfﬁrdinates: X:I— Y:I— Fuslnt

B : Rural Urit Type I ﬂ

nstcode: I
Rural Exception Site I 'l

Growth Point I j
Growth Zone I j
Pathfinder and ﬂ
Fricrity Area

LCancel Save

Location Tab field information

0O.S. Co-ordinates | Ordnance Survey grid reference for X and Y co-ordinates. Six figures
required in both X and Y fields. Refer to www.streetmap.co.uk for the
co-ordinates prior to entering the bid. These fields are mandatory for
development type projects.

Postcode The postcode of the development.
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Rural Unit

Yes or No selection. If yes is select the Rural Unit Type and Rural
Exception site fields are activated and must be completed.

Growth Point

This field will be activated depending on the location LA entered. If
the location is within a growth point a menu item must be selected. If
the project is not a growth point select N/A.

Growth Zone

This field will be activated depending on the location LA entered. If
the location is within a growth zone a menu item must be selected. If
the project is not a growth point select N/A.

Pathfinder and
Priority Area

This field will be activated depending on the location LA entered. If
the location is within a pathfinder or priority area a menu item must be
selected. If the project is not a growth point select N/A.

i.  Complete all the necessary Location information.
ii. Next, select the Other Tab.

5. Project Window - Details Tab

Schemel Location

|5 this zcheme far a Community Land Trust?

|5 there a planning obligation [S106 Agreement] in place relating to this site?

|3 there a developer contribution under a planning obligation [S106 agreement] either agreed, I vI
in neqgatiation or expected to the affordable houzing element af this site?

Are pou able to provide one of either:

1. ah economic appraisal of the site and proposed level of affordable housing [
2. a gigned 5108 agreement r
3. another form of validated aszessement r

‘what iz the amount of the developers contribution on the affardable housing element of this site? I

Does this scheme include works to existing I j

Hé stock?
|5 this a Brownfield or Greenfield Site?

|z thiz a strategic site?

I jv

Mumber of Supported or Housing for I—
0ld People Units on this scheme:

I :Iv

| |
| | site |

LCancel | Save

Details Tab field information

Is this scheme for a
Community Land Trust?

Where the development is on behalf of a Community Land
Trust, this indicator signifies their involvement. Select Yes
if applicable.

Number of Supported or
Housing for Older People Units
on this scheme

This is system generated based on unit level data.

Is there a planning obligation
(S106 Agreement) in place
relating to this site?

Yes or No selectable field.
If Yes is selected, the field below becomes enabled.

Is there a developer
contribution (S106 agreement)

Yes or No selectable field.
If Yes is selected, the three check-boxes below becomes
enabled from which you need to select one.

What is the amount of the

Monetary sum of the developer’s contribution only on the
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developers contribution on the
affordable housing element of
this site?

affordable housing element of the site.

Is there stock regeneration on
this scheme?

Selectable options as follows

e Improvement to existing tenanted stock
Improvement to existing vacant stock
Major repairs to existing tenanted stock
Major repairs to existing vacant stock
Major repairs to vacant stock previously funded
by LASHG

¢ No stock regeneration on site
This is aimed to capture the types of regenerated on the
site, such as major repairs.

Is this a Brownfield or
Greenfield Site?

Selectable options as follows
e Green Field
e Brown Field
o N/A

Is this a strategic site?

Yes or No selectable field. If yes is selected a name must
be entered in the new field. Yes should only be selected
if the site is a recognised HC strategic site.

i.  Complete all the necessary information on the Other tab.
i. Click Save. If not all of the mandatory information has been entered the system will
inform you what you need to completed before it can be saved.
iii.  Once completed, the next step is to create the Sub Project(s) related to the Project.
iv.  Select Cancel to close the Project window.

Note: If you have not completed all of the mandatory fields the system will displayed a
message to indicate what information needs to be completed prior to saving the window

and the appropriate tab will open.

Project can be saved.

All mandatory information must be entered before a

Note: You can create several Projects and each project can contain several Sub products.
Remember, for you to add or create another project you will need to go back to the

Projects for Agreement screen and then select the New E button.
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Step 4: Create a Sub Product

1. Sub Product Window

- [Project Sub-Products - [Saved]]

Partrership Sub-Products  Export Data  Help

| =1]| ﬁl ’l"'| I#'|
Partnership:  Agreement: Frogramme: ‘Year:
|test test test |Test Test test |Nati0nal Affordable Housing Programme |2EIDS
0| &
ProjectID: {40441 |The PR Training 5outh East Project
Location L& |251 |Ashford
Sub Product | Type | Processing| Ma Units | Mo of | Grant| Status | Reserve | Year | Valid =
Routs Persons
0 CHI v [ =

Note: The Print button @ is available in this screen. Once Sub Products have been added,
use this button to display or print out the details of the Sub Products.

Sub products fields information

Sub Product ID

The unique identifier for the scheme record type

Type

The type of Sub Product

Processing Route

The processing route of the Sub Product

No Units The number of units input for the scheme type

No of Persons Total number of people to be accommodated under the scheme type

Grant The amount of grant being claimed from the HC for the scheme type

Status The current status of the Sub Product

Reserve This is a checkbox. The Housing Corporation will use this during
assessment stage.

Year The year of the Sub Product

Valid Shows whether the Sub Product data is valid

From the Sub Product screen,

i. Select New

Iul
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ii. Follow steps 2 to 5 if bidding as an RSL, or 2 to 6 is bidding as a URB to create a
Sub Product.
iii. Repeat for each Sub Product you wish to enter.

2. Sub Product Window

Sub Product - [SAVED] x|

Project [d |4EI441 Marne |The FR Training South East Project

Description |

Drate Created I FirstHeIevantEvenll FirstHeIevanlYearl
Sub F'loductIDI Status I Compliance I

Product | Cost and Contributionl .f-‘«nalysisl HGIl Urregistered Bod_l,ll

Sub Product I j

Product I Initiative I j

Processing Fh:utel j Mew Build Rehab I
HC Grant Reguested I MHumber of Unitz I

) ) I— Mo, of Units aimed
English Partnership ref no specificaly at Key'workers
EF Initiative I j Mo, of Personsl
Lease Length; I

Tatal Rent pw I Tatal Unit Size [sq. m] I

Erint £ %iew Sub-Fraduct

Save |

Sub Product field information

Description Enter the name and address of the Sub Product.

Date Created The date of initial date being input into the bids application.

First Relevant Event This is system generated based on the milestones entered later.

First Relevant Year This is system generated based on the milestones entered later.

Sub Product ID A unigue number used to identify the Product in numerical form.

Status The status of the Sub Product, either valid or not valid.

Compliance The compliancy status of the Sub Product, either standard or
variant. Refer to the Prospectus for more information on
compliancy criteria.

i.  Enter the name and address in the description field.
i.  Next, complete the Product tab.
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3. Sub Product Window - Product Tab

Product |D:u$t and Cnntributionl Analy&i&l HQII Wrregistered Bod}ll
Sub Product I j
Froduct | Initiative I j
Frocessing Fh:nutel j Mews Build Rehab I
HC Grant Requested I Murnber of Units I

: : I— Mo. of Units aimed I—
Englizh Partnership ref no specifically at ey Workers
EP Initiative I j MNo. of Persons I
Lease Length; I
Total Rent pw I Tatal Urit Size [2g. m) I

Erint /Wigw Sub-F'laductl Save |

Product Tab field information

Sub Product

Select from the dropdown menu, e.g.
e Homebuy New Build
e Rent
e Rent - Rehab Works Only, etc.

Product

This is system generated based on the Sub Product selected.

Initiative

Select from the dropdown when activated,
- NAHP - General
- NAHP — KW (used to indicate a Key Worker Sub Product).

Processing Route

Select from the dropdown menu, e.g.
e Acquisition & Works
e Newbuild Works Only
e Off The Shelf (& ES)

New Build Rehab

This is system generated.

HC Grant Requested

The total amount of grant being requested for the Sub Product.

No of Units

The total number of units input for the sub product

English Partnership ref
no

Enter the unique ID referring to the EP initiative. If an EP ref no is
added, the EP Initiative field will become enabled and must be
completed.

No. of units aimed
specifically at Key
Workers

Available if the NAPH — KW initiative is selected.

No. of Persons

Total number of people to be accommodated under the Sub
Product.

Lease length

This is system generated.
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Total rent

This is system generated.

Total Unit size

This is system generated.

i. Complete the above fields as necessary.
i. Next, select the Cost and Contribution tab.

4. Sub Product Window - Cost and Contribution Tab

Product EnstandEnntnhutlnn|gna|y3|3| Hllll Urregistered Bu:udyl
OF5 [Free/Dizcounted Land) I 0OF5 [Public Body Grant] I
DPF Contribution I RCGF Contribution I
— Estimated Qualifying Cost Data—— [~ Capital Contribution
Acquisition Cost: I Bormawing I
Wworks Cost: I Dwin Aiszet I
On-Cost: I Dther I
Total Scheme Cost IU Other Desc |
Brint e Sub-Froduct LCancel Save

Cost and Contribution Tab Information

Other Public Subsidy
(free/discounted land)

Enter the amount of OPS that is expected to be received for the
Sub Product. The source must be indicated at Unit level.

Other Public Subsidy
(public body grant)

Enter the amount of OPS that is expected to be received for the
Sub Product. The source must be indicated at Unit level.

DPF Contribution

Enter the amount of Disposal Proceeds Fund that can use used
on the Sub Product.

RCGF Contribution

Enter the amount of Recycled Capital Grant Fund that can use
used on the Sub Product.

Acquisition Cost

The cost of purchasing the land or property.

Works Cost The cost of building development.

On-Cost Other costs involved in development including design fees.

Borrowing The capital contribution the developer is making to the scheme
that is financed through borrowing.

Own Asset The capital contribution the developer is making to the scheme
that comes directly from its own surpluses.

Other Any other capital contribution the developer is making to the

scheme. If entered the ‘Other description’ field is activated and a
description should be entered.

Total Scheme Cost

The total acquisition, works and on cost. This is system
generated.
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i. Complete all the necessary information.
ii. Next, select the Analysis tab.

5. Sub Product Window - Analysis Tab

F'roduc:tl Caost and Cantribution -"—'matr'SISlHQIl Wrreaistered Endyl

Code for Sustainable Homes I j
Oniginal Bid

Eco Homes | Il SubProduct D
Iz this product relevant to a I ,,.I
zpecific ethnic community?
T argeted ethnic communities I j
Communal Area I 'I
Size of communal area I

Eiint £ Wiew Sub-F‘raductl LCancel | Save

Analysis Tab field information

Code for Sustainable Homes

Selectable list choosing either:
e Level One
Level Two
Level Three
Level Four
Level Five
Level Six, or
e N/A
If N/A is selected the Eco Homes and the Original Bid Sub
Productfields. N/A should only be selected for pre-
allocations or reserve bids that are being brought forward.

Eco Homes

When enabled, will display the following options:
e Excellent
e Very Good
e Good
e Pass

Original Bid Sub Product ID

Enter original bid sub product ID

Is this product relevant to a
specific ethnic community?

Yes or No option. When Yes is selected, the Targeted
ethnic communities field will become enabled

Targeted ethnic communities

Selectable list displaying choice of different ethnic
communities.

Communal Area

Yes or No option. When Yes is selected, the Size of
communal area field is enabled
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| Size of communal area

| Size in square meters

i. Complete the above information as necessary.
ii. Next, select the HQI Tab.

6. Sub Product Window -

F'roductl Cozt and Eontributionl Analysis Hu'l Urregiztered BDd_l.Jl

—Housing Quality Indicator Scores:

HQI Tab

Indicator 5 Unit Size I
Indicator B: Uit Lapout I
Indicator 7: Unit Moize Control,Light Quality,Services I
Certification
Indic:ator 9: S ustainablility I Al homes For this
sub product meet
Indicator 10; Euilding for Life I the HQI minimum
criteria:
Copy / Yiew HE| spstem Total Score: I I v|
Please comment if the HAI Scores do not meet the minimum for the product type:
Brint ey Suh-F‘ru:u:qu:tl LCancel | Save |

HQI Tab field information

HQI Scores fields

Enter the HQI scores for each indicator. For further information
on to work out the HQI Scores, please refer to HQl User
System Guide.

Total Scores

This is system generated. It is the total average core of the five
listed HQI scores which is used in the Grant Index calculation
in assessment.

Certification Field

Yes or No option. If No is selected, the comment field becomes
enabled. Select no if the HQI scores do not meet the minimum
criteria, or if not all of the units meet the minimum criteria (even
if the HQI scores entered do).

HQI Scores comment
field

When enabled, this field becomes mandatory

i. Complete the Housing Quality Indicator Scores as necessary. You can either type
into the fields or use the ‘copy/view HQI system’ button to view a list of Products
applicable to your organisation or partnership.

i. Click Save to complete the Sub Product data entry if you are bidding as an RSL, and
click Cancel and return to the Sub Products screen.

Note: If you have not completed all of the mandatory fields the system will displayed a
message to indicate what information needs to be completed prior to saving the window
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and the appropriate tab will open. All mandatory information must be entered before a Sub
Product can be saved.

7. Sub Product Window — Unregistered Body Tab

If you are bidding as a Unregistered Body this tab will be activated.

F'ruductl Cost and Cantributionl .&nal}lsisl HEI

Transfer Value I

Annual Management Cost I

Annual service costs per uhit |

Annual caressupport costs per unit I

Annual major repairz ahd maintenance costs per unit I

Annual oh going repairs and maintenance costs |

Brint £ %iew Sub-Praduct LCancel Save

Unregistered Body tab field information

Transfer value The value of the development to be paid by an RSL when
transfer from a private developer. This field must be completed
if a development is being transferred on completion. If it is
being owned and managed by the Unregistered body it can be

left blank
Annual Management This value is per unit. Costs per year and per unit for
costs management charges.

Annual service cost per Costs per year and per unit for service charges
unit

Annual care/support Cost per year and per unit for annual care / support charges
costs per unit

Annual major repairs and | Costs pre year and per unit for major repairs and maintenance.
maintenance costs per
unit

Annual on going repairs Costs per year and per unit for ongoing repairs and
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| and maintenance costs | maintenance. |

i.  Where applicable enter a value is entered transfer value field. This will activate the

rest of the fields which must be completed.
i. Click Save to return back to the Sub products screen. The same validations on

mandatory data as noted above apply.

| - [Project Sub-Products - [Saved]]

Partnership Sub-Products  Export Data  Help

28| ||
Fartnership:  Agreement: Frogramme: Year:
[The PR Housing Partnership 2008-11 |PR Training MAHP 2008-11 |National Affordable Housing Programme |2008
0| &)
Project ID: (401011 |The PR Training South East Project
Locatior Lé: |251 |Ashf0rd
Sub Product | Type Processing Mo Units| Mo of Grant | Status | Reserve | Year | Y alid -
1D Route Perzonz
45621 Rent | New Build ‘Works Only 10 E0i 1,320,000 I~ izo08: T
48622 Rent | Mew Build Works Only 10 401 1,000,000 - 2008 [

In the above example, both Sub products have now been created. Note that the details a
displayed in red. As each Sub Product is successfully validated, the colour will change to
black and the Valid check field will be ticked.

ii. Once all the Sub Products have been created move on to start the Validation
process. This is where you will need to enter the Unit level data, Sub Product and

Forecast information.
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Step 5: Validation Process

1. Validate the Information

i. On return to the Sub Products screen, the basic details for all Sub Products are

listed.
ii. They are currently displayed as red as they are not valid. The Valid column is also

empty.
["=| - [Project Sub-Products - [Saved]]

[=] Partrership  Sub-Products Export Data  Help

| g | ﬁl /l“'l ""Jl
Fartnership:  Agreement: Programme: ‘Y'ear:

|The PR Housing Partnership 2008-11 |PR Training NAHP 200811 |National Affordable Housing Programme |2008

ol &

Project 1D: [40101 |The PR Training South East Project

Logation L& [251 Jsshfard

Sub Product | Type Processing Mo Units| Mo of Grant | Status | Reserve | Year | Walid -

1] Fioute Persons
45621 | Rent | New Build Waorks Only 10 B0 1,320,000 - 2008 [
45622 | Rent | New Build works Only 10 401 1,000,000 [miRECH

ii.  Right-click on a Sub Product to display the menu as shown below

I'_'_:I - [Project Sub-Products - [Saved]]

Fartnership  Sub-Products  Export Data  Help

| 5. | ﬁ;| /I-"| 'J'J|
Partnership:  Agreement: Frogramme: ‘Year:

|The PR Housing Partnership 200811 |PR Training NAHP 2008-11 |Mational Affordable Housing Programme |2008
ol &
ProjectID:  [40101  [The PR Training South East Project
Location L; [251 JAsshfard

Frocessing

Route

4

45622 Flent : New Build Works Only. 10 S RE: 2008 [
‘alidate Sub-Product

Submit Sub-Produck
Change Reserve Status
Sub-Product Audit
Apply Comment

IMaintain Linits
Maintain Codes
Maintain Forecast
Sub-Product Summary

Delete Sub-Product

Print { Yiews Sub-Product

20 100 2,320,000 r N =
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Sub Product menu

Define Sub Product

Use this to review and/or edit the entered information

Validate Sub Product

Used to validate the information prior to submitting the Sub
Product

Submit Sub Product

This is only used when submitting a bid in year and not during
a bids round.

Sub Product Audit

This displays the status changes that are made to a Sub
Product throughout its duration.

Apply Comments

This is used for a Provider to enter a comment about the Sub
Product and can be used at any time.

Maintain Units

Used to define the Units within the Sub Product.

Maintain Codes

Used to define the Sub Product Codes.

Maintain Forecast

Used to maintain Forecast and Milestones for the Sub Product.

Sub Product Summary

Used to display a summary of the Sub Product.

Delete Sub Product

Used to delete the Sub Product prior to submitting the Sub
Product. Note: all information related to the Sub Product will be
deleted including unit and forecast information if entered.

Print / View Sub Product

Used to view or print the basic details of the Sub Product in its
current state.

2. Step to be taken leading up to validate a Sub Product
In order to make a Sub Product valid you will need to complete the following information

e Maintain Units

¢ Maintain Codes
e Maintain Forecast

3. Error Messages

If you try to validate the Product prior to doing the above 3 steps, this is an example of the
type of error message that will be displayed.

Errors - [SAYED] [ x|

Errar

Mo forecast data present

Code type Whole Life Costs data entiy not complete

Mo unit data present

Print T s
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4. Maintain Units screen
i.  Right-click on the Sub Product you wish to add units to
i. Select Maintain Units. The following window appears

Define Sub-Project Units - [SAYED]

Ju]

Unit 1d Mo OF Personz | Supported?) Bedrooms | Property Type Build Type Type Of Houzing | Type OF Unit
Units Fer Unit

ii. Click the New button

5. Unit Details screen

Sub Product Id 35557 Name

Urit 14 I

Uriit Detail |Supp0rted Hevenuel Quality[:odesl Client Groupsl Rent/Sales Datal

‘what type of housing does this unit provide?: I vl

Total Grant on Lnit?: I
Mo. Bedrooms Mo. Persons )
per Unit: Potential: Ma. Units:
I~ | Larger Home I j I

Building Type Indicator: I vl Shared or Self Contained?: I vl
Mews Build or Rehab?: INew Build vl Community Self Build?: I vl
Service by Lift?: I vl Meets Wheelchair Standards?: I vl
Tupe of family structure?: I vl

Methods of Madern Construction: I j
Replacement for & recent, or to be demalished unit?: I vl
Unit Size Metres Squared: I Unit Category: I
LCancel | Save |

Unit Details tab field Information

What type of housing does this | Selectable list
unit provide? - General Needs
- Supported Housing
- QOlder People
No. Bedroom per Unit Number of bedrooms for the unit
No. Persons Potential Probable number of people to be housed.
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No. Units

Number of units

Building Type Indicator

Selectable list
- Bedsit
- Flat
- House, etc.

Shared or Self Contained?

Selectable list
- Shared
- Self Contained, etc

New Build or Rehab?

This is system generated.

Community Self Build? Yes or No
Service Lift? Yes or No
Meets Wheelchair Standards? | Yes or No
Type of family structure? Selectable list
- Elderly
- Families
- Singles, etc
Methods of Modern Selectable list
Construction - OSM Hybrid
- OSM Volumetric, etc.
Replacement for a recent, or to | Yes or No

be demolished unit?

Unit Size Meters Squared

Size of the unit. This should be an absolute value not an
average.

i. Complete all the necessary information.
i. Once completed, select the Supported Revenue tab

6. Supported Revenue screen

Uit Detail Supported He'\"enuelﬂualit}lﬁodes Client Groups | Rent/Sales Datal

Grant Source Total: I

Source

Armaunt ﬂ

A - Supporting People

B - Social Services Department

C - Drugs Action Team

[ - Houzing Diepartment

E - Other Local Autharity Source
F - Health Authority

G - Primary Care Trust

H - Department of Health Extra Care Funding
| - MHS Trust

J - Other Health Authority Source

K. - Probation

L - Home Office

i. If there is any supported revenue grant relevant to the unit select it from the list by
clicking on the appropriate line.
i.  Enter the amount of grant against the selected entry.
iii.  One or more selections can be made, or it can be left blank if not applicable.
iv.  Next, select the Quality Code tab.
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7. Quality Codes screen

Wit Detaill Supported Revenue QualityCodes | Client Groups | Rent/Sales Data

Quality Criteria Codes:

A~ Lifetirme Hames Standard

B-Secured by Design

C-Adaptable Roof Space provision

D - Considerate Constructars Scheme

E - Canstruction Skills Certification Scherme
F-Utrban Design Compendium

G - CABE Enahling

H - Mot Applicakle

i. If there are any quality criteria that apply to the unit select it from the list by clicking

on the appropriate line.
i.  One or more selections can be made, or it can be left blank if not applicable.

iii.  Next, select the Client Group tab.

8. Client Groups screen

Urit Detaill Supported Revenue | QualtyCodes Client Groups | Rent/Sales D ata

Client Groups:

A - People with alcohal problems

C-Young people leaving care

D - People with drug prohlems

E - Housing for older people

|- Rough Sleepers

i - People with mental health problems

- Feople with leaming disahilities

- Dffenders and people at risk of offending

- People with physical or sensory dizabilities
-Horeless families with suppornt needs

- Refugees

- Single homeless people with suppot needs
- Teenage Parents

W -Wwomen atrisk of domestic violence

- People with HY or AIDS

Y -*Young People at risk.

i. If there are any quality criteria that apply to the unit select it from the list by clicking
on the appropriate line.

i.  One or more selections can be made, or it can be left blank if not applicable.

ii. Next, select the Rent/Sales Data tab.

LUDOoODO=
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9. Rent/Sale Data screen

Unit Type Entry - [NOT SAYED]

Sub Product 1d |45621

—

Unit 1d

Lriit Detaill Supported Hevenuel E!ualitylzodesl Client Groups  Rent/Sales Datal

Hame

ITritton Gardens - 3 Bed

alue at Jan 1999:' Expected Market Value:l
Prospective Eligible HBSC: I Azzumed avg first equity share z:l
Prospective Mon-Eligible HBSC: I Ex 1zt tranche sales receipt&:l
Practical Completion Date: I | LCHO propozed rent pw:l
Prozpective Rent pare I % of Unzald E quity: I

Azzumed Year Target Rent Rent Cap

of Letting Per Week Per wWeek

LCancel | Save |

Rent/Sale Data tab field Information

Value at Jan 1999

The market value of the property in 1999 based on the
current expected market value.

Prospective Eligible HBSC

The expected eligible housing benefit service charge.

Prospective Non-Eligible
HBSC

The expected eligible housing benefit service charge.

Practical Completion Date

The expected practical completion date of the Sub
Product.

Prospective rent pw

This is system generated based on the value at 1999 and
the PC date. It is the expected rent for the unit. ltis
possible to over type but the system will not allow the
figure to be higher than the rent cap value.

Expected Market Value

The current market value expected on completion.

Assumed avg first equity share
Y%

The expected equity share to be purchased

Ex 1% tranche sales receipts

This is system generated based on the EMV and assumed
first equity share %.

LCHO proposed rent pw

The expected rent for the unowned equity of the unit.

% of Unsold Equity

This is system generated.

i. Complete the above mandatory fields.
ii. Click Save to return back to the Define Sub products Units screen.
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Define Sub-Project Units - [SAYED] E

Irit 1d Mo Of Personz | Supported?) Bedooms | Property Type Build Type Type Of Housing [ Type OF Unit | & |
Uitz Per Uit

445345 10 Eiko 3 Houze Mewbuild General Self-Contained

Ll

LClose |

iii.  The unit you have entered is displayed.
iv.  Right-click anywhere on the selected record to display the following options

Define Sub-Project Units - [SAYED] E
iu|

Unit 1d Mo OF Perzons | Supported?| Bedrooms | Property Type Build Type Type Of Housing | Type OFUnit | =
Units Fer Lnit
O il FiHouze | Newbuild | General i Self-Contained |
| Add Unit
Delete Unit
Ipdate Unit

LELe

Close |

v. Select Update Unit to edit the selected Sub Product.
vi.  Select Delete Unit to delete the selected record.
vii.  To create more units select Add Unit or click on the new button and repeat steps 5
to 9.
viii.  Close the above window and return to the Sub Product screen.
ix.  Select the Sub Product again.
X.  Right-click on it to bring up the pop-up menu below
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I'_'_:I - [Project Sub-Products - [Saved]]

Partmership  Sub-Products  Expork Data  Help

Blm|s| | |

Fartnership:  Agreement: Programme: 'ear:
IThe PR Housing Partnership 2008-11 PR Training MAHP 2008-11 Mational Affordable Houzing Programme 2008
ol &
Project ID: {40101 |The PR Training South East Project
Location Lé: |251 IAshford

Processing
Route

48622 Rent { Mew Build Works Only 10 i 2008 O

Yalidate Sub-Product
Subrnit: Sub-Product
Change Reserve Status
Sub-Product Audit
Apply Comment

Maintain Units

Mainkain Codes

Maintain Forecast

Sub-Product Summary

Delete Sub-Product:

Print § Yiews Sub-Product

20 100 2,320,000 O O =

xi. Select Maintain Codes.

10.Maintain Codes screen
Define Sub-Product Codes - [SAYED] il

Code Types

Building for Life

OFS [Grant from a Public Body)
OFS [Free or discounted land)
Whole Life Costs

Page 40 of 55



i.  Double-click on Building for Life.

11.Building for Life screen

Building for Life - [SAVED] ll
Code Description Select Mumber ;|
B4l How many Building for Life criteria does the scheme mest? [l
Total o 0 =
LCancel | Save |

i.  Tick the select box and enter a figure that correlates to the number of building for life
criteria that the scheme meets.
i. SelectSave.
iii. Select Cancel to close the screen.
iv.  Next, select Other Public Subsidy (grant funded) code on the Maintain Code
screen.
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12.0Other Public Subsidy (grant funded) screen

OPS (Grant from a Public Body) - [SAVED] il

OPS [Grant from a Public Body] Comment

Code Description Select Amount ;l
County Council

Local Autharity 1
Local Autharity 2
Social Services

Englizh Partnerships
Health Trusts/PCT
Other

TiMmimioinioir
Oanann

e

Tatal o 0;

Cancel | Save |

i. Select one or more of the above as necessary and add comment.
ii. Select Save.
iii. Select Cancel to close the screen.
iv. Next, select Other Public Subsidy (free/discounted land) code on the Maintain
Code screen.

13.0Other Public Subsidy (free/discounted land) screen

Page 42 of 55



OPS (Free or discounted land) - [SAVED]

OPS [Free or dizscounted land) Comment

Code

Description

Select

Amount

County Council

Local Autharity 1

Local &uthority 2

Social Services

English Partnerships

Health Trustz/PCT

Tmimioinimis

Oither

i 1 i o |

Tatal

LCancel |

Sawve |

Select one or more of the above as necessary and add comment.

Select Save.

Select Cancel to close the screen.
Next, select Whole Life Costs code on the Maintain Code screen.
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14.Whole Life Costs screen

Whole Life Costs - [NOT SAVED] il
Code Dlescription Select
Cost less than 80% ||
B Cogts equal to or greater than 80% I~
W | C Nat Applicable ||

Comments for Hot Applicable

-
=
LCancel | Save |
i. Select one of the above options as necessary and enter comments if required.

i. Select Save.

iii. Select Cancel to close the screen.

iv.  In the Maintain Code screen select Cancel to close the screen.
v.  Next, bring back the Sub Product pop-up menu
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I'_'_:I - [Project Sub-Products - [Saved]]

Partmership  Sub-Products  Expork Data  Help

Blm|s| | |

Fartnership:  Agreement: Programme: 'ear:
IThe PR Housing Partnership 2008-11 PR Training MAHP 2008-11 Mational Affordable Houzing Programme 2008
ol &
Project ID: {40101 |The PR Training South East Project
Location Lé: |251 IAshford

Processing

48622 Rent { Mew Build Works Only 10 2008 O

Yalidate Sub-Product
Subrnit: Sub-Product
Change Reserve Status
Sub-Product Audit
Apply Comment

Maintain Units

Mainkain Codes
Maintain Forecast
Sub-Product Summary

Delete Sub-Product:

Print § Yiews Sub-Product

20 100 2,320,000 O O =

vi. Select Maintain Forecast.
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15.Maintain Forecast screen

Sub-Product - Maintain Forecast and Milestones - [SAVED] . il
g E ﬂ |5ub-F‘rnductI 45622 Invalid. Ml | NoP [0 Units [0 Grant [ 7000000 ||
D Description: Unitz | Mo, of 505 505 Completion| Completion | Planning Congent | Exch. Contract | Occupancy | Oc «
Perzonz | Grant Date Grant D ate Drate Date Grant
a ] 0 ] H—
| o

Until all the information has been correctly entered and saved, the status of the Maintain
Forecast and Milestones screen will be displayed as Invalid and coloured red as shown

I alid ] ‘

above.

Once all the information has been correctly entered and saved, the status will change to

Valid ]

Valid and the colour indicator will change to green as follows

i. Select New.

Page 46 of 55



Enter Sub-Product Milestone Event - [SAVE

x|

Description: B all wialk - 2 Bed ;I
Planning Cansent: I Mo of Units: I 1a
Exchange of Contract: I Mo of Persons: I 40
Acquisitian: I Grank: I 1.000.000

Start on Site: l— SO5 Grant: lw
Grant Confirnation: l—

Practical Completion: I— Final Grant: Im
Occupancy: I— Occupancy Grant I—U

LCancel | Save |

Sub-Product Milestone Event field information

Description

This is system populated for all Sub Products but may be
overtyped for bulk scheme.

Planning Consent

The date at which planning consent is expected to be
achieved. This date may be in the past.

Exchange of contracts

The date on which the exchange of contracts will occur,
applies to incentive schemes only. This date may be in the
past.

Acquisition

The date on which the acquisition stage is expected to occur.
This date may be in the past.

Start on Site

The date on which the start on site will occur.

Practical completion

The date on which the practical completion is expected.

No of Units

This is system generated based on previous information, but
may be overtyped for bulk scheme.

No of Persons

This is system generated based on previous information, but
may be overtyped for bulk scheme.

Grant This is system generated based on previous information, but
may be overtyped for bulk scheme.
SOS Grant This is system generated.

Practical Completion Grant

This is system generated.

Occupancy Grant

This is system generated.

ii.  Right-click on the Planning Consent field in order to display the date calendar.
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‘Year |2DD? ﬂ
onth IJ uly ﬂ

M| T
20126
243
9 110
16117
23124
0N

Date: |25d ul-2007

Lancel | Select |

T|F|5|5
2B123:13001
56 7 8
12113114115
192052122
2B 272829
213 14 0F

"Bl E

iii.  Select the required date (in this example select 23 July 2007).

iv.  Then click Select and the filed is populated.

v. Alternatively you can type directly into the date fields.

vi.  Complete the remainder of fields as shown above.
vii.  Select Save.

16.Update Active Organisations

This is where you state which organisation(s) will be carrying out the roles of Developing,

Managing and Owning Organisation for a Sub Product

Sub-Product - Maintain Forecast and Milestones - [SAVED]

g Eﬂ |Sub-PdeuctI 45621 Irvealid: . | NDF'l =11] Unitsl 10 Grantl 1320000 ||

[} Description: Unitz| Mo, of S0S Completion | Completion

Update Forecast
Delete Forecast

Persohs Grant [ ate

Planning Consent

Exch. Contract
Date

Dccupancy
Grant

Update Active Organisations

100 BOiBE0.O00. ¢ ER0O00

|

i. From the Maintain Forecast and Milestones screen select the appropriate forecast

line.
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ii.  Right-click on the ID to display the following menu.
ii.  Select Update Active Organisations.

Event - Some sort of description - [SAVED] E
Type Active Uitz Grant Code Mame

Developing Organizd  [w 10 1.320,000:C3172 i Training Organisation 2
Managing Organizatic v 10 1.320,000:C3172 i Training Organisation 2
Managing Organisatic [~ 0 0 LHOOO § et Another Organisation
Managing Organisatic [~ 0 0iLooon A Another Organisation
Dwning Organization: [ 10 1,320000: CA7F2  § Training Organization 2

KN [

U [T et [T CE e ]

iv.  Select the Active Managing Organisation and fill in the unit and grant figures.
v.  Select the Active Owning Organisation and fill in the unit and grant figures.
vi.  Select the Save button and the Developing Organisation details will be populated

automatically.
vii.  Select Cancel to close the screen and the forecast will be displayed on the Maintain

Forecast and Milestones screen.
viii. Close the Maintain Forecast and Milestone window to return to the Sub Product

screen.
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I'_'_;I - [Project Sub-Products - [Saved]]

Fartnership Sub-Producks  Export Data  Help

B[] |

Partnership:  Agreement; Programme: Y'ear
|The PR Housing Partnership 200811 |PRi Trairing NAHP 2008-11 |National Affordable Housing Programme |2008
of &
Froject 1D: [4m101 [The PR Training South E ast Project
Location L4: [251 [#shfard
Sub Product | Tupe Processing Mo Unitz| Mo of Grant | Statuz | Reserve | Year | Valid -
D Foute Perzong
45621 Rent i Mew Build ‘Warks Only 10 E0§1.320,000 E 2008 E
456221 Fent i Mew Build Warks Only 10 401,000,000 [ izo08i [

ix. In the above example, Sub Product 45621 is now displayed as Valid and is now
coloured black.

X.  Now repeat the validation process for each of the Sub Products created.

17.Validate Sub-Product

i. At any time you can use the Validate Sub Product option from the sub product
menu.

ii. If errors are preventing the sub product from being valid they are displayed (see Step
5.3).

ii. Ifitis already valid the following message will appear.

Mot Required

& This Sub-Project is Yalid. Further walidation is not required

iv.  Select OK to clear the above message.

Note: It is important to note that all Sub Products must be valid before the agreement can
be submitted. You can delete any Sub Product you do not wish to submit by selecting
Delete Sub Product from the above menu. This will deleted the sub product and all of the
unit and forecast data associated with it.
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18.Add a comment
i. At any time you can use the Apply Comment option from the sub product menu to
add a comment against a sub product.
. Type the comment into the space available.

Note: for audit reasons all comments are saved so please ensure you are satisfied with the
message before saving.
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Step 6 : Submit an Agreement

1. Agreement Status

- [Agreements for Partnership 3201] | [3] x|
@ Fartmnership Sub-Projects  Export Data  Help - |5 |5|

25| |

Farthership:  Agreement: Prograrmme: Year

|The PR Housing Partnership 200811 | | |

u|

D Mame 'ear Frogramme Mame Agreement
Status
Review Projects g Programme

Mew Agreement

Edit Agreement
agreement Level Codes
Agreement Summary
Agreement Status

Delete Agreement

i. Select the Agreement

i. Right-click the ID to display the above options menu
iii. Select Agreement Status

Lead Organisation:  [C3172 |Trairing Drganization 2
Year: |2[|DB
Frogramme |Nati0na| Affordable Houzing Programme
Hame: |F‘F| Training WAHP 200811
Current Status: |New
Date Status User Marne Comments

" Cancel Subrrit

iv.  Click Submit
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Submit PR Training NAHP 2008-11 - [SAYED] [x]
=]

[~
Qancell m

Submizzion of a Bid uging the "Submit' facility of [MS iz deemed to be certification of -
the accuracy of the information provided, and compliance with, and acceptance of the

"Bid Conditions and Compliance Reguirements" and the Bidding and Policy Framework

zet out in the prospectus,

I

v.  Click into the top box and enter some information or description of sorts. Note the
text below must be read prior to submitting.
vi.  Click Save to return to the Agreements screen
vii.  From the Agreements screen, Select the Agreement
viii.  Right-click the ID to display the above options menu
ix. Select Agreement Status

Lead Organisation:  [C3172 |Trairing Orgarisation 2
Tear |2|:||38
Frogramme |Natinnal Affordable Housing Programme
MName: |F'F| Training MAHP 2003-11
Current Status: |Submilted
Date Statug User Mame Comments

26-Jul-2007 i Submitted Aya Akande (4 Thiz is the PR Training NAHP Agreeme

[ Cancel ] withdraw

X.  The status of the Agreement is now set to Submitted.
xi.  Press Cancel to exit the window.
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Note: after an agreement is submitted no changes can be made to the bid. If you need to
make changes follow step 1 again but select ‘Withdraw’ and the agreement status will
change to withdrawn. You can now edit data.

Remember all agreements must be in the Submitted status by the close of the bids round
to be considered by the Housing Corporation.

xii.  Exit the BIDS application (using the exit button A on the toolbar).
Note: Remember that there are other options for scheme types and processing route that

are not detailed in this basic user guide. The options will depend on the type of Products
(i.e. if Newbuild, Acquisition and Works, Rent, Specialist Builds etc).
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General Helpdesk Contact Details

The BIDs application will provide useful pointers towards any erroneous or conflicting data
that will cause your bid to be invalid.

If you cannot resolve the issue yourself in the first instance please contact your local
regional office for advice.

If they are unable to assist, or if you experience a system error please contact the HC
Helpdesk on 0845 300 4347.

Page 55 of 55



	INTRODUCTION
	General information
	1. Partnerships
	2. Specialists
	3. Agreements
	4. Projects
	5. Sub products
	6. Unregistered bodies
	7. Gaining Access to the IMS
	8. System Authorities
	Accessing the BIDS Module
	1. Log into IMS
	2. Organisation Logon Screen
	3. Basic Navigation
	4. Selecting the BID Year
	5. Using the Export data option
	Step 1: Create a Partnership
	1. Partnership Screen
	2. Create a Partnership
	3. Adding an organisation
	Step 2: Create an Agreement
	1. Agreement Screen
	2. Create an agreement
	Step 3: Create a Project
	1. Project Summary Screen
	2. Create a Project
	3. Project Window - Scheme Tab
	4. Project Window - Location Tab
	5. Project Window - Details Tab
	Step 4: Create a Sub Product
	1. Sub Product Window
	2. Sub Product Window
	3. Sub Product Window - Product Tab
	4. Sub Product Window - Cost and Contribution Tab
	5. Sub Product Window - Analysis Tab
	6. Sub Product Window - HQI Tab
	7. Sub Product Window – Unregistered Body Tab
	Step 5: Validation Process
	1. Validate the Information
	2. Step to be taken leading up to validate a Sub Product
	3. Error Messages
	4. Maintain Units screen
	5. Unit Details screen
	6. Supported Revenue screen
	7. Quality Codes screen
	8. Client Groups screen
	9. Rent/Sale Data screen
	10. Maintain Codes screen
	11. Building for Life screen
	12. Other Public Subsidy (grant funded) screen
	13. Other Public Subsidy (free/discounted land) screen
	14. Whole Life Costs screen
	15. Maintain Forecast screen
	16. Update Active Organisations
	17. Validate Sub-Product
	18. Add a comment
	Step 6 : Submit an Agreement
	1. Agreement Status
	General Helpdesk Contact Details

