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1. Introduction

This guidance is written for Providers who are bidding for HomeBuy Direct funding
from the National Affordable Housing Programme. It provides step-by-step
guidance on how Providers enter bids directly to the Homes and Communities
Agency’s Investment Management System (IMS). Further HomeBuy Direct
Guidance will be issued in the week beginning 19 January covering the steps
required for allocations and scheme and payment processing, when access to that

part of the system is available.
The basic steps involved in submitting HomeBuy Direct bids in IMS are:

i) Creating a HomeBuy Direct Partnership (section 3)
Even Partners who have an existing NAHP partnership for 2008-11 must create a

new, separate HomeBuy Direct partnership

ii) Creating a HomeBuy Direct Agreement attached to the Partnership created in i

above (section 4)

iii) Inputting HomeBuy Direct Project/s under the Agreement created in ii above
(Section 5)

The Project is the first of the two parts of a bid and acts as a header for the bid;

iv) Inputting Homebuy Direct Sub-Products linked to the Project(s) inputted in iii
above (Section 6)
The Sub Product is the second part of the bid and sits under the Project. The

majority of the bid data is entered via the Sub Product.

Vv) Submitting your HomeBuy Direct Agreement to the HCA (Section 6)

Once your Agreement is submitted and accepted by the HCA you will then be able
to submit HomeBuy Direct Bids on an ongoing basis through your existing
Agreement by:

i) Inputting HomeBuy Direct Project/s (Section 5)

ii) Inputting and Submitting Homebuy Direct Sub-Products (Section 5)
This guidance deals exclusively with system processing. For further information
about HomeBuy Direct, please consult the HomeBuy Direct section of the

Affordable Housing Capital Funding Guide.
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2. Accessing the Investment Management System

2.1 Registering to use IMS

If you are a Provider who has not yet registered to use the Investment
Management System, please follow the registration procedures which can be found
at http://www.homesandcommunities.co.uk/new_user

2.2 Configuring your network and system to use IMS

Please consult our connectivity guide which can be found at:
http://www.housingcorp.gov.uk/upload/pdf/110_Connectivity Guide.pdf . This
document details the necessary technical steps and procedures required to access
the Investment Management System. The system is based on the Citrix Metaframe
with a Citrix NFuse portal providing the gateway to the system. If you experience
any problems in this process please contact the IMS Service Desk on 0845 300
4347.

2.3 IMS Security

If you have registered to use IMS you will have at least one nominated IMS
security administrator in your organisation. This person will be able to set up new
users in IMS for your organisation and to add the authority for each user to carry
out specific tasks within IMS.

Please see Annex 1 of this document for a quick guide for security
administrators on how to set-up new users with the appropriate
authorities to process HomeBuy Direct bids.

2.4 Logging onto IMS
Once you have accessed the online site by following the steps in the Connectivity

Guide (see 2.2 above), select the IMS icon. The following Logon Screen will be
displayed:
Housing Corporation Logon Sn:ree ﬂ
u e Enter your User Id
v Uarts : st ti
e If logging on for the first time your
Enter Passward: [ password will be newpass
Mew Password, [ o If password is newpass then you will

have to input and re-enter a new
password (minimum 6 characters) and
then select Change Password

Logon | Change Password e If you forget your password your
security administrator can reset it for

LCancel | yO u

Fig. 1 IMS User Logon Screen

xxxxxxxx

Re-enter Haw
Pazzword: I

Housing Corporation Logon Screen 5[

Following successful input of your User Id and
Password in the logon screen above the screen
opposite W|Il_be dlsplayed_ln which you will esse oo [Foocd

need to confirm organisation type and code.

i RSL LA i+ Unregistered Body

" Tupe of Organization

. . R . Ok I Cancel
Please note: all organisations with a code with |
the Prefix NP are classed as an Unregistered

Body within IMS. Fig. 2 Organisation Logon Screen
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Once you have entered the Organisation Type, Organisation Code and selected Ok
the system will log you into IMS and the System Manager screen will open. This
is the main screen in IMS from which all IMS applications and functions can be
accessed, including bids, allocations, schemes and payments.

Housing Corporation System Manager { Database: IM52003 - RSL User ) - [Workflow Events List]
7 Bids Allocations HQI Schemes Payments Frogramme Aoresment Tool  SHMGHQ Facilities  Targets Utlities DPF RCGF NDIS IGP AUDIT ‘WorkFlow ‘Window Edt  About

u Timeout Dialog will =
AI f_l El EI appear in 30 minutes ?

il EI Refresh List | gl
Ewent Description Lapsed Actions Ewent Partnerzhip | Agreement |nvest
Ewent Date ] Id Reg
Fent and 5 ale Planning Milestone [Allocation 5 chedule) Tes HCA& azzess allocation forecast change 26-h ay-2005 3425 2805 : London
Rent and 5 ale Planning Milestone [Allocation Schedule) YYes Provider iecard planning achievement and submit [allocation stage) 26 ay-2005 3425 2805 ; London
Rent and 5 ale Planning Milestone [Allocation S chedule) es Provider record planning achievemnent and submit [allocation stage) 26-May-2005 3425 2805 London
Rent and Sale Acquisiion Milestone (slacation Schedule]  iYes Provider iecord acquisition achievement and submit [allacation stage) 15-bar-2006 3425 2805 London
Rent and Sale Acquistion Milestone (Alocation Schedule]  iYes Provider iecord acquisition achievement and submit [allacation stage) 15-tar-2006 3425 2805 London
Fent and Sale Acquisiion Milestone [slacation Schedule] i Yes Provider iecord acquisition achievement and submit [allocation stage) 15-bar-2006 25 2805 ; London
Rent and Sale Planning Milestone [Allocation Schedule) ‘Yes Pravider iecord planning achievement and submit [allocation stage) 28 ar-2007 3361 2747 i North ‘West
Fient and 5 ale Planning Milestone [allocation S chedule) Tes Provider record planning achievemnent and submit [allocation stage) 135ep-2007 3361 2747 i London
Rent and 5 ale Planning Milestone [Allocation Schedule) YYes Provider iecard planning achievement and submit [allocation stage) 135ep-2007 3361 2741 i London
Rent and 5 ale Planning Milestone [Allocation S chedule) es Provider record planning achievemnent and submit [allocation stage) 15-Mow-2007 3425 2805 London
Rent and 5 ale Planning Milestone [Allocation S chedule) Yes Pravider iecord planning achievement and submit [allocation stage) 15-Mow-2007 3425 2805 London
Rent and Sale Planning Milestone [Allocation Schedule) ‘Yes Pravider iecord planning achievement and submit [allocation stage) 15-Dec-2007 3425 2805 London
Fient and 5 ale Planning Milestone [&llocation S chedule) res Provider iecord planning achievement and submit [allocation stage) 12-Feb-2008 3361 2741 i South East
Rent and 5ale Planning Milestone [Allacation S chedule) Yes Pravider iecard planning achievement and submit [allacation stage) 15-Feb-2008 3425 2805 Landon
Rent and Sale Planninn Milkstone Dlneatinon S chadole) G Prwider rernrd nlanninn arhirvement and submit Tallneatinn staned 1R-Feh-2MNA 3405 PANRE] nndnn

Fig. 3 System Manager screen including workflow items

When you log into IMS, the System Manager screen initially displays details of
workflow items relating to your organisation. You don’t need to understand the
workflow feature in order to submit HomeBuy Direct bids but it’s a useful feature of
the system and information and guidance on it can be found at
http://www.homesandcommunities.co.uk/help

To close workflow and return to the standard System Manager screen select the

exit from current window icon il towards the top-left of the screen. You will
then see the standard System Manager screen minus the workflow items:

Housing Corporation System Manager ( Database: IM52003 - RSL User )

Bids Allocations HGQI Schemes Payments Programme Adreement Tool  SHMG HG Faciities  Targets  Utiities DPF RCSF MDIS IGP AUDIT Workflow ‘Window Edit  About

u Timeout Dialog will = |
AI Ll El El appear in 30 minutes ?

Fig. 4 System Manager screen without workflow items
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3. Creating a HomeBuy Direct Partnership

3.1 Navigating to the Partnership Screen
From the IMS System Manager screen select Bids> Partnerships/Specialists

Housing Corporation System Manager § [}

Bids Allocations HQI  Schemes Pavments F

Process Specialisk Bids Predd Ctrl+B

Bids Tramsfer CERlT
Partnerships)Specialists Shift+Ckrl+H
Wiew EGRS Error Report ChelH+-E
Set RME Round CErl+R.

Farward Allocakion Poal

Fig. 5 System Manager screen — Bids menu

In the subsequent Partnership Screen select Partnerships > Select

Parknership  Sub-Products  Display Draft Programme  Exporkt Data Help

I:'artnership: Aagreement;

Fig. 6 Bids screen — Partnership menu

Select Project Year Crrl+Y

The following Partnership screen will be displayed. This will list all existing
Partnerships which you are a member of:

[=] - [Partnership Screen for NPODD1]

|7 Partnership Sub-Products  Display Draft Programme  Export Data  Help

s ]|
|

Paitnership: - Agreement: Programme: Year
ol
D I ame: Partner Lead Partner Lead Year Partnerzhip Parthership
Organisation Organization Mame Statuz Purpose
4501 £ First Bage L/ 2008 WFODO1 Eucellent Homes 2008
4121 i First Base Land Limited 2008 WFO0O1 Ewcellent Homes 2008
2341 { First Baze L'w MPOOm Eucellant Homes 2006
2501 ¢ First Base MPOOm Eucellant Homes 2004

Fig. 7 Partnerships screen
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From the Partnerships screen (Fig.7) select the Create New Partnership icon E
The following Create Partnership screen will be displayed:

3.2. Creating a HomeBuy Direct Partnership

Partnership - [SAYED] x|
Mame: |
Lead Organisation:  [NPODDT |Escellent Homes
Partrership Purpoze: IGeneral j
Orgarisation Type: IDeveloping Orgarization j Mew %l

Code Mame Active Flag Applied Applied By

Save |

Fig.8 Create Partnership screen (not completed)

Mandatory fields:

Name
Enter a name for your HomeBuy Direct Partnership

Partnership Purpose
Select HomeBuy Direct

Partnership - [NOT SAYED] il
Marne: |E wcellent Homesz HomeBuy Direct Partnershipl
Lead Organisation:  [NPODDT |Escellent Homes
Partrership Purpoge: IHDmeB uy Direct j
Organisation Type: IDeveIoping Organization ﬂ Mew %
Code Marme Active Flag Applied Applied By

LCancel Save

Fig.9 Create Partnership screen with Name and Partnership Purpose completed
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Once you have saved the Create Partnership Screen the system will return you to
the Partnerships screen and your new HomeBuy Direct Partnership will be listed:

- [Partnership Screen for NPODO1]

@ Partnership  Sub-Products  [isplay Draft Programme  Export Data  Help

BlBs| ||
|

Fartnership:  Agreement: Frogramme: Year

Partner Lead
Organization Mame

Partner Lead
Oiganization
5302 n neFluy Direc 2 H]

4501 § First Base L'w 2008 MPOO01

Fartnership
Status

Fartnership
Purpose

: HomeBuy Direct

t Ho H H
soelent Homes 2008

4121 First Base Land Limited 2003 MPOO07 Excellent Homes 2003
2941 ¢ First Bage L'wl WPO0O01 Excelent Homes 2008
2501 First Base MPOO01 Euxcelent Homes 2004

Fig.10 Partnership screen with HomeBuy Direct Partnership listed

3.3. Adding Organisations to your HomeBuy Direct Partnership

You can add other Developing, Managing and Owning Organisations to your
HomeBuy Direct Partnership by highlighting the row for the Partnership, right-
clicking and selecting Edit Partnership.

- [Partnership Screen for NPODO1]

@ Partnership  Sub-Producks  Display Draft Programme  Export Data  Help
Partnership:  Agreement: Frogramme: ‘r'ear

almls| ||
| | | |
g

Partner Lead
Organization Mame

Fartnership
Status

Partnership
Purpose

cellent Homes 0s i HomeBiuy Direct

Excellent Homes General
2008 WPOOO Excellent Homes 2008 General

Edit Partnership

Delete Partnership
2 WPOOO Excellent Homes 2006 General

Review Agreement
Fartnership Status

WPOOO Excellent Homes 2004 General

Search

Fig. 1i Partnership menu by right-clicking on the Partnership Row

After selecting Edit Partnership - [SAVED] : x|
Partnel’s!’lip, the Narne: |ExcellentH0mes HomeBuy Direct Partnership
Partnershlp screen o
. . Lead Orgarisatior:  [NPOOOT Excellent Homes
opposite is then
d|Sp|ayed_ Use the Partrership Purpose: IHDmeBu_l,l Direct j
Organisation Type Orgarisation Type: | D eveloping Orgarisation | Hew geletel
drop-down menu to Code | |Managing Draanisation Active Flag | Applied Applied B
Owning Drganization . g B i LS
Se|eCt Whether to add HP0O0 EHome.BuiIdew Active 10-Jan-2003  Syztem
either Developing, Fad .
Managing or Owning.
To add an organisation
. flew
simply select and
then enter their
. . LCancel Sawe
organisation code

Fig. 12 Edit partnership Screen
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4. Setting up a HomeBuy Direct Agreement

4.1 Navigating to the Agreement screen

From the System Manager screen select Bids > Partnership/Specialists >
Partnership > Select> double-click on the row for your HomeBuy Direct
Partnership > double-click on the row for your HomeBuy Direct Agreement.
You should then be able to see the following Agreements screen:

- [Agreements for Partnership 5302]

@ Fartrership  Sub-Products  Display Draft Frogramme  Export Data  Help

29[ es| |
Fartnership:  Agreement: Frogramme: ‘Year

IExceIIent Homes HomeBuy Direct Partnership I I I

o

ID Mame Year Frogramme Mame Agreement Floute
Status

Fig. 13 Agreements Screen (with no Agreements listed)

4.2 Creating a HomeBuy Direct Agreement

Select the Create New Agreement E icon in the Agreements screen
The following New Agreement screen will be displayed:

MNew Agreement - [NOT SAYED] x|
Lead Organisation:  [WPOO0 |Excellent Homes
Fear: IW
Prograrnme || j
t amme; I
Floute I Partrership j

Thiz agreement iz being created with the intention of ?

CME and/or RTA |

Cancel Save

Fig. 14 New Agreement screen (not completed)

Mandatory fields/questions:

Programme: Select National Affordable Housing Programme

Name: Please provide a name for your HomeBuy Direct Agreement.

This agreement is being created with the intention of? Please select CME
and/or RTA. This is the default option. HomeBuy Direct bids will be entered

under Continuous Market Engagement (CME) arrangements whereby bids can be
submitted all year round.
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New Agreement - [NOT SAYED] x|
Lead Organisation:  |WPO0T |Excellent Homes
'ear: IEEIEIE
Frograrnre INatinnaI Affordable Housing Programme [A0F) j
M ame: IHDmeE uy Direct Agreement]
Foute I Fartnership j

Thiz agreement iz being created with the intention of ?

CME and/or AT =]

Cancel Save

Fig. 15 New Agreement screen (completed)
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5. Inputting a HomeBuy Direct Project

Projects represent the first of two parts of a bid. The second part of the bid is
entered through sub-products attached to the Project.

There is no restriction on the number of separate projects which can be input,
although it is expected that HomeBuy Direct bids will be grouped together into bids
representing multiple units for each site. Multiple units submitted via one bid can
subsequently be scheduled into individual single unit schemes later in the process
after the bid has been accepted so that the processing of individual purchases can
take place.

5.1 Navigating to the Project screen

In the System Manager screen select Bids > Partnership/Specialists >
Partnership > Select> double-click on your HomeBuy Direct Partnership row
> double-click on your HomeBuy Direct Agreement row. You should then be
able to see the following Projects screen listing all projects you have entered:

- [Projects for Agreement 4303]

@ Fartnership Sub-Products  Display Draft Frogramme  Export Daka  Help
2| |
Excellent Homes HomeBuy Direct Partnership |H0meBu5I Direct Agreement |Nati0nal Affordable Housing Programme |2DDB

ol

Praject ID | Mame | LA Code | Sponsor LA Code | Region | Total Units | Total Persons | Total Grant | “Year | Project Copied|  FAP Mizzsing
From Froject ID| Data

Partnership:  Agreement: Pragrarnme: Year:

Fig. 16 Projects Screen (no Projects listed yet)

5.2 Creating a New HomeBuy Direct Project

In the Projects Screen (Fig 14. above) select the Create New Project icon E The
following New Project screen will be displayed. There are Scheme and Location
tabs within this screen

New Project - [NOT SAVED] x|

Lead frganisatior:  [NPOODT [Excelient Homes

Agresment Y ear: 2008

Agreement: |HomeEuy Direct Agreement

Project Year. 2008

Name: | Bidding Route |
Lacation LA: | Location ONS Code
Scheme | Lucallonl Detal\sl
Develapment Tupe Ilncenhva j Compliance
Location ONS Code
Region | . o
1y Info
Sub Region I
. Total Grant: I
e the Linits part of ’
Shiest-Fronted Infil? | ek I
Total Site: Size I—
Growth Support Fund i
{Bfordable Housing) i ey ety
% Nomination O ffered I
o]

Fig. 75 New Project Screen showing Scheme tab (not completed)
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New Project Mandatory fields:

Location LA (Local Authority). Enter the
three digit code for the Local Authority.

If you don’t know the Local Authority code
then right-click in the Location LA field in the
project and the LA Search screen opposite
will open

You can enter partial Local Authority Code or
Name information, select Find and the
search screen will return all records
matching those partial characteristics.

Once you have found the Local Authority you
want, highlight the row and select OK. The
LA Search screen will close and you will
return to the Project screen where the
Location LA field will be populated with the
code for the LA you selected

5.3 New Project screen — Scheme Tab
No data needs to be entered in this tab

X
— Search Criteria
Local Autharity | [~ Quick Find
Code
-
— Result
Code Mame |
Selected Local Autharity
f I
()3 | Eancell

Fig. 18 LA Search screen (unpopulated)

X

r— Search Criteria

Local Awthority I_

Code

[ Buick Find

Name |Enfield

— Result

| Code Mame

Selected Local Autharity

[z11 |Enfield

ak | Eancell

Fig. 19 LA Search screen (populated)

Entering HomeBuy Direct Bids — System Guide for Providers

Page 12 of 32



Homes &

Communities
Agency
5.4 New Project Screen — Location tab
QS Co—ordinates_ — Mandatory m—— 5
field. Please provide OS co- Leed Digarisaion. [NPIITT  [Freelrt Hames
Ordinates for the main Site' :z:::z::yea’ |iUﬂD:eEuyDuactAgleemem
Project Year. IW
Postcode — Not mandatory. - :_ | | S
Please supply post code for main
. . . ; Soheme Loeation!] oroic|
site if available. The system will Lot L -
not accept partial postcodes 05— R U |
S l— Rural Lnit Type hd

Rural Unit — Not mandatory Fural Evcepton S r|
Yes/No

. , A Growth Point I j
If “Yes’ then Rural Unit Type must
be entered: Either population O- Grout zee | K
3000 or population _ P o o
3001- 10000. The Rural Exception
Site

Cancel Save

Fig. 20 New Project Location tab

Growth Zone — This field is only available if you have entered a local authority
which may be part of a growth zone. You can either select the particular growth
zone from the menu or select Not in a growth zone.

Once screen complete, press Save. After Saving press Cancel and the system will
take you to the sub-product screen for this project.

- [Project Sub-Products - [Saved]]

8] Partriership  Sub-Products  Display Draft Programme  Export Data  Help

Blm|s| |- |

Partnership:  Agreement: Programme: ‘Year:
|Excellent Homes HomeBuy Direct Partnership |H0meBu_l,l Direct Agreement INationaI Affordable Houzing Programme |2DDS
)
Project 1D: IEEDD'I IName of pour HomeBuy Direct Project
Location La: |211 |Enfield
Sub Product| Type | Processing | Mo Units| Mo of | Grant| Sub-Product | Status | Reserve | Year | Yalid | Copied | Comments | Rej Sub | Rej Sub FAP Mizzing -
D Foute Personz Source From Prod Ind | Product 1D | Product 1D | Drata
-
0 oo T4 T4 I I =

Fig. 21 Sub Products Screen (with no sub products listed)
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6. Inputting HomeBuy Direct Sub Products

Sub Products are linked to a Project and represent the second part of the two parts
of the bid. This is where the majority of the data is entered for the bid. Itis

possible to add more than one Sub Product for a Project.

6.1 Navigating to the Sub Product screen

From the System Manager screen select Bids > Partnership/Specialists >
Partnership > Select> double-click on your HomeBuy Direct Partnership row
> Double-click on your HomeBuy Direct Agreement row > Double-click on the
row of the Project that you want to add the Sub Product to. The following Sub
Product screen will be displayed which will display all Sub Products input for that
Project:

- [Project Sub-Products - [Saved]]

Partnership Sub-Products  Display Draft Programme  Export Data Help

=1 D
Partnership:  Agreement: Pragramme: ‘Year
|Excel|ent Homes HomeBuy Direct Partnership |HomeBuy Direct Agreement |Nationa\ Affordable Housing Programme IZDDE
ol &
Froject ID IEBUU‘I IName of your HomeB uy Direct Project
Locatior LA: |2H IEnheId
Sub Product | Type | Frocessing | Mo Units| Mo of | Grant| Sub-Product | Status | Reserve | 'ear| Valid | Copied | Comments | Rej Sub | Fej Sub FaP Miszing -
0] Route Persans Source From Prod Ind | Product D | Product ID | Data
0 T [ [ r r =

Fig. 22 Sub Products Screen (with no sub products listed)

In the above Sub-Product screen select the new sub product E icon to view the
Sub-Product screen

EZf sub Product - [Saved] =101

Praject Id 56001 Name [Mame of your HomeBuy Direct Project

6.2 The Sub Product Screen

Description |

Date Created First Relewant Event First Releswant Year

Description S Prodct 0| s | Complance [
This is a mandatory field and the P ot e ot o] s ] 1 |
description entered will be carried o T i
forward to allocation if the bid is ';“:H‘[‘:[‘:fju'”]”,;‘““
successful. Please try to ensure that the S =
description you enter for each sub- Qe |
product is one which will make it easily L= N
identifiable for you in any subsequent list | ™™l B
of allocations. For example, please try to | =™ et
avoid generic descriptions such as T — R T ey
‘HomeBuy units’. e L o —
Total Rert pw — Total Uit See s ml [
B Ve

Fig. 23 Individual Sub Product screen
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6.3 Sub Product Screen — Product Tab

B2 Sub Product - [Saved] 10| x|
Froject Id I5I3EID'I Mame |Name of your HomeBuy Direct Project
Description |

Date Created I FirstHeIevantEventl FirstHeIevantYearl
Sub Product IDI Statusg | Caompliance I

Praduct |Sub Product Houtel Cozt and Enntributionl Anal}lsisl Hllll Wrregistered Bnd_l,ll

Sub Product IHUmeBuy Direct j

Intermediate Fenting

[~ Allaws Intermediate B enting of praperties under current rmarket conditions

Period of Intermediate Renting [wear) |

Ownership Tope I j

Ownership I

Dezcription

Product |LCHOD

Processing Route I j Initistive |NAHP - General j

HC Grant Requested I MHew Build Rehab |
. . Mo, of Units aimed
Englizh Partherzhip ref no | smaalizally & e Wiiers |
EF Initiative I j Mumber of Units |
Leasze Length: | Mo, of Persong |
Total Rent pr I Total Unit Size [2q. m] I

Erint A 4 iew Sub-F'deuctl

Save |

Fig. 24 Sub Product Screen showing Product tab (not completed)
Mandatory fields:

¢ HC Grant Requested

¢ Number of Units

¢ No of Persons

Entering HomeBuy Direct Bids — System Guide for Providers
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6.4 Sub Product Screen — Sub Product RouteTab

E=] Sub Product - [Saved]

=10l x|

Project 1d IEEDD'I Mame IName of wour HomeBuy Direct Project

Description |

Froduct (5 | Cost and I:u:untributiu:unl Anal_l,lsisl HQII rregistered Bu:ud_l,ll

Current Source Type |

Available
Sub-Product Source j

[~ Please tick here if this project has previously been submitted a3 a bid and rejected by the HE.
[~ [z thiz Social Bent bid a substitute for, a previous HEYNE scheme?

[~ Steamlined &ssessment Bequired

Date Created I FirstHeIevantEventl FirslHeIevantYearl
Sub Product IDI Status | Compliance I

Rejected Scheme I
for thiz Sub Project U

Haz thiz bid had comments wia the Ii_v] Open Market
M ational Clearing House? Homebuy Type

NamF-T of Mational Clearing House I Beference 10 I—
subrnitter?

r

— Pipeline Propozal
[T Fipeline Froposallndicator [~ lsthis a submission of an agreed  pipeline proposal?

Fipeline Proposal -
Sub Product 1D J
Substitution |nfarmation
Type Reference D Feazon
Brint A 4 iews Sub-Product LCancel Save

Fig. 25 Sub Product Screen showing Sub-Product Route tab (not completed)

Mandatory fields
Available Sub-Product source

You must select the default option Continuous Market Engagement

Has this bid had comments via the National Clearing House? Please select

No. Not relevant.

Optional check-box field

Please tick here if the project has previously been submitted as a bid and
rejected by the HC . Please do not tick this check-box. Not relevant

Entering HomeBuy Direct Bids — System Guide for Providers
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6.5 Sub Product Screen —Cost and Contribution Tab

E=] Sub Product - [Saved]

Project I1d

Description

Drate Created I
Sub Product [D I Statusz I

F'ru:u:luu:tl Sub Product Route

=101 x|

IEEDD'I Mame |Mame af pour HomeBuy Direct Project

First Relevant Event I

DPF Contribution I

— Eztimated Qualifying Cost Data——

Acuizition Cost: I—
Wiorks Cost: I—
On-Cost: I—
Total Scheme Cost IU—

Firzt Relevant rear I
Caompliance I

E|-‘J-“‘-”El|.'r'3i8| HE!II Urregistered Bl:ld_l,ll

OPS [Free/Discounted Land) I OPS [Public Body Grant] I

RCGF Contribution I

— Capital Contribution

Barrowing
Owan Azzet

Other

—
—
—

Other Desc I

Brint Aiew Sub-Froduct

LCancel

Fig. 26 Sub Product Screen showing cost and contribution tab (not completed)

Optional fields.

e Capital Contribution

e Borrowing

¢ Own Asset

If no data entered the value for each field defaults to zero.

e Other - If Other amount is more than zero is entered then a description of

the Other contribution must be entered in the Other Desc field.

Entering HomeBuy Direct Bids — System Guide for Providers
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6.6 Sub Product Screen —Cost and Contribution Tab

E=] Sub Product - [Saved]

=101 x|

Project [d IEEDD'I Mame |Mame af pour HomeBuy Direct Project

Dezcription |

i §|HDII Uriregistered Bu:ud_l,ll

Code for Suztainable Homes I j

Eco Homes I ﬂ gﬂglg?ulagbdct IO
Specific ethnic cormmunity? I "I

Targeted ethnic commurnities I j

Communal Area I ~ I
Size of communal area |

Pleaze comment on why a sustainability azzeszment haz not been included far this bid:

[
[

[Date Created I FirstHeIevantEventl FirstHeIevantYearl
Sub Product IDI Statusz I Compliance I

Brint Aiew Sub-Froduct LCancel

Save

Fig. 27 Sub Product Screen showing Analysis tab (not completed)
Mandatory Fields

e Code for Sustainable Homes

Drop-down menu. If N/A selected then Eco Homes field must also be
completed. This should correspond to the data submitted as part of the

HomeBuy Direct Competition.

e Eco Homes

Drop-down menu. If N/A selected then comment has to be added in the
Please comment on why a sustainability assessment has not been
included for this bid. This should correspond to the data submitted as part

of the HomeBuy Direct Competition
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6.7 Maintain Forecast
Forecast and milestone information needs to be entered for each of your HomeBuy
Direct sub-products.

To access the forecast screen, highlight the sub-product in the Sub-Products screen
and right-click to see the sub product menu.

- [Project Sub-Products - [Saved]]

[ Partrership  Sub-Products  Display Draft Programme  Export Data  Help

FEER

Partnership:  Agreement:

Frogramme:

Year:

|Excellent Homes HomeBuy Direct Parthership |HomeBu_l,l Direct Agreement

|Nati0nal Affordable Houzing Programme

|2008

REE

Project ID: |5BUU1

|Name of your HomeBuy Direct Project

Location La: |2‘I1

|Erfield

Sub Product
1D

Type

Sub-Product
Source

Define Sub-Product
Walidate Sub-Product
Submit Sub-Product
Change Feserve Status
Sub-Product Audit
Apply Comment

Statuz | Reserve | ear | Valid | Copied | Comments

FiejSub| FRejSub=
Prod [nd| Product |

Maintain Units
Maintain Codes

Maintain Forecask

Sub-Product Surmmary

Delete Sub-Product

Print [ Wiew Sub-Produck

Fartrership Flus Repart

500.000

KIS

Copied - Rejected Reasons

Fig. 28 Sub Product menu with Maintain Forecast option highlighted

|||

Select Maintain Forecast from the above menu. The following Sub-Product —
Maintain Forecast and Milestones screen will open.

Sub-Product - Maintain Forecast and Milestones - [NOT SAYED] ; x|
ﬁ,l |]| ,'_l ‘Sub-F‘roductl 66501  Invali Ml | NoP[ 10 Units [ 10 Grart [ 500000 ”
|0 | Description: | Jnitz| Mo, of | 505 | 505 | Completion | Completion | Planning Conzent| Exch. Contract | Ocoupancy | Oocupancy | Acquisition
Perzons | Grant | Date|  Grant Date Date Date Grant Date Date |
i} TH 0 o

Fig. 29 The Sub Product - Maintain Forecast and Milestones screen

Entering HomeBuy Direct Bids — System Guide for Providers
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Select the New Forecast icon E and the following Enter Sub-Product Milestone
Event screen will open:

Enter Sub-Product Milestone Event - [SAYED] x|
Description: | ﬂ

Flarining Conzent: l— Mo of Urits: I—
FC Status: j Mo of Persors: I—
Exchange of Cantract: l— et Grant Claimed: I—
Acquisition; l—
Start on Site: l— Adrmin Fee: l—
Grant Confirmation: l— Tatal Grant Claimed: I—EI
Fractical Completion: l—
Ozocupancy: l—

Cancel | Sawve

Fig. 30 Enter Sub-Product Milestone Event screen (not completed)
Mandatory Fields

e Description -Can be the same as the sub-product description covered by
6.2 above.

¢ Exchange of Contracts — Date Field. Right click in the field to access
the IMS calendar

e Practical Completion — Date Field. Right click in the field to access
the IMS calendar

¢ No. of Units
¢ No. of Persons

¢ Net Grant Claimed (Net Grant + Admin Fee must equal total HC Grant
Claimed in bid)

¢ Admin Fee - Fee per unit x no. of units

Save the screen once you have entered all of the data. As there are still stages to
be completed to validate Sub Product, the following list of Errors will then be
displayed with details of what remaining information needs to be added to complete
the sub-product so it can be validated.
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[x

Errar

Forecast Event [D 70101 - Mo active developing arganisation selected

Forecast Event 1D 70107 - Mo active managing organization selected

Forecast Event 1D 70701 - Mo active owning organization selected

Code type HomeBuy Direct - Mo, of bedrooms data enty not complete

Errirt |

Fig. 31 Errors screen after saving data in the Enter Sub-Product Milestone Event screen

A further message will also be displayed stating that the Sub-Product Data Status
is now set to “Invalid”
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6.8 Selecting Active Developing, Managing and Owning Organisations

Having saved the forecast data in the Sub-Product Milestone Event screen (section
6.7) you will now have an entry within the Maintain Forecast screen (accessed by
right-clicking on the sub-product and selecting Maintain Forecast)

Sub-Product - Maintain Forecast and Milestones - [SAYED] 5[

ﬂ Eﬂ |Sub-F‘roduct| 66501 Irvealid: - | NoF'l 1a Unitsl 1a Grantl 500000 ”

Uritz| Mo. of | 505 | SOS | Completion | Completion | Planning Consent | Exch. Contract | Occupancy <
Persong | Grant | Date

10 10 0 500,000 0=

|« | D

Fig. 32 Sub Product — Maintain Forecast and Milestones screen

IJpdate Forecast
Highlight the row and right-click to see the menu Dielete Forecast

opposite. Select Update Active Organisation

Update Active Organisations

The update active organisations screen will be displayed. This lists all Developing,
Managing and Owning Organisation within your partnership.

If yo u have more th an one of Event - Name of your HomeBuy Direct Project - [SAYED |
each then you need to specify Type Active|  Units Grant | Code Name
WhO Wl" be the Deve|0 |n Developing Orgarisz [~ 0 0iMPOOOT :Excellent Homes

A . p g ) Managing Drgarizate [~ 0 0 MPOOOT :Excellent Homes
Ol’ganlsatlon - The DeveleOpIng Owning Organization; [~ 1] 0i NPOOOT Excellent Homes

Organisation processes the
schemes and payment within
IMS.

You also need to specify who
will be the Managing and
Owning Organisations.

To select Developing
Organisation — tick the Active
column for the Developing
Organisation. Do not enter units
and grant. Kl

Urits: |1 0 Grat: IEDD,DDD

Fig. 33 Update Active organisations Screen

To select Managing Organisation - tick the Active column for the Managing
Organisation. Enter the number of units and amount of grant specified in the Sub
Prioduct.
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To select Owning Organisation - tick the Active column for the Owning
Organisation. Enter the number of units and amount of grant specified in the Sub
Prioduct.

6.9 HomeBuy Direct Codes

The final data to enter for a HomeBuy Direct bid is the number of bedrooms for
each of the units.

To access the Codes screen, right-click on your sub-product and then select
Maintain Codes from the menu:

- [Project Sub-Products - [saved]]
Partmership Sub-Products  Display Draft Programme  Export Data  Help

BlBs| -]

Partrership:  Agreement: Frogramme: Year:
|Excellent Homez HomeBuy Direct Partnership  |[HomeBuy Direct Agreement |National Affordable Housing Programme: 2008
ol &
Project ID:  [5E001 |Wame of yaur HomeBuy Direct Praject
Location Lé&: |2‘I1 IEnfieId

Sub Product Tupe Sub-Product Statuz | Reserve | “rear |Yalid | Copied | Comments | Fej Sub | Fej Suk =
18]

Prod Ind| Product |

i HormeBuy Din

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

Maintain Units

Maintain Codes

IMaintain Forecast
Sub-Product Summary

Delete Sub-Product

Print § Wiew Sub-Product

Eartnership Plus Repart

|+ ]

Pl | | Copied - Rejected Reasons

Fig. 34 Maintain Codes menu option

The following Define Sub-Product Codes screen will be displayed:

Define Sub-Product Codes - [SAYED] x|

Code Types

HomeBuy Direct - Mo. of bedrooms

Fig. 35 Maintain Codes menu option

Double-click on Homebuy Direct — No of Bedrooms.
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The following screen will be displayed. Please indicate how many of the units fall

into each of the bedroom categories and save the screen.

HomeBuy Direct - No. of bedrooms - [SAVED] ﬂ

Code Drescription Select Mumber of Un ﬂ
BEDM 1 bedroom -
BEDZ |2 bedooms -
BED3 i3 bedooms -
BED4 |4 bedooms -
BEDS 5 bedooms -
BEDE |6 bedooms -
BEDE+ :Mare than B bedrooms -

Tatal - 0 =

LCancel Save

Fig. 36 HomeBuy Direct — No. of Bedrooms screen

6.10 Validating the Sub-Product

In order to check that the all the sub-product data has been entered correctly,
highlight the sub-product in the Sub Products screen and right-click to see the sub-

product menu:

- [Project Sub-Products - [Saved]]
Fartrership  Sub-Producks  Display Draft Programme  Export Data  Help

EIE I RS
Partnership:  Agreement: Programme: Year:
Excellent Homes HomeBuy Direct Partnership  |HomeBuy Direct Agreement |Nati0nal Affordable Housing Frogramme: 2008
ol &
Project ID: |SBDD‘I |Name of your HomeB uy Direct Project
Location Lé: |211 |Enfield

Sub Product Type
| D

Mo Units| Mo of

Personz

Sub-Product
Source

Statuz | Reserve | Year |Valid | Copied | Comments | Fej Sub
Prod Ind| Product |

Processing
Route

Contiruous Market Engagement

Define Sub-Product

Subrmit Sub-Product
Change Reseryve Status
Sub-Product Audit
Apply Comment

Maintain Lnits
Maintain Codes
Maintain Forecast

Sub-Produck Summary

Delete Sub-Product

Print § Wiew Sub-Product

Fartnership Plus Report -
Copied - Rejected Reasons 10:500.000 I r I =

EIN| 5

Fig. 37 Validate Sub-Product menu item
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From the menu select Validate Sub-Product

If there are no errors in the Sub Product then the following message will be
displayed:

Sub-Product Skatus now set ko Yalid

Fig. 38 Sub product set to valid message

If there are any errors the system will display them in an errors window:

Errar

Mo forecast data present

Code type HomeBuy Direct - Mo, of bedroorms data entry nat complete

Print |

Fig. 39 Validation Errors

6.11 Submitting individual Sub Products

If you had already submitted your HomeBuy Direct Agreement and it had been
approved, you would be able to submit Sub Products individually once they are
validated. However, no Provider will be in this position when HomeBuy Direct is
launched and so all Providers will have to submit sub-products via the HomeBuy
Direct Agreement (see section 7)

To submit an individual Sub Product, right-click on the relevant sub product and
select Submit Sub-Product from the menu.
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7. Submitting your HomeBuy Direct Agreement
Once all bids have been entered and validated the agreement should be submitted.

To submit your HomeBuy Direct Agreement, go to the Agreement record, right-click
and select Agreement Status:

- [Agreements for Partnership 5302]
@ Fartmership  Sub-Products  Display Draft Programme  Export Data  Help

Parthierzhip:  Agreement; Frogramme:
|E:-:|:ellent Homes HomeBuy Direct Parthership

] M ame rear Programme M ame

4303 HomeBuy Direct Agreement { Wational Affordable Housing Prograrmme

Review Projects

Mew Agreement
Edit Agreement
Agreement Level Codes

Agreement Summary

Agreement Skatus

Delete Agreement

Fig. 40 Select Agreement Status

The following Agreement Status screen will be displayed:

Agreement Status - [SAYED] ﬂ
Lead Organisatior:  |NPO00T |Excellent Homes
Y'ear: |2|:||:|B
Frogramme INatiu:unaI Affardable Housing Programme
M ame: IHnmeEu_l,l Direct Agreement
Current Status: INew
Date Status Ilzer Marme Comrnents

Subrmit |

Fig. 41 Agreement Status screen
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Select Submit and the following Submit HomeBuy Direct Agreement screen will

be displayed:

Submit HomeBuy Direct Agreement - [SAYED]

Subrmizzion of a Bid uzing the "Submit” facility of 145 iz deemed to be certification of
the accuracy of the information provided, and compliance with, and acceptance of the
"Bid Conditionz and Compliance Bequirementz'' and the Bidding and Policy Framewaork:
zet out in the prospectus.

Fig. 42 Submit HomeBuy Direct Agreement screen

Enter a submission comment in the upper dialogue box and press save.

Your Agreement, including all validated sub-products within the Agreement will now

have been submitted to the HCA.

When you return to the Agreement screen you will see that the Agreement status
has been updated to Submitted. This marks the completion of the HomeBuy

Direct bid submission process.

- [Agreements for Partnership 5302]

@ Partrershio Sub-Products  Display Draft Programme  Export Daka  Help

2| ]
Partnership:  Agreement: Programme: “Y'ear:
|Excallant Hormes HomeBuy Direct Partnership I
o
D Narne ear Programme Mame Agreement Floute

303 i HomeBuy Diect Agreement i 2008 : Mational Affordable Housing Programme

Status

iSubmitted  : Partnership

Fig. 43 Agreement screen showing updated Agreement status
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8. Next steps — Allocations, Scheme and Payment

Processing
Further HomeBuy Direct Guidance will be issued in the week beginning 19 January
covering these next step when access to that part of the system is available.
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Annex 1 — Quick Guide to adding a new user with the authority required to
submit HomeBuy Direct bids in IMS

In order to enter HomeBuy Direct Bids following the process set out in the guidance
above you will need to have a Userid in IMS with the correct security authorities
attached. Those required for entering bids are as follows:

URB users (organisations with code prefixed NPXXXX)
URB Partnership Sign-Off

URB Maintain Forecast

Unregistered Body Maintain Agreement

Unregistered Body Submit Agreement

Unregistered Body Submit Sub-Project

RSL users:

RSL Partnership Sign-Off
RSL Input Bids

RSL Submit Bids

RSL Maintain Forecast

1 To set up a user and add these authorities, your organisation’s Security
Administrator must log onto IMS security. Please see 2.2., 2.3 and 2.4 in the
guidance above for further information on how to get to log-on to the point
where you can see the IMS Security icon.

®

HousingCorp-Online Security

2 The following screen will be displayed:

THE HOUSING CORPORATION - SECURITY SYSTEM E

| User Change Request i User Change Request log |

Reset Password

Yiew security | Exit |
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3 To add a new user click the User Change Request button in the screen
above. The User Maintenance Screen below will appear. The NIP User Id
(the IMS User ID) is automatically generated. Please take a not of this ID.

User maintenance Screen

¥ Beguestto add a new User,
[” | Bequest to remove a Uzer

= Beguestto update an existing Wser

Enter MIP User |d: |H|:1 22578

Hext I LCancel |

4 Click on the Next button to see the Add User screen. Security Administrators
will see the screen below:

Change Request to Add User - HC122578 - [NOT SAYED] E

MIP User 1d : IHC1225?3

First name: |Demo

Surnamne : |Demo

EMail &ddress: ||

[~ Consultant

ol X

Save I LCancel |

5 Enter the First name and Surname details of the user in the appropriate
fields.

Enter the user’s email address

Consultant Access tick box — Do not tick this box.

8 Click on the add new authority E icon. An arrow will appear in the first
row of the Authority Description table. Select the appropriate authority in
the screen below (see the list of authorities required at the start of this
Annex).
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Change Request to Add User - HC131924 - [NOT SAYE 5[
MPUserld:  [AC131924
First name: |First Name
Surnarne : ISecond name

EMail Address: IFilslname.secondname@Excellean omes_org

[~ Consultant

(0] X|

=||

Authority Description

URB Input 5chemes
—URB Jump Faciit, e
| __|URB Maintain FAP project |
URB Maintain Forecast
' |URB Partnership Sign0¢ 7
—|URB Submit Allocation Change @ e
URB Submit Payment Claims

URB Submit Schemes

URB Terminiate unsubmitted schemes
Un-Registered Body Security Adminigtrator

v [«

oL

9. Select the authority from the list and save. The screen will save that
authority in the first row.

Change Request to Add User - HC131924 - [NOT SAYED El

MIP Uzerld: |HE131924

First name: IFirst Mame

Surnarne : ISe-::um:l name

EMail Addiess: | Firstname.secondname(@E xcellentHomes. org

[ Consultant

0 X

SAIURE Partnersh

Authority Description
Oft

il

Save Cancel
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10.

11.

12.

13.

Click on the add new authority E icon again and add another row and
select another of the authorities you need.

Continue this process until you have added each of the authorities you need
on a separate row.

Then click the Save button. An Information box will be displayed:

Information

The request number for HC122578 (Demo Dema)
i5 68336

All requests for creating new users will be authorised by the Housing
Corporation. If you have a query regarding a new user contact the Housing
Corporation helpdesk referencing the Request number (as shown above).

Updating an Existing Users

14.

15.

16.

17.

Click the User Change Request button, and then select Request to update an
existing user from the User Maintenance Screen.

Enter the NIP User ID of the user you wish to amend and then click Next.
The Update User screen will appear.

Add or delete the authorities as appropriate as detailed above. To delete an
authority from the UserlID highlight the Authority and select the delete icon

Keep a note of the request number generated when you save the screen it is
needed as a reference to authorise your request.
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