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ERA2 
Housing Stability Services 
Program (HSS)

Day 3 –

Monthly Reporting and the Housing 

Contract System



Housekeeping

All material available at https://www.tdhca.state.tx.us/HSS.htm

 Dedicated Q&A session at the end of the training

 Please send questions throughout the presentation via the 

questions box

 Training will be recorded and posted on our webpage 
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https://www.tdhca.state.tx.us/HSS.htm


Agenda
Reporting Timeline 

Using the Housing Contract System

Account Roles

Administrative Draw Requests

Program Draw Requests

How to Use and Submit the Monthly Household Reporting 

Spreadsheet

Next steps

 Q&A time 
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Monthly Reports 

4

Due on the 15th of each month and covers all households 
served and costs incurred in the preceding month 

Required Reports:

1. Housing Contract System Expenditure Report [Draw] (HCS System Link on Website)

2. Housing Contract System Performance Report (HCS System Link on Website)

3. Monthly Household Reporting Spreadsheet (ERA 2 Smartsheet link on Website)

If the reporting deadline falls on a weekend or state/federal holiday, then all reports will be due at 11:59 pm at the 
end of the next business day. All reporting deadlines can be found on our website: 
https://www.tdhca.state.tx.us/HSS.htm



Differences in the Reports

5

• Housing Contract System Expenditure Report
• Reports expenditures for the previous month. 

• Determines and processes reimbursement amount for program activities.

• Housing Contract System Performance Report 
• Reports aggregate total of every household served in the previous month by certain categories

• Ties the Expenditure Report to actual program performance

• Monthly Household Report Spreadsheet 
• Reports detail-level data of EVERY household served in the previous month (listed once)

• Fulfills Treasury requirement to maintain a household inventory

• Allows for more complete data analysis

*Aggregates for the Household Report should match the Performance Report



More Resources for Reporting? 
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• TDHCA’s HSS Reporting Guidance on the HSS website
• Updated regularly

• Contains comprehensive information as well as useful tips

• HSS Monthly Virtual Office Hours
• Registration Link and schedule located on the website

• Typically occurs on the 8th of each month

• Opportunity to speak with HSS staff and other Subrecipients about the HSS program



Housing Contract System
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What is the Housing Contract System?
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Internal TDHCA system for processing and approving draw 

(reimbursement) requests

Establishes defined roles and processes for submitting draw requests

Allows Subrecipients to monitor their budget and draw requests

Provides a centralized database of organizations, contracts, and contacts

Ensures that TDHCA can reimburse eligible expenses as quickly as 

possible!

Link: https://www.tdhca.state.tx.us/contractsystem.htm

https://www.tdhca.state.tx.us/contractsystem.htm


Account Administration and User Roles
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Users will be assigned a username, temporary password, and account 

role based on the Subrecipient’s submitted HCS Access Form

Roles include

External Contract Administrator – user can see, save, and submit draw requests 

for TDHCA approval 

External Contract Consultant – user can see, enter, and save draw requests but 

cannot submit draw requests for TDHCA approval

All requests to reset passwords or change roles must be sent to the 

hss@tdhca.state.tx.us email address

https://www.tdhca.state.tx.us/pdf/covid19/hss/HCS-Access-Req-HSS.doc
mailto:hss@tdhca.state.tx.us


Logging in and Setting a Password 



Logging in and Setting a Password 



Viewing Contracts Assigned to Your Account

No Contract Assigned Contract Assigned
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Viewing Account Notifications 
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Draw Status:

Pending – Draw is open and may be edited by external users

Pending PM Approval – Awaiting approval from HSS staff

Pending Processing – Awaiting approval from TDHCA FA staff 

Approved – Draw processed and ready for disbursement

 Rejected or Rejected Pending Amendment – read HSS staff member’s 

decision comments to fix any issues



Viewing the Contract Screen
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Submitting an Admin Draw
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Submitting an Admin Draw
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Submitting an Admin Draw
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*Forms listed on this page are not necessary for HSS Subrecipients



Submitting an Admin Draw

18



Submitting a Program Draw
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Submitting a Program Draw (Activity)
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Submitting a Program Draw (Activity)
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Submitting a Program Draw (Activity)
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Submitting a Program Draw (Activity)
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Submitting a Program Draw (Activity)
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Submitting a Program Draw (Activity)
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Submitting a Program Draw (Activity)
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Submitting a Program Draw (Performance Report)
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Checking Draw Status with Notifications
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Monthly Household Reporting
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Monthly Household Reporting Spreadsheet Update
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 Subrecipients will need to track direct household payments 

Did the HH stay in HSS funded hotel/motel in the reporting month?

Short-term Payments for Hotels/Motels ($)

Rent Deposits, Pet Deposits, and Application Fees ($)

Utility Deposits and Utility Reconnection Fees ($)

Landlord Incentives and Risk Fees ($)

Find the updated Spreadsheet on our website here: 

https://www.tdhca.state.tx.us/HSS.htm

https://www.tdhca.state.tx.us/HSS.htm


Monthly Household Reporting Spreadsheet Reminders
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 Only submit the spreadsheet using the Smartsheet link provided on the website

Submit ONLY Monthly Household Reporting spreadsheets to the Smartsheet

portal – no other documents

Do not submit more than one spreadsheet per reporting month unless given 

prior approval by TDHCA HSS staff to submit a correction

Ensure that data is submitted promptly and accurately

Unique identifiers should NOT contain personal information, such as identity 

number (i.e. SSN, passport, drivers license)



Next Steps
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 Log into the Housing Contract System

 TDHCA HSS staff contacts will reach out to you with account credentials, including temporary password

 If you have an existing HCS user account, then they will inform you that the contract has been assigned to your account 

 Log in to your account after receiving access and reset your password if requested 

Before the first reporting deadline, Monday, May 16th try to submit your reports in advance to provide 

extra time to address any problems or issues

 Delays in reporting result in delays in reimbursement

March Reports must be entered and completed before April reports may be accessed. 

Contact us with any questions.



Q&A Time
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Thank you!
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Cate Tracz, Director of ERA Housing Stability Services
Cate.tracz@tdhca.state.tx.us
512-475-4595

Alex Pustelnyk, Program Administrator
Alex.Pustelnyk@tdhca.state.tx.us
512-475-3983

Frank Sarno, Program Administrator
Frank.Sarno@tdhca.state.tx.us
512-475-4246

Meredith Maulsby, Program Administrator
Meredith.Maulsby@tdhca.state.tx.us
512-475-1267

Meg Kee, Contract Specialist
meg.kee@tdhca.state.tx.us
512 475-4210

Surya Sherrod, Contract Specialist
surya.sherrod@tdhca.state.tx.us
512 475-3942

Kim Jones, Contract Specialist
kim.jones@tdhca.state.tx.us
512 475-4149
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