Project Worksheets

If you click on the Project Worksheets link from the MA Users home page, the system
displays the User Projects list. From here, you are able to view project worksheets,
approve and send in project worksheet payments if authorized by the Management
Agent or Service Bureau, or pre-populate Form RD 3560-29, Project Worksheet for
Credit and Rental Assistance, with the data from the project worksheet and mail it in.

When this link is selected the system displays a button to select an option to view all
worksheets, a field to enter a worksheet date, radio buttons to access Released and
Pre-Released Project Worksheets, and a list of user projects, their Borrower ID, Project
Number, Project Name, PAD (Pre Authorized Debit) Status, and Last Approved/Closed
Worksheet Date.
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The three PAD status values are:
¢ N/A: Not applicable for PAD.

e Pre-Note: Entered into PAD but cannot submit payments because the account
information is still being verified. Please contact the telephone number displayed on
the ‘Contact Us’ tab on the main toolbar if the project remains in this status for more
than 14 days.

e Active: Entered into PAD and can submit payments online.

To view project worksheets for all projects, enter a date in the data entry box labeled
Date: or select a date from the dropdown calendar, and click on View All Worksheets.
By default, the system displays released worksheets. If you click the Pre-Released
radio button, the system displays project worksheets that have not been released.
These worksheets can be identified by the “Unofficial Copy” watermark displayed on the
page.
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When you select a project, the Worksheet List page is displayed. It may be displayed
differently depending on the project’s PAD status. In this case the project has a PAD
status of Active. A list of the last five released project worksheets and their current
status is displayed in the top part of the window. The lower part of the window contains
information on Pre-Release worksheets.
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Here you have the following options:

View: View the selected worksheet. Once viewed, click the Back button to return to
previous window.

Approve: You may be able to approve the worksheet and automatically send in the
payment online using the Approve button, if authorized by the Management Agent or
Service Bureau. This button is available if the project is able to submit payments
through PAD, or if an RA check is due. If you receive the error message “Please
contact your USDA representative to determine State and County Deposit Location”,
OR “Please contact your USDA representative for RA review”; contact the telephone
number displayed on the ‘Contact Us’ tab on the main toolbar.

Send: Send is displayed instead of the Approve button if the PAD status is N/A or
Pre-Note.

Form 3560-29: If you do not want to use the online service you can choose to
pre-populate Form RD 3560-29, Notice of Payment Due Report, by selecting the
Form 3560-29 button, printing it, and mailing it in. When the servicing office receives
the form it processes it accordingly and the worksheet status is updated.

Print this form for your records. It cannot be recreated after a payment is
made.

User Projects: Displays the User Projects page.



