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CITYBUILD 

 
(VO): The CityBuild software system consists of an Interest List, Case List, 
Cost Center List, a Contractor List that allows to keep stay on top of 
projects as work is completed, a Reconciliation List, Pending Activity List 
and an Assignment Que List.   
 
The Search menu item arranges these tool bar buttons so that you have 
any number options to choose from. You can start the Interest List or the 
CityBuild Case. You can open the Cost Center, the Contractor window or 
the Reconciliation Window. Naturally, these will match up with the tool bar 
menu.   
 
The process will give you access to the Pending Activity list and the 
Assignment que. If you want to maintain your application, you can maintain 
the code through this window, the programs, as well as any of the 
approvals. 
 
Remember, a case will always start with the Interest List. You can start by 
pressing the Interest List tool bar button, causing the window to open.   
 
Any Rehabilitation case will start with an Interest List. If a citizen calls in 
and expresses an interest in using one of your programs, you will start here 
to find out if they qualify.   
 
You would then enter the information if you know that the customer already 
exists and if the client’s already in the system.  
 
If you know that they’re not in the system, you would simply click on the 
New Tool Bar button.   
 
Once the Interest window comes up and begin entering New Interest 
information, it will automatically assign a New Interest Case. Then you 
would fill in all the key information, including demographics, their name, 



address, unit type, and any other personal information the client may have, 
for instance, their gross household income per year.   
 
Once the information entered and saved into the system, any assistance 
that they receive would be listed here, and well as any notes you add. 
 
Now we are going to search for any Interest List where the first name is 
“Joe”. We already know that we have a citizen that had an interest in 
having some rehabilitation done on his home and that his first name was 
“Joe”.   
 
Searching for his name will return all the rows containing the first name 
“Joe”.  We can either double-click on the row or press “enter”.  All the 
pertinent information that was previously entered about Joe, will come up.   
 
Looking at Joe’s file, we notice that his interest number was 99002.  Since 
we already have all his information, we know he’s never had any previous 
assistance, and that no one has entered any notes.  
 
Right down here is our Problem Log.  If you were starting a new one, you 
would click Insert, but double-clicking on that row, would cause the problem 
information for the interest to appear.   
 
You would then fill in the type of problem, then the description of the 
problem would be entered here, followed by the type of program you feel 
would help the situation.   
 
Right now they’re doing a DPL, or a Deferred Payment Loan.  If you didn’t 
think they fit into one of your programs, you could enter a suggestion on the 
type of agency you think could handle it and just refer the problem over to 
them.   
 
Once you have that information filled out, you can go ahead and click 
“Okay”.  The information will now appear on the Problem Log. After you 
have filled everything out, you could open up the application and it would 
start a new case.  You can open the case by clicking on CityBuild Case or 
the tool bar button.   
 



Now we’re going to search for the application by the applicant’s first name 
again and push “enter” to search.  The Search results will appear.   
 
You can hit “enter” or double-click a row for information again. Now the 
case information will open up and we’ll see Joe’s name and all the 
information you need to enter when you do the inspection, the year zoned, 
whether only speaking Spanish, along with any other occupants living at 
the address.   
 
Right now, we have Joe. If we move over here and hit the Insert tool bar 
button, the Occupant Entry window will open.  
 
Now you know that he lives with his wife.  All the documents that need to 
be received before the case can be assigned would be entered here.   
 
The Intake Specialist would most likely be the person to enter the 
information initially.  But before it can move ahead to the next person, all 
the documents must be received.   
 
If any of the documents are not received, the program won’t allow you to 
pick the next person in the process.  Next they will get points to see if they 
qualify for the rehabilitation money. You can also enter utility information, 
along with the account number for each company.   
 
Any approvals that have been done on the case will appear in this window. 
All the milestones or activities that have been completed to this point, will 
display up in the Milestones tab. Any notes pertaining to the case could be 
entered here. Any Cost Center information that we want to add will be 
entered into this window.   
 
Right now we have two Costs Centers, the Arizona Funding and the New 
Money Cost Center. Let’s take a look at the Arizona Funding.   
 
It will display the Cost Center information, the name, the allocation year, 
the current allocation amount, the description for the Cost Center, the 
source where the money is coming from, and the grant number. Then you 
can enter it the data in your programs.  
 



You can see that the deferred payment loan has a total budget of 
$2,000,000 that can’t be exceeded. If you wanted to add another program, 
that could use this money, you would enter that here.  The Account tab will 
display any information, like payments that went out, or payments that have 
been made from this account.   
 
The Journal displays information about each account transaction when you 
double-click any of the rows seen here. Also displayed here, is the Cost 
Center, and another account representing each transaction. Whichever 
transaction is highlighted, going to the Journal tab will always give you the 
information for each account transaction. 
 
In the Contractors window, you could enter information, look up trades, or 
check the status. If you know either the contact’s the company’s name, you 
could enter that information here, too.  When the results come up, you can 
select specific information about the contract.   
 
For example, when you “Enter” or double-click the row, a contractor 
information window will appear with information about Fairview Electric.  In 
this case, It displays his status as an active contractor.  Right now it 
displays he has zero maximum jobs, so we’ll assign him 5. In order for a 
contractor to be selected, the maximum number of jobs must not be 
exceeded, and they must have current insurance.   
 
Another tab will also provide a case number, the overall rating, and his 
scores if he’s been selected for previous cases. There is also a designated 
are for entering any notes about this contractor.   
 
All contractors must have the maximum number of jobs.  They also must 
have current insurance for liability, workman’s comp and Equal 
Employment Opportunity. All contractor phone numbers must be listed.  
You can enter number and any comments you might have by clicking 
“Insert”.   
 
You can also include their Trades, trade type, as well as their license type 
and number.  The Evaluations tab will display any evaluations that have 
been done on this contractor, the case number, and all the scores they 
received for each questions and any comments pertaining to them.   



 
The other tabs will display any previous selection and any notes that were 
done on the case. If you have an import file that will reconcile any Cost 
Center information, then you could enter the import file allowing it to 
reconcile the checkbook, for example. 
 
The Program Activity List will display all activities for the current user.  
Currently, this user has an activity waiting for them to resume or complete. 
 
If you click on it, you can acknowledge that an activity is completed, or you 
can resume or start the activity.   
 
To resume an activity, you enter the specific window for that activity. This 
particular activity requires them to fill out a letter or a form for preparing and 
sending bid packets.   
 
This person would know by the case number that they have to complete a 
bid summary for a customer with the last name of Beavers.   
 
By double-clicking the row, it prompt you to create a letter.  If that’s what 
you want to do, indicate it by choosing “yes”.  When do so, it will open up a 
Word document and replace any information that you have in that Word 
document with information from that particular case.   
 
All documents are pre-made and entered into the system by taking their 
existing documents, changing them and adding them into this case.   
 
If you want to insert the document into the current Case window, once 
again initiate the action by choosing “yes”.   
 
It will also tell you where the form is being saved, allowing you to specify 
that directory in the available options.  Word will be put on the task bar, 
enabling you to click on it, open it, and either print your document or close 
Word out.  
 
Once you have completed that activity, you can close your Letters and 
Form window. Then you would click on the row, select Activity Completed, 
removing it from view.   



 
If there any other activities that need to be done will appear on the Pending 
Activity list.  If the process takes too long, you can be refresh it, by simply 
hitting the Refresh tool bar button. 
 
The Assignment que will display all the unassigned cases for any particular 
role and any cases  assigned to specific users.  In the box you see here, all 
the users for intake personnel would display up. Then any highlighted 
user’s case load will be displayed.   
 
The Loan Processor and Rehabilitation Specialist would have the same 
information.  Remember, all documents must be received before a case 
can be assigned to a Loan Processor.  All codes are specific to your 
programs.  And you can customize the codes to your specifications, getting 
rid of anything you feel they don’t need.  
 
Program Documents are specific documents for each user. For example, 
weather codes, points and information indicating whether or not the code is 
accurate.   
 
Naturally, the Scope of Work will build a Word document based on the 
information you have in the Scope of Work.   
 
So once your Scope of Work is filled out here, you just click on Form and it 
automatically build the Scope of Work for you.   
 
There are weights on all your evaluation questions.  If you want to weight 
your questions, they can be done here.  As you can see this occupant has 
a Medium income levels, which varies monthly. So this information can be 
updated here.   
 
In general, this usually determines whether or not a given applicant will 
qualify to get the rehabilitation money.  Any address information, street 
types, directions, and unit types have customized document templates for 
each program.  In addition a sequel statement actually allows you to merge 
all of these fields. 
 



Program Maintenance lists all programs and the procedures necessary for 
each program, as well as the activity predecessors.   
 
The deferred payment loan is an active program, with a median cost of 
$19,000. It usually has an average of 12 milestones.  These are all the 
activities needed for a deferred loan payment program.   
 
These payment programs have a sequence of events indicating when 
given procedures need to occur. For example, all tens need to happen 
before twenties.   
 
It will contain information on the roll and who needs to do it. In the case of 
the intake personnel roll, it’s their responsibility to print and route OM18 
documents.   
 
In this case, the individual loan processor needs to check the property tax, 
and make sure to check for flood insurance, as well doing the financial 
analysis.   
 
It’s the intake personnel’s responsibility to enter the income, asset, and 
expense information long with each activity selected. 
 
In order to do the financial analysis, which is the individual loan processor’s 
job, Program Maintenance will display everything that has to happen before 
the analysis can be performed.  
 
When the pending activity list is double-clicked it opens a Form window, 
displaying the description you see here. This window indicates who the 
activity is for, and the specific activity window that needs to open.  When 
the row is double-clicked, a milestone key is opened indicating how many 
days the appropriate personnel have left to accomplish a given activity.   
 
In addition personnel can deposit their programs here.  You’ll notice that 
some areas only have one program. And others may only have one.  In a 
nutshell, that’s all it takes for a deferred payment loan to be processed. 
 



You can also set up approval codes for personal that need to approve 
certain steps in the system, such as how much they can approve, 
budgetary limit and the description for each cost. 
 
Case information is located in the case window. All other information 
concerned with the case, like any violations, including insurance tests and 
any tests that were performed on the property. For example, termite, 
asbestos, fire alarm, furnace, lead paint, and survey tests. It also lists when 
the test was ordered, when then testing was completed and any comments 
pertaining to the test results.   
 
The Case Financial window displays the applicant’s income, as well as any 
additional income. It allows their total income to be entered, including all 
their  assets, their expenses, and their employment history.   
 
The Financial Analysis window is used to determine whether or not the 
applicant is qualified for loans. It will display all information necessary for 
qualification, including income, total assets, expenses, and the housing 
expenses to total income ratio.   
 
This is where the median income would be determined on that other page 
in maintenance. So if two people have the median income required, the 
other factors would determine whether or not they will qualify. 
 
Estimated Funding goes through three stages to determine The median 
cost for a DPL. Once the scope of work estimate is completed, you would 
change the estimate accordingly, and once the bid total is completed, enter 
it here. 
 
The Loan Information indicates what type of loan the customer is going to 
use, the loan amount, or if they’re even going to use a loan.   
 
The loan to value ratio tab will display the assessed value, mortgage 
balance, the current equity, the loan amount and the estimated value after 
rehab, and finally, the estimated equity.   
 
The loan to value equity in this case would be 30.51%.  
 



The Subordination tab will give any helpful information on any other parties 
might give them help on the loan. 
 
The Bank Loan window will display information about the loan, the 
qualification tab, indicating whether or not they qualify, estimated funding, 
identifying where the loan is going to come from, their account information, 
and the scope of work, if they assume a bank loan. 
 
The Multi-family window displays general information on multi-family 
rentals.  
 
The Case account information is like a virtual checkbook window and tells 
what kind happened with the case account. 
 
This nest section concerns temporary relocation. Sometime people have to 
be relocated during rehabilitation work.  In these situation, they will be put 
up in a comparable apartment or house until the work is done.   
 
The Case account keeps track of how much money was spent on the 
relocation, where they are staying, the date they moved in, the date they 
moved back, how much rent was paid, and any correspondence 
concerning relocation.  
 
The Documents window displays all case documents that you might use in 
a case or program. 
 
In the Process window you’ll find the Program Activity List, and the 
Assignment que.  Any time you want to change the status on a case, you 
can change the case status to closed or inactive. 
 
The Scope of Work window is where the scope of work is developed for 
projects like carpentry, when they actually start building.   
 
Here, all the information is represented in block-type, and on the right hand 
side, you can see the materials for roofing and stucco, and they can add 
any other materials they need.   
 



To select it, all they have to do is click on it. This would build all the 
information they need up to that point. So, if they click on the lowest tier in 
the tree, everything they need to get to that point is automatically selected.   
 
If they needed gutters, they would select that.  You can build a document 
by clicking past that.  Clicking “Assemble” will actually build the whole 
document as a Word document with all the selected information.   
 
For example, if during the inspection they discovered that they needed to 
replace the fascia, or make other changes, they could add that to the scope 
of work. 
 
When they add the maximum numbers allowed to a Scope of Work 
assembly, they could highlight or select it, depending on what the 
inspection indicated was needed. 
 
The Bid Process window is used when contractors are selected. Bid 
information, details, schedule days, extension days, estimated completion, 
and scope of work estimates can be entered here. 
 
At this point, you can actually insert a scope of work estimate.  For 
example, let’s say the estimate was $23,000. They could go into the 
Contractor Selection area and actually select them.   
 
The Selection goes through a random cyclical process and it goes through 
all of the contractors that have the matching specifics of the maximum jobs. 
 
Remember, they can’t have zero maximum jobs, and they must have 
current insurance.  If you go to the opening and give their bid total, and 
display the job Fairview Electric would have, this would to keep track of all 
the subcontractors that worked on the house.   
 
Here you can also enter obligation request information, change orders, 
construction costs, funding allocation, insurance, and any outstanding 
approvals. 
 
These are all the windows that they set up in their Program Activity lists. 
 



In general, everything is driven through the Pending Activity list. Here, 
intake personnel, loan processor and rehabilitation specialists can set up 
and define their programs, so that everything is displayed, making it easy to 
keep track of certain tasks. 
 
Displayed information might include the account, the pay request from the 
construction company and record of the approval process for the pay 
request. Upon completion, each person involved in approving the loan are 
automatically set up in maintenance. 
 
The Program Activity also lists records on all of the following: Grants and 
environment information, flood plane, year built, change in land use, and 
ground disturbance. Multi-family and anything concerning them, 
environmental review, determination and approvals.   
 
Once they choose to display the approval process, it starts all over again at 
maintenance. Here is where you’d submit the request for the approval.   
 
Once you’ve picked an approval you would submit the request. 
 
In Case approval, once it’s determined that the person is qualified for 
rehabilitation money it’s approved according to the approval type, and what 
type of approval they’re going to DPL.  
 
If it’s less than $25,000, Case Approval indicates who has to approve it, 
and who decides whether or not it’s going to be approved. 
 
Forms and letters displays all forms and letters that allows them to merge 
information with so they don’t have to go create those by hand.   
 
This will prompt Word and allow you to merge all information into the 
application. 
 
 


