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Chapter 1: Introduction

Introduction

Welcome to the industry’s guide for the
TRACS Internet Applications. This
guide provides step-by-step instructions
on accessing and using the Over/Under
Payment Resolution option, Voucher
Detail Reports, Voucher Query, and
Tenant Unit Address Query applications.

This guide is intended for industry and
CA:s.

In the introductory chapter, the overview
section gives important history and
background information. The general
information section talks about the
process, HUD’s initiative and the
various contracts and models that
support HUD’s Management Reform
Plan of converting HAP portfolios into
ACCs. Section three gives an at-a
glance display of what type of
information is included in the guide, and
where it can be found.

Objectives

By the end of this chapter, you will be

able to:

e Understand the different TRACS
Internet Applications

o Understand what’s in this guide

December 2008 — Release 202C
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1.1 General Information

TRACS has made query capabilities available to HUD field and headquarters personnel
via the Intranet for the past year. These capabilities are now being offered to the owners
and management agents who can submit their query to TRACS via the Internet.

Over/Under Payment Resolution

One of the elements used to evaluate the performance of a Performance-Based Contract
Administrator (PBCA) is the prompt resolution of overpayment or underpayment issues
between the PBCA and the owner or management agent. The fact that there is an
overpayment/underpayment issue is known at the time that the voucher is submitted;
however, the date that it is resolved isn't known. This new option provides a vehicle for
the PBCA to submit the resolution date via the Internet. Another evaluation element, the
date HUD was notified, will be the system date at the time the resolution date is entered.

With the addition of the Over/Under Payment Resolution option, CAs are now able to
submit online the date an underpayment/overpayment is resolved. This date and the date
it was entered will be stored in the Voucher Summary table and displayed on the
Update/View Over/Under Payment Resolution screen and on the Voucher Details screen.

Voucher Summary/Detail Reports

Implemented July 14, 2000, the Voucher Summary/Detail Reports were developed to
increase the ease with which Owners, Agents and Contract Administrators are able to
retrieve detailed information about the vouchers they have submitted for payment.
Owners, Agents and Contract Administrators are able to download two ASCII files for
the purpose of creating two voucher reports, the Voucher Summary and the Voucher
Detail reports. The reports enable the authorized user to monitor voucher billing
submitted to TRACS against the tenant certification data submitted to TRACS. Once
downloaded, the reports can be opened and manipulated by using Microsoft Access or
Microsoft Excel.

Voucher Query Application

Implemented in September 1997, TRACS Voucher/Payment System added processing
and financial controls to the existing system while also establishing an interface with the
Line of Credit Control System (LOCCS). Through the interface, TRACS requests
payments and LOCCS returns confirmations or rejections.

After implementation of the TRACS Voucher/Payment batch processing system, it
became clear that Field Offices, the VVoucher Processing Hub, and Headquarters
personnel required faster access to Voucher Data. Implementation of the TRACS
Voucher Query application provided HUD users with access to detailed voucher
information. This enabled HUD users to respond to and resolve owner/agent inquiries
and perform the pre-payment validation required for vouchers that fail the threshold tests.

With the introduction of the Voucher Query Internet application, owners and
management agents may now also access this information to determine voucher status
and to resolve payment issues. It is anticipated that this Internet capability will reduce
telephone traffic to Field Offices, the Voucher Processing Hub, and the TRACS Hotline.
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The main objective of the application is to provide a vehicle for answering status
questions concerning a voucher.

Manual Voucher Submission

The Manual Voucher Submission application enables use of HUD’s Internet to submit
voucher summaries to TRACS when the facility for submitting this information using the
regular batch process is unavailable.

Certification Query Application

The Certification Query application was developed to allow the Field Office TRACS user
faster access to tenant certification information. This information enables the HUD user
to respond to and resolve owner/agent inquiries and perform routine Project/Contract
certification searches more quickly and easily.

With the implementation of the Internet applications, owners and management agents are
able to access their own data at any time. Owner and management agents may query for
a certification list by contract or project and sort it by unit or name. Certifications are
retrieved and displayed in groups of twenty-five certifications. The certifications
displayed are limited to the most current, and all future certifications. After June 1, 2000,
a user may select the Download option from the query window to download the queried
data into an ASCI| file for reporting purposes. Easy-to-print instructions may be
accessed by clicking the Help icon from the query window.

Move-In/Move Out Query
The Move-In/Move-Out option provides a comprehensive list of all move-ins and move-
outs for a specified project or contract.

Multiple Occupancy Query

With Multiple Occupancy, reports can be retrieved to identify units occupied by multiple
active heads of households and active heads of households occupying more than one unit.

Project Evaluation Query

Project Evaluation provides a valuable risk management reporting tool to asset managers
to use when reviewing projects and/or specific households. The summary data included
in this report can be helpful in identifying potential problem projects and specifically help
locate problem units

Tenant Unit Address Query Application

The gathering of Tenant Unit Addresses by the TRACS system began with the
implementation of TRACS Tenant Release 2.0.1.A. Owner/Agents were required to
submit MAT 15’s, supplying tenant unit and mailing addresses to the TRACS database.
The Tenant Unit Address Query allows authorized users access to their previously
submitted unit address data. Owner and management agents may query for tenant unit
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addresses by submitting either a contract or project number, and sort the results by either
unit number or SSN. The application also permits the user to view the data in their
browser or download it to an ASCII file. If the browser option is selected, retrieved
addresses are displayed in groups of twenty-five. Selecting the Download option from
the main query screen results in the creation of an ASCI|I file, which the user may then
retrieve and customize according to their specific needs.

Verification Query

Verification Query can assist in determining whether owners and agents are using the
approved passbook rates, income limits, contract rents, utility allowances, gross rents,
and 236/BMIR market rents. Once current information is available, the report is used to
quickly review the list of values as they were submitted on the project’s certifications.
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1.2 In This Guide

The Tenant Rental Assistance Certification System’s (TRACS) Internet Application User
Guide provides the procedures and reference information for researching summary and
status data on vouchers submitted for a contract or project number for the 12-month
period prior to the date of query submission. The chapters are arranged sequentially and
document the process of accessing information available in the TRACS Intranet
Application system.

In this guide, you will find the following information:

Table of Contents The master Table of Contents is located at the front of
the guide. It is a high-level summary of the topics in
all chapters.

Chapter 1 Introduction explains the purpose and benefits of

TRACS Internet Applications.

Chapter 2 Getting Started shows you how to access TRACS
Internet Applications, change your password, and
explains how to get an ID. It also describes the
process of accessing the TRACS application
system.

Chapter 3 The Contract & Project Based VVoucher Summary
Report provides information derived from Form
HUD-52670 within a specified date range. Grouped
by project or contract, the report provides
information on the total number of subsidized and
non-subsidized units submitted on the voucher, as
well as assistance payment information including
total assistance payments, adjustments, and debt
service.

Chapter 4 The Over/Under Payment Resolution option enables
the user to submit the date an
overpayment/underpayment is resolved.

Chapter 5 The downloadable Voucher Detail/Summary
Reports enable authorized users to monitor voucher
billing submitted to TRACS against the tenant
certification data submitted to TRACS by the
owner/agents.

Chapter 6 The Voucher Query application provides HUD
users with access to detailed voucher information.
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Chapter 7

Chapter 8

Chapter 9

Chapter 10

Chapter 11

Chapter 12

Chapter 13

Chapter 14

The Manual Voucher Submission application
enables use of HUD’s Internet to submit voucher
summaries to TRACS when the facility for
submitting this information using the regular batch
process is unavailable.

The Assistance Payment Report lists all certification
transactions within a contract or project and shows
assistance payment amounts within a specific date
range or voucher date.

The Certification Query application was developed
to allow TRACS users faster access to tenant
certification information. This information enables
the HUD user to respond to and resolve
owner/agent inquiries and perform routine
Project/Contract certification searches quickly and
easily.

The Certifications with Discrepancies Report
provides owners and agent with easy access to
certifications containing discrepancies and
facilitates making corrections.

The Late Recertification Report lists households
within a contract or project that are late in
recertifying. Users may specify whether the report
will include all certifications, exclude terminations,
list HQ terminations only, or only list terminations.

The Move-In/Move-Out option provides a
comprehensive list of all move-ins and move-outs
for a specified project or contract.

With Multiple Occupancy, reports can be retrieved
to identify units occupied by multiple active heads
of households and active heads of households
occupying more than one unit.

Project Evaluation provides a valuable risk
management reporting tool to asset managers to use
when reviewing projects and/or specific households.
The summary data included in this report can be
helpful in identifying potential problem projects and
specifically help locate problem units.
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Chapter 15

Chapter 16

Chapter 17

Appendices

The Tenant Unit Address application provides users
with quick access to unit address data for a project
or contract, enabling them to respond to and resolve
owner/agent inquiries.

The Verification Query can assist in determining
whether owners and agents are using the approved
passbook rates, income limits, contract rents, utility
allowances, gross rents, and 236/BMIR market
rents. Once current information is available, the
report is used to quickly review the list of values as
they were submitted on the project’s certifications.

The Voucher Tenant Compliance Query enables
authorized users to view the latest compliance
information at the contract or project level.
Voucher funds may be released or denied based on
the information supplied.

Appendices provides reference code and description
information detailing action, status, and other code
functionality.
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Getting
Started

The TRACS Internet Application system
is web-based, and it provides authorized
users with summary and status data on
vouchers submitted for a contract or
project number for the 12-month period
prior to the date of query submission.

Authorized users can also view
additional detail data on vouchers by
selecting the Voucher Summary Details,
Miscellaneous Accounting Requests,
Special Claims, or Voucher
Discrepancies in this application. The
Project/Contract Query link has been re-
engineered to display as Certification
Query, and provides users with
information such as certification
discrepancies and benefit history.

In addition, authorized users will be able
to process Over/Under Payment
resolutions and submit the date resolved
online.

Objectives
By the end of this chapter, you will be
able to:

e Understand Security and User
Access

e Access TRACS Internet Application

system

December 2008 — Release 202C

2-1




TRACS Internet User Guide Chapter 2: Getting Started

2.1 Security and User Access

Registration is required prior to gaining access to the Tenant Rental Assistance
Certification System (TRACS) Internet applications. As these applications provide
access to sensitive financial and personal information, security features have been
implemented to ensure access is granted only to authorized entities/individuals. Only
after registering in HUD’s Secure Systems, being added to the system, receiving a user
ID, and being assigned a system role can an Internet user access TRACS Internet
applications.

Further restrictions apply regarding system access for a specific property. Before
permitting access to TRACS Voucher, Certification, and Tenant Unit Address data for a
property, a user must be assigned to that property by the coordinator of the owning entity.

Each trusted business partner, or their authorized agent, interested in using these
applications must first successfully complete a registration process with HUD. There are
two types of TRACS Internet users: coordinators and users. In most cases coordinators
perform only system administration functions. These functions include establishing their
profile as a coordinator to TRACS or other systems, activating the user, assigning the
user’s role and access to the applicable property. A user is someone other than the
coordinator, either an employee of the owner or a third party, who has registered for a
user ID from HUD and has been authorized to access TRACS Voucher and/or
Certification data for a property (or properties) by the coordinator of the owning entity.

The following seven steps outline the registration process.

1. Coordinator(s) for a HUD trusted business partner submits an
on-line registration application form for their coordinator user
ID to HUD using HUD’s Secure Systems.

2. User(s) for a trusted business partner submits an on-line
registration application form for their user ID to HUD using
HUD’s Secure Systems.

3. HUD approves/denies application for coordinator registration
and returns correspondence by mail to the CEO of the owning
entity or the organization named in the registration application.
The mailed response contains information necessary for
coordinator registration in Secure Systems.

4. Coordinator logs into Secure Systems and establishes their
profile as coordinator to TRACS and/or other systems.

5. After submitting their registration, user(s) notify the
coordinator for the owning entity under which they registered.
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6. The coordinator accesses Secure Systems, retrieves the user
information, and assigns role(s) and property access rights for
the user(s).

7. Authorized user(s) log-in to Secure Systems and access
authorized information via the TRACS Internet application(s).

Detailed steps and an explanation of the Secure Systems procedures can be found in the
Secure Systems User Guide for Contract Administrators. The Secure Systems Guide
is useful for steps on registering a first-time user, establishing the coordinator and users,
and system maintenance functions. Once you are established as a coordinator or user,
return to this guide for step-by-step instructions on using the TRACS Voucher Detail
Reports, TRACS Voucher Query, and TRACS Project/Contract Query.

25 Note: The Secure Connection Guide is designed for all Internet applications used
by HUD’s trusted business partners. The Guide is generic and therefore is not
TRACS-specific.
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2.2 Accessing TRACS Internet Query Applications
Access the HUD Multifamily Secure Systems by entering the following URL in the

Location field of your browser:

https://hudapps.hud.qgov/HUD Systems/

25 Note: Bookmark this site for quick future access!

To access TRACS Internet Query Applications:

1. Enter the URL displayed above, and the User Login screen (Figure 1) displays.

Uszermname and Password Required |

Enter uzername for Enterprize Server at

hudappz hud. gow:

Il=er Mame:; I

Fassword: I

ar.

Cancel

Figure 1. User Login Screen

2. Enter your User ID (User Name) and Password.

3. Click on , and the Legal Warning screen (Figure 2) displays.

OR

Click on Cancel to enter a different User Name and Password.

25 Note: The User ID must be entered all in uppercase format and the password is
case-sensitive. The User ID will be your M-ID.

Seenre Systems ——o—

HUD

Legal Warning

Misuse of Federal Information through the HUD
Seecure Connection web site falls under the provisions
of title 18, United States Code. Section 1030. This law
specifies penaltics for exceeding authorized access,
alterations, damage. or destruction of information
residing on Federal Computers.

| 2

-
18y == [Document: Done

SEe Wl e EE A

Figure 2. Legal Warning Screen

December 2008 — Release 202C




TRACS Internet User Guide

Chapter 2: Getting Started

4. Clickon M, and the Secure Systems HUD screen (Figure 3)

displays.

*{

ﬁ!*

US, [kept. of Housing
and Urban Development

Seenre-Systems =«

HUD

Systems

o Tenant Fental Assistance Certification Syatem (TRACTS)

System Administration - Guide

Systemn Mamtenance
Tser ID Maintenance

Property Assionment Mamntenance
Business Partners Maintenance

PHA Assignment Mamtenance

Password Change

Assistance Contract Assignment Maintenance

Figure 3. Secure Systems HUD Screen

5. Click on the Tenant Rental Assistance Certification System link, and the
TRACS Home Page screen (Figure 4) displays.

Listed below this heading are links to Over/Under Payment Resolution, Voucher Detail
/Summary Reports, Voucher Query, Manual Voucher Submission, Certification Query,

Move In/Move Out Query, Multiple Occupancy Query, Project Evaluation Query,

Tenant Unit Address Query, and Verification Query.

TRACS

Voucher

¢ Owerlnder Payment Resolution

¢ Voucher Detail/Summary Reports

+ Vousher Query

* Manual VYoucher Subrission

Tenant

+ Certification Query

Iove-Inftdove-Out Gluery

* Multiple Occupancy Gluery

ect Evaluation Quer;

¢ Tenant Unit Address Query

¢ Werfication Query

Figure 4. TRACS Home Page
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Objectives
CO N ’[I‘aC’[ & By the end of this chapter, you will be
: able to:
PrOJ eCt e Query information from Form HUD-
52670
B as ed e View query data from browser
V() uc h er e Download and print a Voucher
Summary Report
Summary

Report

The Contract/Project Based VVoucher
Summary Report provides information
derived from Form HUD-52670,
Housing Certification and Application
for Housing Assistance Payments within
a specified date range. Grouped by
project or contract, the report provides
information on the total number of
subsidized and non-subsidized units
submitted on the voucher, as well as
assistance payment information
including total assistance payments,
adjustments, and debt service.

The Contract/Project Based VVoucher
Summary Report option can be selected
from the TRACS Main Menu.

From the Contract/Project Based
Voucher Summary Report screen, the

’6 displays directly above the User
Guide link as a visual to direct users to
the user guide for assistance in using this
application.

December 2008 — TRACS 202C
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3.1 To access the Contract/Project Based Voucher
Summary Query Screen:

1. From the TRACS Main Menu, click on the Contract/Project Based Voucher
Summary Report link, and the following query screen (Figure 1) displays:

by e
TRACS

Contract/Project Bazsed Voucher Summary Report

Enter the Contract or Project Mumber.
Contract Number: | or Project Number:

From Voucher Date: WML DDITT YY) ,|"(]1,|"
To Voucher Date: (WMWTDD/TYYT) | f(]lf‘

REPORTBY: & EBrowser O Download

[ Submit ] [ Feset l

ISEEEsREmSsss s

= " 2\

= [ ]
HUTHweh Backto TDLI
Send Mail Home

Figure 1. TRACS Contract/Project Based Voucher Summary Query Screen

3.2 To submit a Contract/Project Based Voucher
Summary Query:

1. From the Contract/Project Based Voucher Summary Query Screen, enter the desired
contract number or project number.

&5 Note: The Contract Number is an 11-character field with no blanks allowed. The
Project Number is an 8-character field with no blanks allowed.

December 2008 — TRACS 202C 3-2




TRACS Internet User Guide Chapter 3 Contract/Project Based Voucher Summary Reports

2. To specify a date range, enter dates in From VVoucher Date and To VVoucher date
fields.

&5 Note: Both dates have three fields: Month, Day, and Year; however, the Day field is
fixed at 01 and cannot be edited. In other words, date ranges must begin and end on
the first day of the month. Also, the Month field is two digits and the Year field is four
digits.

3. To view the report on-line, select Browser. To download report data to an ASCI| file,
click Download. (See next section) The default value for report type is Browser.

4. Click Submit to start the Query.

3.3 To download the Contract/Project Based Voucher
Summary Report:

1. Click Reported by: Download; the following Security Warning screen (Figure 2)
displays:

File Download - Security Warning

Do you want to open or save thiz file?

] Mame: TracsDownload,trx

Type: Urknown File Type
From: nthhgp?1.hud.gow

Open ] [ Save ] [ Cancel

Wihile files from the Intermet can be uzeful, thiz file type can
o potentially harm your computer. [F pou do not bust the source, do naot

open or gave thig software. What's the risky

Figure 2. Security Warning Screen
2. Select Save it to disk to name and save the file to your hard drive.

The ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names. An example of an ASCI|I file is displayed in Figure 3.
Figures 4(a) and 4(b) are two examples of the Contract/Project Based VVoucher
Summary Report.
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TRACS Internet User Guide Chapter 3 Contract/Project Based Voucher Summary Reports

Voucher Darte,Contract Nurber,Area Code,Office Code,Units in Contract,Units Receiving Subsidy,Units Vacant Under this Contract
05/01/2000,KY364002001,05,01,,,,, , 1,1,1,1,1,1,1,1,1,1,1,1,1,0,10,1, 1,05/01/2000
| M

Figure 3. ASCII File

U.S. Department of Housing and Urban Development
[}?T RACS Ceontract/Project Based Voucher Summary Report

Project Number: 122EH006 Voucher Date Range: 01/01/2004-01/01/2005
Vaucher Uhat Smmary
Contract Project Subsidy Voucher Subsidized Vacamt Market Total
DNumber Name Tpe Date Tnits Uniis TUnits TUnits
AZ160413201 VIVIENDAS ASTET. RAP 14172004 23 6 0 29
Totals 23 6 0 29
Vaucher Payment Summary
o meer [Vt B i im0 gy P B Db | DD | (O
Assisiance Request Requested |Approved
A7160413201 VIVIEWNDAS ASIST. [1/1/2004 13811 0 -1314 0 0 0 0 0 12587 | 12597
Totals 13811 0 -1314 0 0 0 0 0 12597 | 12597

Interpreting and Printing this page

Return to Query

Figure 4(a) Contract/Project Based Voucher Summary Report
Queried by Project Number

U.S. Department of Housing and Urban Development
TRACS Contract/Project Based Voucher Summary Report

Contract Number: AZ16R000001 Voucher Date Range: 01/01/2005-03/01/2005
Voucher Uit Summary
Project Project Subsidy Voucher Subsidized Vacant Market Total
Number Name Type Date Units Units TUnits Units
DEL PTUEELO APARTMENTS Section B 37172005 40 0 ] 40
DEL PUEELC APARTMENTS Section 8 17142003 40 0 0 40
Totals 20 0 0 30
Voucher Fayment Summary
Project Project Youcher I?I.ej:::: ‘Mlsc +laar Unpaid Rent Regular Delft ST;:;;}[ SI]:shildy
Ehomber Sl Datc Assistance Request ) et - 1B ([¥agancy | Sexvice Requested |Approved
DEL PUEELC APARTMENTS |3/1/2005 22381 0 0 0 0 0 0 0 22381 | 22381
DEL PUEELC APARTMENTS |1/1/2005 22683 0 -264 0 0 0 0 0 22419 | 22418
Totals 45064 0 -264 0 0 0 0 0 44300 | 44800

Interpreting and Printing this page

Fieturn to Query

Figure 4(b) Contract/Project Based Voucher Summary Report
Queried by Contract Number
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Over/Under
Payment
Resolution

One of the elements used to evaluate the
performance of a Performance-Based
Contract Administrator (PBCA) is the
prompt resolution of overpayment or
underpayment issues between the PBCA
and the owner or management agent.
The TRACS Voucher Over/Under
Payment Resolution option enables the
user to submit the date an
overpayment/underpayment is resolved.
This option is available from the TRACS
Main Menu screen.

From the Over/Under Payment
Resolution Voucher Selection screen,
click on the TRACS Menu link in the
blue side bar to return to the TRACS
Main Menu.

From the Over/Under Payment
Resolution VVoucher Selection screen,

the id displays directly above the User
Guide link as a visual to direct users to
the user guide for assistance in using this
application.

Objectives
By the end of this chapter, you will be
able to:

e Submit the date an overpayment or
underpayment is resolved

December 2008 — Release 202C
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4.1 To access the Over/Under Payment Resolution
option:
1. From the TRACS Main Menu, click once on the Over/Under Payment

Resolution link, and the TRACS Over/Under Payment Resolution VVoucher
Selection screen (Figure 1) displays.

TRACS over/Under Payment Resolution
Voucher Selection

Contract Number:

and
Voucher Date: | |/01 (mmiddiyy)

Submit | Reset

Figure 1. TRACS Over/Under Payment Resolution Voucher Selection Screen

2. Enter the Contract Number and Voucher Date.

3. Click , and the Update Over/Under Payment Resolution (Edit Mode)
screen (Figure 2) displays.

OR
4. Click on Reset to clear fields and enter different criteria. Then click ,

and the Update Over/Under Payment Resolution (Edit Mode) screen (Figure
2) displays.

December 2008 — Release 202C 4-2



TRACS Internet User Guide Chapter 4: Over/Under Payment Resolution (CAS)

Update Over/Under Payment Resolution
(Edit Mode)

Contract Number: AL090024011
Project Name:

Voucher Date: 01/01/2008
Last Updated By: C03309

Last Update Date: 10/07/2008

Over/Under Payment Resolution Date: |03 22 2008 | (mm/dd’vyvy)
Notification To HUD Date:  10/07/2008

Payment Amount:

O Over{Positive) © Under{Negative) 5 |208

Figure 2. Update Over/Under Payment Resolution Screen

&5 Note: If no voucher is found for the Contract Number and voucher date entered, a
message displays stating, ““No voucher was found with the searching criteria
entered”.

4. Enter Over/Under Payment Resolution date.
Select either Over (positive) or Under (negative) radio button.
6. Enter Payment Amount. You must enter a number higher than “0.”

7. Click on , and the “TRACS Voucher Successfully Updated” message
displays.
OR
“The Over/Under payment Resolution data was not updated successfully”
message displays.
The date displays on the Voucher Detail screen.

8. Click on _[:'KJ, and you are returned to the Over/Under Payment
Resolution Voucher Selection screen.

9. Click on the TRACS Menu link in the blue side bar to return to the TRACS
Main Menu.
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Voucher
Detail/Summary
Reports

The downloadable VVoucher
Detail/Summary Reports enable
authorized users to monitor voucher
billing submitted to TRACS against the
tenant certification data submitted to
TRACS by the owner/agents.
Implemented July 14, 2000, the TRACS
Voucher Detail/Summary Reports were
developed to increase the ease with
which Owners, Agents and Contract
Administrators are able to retrieve
detailed information about the vouchers
they have submitted for payment.
Owners, Agents and Contract
Administrators are able to download two
ASCII files for the purpose of creating
two voucher reports, the Voucher
Summary and the Voucher Detail
reports.

The Voucher Detail/Summary Reports
option can be selected from the TRACS
Main Menu.

From the Voucher Detail/Summary
Reports screen, click on the TRACS
Menu link in the blue side bar to return
to the TRACS Main Menu.

From the Voucher Detail/Summary

Reports screen, the ’5 displays
directly above the User Guide link as a
visual to direct users to the user guide
for assistance in using this application.

Objectives

By the end of this chapter, you will be

able to:

e Monitor voucher billing submitted to
TRACS against tenant certification
data submitted to TRACS by
owner/agents

e View query data from browser

e Download and print a Voucher

Detail/Summary Report
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5.1

To access Voucher Detail/Summary Reports:

1. From the TRACS Main Menu, click once on the Voucher Detail/Summary

5.2

Reports link, and the TRACS Voucher Detail/Summary Reports screen (Figure
1) displays.

TRACS Voucher Detail/lSummary Reports

Select Cne Contract, Multiple Contracts, or All Contracts
OR Select One Project, Multiple Projects, or All Projects

Contract [Salect Al Project [Selsct Al -
No: |AL090003004 — 111 Urits No: |06235147 — 111 Units
ALDFO022015 - 36 Units 05235346 - 36 Units
CAIB0ON3004 — 100 Units ot
CA1B0003018 — 77 Units =] |

Voucher Date: Iﬁ J014|2002

Subrmit Resat
A Fa¥
1
4>
s Back to TDpI

Figure 1. TRACS Voucher Detail/Summary Reports Screen

To submit a Voucher Detail/Summary Report
Query:

1. From the Voucher Detail/Summary Reports Query screen, select the contract or

project by clicking on the desired contract number or project number in the
Contract No. or Project No. box.

OR

Select multiple contracts or projects by holding down the Ctrl key while clicking
on the contract numbers or project numbers with the mouse.

OR

Highlight the Select All option to select all the vouchers available for all of the
contracts or projects listed.

Enter the month and year of the desired voucher(s) in the Voucher Date field.

Click on Ml and a pop-up window (Figure 2) displays, alerting the user to
how many total units were selected.
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www2 hud.gov - [JavaScript Application] [E3

& You zelected 40 Units.

Figure 2. Pop-Up Window

& Note: When the “Select All”” option is generated, the Pop-Up Window displays a
message alerting user stating ‘the sum of units exceed the maximum value, which is

6000; you have selected XXXXX units.’

4. Clickon to continue, and the TRACS Download Voucher Detalil
Reports screen (Figure 3) displays.

TRACS Download Voucher Detail Reports

Click links to dewnload WVoucher Reports

\Click Here to download Summary report.
[Click Here to dovmload Detail report.

Figure 3. TRACS Download Voucher Detail Reports

There are two reports available to download: the Voucher Summary Report and the
Voucher Detail Report.

5.3 To download the Voucher Summary Report:

1. Click on Click Here to download Summary report, and a Security Warning
screen (Figure 4) displays.
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File Download - Security Warning

Do you want to open or save this file?

] Mame: TracsDownload. b

Type: Unknown File Type
From: nthhgp? 1, hod.goy

Dpen ] [ Save ] [ Cancel

YWhile files from the [ntermet can be uzeful, this file type can
o potentially harm your computer. [f you do not st the source, do not

apen ar gave this software. What's the risk?

Figure 4. Security Warning Screen

2. Click on the radio button next to Save it to disk to name and save the file to your
hard drive.

The ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order of
the Header Field Names. An example of an ASCII file is displayed as Figure 5.

voucher Date,Contract Lumber,Area Code,office Code, Units in Contract,

units Receiving subsidy,uUnits vacant uUnder this Contract,Mmarket Rent Tenants,

Unreported Units,calculated Regular Assistance,Reported Regular Assistance,

Regular aAssistance Discrepancy amt,Calculated adjustments to Assistance,

Reqorted Adjustments to Assistance,Adjustments to Assistance Discrepancy Amt,
Calculated Regular units,Reported Regular Units,Regular unit Discrepancy,
Calculated_adjustment Units,Reported adjustment Units,Adjustment Unit Discrepancy,

Total Regular Payment amt, Resubmission Indicator, Compliance Percentage, Threshold Flag,
Subsidy Type, Create Date

05/01,/2008, 00000FNI, 03,39,19,159,0,0, 0,1125%,7&85%%,0,0,0,0,70,15,51,1,0,1,11587,H,95,1, 3,
05/03 /2008

05/01,/2008, 000007NI, 03,39,19,159,0,0, 0,1125%,7&65%%,0,0,0,0,70,15,51,1,0,1,11587,H,95,1, 3,
[25,/03,/2008000

Figure 5. ASCII File

The Voucher Summary Report displays in ASCII format. The headings display at the top,
with the data following on subsequent lines. Use the scroll bar at the bottom of the screen
to scroll right to view the entire report. Refer to Appendix A for a detailed chart of
headings and descriptions of the displayed data. The following bulleted list gives you a
brief look at the Summary Report data:

e Voucher Date

e Contract Number
e Area Code

o Office Code
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5.4

Units in Contract

Units Receiving Subsidy

Units Vacant Under this Contract

Market Rent Tenants

Unreported Units

Total TRACS Calculated Regular Assistance Payments
Total Reported Regular Assistance Payments
Total Regular Assistance Payments Discrepancy
Calculated Adjustments to Assistance

Reported Adjustments to Assistance
Adjustments to Assistance Discrepancy Amount
Calculated Regular Units

Reported Regular Units

Regular Unit Discrepancy

Calculated Adjustment Units

Reported Adjustment Units

Adjustment Unit Discrepancy

Total Regular Payment Amount

Resubmission Indicator

Compliance Percentage

Threshold Flag

Subsidy Type

Create Date

To download the Voucher Detail Report:

1. From the TRACS Download Voucher Detail Reports screen, click on Click

Here to download Detail report link, and a security warning screen (Figure 6)

displays.
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File Download X

Do you want to open or save thiz file?

] Mame: TracsDownload,trx %

Type: Urknown File Type
From: hudappsl.hud.gos

Open ] [ Save ] [ Cancel

harm pour computer. If you do not tragt the zource, do not open or

@ While files from the Intermet can be uzeful, zome files can potentially
gave thiz file. What's the rigk?

Figure 6. Security Warning Screen

2. Click on the radio button next to Save it to disk to name and save the file to your
hard drive.

The ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order of
the Header Field Names. An example of an ASCII file is displayed as Figure 7.

Voucher Date, Contrach Numbes Unit NumbesLast Name First NameMiddle Initisl Head SSN, Effective
Date Cett Type Calenlated AP Reported AP AP Discrepaney Amount Bedroom Size, Ower or Under
Housed,&diustment Indicator

05/01/200%,000007WL6 2327 DUKES BARBARA, ZHEH0575 07/01/2007 AR, 945,0,945.3, N

05/01,200%,000007 M6 2327 DUKES BARBARA, ZEEECE0575,07/01/2007, AR, 045,0,045 3, )N
05/01,200%,000007 WLR3 57 PLUMMER, ELLEN, ¥, 3505054621 04012007 AR 656,657,-1,3.0,H
05/01,200%,000007 WL,2426, GREY-THERIOT MELWVIN, I R 551 5,04/01,/2007 A R, 0,0,0,3, )
05/01,200%,000007 WL23 57 PLUMMER, ELLEN, ¥ 3505054621 04012007 AR 656,657,-1,3,0.H
05/01,200%,000007HI,11 2445 ROBINZON SHAINDEERA, D, 35055021 8,05012007 AR 0,0,0,3,0,H
05/01,200%,000007 ML2426, GREY-THERIOT MELWVIN, K R 551 5,04/01,2007, A R, 0,0,0,5, )
05/01/200%,000007 WL7 9335 NAMARKDTLA HARRIET, ZEEH0900,08/01/2007 1R, 0,0,0,3,0,H

Figure 7. ASCII File

The Voucher Detail Report displays in ASCII format. The headings display at the top,
with the data following on subsequent lines. Use the scroll bar at the bottom of the screen
to scroll right to view the entire report. Refer to Appendix A for a detailed chart of
headings and descriptions of the displayed data. The following bulleted list gives you a
brief look at the Detail Report data:
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e Voucher Date

e Contract Number

e Unit Number

e Last Name

e First Name

e Middle Initial

e Head Social Security Number

25 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and the date of birth (DOB) display in the following
format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN — XXXXXNNNN
DOB — XX/XX/NNNN

o Effective Date

o Certification Type

o Calculated Assistance Payment

e Reported Assistance Payment

e Assistance Payment Discrepancy Amount
« Bedroom Size

e Over or Under Housed

e Adjustment Indicator

December 2008 — Release 202C 5-7



TRACS Internet User Guide

Chapter 6: Voucher Query

Voucher
Query

Implemented in September 1997,
Voucher/Payment System added
processing and financial controls to the
existing system while also establishing
an interface with the Line of Credit
Control System (LOCCS). Through the
interface, TRACS requests payments
and LOCCS returns confirmations or
rejections.

After implementation of the TRACS
Voucher/Payment batch processing
system, it became clear that Field
Offices, the Voucher Processing Hub,
and Headquarters personnel required
faster access to Voucher Data.
Implementation of the Voucher Query
application provided HUD users with
access to detailed voucher information.
This enabled HUD users to respond to
and resolve owner/agent inquiries and
perform the pre-payment validation
required for vouchers that fail the
threshold tests.

With the introduction of the Voucher
Query Internet application, owners and
management agents may now also
access this information to determine
voucher status and to resolve payment
issues.

It is anticipated that this Internet
capability will reduce telephone traffic
to Field Offices, the Voucher Processing
Hub, and the TRACS Hotline.

Objectives

By the end of this chapter, you will be

able to:

e Access Line of Credit Control
System (LOCCS) information to
determine voucher status and resolve
payment issues

e View query data from browser

e Download and print a Voucher
Report

The main objective of the application is
to provide a vehicle for answering status
questions concerning a voucher. The
Voucher Query option can be selected
from the TRACS Main Menu.

From the TRACS Voucher Query
screen, click on the TRACS Menu link
in the blue side bar to return to the
TRACS Main Menu.

From the TRACS Voucher Query
=11 :
screen, the I==d displays directly above
the User Guide link as a visual to direct
users to the user guide for assistance in
using this application.
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6.1 To submit a voucher query:

1. From the TRACS Main, click on the Voucher Query link, and the TRACS
Voucher Query screen (Figure 1) displays.

TRACS Voucher Query

Displays past 24 month's Vouchers for selected Contract or Praject

Contract Number: ~| or Project Number: i
Subrmit | Reset

R

N

a f
A Back to TDDI
Home

Last Modified: 08/15/2000

Figure 1. TRACS Voucher Query Screen
2. Select the desired Contract or Project number from the drop-down list.

3. Click on ﬂl and the User Login screen (Figure 2) displays.
Usermname and Password Bequired |

Enter uzername for Enterprize Server at
hudapps. hud goe:

IJzer Mame: I

Fassword: I

O, Cancel

Figure 2. User Login Screen

e Contract Number is the eleven-character number assigned to HAP, PAC, or PRAC
contracts. These are the rental assistance agreements associated with Section 8,
Section 202/162, Section 202 Capital Advance, and Section 811 Capital Advance.

e Project Number is the eight-character number assigned to the Rent Supplement or
RAP project. The number will be used only when a specific project’s Rent
Supplement or RAP Voucher/Payment data is required.
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& Note: Only the contracts and projects associated with your M-1D will display in the

drop-down list.

3. Enter User ID (User Name) and Password.

4. Clickon , and the TRACS Voucher List screen (Figure 3) displays.

& Note: The User ID must be entered all in uppercase format and the password is case-

sensitive. The User ID will be your M-ID.

Application security will validate the authorized ID and its authority to access the

submitted project or contract.

U.S. Department of Housing and Urban Development
TRACS Voucher List

Contract/Project Number: AZ |6RODUG0]
Project Name: SOMERVILLE CONSUMER HOME
Subsidy Type: Section 8
Active Tenant Count/Tnits: 37 (71%)
Selecr a Voucher 1D to view additional voucher details

| | Coniract |Cu liange |Scheduled LOCCS
LOCCS Payee Name |Action ID| | Administrator P]:fcem Pay  [Voucher
| D Amount | 1D

! | TRaCE | [ 24 |

| [ TRACS | [ s |

| | TRACS || 2 |

| |1oces || mavs || 84 | |

Figure 3. TRACS Voucher List Screen

g Voucher T Sk ALK Status Status DA -'L!lpl rwd CHfset Amomnt Est Pay :

Voucher I} Date ion  Processed Code | Date ey | Voucher Amrat] Pald Date Pavee TIN
Indd Date Ind Amonmnt
0200000009 4/1/2003 M 97872002 | ROD | 948/2002 Y 50 0 bili]
0206000826 6/1/2002 M 992002 | ROO | 9/9/2002 Y 0 0 10
0205000198 15/1/2002 M 942002 | ROO | 9/4/2002 Y 0 0 $0
0204000048 4120020 N %12/2002 P00 4182003 Y 500 0| $300 37132003
| RETURN TO VOUCHER QUERY ]
v

<«— (continued)
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ery

= Note: Any vouchers marked T53 status and placed in Pre-Payment Decision (PPD)

for payment suspension has the current compliance percentage re-calculated daily. As

tenant certifications are updated daily and compared to the Compliance standard
percent set by Housing, if the recalculated percent is equal to or greater than the
compliance standard percent set by Housing, then those vouchers are automatically
approved and released from PPD for payment. The current counts/ratio of tenant
certifications to units—as defined for the ratio and current compliance percent for t
contract—is recalculated daily and displayed in the header of the TRACS Voucher
Query screen and the TRACS Certification Query screen.

he

The initial response screen from the query is intended to answer some of the more
immediate questions the user may have and provide a base from which additional
details can be retrieved for a specific voucher. The TRACS Voucher List screen
includes the contract/project number submitted by the user, the project name, and the
subsidy type.

If a query has been successful, the application will retrieve and provide a list of

vouchers received for the previous twelve months. Data is displayed horizontally across

the screen with one voucher on each line.

The TRACS Voucher List screen displays the Contract/Project Number provided by
the user, the Project Name, and the Subsidy Type. The following information is also
provided for every voucher retrieved:

e Voucher ID

e Voucher Date

e Correction Indicator

e TRACS Processed Date
e Status Code

o Status Date

« Discrepancy Indicator

e Approved Voucher Amount
o Offset Amount

« Amount Paid

o Est. Pay Date

o Payee TIN
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25 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and the date of birth (DOB) display in the
following format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN = XXXXXNNNN
DOB — XX/XX/NNNN

o LOCCS Payee Name

e Action ID

o Contract Administrator ID
o Compliance Percent

e Scheduled Pay Amount

e LOCCS Voucher ID

# Note: Definitions for all voucher status codes are provided in Appendix B of this
document.

\ & Note: In this release, Compliance Percentage is added to the Voucher List.

6.2 To display Notes and Messages:

1. Click the Internet browser’s Back button to retry the query.

If there are no vouchers for the project or contract specified, the following
screen (Figure 4) displays.

% TRACS Voucher Query

Mo wouchers were found for the contract/project mumber requested.
Either nio wonuchers exist for the last 24 raonths in the TRACS database for this project/contract or the runber has been entered mcorrectly.

[ RETURN TO VOUCHER QUERY |

{Overation Safus: () Appleation Satus: vouchers nof found)

Figure 4. TRACS Voucher Query - No Vouchers were found

If the Coordinator of your organization has not done the Property Assignment for your
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ID, then the following Error screen (Figure 5) displays.

Error

User is not authorized to view requested contract.

[Back

Si=l= _ Document: Done = Y s A R A

Figure 5. Error Screen

2. Click the Back link to retry the query on another contract/project, or contact
your Coordinator.

Now that you have the desired voucher information, the next step in the process is
printing the results. The TRACS Voucher List screen needs to be in landscape
orientation. This is noted on the initial TRACS Voucher Query application screen (see
instruction item #3, left column).

3. After selecting the Internet browser’s Print button, click on the Properties box
located directly beside the printer name.

The next screen (Figure 6) allows the user to change the settings from portrait to
landscape orientation. This change is necessary to print your voucher query results

page.
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Hdlinibizchccoun HF LazerJet 8000 PS5 Properties
File Edit Yiew Go

H { @i Paper I Graphics I Device Dptions I PaostScript I ggg N
Back Far E Paper sizer  Letter (3.50 2 11.00in)
0 J e
LITIS' . Executive Legal =7 1117 (D 2 pent
1 -l
— Layout
Contract/Prc D * lup Elr 2up  aup O IAME
=
— Orientation
1 " Partrait
La . [ RAotated
5| ate
Paper source: I AutaSelect Tray ;I
Copies: |'| :': [Eorstam.. Unprintable Area... o
= | | el |
|| ore Options... | About,. | Restore Defaults |
ll— 0K I Cancel | Apply | 4 |
== £ e e I - !

Figure 6. Print Set-up - Properties box

The Voucher Query Internet application also enables the user to access more detailed
voucher information with the selection of the Voucher Summary Detail, Miscellaneous
Accounting Requests, Special Claims and/or Voucher Discrepancies options.

These options are available to the user from the TRACS Voucher List screen.

6.3 To access the Voucher Query Detail Options
screen and view summary details:

1. From the TRACS Voucher List screen, click on the desired Voucher ID, and
the TRACS Voucher Query Detail Options screen (Figure 7) displays.

TRACS Voucher Query
Detail Options

Contract/Project Number: TN 2001
Project Name: L& RESOLANA AFARTMENTS
Voucher 1D:
Voucher Date: 07/01/2000

Voucher Summary Detail
Miscellaneous Accounting Requests
Special Claims

Voucher Discrepancies

P TOR

RETURM TO YOUCHER QUERY
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Figure 7. TRACS Voucher Query Detail Options Screen

2. Click the Voucher Summary Detail link, and the TRACS Voucher Detail

screen (Figure 8) displays.

Contrast/Froject Number: AZ18R000001
“ousher 10 0203000001

U.S. Department of Housing andUrban Development
TRACS Voucher Detail

Froject Name: PROJECT WOUCHER CITY
Voucher Date: 3172002

Valbor s, [rRRESTTTTRRCE

Tearaeson B [

Totsl Rog ular Fayrman Ao

il

Toual Adjusiad Fayman Amau

i

Vausher Unraquestod Amaunt:

3

ol Misaalinaous Roquert Amou it

3

ol Spocil Gains Amount

3

ToralVouchar Amau

Wi

rfnder Payment Resolution

Onrer Signcd Tk, [SWHER SEHED TTLE

Dwvar Signad Phona: (001777 8288

vnarSgvl G V200

Waragemant gt o WS, G04ER

Wansgemart Agart

|

ProjectiContrset Details

S |

HAF Cifowive Q1T |

[
[
[
[
[
[
o
[
o
[
[
[
[
[
[
[
[
[
[
[

HAF Signad 105, |

=
wneritlanagement esils
i

s

A Sl AT |

1
[
[
[
[
[
[
[
Ea
[
[
[
[
[

RETURN T UBICHER OUERY.

Figure 8. Voucher Summary Detail Screen

The Voucher Summary Detail screen is read-only, and provides additional voucher
data. The information retrieved identifies the Contract/Project Number, the Project
Name, the Voucher ID, and Voucher Date. The summary detail information is grouped

in the following headings:
o Transmission Details
o Payment Requested
e Owner/Management Details
e Project/Contract Details
e Units
o Exceptions

3. Click the Internet browser’s Back button to return to the TRACS Voucher

Query Detail Options screen.

6.4 To view Miscellaneous Accounting Requests:
1. From the TRACS Voucher Query Detail Options screen, click the
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Miscellaneous Accounting Requests link, and the Miscellaneous Accounting
Requests screen (Figure 9) displays.

|»

U.S. Departinentof Housing and Urban Development
TRACS Miscellaneous Accounting Requests

Contract/Project Number: IC133000067  Project Name: PEOJECT WITH MO MAWE
Voucher ID: 5811004375 Voucher Date: 11/1/1538

[Seq Number [Request Code [Request Amount | Request C

[ 1 [ DRuz | 52 [ moveoUuT

[ 2 SERY | 252 | MOVE BACK I
[ 3 [ 252 [MOVE OUT &GAIN
| 4 |

|
[ =ERV
[ DRuG 51 [

, -
1| | 3

E=¢D=| | Document: Done EEE T E e |

Figure 9. Miscellaneous Accounting Requests Screen

The TRACS Miscellaneous Accounting Requests screen is read-only, and provides
information on requests made against that specific voucher that effect the voucher
amount. The information retrieved identifies the Contract/Project Number, the Project
Name, the Voucher ID and Voucher Date. The miscellaneous accounting request data is
displayed in table format:

e Sequence Number: Number of miscellaneous accounting requests on the
voucher. (The list starts with number 1).

e Accounting Request Code: A list of Accounting Request codes can be found in
Appendix B.

e Request Amount: Amount requested for adjustment.
e Request Comment: Comment recorded at time of voucher submission.

If there are no Miscellaneous Accounting Requests for this voucher, an Error message
screen (Figure 10) displays.

TRACS Voucher Miscellaneous Accounting Request Query

No miscellaneous accounting requests were found for the voucher requested.
Choose one of the three following options:

1. Click the RETUEI TO VOUCHEE QUERY pushbutton and begin another query.
2. Click the Back butten to go back one window and select another Voucher Detail option.
3. Chek the Back button twice to rewiew the Voucher List and select another woucher.

(Oparation Status: 0, Application Status: misc rat faund )

RETURN TO %OUCHER QLERY |

Figure 10. Error Message Screen
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2. Click the Internet browser’s Back button to return to the TRACS Voucher
Query Detail Options screen.

6.5 To view Special Claims:

1. From the TRACS Voucher Query Detail Options screen, click the Special
Claims link, and the Voucher Special Claims screen (Figure 11) displays.

.8, Department of Housing and Urban Development
TRACS Veucher Special Claims

Contract/Project Numhber: IL06:oooom Project Name: POCOLSIDE APARTMENTS
Voucher ID: 0001111111 Voucher Date: 03/01/2000
[Sequence Number |Claim ID [Claim Amount |Claim Type
| 1 [sowooae [ gez |

RETURM TO VWOUCHER QUERY |

Figure 11. Voucher Special Claims Screen

The TRACS Voucher Special Claims screen is read-only, and displays detailed
information on any special claims reported for the voucher. The information retrieved
identifies the Contract/Project Number, the Project Name, the Voucher 1D, and Voucher
Date.

The special claim data is displayed in table format:

e Sequence Number: Number of special claims on the voucher. (The list starts
with number 1).

e Claim ID: A 9-digit control code assigned to the special claim at the time it is
approved by the field office.

e Claim Amount: Amount requested for payment by HUD.
o Claim Type: Unpaid Rent, Tenant Damages, Vacancy Loss, Regular Vacancy

If there are no special claims for this voucher, the Error Message screen (Figure 12)
displays.
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TRACS Voucher Special Claims Query

No speeial claims were found for the voucher requested.
Choose one of the three following options:

1. Click the EETTUEN TO VOTTCHEE QUERY pushbutton and begin another query.
2. Clck the Back button to go back one window and select another Voucher Detail option.
3. Click the Back button twice to review the Veucher List and select another weucher.

{Owaration Status: O, Application Status: spel claim not found )

RETURN TO %OLUCHER QUERY |

Figure 12. No Claims Found — Error Message

2. Click the Internet browser’s Back button to return to the TRACS Voucher
Query Detail Options screen.

6.6 To view Voucher Discrepancies:

1. From the TRACS Voucher Query Detail Options screen, click the Voucher
Discrepancies link, the Voucher Discrepancies screen (Figure 13) displays.

U.S. Department of Housing and Urban Development
TRACS Voucher Discrepancies

Contract/Project Number: Project Name: LA RESOLANA APARTMENTS
Voucher ID: Voucher Irate: 07/01/2000
. . | [Discrepancy|
Discrepancy Action | PELERE

Description Recommendation :
Code Requived| ool

| ¥8POD  |[VOUCHERSENT TO TREASURY FOR PAVMENT. [Nf4 - INFORMATIONONLY | 3 || W

RETURN TO VOUCHER QUERY |

Figure 13. Voucher Discrepancies Screen

The TRACS Voucher Discrepancies screen is read-only, and displays detailed
information about any discrepancies that exist on that voucher. The information
retrieved identifies the Contract/Project Number, the Project Name, the Voucher 1D and
Voucher Date. Click on it to view any discrepancy details. The voucher discrepancy
data is displayed in table format:

o Discrepancy Code: An active link. Select the code to view any available
discrepancy details (associated with an Action Required code of 5 only). Actual
discrepancy codes are described in the TRACS MAT User Guide, Appendix D:
TRACS Discrepancy Code Tables.

o Description: Discrepancy descriptions are described in the TRACS MAT User
Guide, Appendix D: TRACS Discrepancy Code Tables.

e Recommendation: Recommended solutions are described in the TRACS MAT
User Guide, Appendix D: TRACS Discrepancy Code Tables.

e Action Required: Action Required codes are listed in Appendix B.
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o Discrepancy Detail Indicator: Indicates if any discrepancy details exist for this
discrepancy.

If no discrepancies exist on that voucher, the Error Message screen (Figure 14) displays.

TRACS Voucher Discrepancies Query

No discrepancies were found for the voucher requested.
Choose one of the three following options:

1. Clck the EETURIN TO VOUCHER QUEEY pushbutton and begin another query.
2. Clck the Back button to go back one window and select another Voucher Detal option.
3 Cleclk the Back button twice to review the Voucher List and select another voucher.

{COweration Siatus: 0, Application Status: dise not found )

RETURN TO WOUCHER QUERY |

Figure 14. No Discrepancies - Error Message Screen

2. Click the Internet browser’s Back button to return to the TRACS Voucher
Query Detail Options screen.
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Manual
Voucher
Submission

When Payments was added to the
TRACS Voucher Processing system in
1997, Housing made the decision that
only one voucher would be accepted per
contract per month. Any adjustments
required to a voucher already submitted
and paid would be carried forward to
subsequent vouchers. The one voucher
per month model has not covered all of
the cases in which owners or
management agents required payments.

There have been occasions when owners
or management agents were unable to
successfully submit both the vouchers
and the supporting certifications to
TRACS in time to avoid financial
distress. In these cases manual
payments have been approved, and they
were paid directly from LOCCS.
Whenever this occurred, there was no
feedback to TRACS leaving a void in
the payment history for the contract in
TRACS. Housing now has the
requirement to provide in TRACS for
the entry of manual vouchers from the
Intranet and Internet. This expansion of
TRACS will virtually eliminate the need
for manual payments through LOCCS
for regular voucher payments.

Objectives

By the end of this chapter, you will be

able to:

e Create manual vouchers online and
submit to HUD for review and
approval, if the voucher for the
contract or project was previously
paid through TRACS

The TRACS Manual Voucher
Submission application allows users to
create manual vouchers online and
submit to HUD for review and approval,
if the voucher for the contract or project
was previously paid through TRACS.

From the Voucher Submission Menu
screen, click on the TRACS Menu link
in the blue side bar to return to the
TRACS Main Menu.

From the TRACS Move-In/Move-Out

Query screen, the i displays directly
above the User Guide link as a visual to
direct users to the user guide for
assistance in using this application.

Decmber 2008 — Release 202C

7-1




TRACS Internet User Guide Chapter 7: Manual Voucher Submission

7.1 To create and submit a manual voucher:
1. From the TRACS Main Menu, click on the Manual VVoucher Submission and

Review link, and the Voucher Submission Menu screen (Figure 1) displays.

Voucher Submission and Review Menu

b3

Voucher Submission

Voucher Review

+ Prepavment Decision

Figure 1. Voucher Submission and Review Menu

2. Select the Create a new voucher link, and the Voucher Submission Query -
Create a New Voucher screen (Figure 2) displays.

Voucher Submission Query

Credate a new voucher

Enter the Contract Number and'or Project Number,
and Voucher Date for the Voucher vou want to create.

Subsidy Type: |Section 8 v

Contract Number:
and / or

Project Number: ;-

Voucher Date: |/ 01 '. OMMDDYYYY)

Figure 2. Voucher Submission Query - Create a New Voucher Screen

3. From the Subsidy Type from the drop-down list, select a type:
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e Section 8
e Rent Supplement
e RAP

e Section 202 PRAC
« Section 811 PRAC
e Section 202/162 PAC

4. Enter Contract Number (for Section 8, 202 PAC, 202 or 811 PRAC).

5. Enter Project Number (for Rent Supplement or RAP).
6. Enter Voucher Date (MM/YYYY).

7. Click on Ml and the Voucher Submission Summary — Create a
Voucher screen displays.

The screen automatically displays contract information entered from a previously
submitted voucher. If a voucher already exists for the voucher period entered, the
system will display a message stating that the voucher for the contract and the voucher
period entered already exists.

The following screens (Figure 3 through Figure 7) display views for Section 8, non-
Section 8, and CA only vouchers, respectively.

Manual Voucher Submission
Summary

Create a new \'mu{her

Contract Number: AL090024011
Project Name:

Subsidy Type: Section 8
Voucher Date: 08/01/2001

Contract Information

Aanagement Agent Name: [DALCOR MANAGEMENT, INC.
Management Agent EIN Number: :EEt}?EEQ#E
CAID: AL0O2

General Occupancy Information

(Contract Specific)
Total Units in Contract: 30
* Number of Units Receiving Subsidy Under Contract: |0
Number of Units Vacant Under Contract: 0
Number of Units Occupied By Market Rent Tenants: |0

Figure 3. Voucher Submission Summary — Create a Voucher screen (1 of 3)
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Payinent %
Regular Assistance Payvment Requested
Number of Units in Billing Amount Requested Amount Approved by CA
~ Regular Tenant Assistance Payment for 08/2001: 0 50 g0
Adjustments to Regular Tenant Assistance Payments: B 50 | S.B
Subtotal: 50 g0
Special Claims
Select Claim ID(s) to be included in this submission - Create - N/A
Claim ID Claim Type Approved Amount Select Flag.
04090000000008 DAMAGES S455 E
04090000000009 UNPAID RENT 5233 F
04090000000012 DAMAGES 5119 E
Subtotal: g0
Miscellaneous Accounting Adjustment
Payvment Requested: 50
Total Approved Voucher Amount: 3|0

Figure 4. Voucher Submission Summary — Create a Voucher screen (2 of 3)

Owner's Certification
= Ownership Name: :SHELTDN BEACH, LTD.

* Signed Name:
* Signed Title:

= Signed Date:

* Signed Phone Number: |256-533-1727

Figure 5. Voucher Submission Summary - Create a Voucher screen (3 of 3)

When Subsidy Type is Section 8, the following additional sections display:

L%xce,un'ous to Limitations on Admission of Lower-Income Families (Only for Sec. 8 contracts effective on or after 10/1/1981)

Project-Based Exceptions In Use: 0
Project-Based Exceptions Allocated: [
Tenant-Based Exceptions In Use: 0

Total Exceptions: 0

Date Field Office Last Changed Allocations

for Project-Based Exceptions (MM/DD/YYYY) BE [AEY AN

Tenant-Based Exceptions In Use
(Only for Sec. 8 contracts effective before 10/1/1981)
Number of Units Leased to Low Income Families who: 0
1. began receiving Sec. 8 on or after 8/1/1984; and
2. were not very low income at the time they began to receive Sec.8

Figure 6. Voucher Submission Summary — Create a Voucher screen — Section 8
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When working with CA-administered contracts, the following section displays for CAs:

Additional Information for CA4 Submitted Vouchers
Amount Applied to Mortgage: 0
Amount Applied to Debhis: | 0
Amount Paid to Project: [ 0
Amount Released from Reserves: 0
* Voucher Approved Date (WAM/DD/YYYY) 1| 24
Amount of Correction: 0

| oo
| [o0
a0
| [on

[2008

Figure 7. Voucher Submission Summary — Create a Voucher screen — CAs Only

The Voucher Submission Summary screen is divided into sections. The top part of the

screen, or header, displays information containing the Contract Number (for Section 8,

PRAC, and PAC vouchers only), Project Name, Project Number, Subsidy Type, and
Voucher Date. The main sections of the screen represent Contract Information,

General Occupancy Information, Payment Requested, and Owner’s Certification.

For Section 8, the screen displays two additional sections: Exceptions to Limitations
on Admission of Lower-Income Families, for sec. 8 contracts effective on or after
10/01/1981, and Tenant Income Information, for sec. 8 contracts effective before
10/01/1981. The Management Agent’s Name is automatically populated when entering
the Project Number; however, this field can be edited. If the EIN has been associated

with the Management Agent Name and stored in the database, it will also automatically

display when entering the Project Number or Contract Number. This field can also be

edited.

The section that will display for CAs only is Additional Information for CA-
Submitted Vouchers.

& Note: All fields labeled with an asterisk are mandatory fields.

Contract Information

8. Edit Management Agent’s Name (if applicable).
9. Edit Management Agent EIN Number (if applicable).

General Occupancy Information

& Note: Total Number of Units is displayed on the screen as a non-editable field.

10. Enter Number of Units Receiving Subsidy Under Contract.
11. Enter Number of Units Vacant Under Contract.
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12. Enter Number Of Units Occupied by Market Rent Tenants.
Payment Requested

& Note: Number of Units in Billing automatically display after entering General
Occupancy information.

13. Enter Regular Tenant Assistance Payment Amount Requested.

14. Enter Adjustments to Regular Tenant Assistance Payments-Number Of Units in
Billing.

15. Enter Amount Requested.

& Note: Total Payment Requested Amount is automatically calculated by the system
and displays on the screen.

Exceptions to Limitations on Admission of Lower-Income Families
(Only for Sec. 8 contracts effective on or after 10/01/1981) (displays for Section 8 only)

16. Enter Project-Based Exceptions In Use.
17. Enter Project-Based Exceptions Allocated.
18. Enter Tenant-Based Exceptions In Use.

& Note: Total Exceptions is automatically calculated by the system and displays on the
screen.

19. Enter Date Field Office Last Changed Allocations for Project-Based Exceptions
(mm/dd/yyyy).

Tenant Income Information (Only for Sec. 8 contracts effective before 10/1/1981)
(displays for Section 8 only)

20. Enter Number of Units Leased to Low Income Families who began receiving
Sec. 8 on or after 08/01/1984; and were not very low income at the time they
began to receive Sec. 8.

Additional Information For CA-Submitted VVouchers (displays for CAs only)

21. Enter Total Adjusted Payment Amount Approved by CA.
22. Enter Amount Applied to Mortgage.

23. Enter Amount Applied to Debts.

24. Enter Amount Paid to Project.

25. Enter Amount Released from Reserves.

26. Enter Voucher Approved Date (mm/dd/yyyy).

27. Enter Amount of Correction.
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Owner’s Certification

28. Enter Owner Signed Name.

29. Enter Owner Signed Title.

30. Enter Owner Signed Date.

31. Enter Owner Signed Phone Number.

32. Click on ih"“ﬂ and the “Voucher creation was successful’ screen displays.
OR

Click on | Retum to Yousher Submission Query |to return to the VVoucher
Submission Query screen.

& Note: Clicking on Return to Vausher Submission Query cancels the transaction
and does not save the data.

7.2 To correct manual vouchers:

The TRACS Manual Voucher Submission application allows users to view and edit
existing manual vouchers that have already been submitted through the manual voucher
submission application, but have not been approved.

1. From the TRACS Main Menu, click on the VVoucher Submission link, and the
Voucher Submission Menu screen (Figure 8) displays.

Voucher Submission Menu

Voucher Submission
s Correct an existing voucher
* Create a new voucher
» Delete a voucher

If_—;_,.j a "f\l
HUDTweh Eack to Top)
Send Wil Home

Figure 8. Voucher Submission Menu Screen

2. Select the Correct an existing voucher link, and the Voucher Submission
Query — Correct an existing voucher screen (Figure 9) displays.
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Voucher Submission Query

Correct an existing voucher

Enter the Contract Number andfor Project Number,
and Youcher Date for the Voucher you want to correct.

Subsidy Type: Section B x
Contract Number: |

and/or

Project Number: |

VoucherDate: [ 701/ (MMIDDIYYYY)

Submit | Reset

Figure 9. Voucher Submission Query — Correct an existing voucher Screen

3. Select Subsidy Type from the drop-down list:

e Section 8

e Rent Supplement

« RAP

e Section 202 PRAC
e Section 811 PRAC
e Section 202/162 PAC

4. Enter Contract Number (for Section 8, 202 PAC, 202 or 811 PRAC).

5. Enter Project Number (for Rent Supplement or RAP).

6. Enter Voucher Date (MM/YYYY).

7. Click on i}jmﬂ and the Voucher Submission Summary — Correct
Existing Voucher screen displays.

The screen displays information previously entered when the voucher was originally
submitted through the Manual VVoucher Submission application. The following screens
(Figure 10 through Figure 13) display Section 8, non-Section 8 and CAs Only views.

& Note: This function may not be used to correct vouchers submitted by batch process.

If the voucher has been submitted and approved, the screen displays a message stating
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that the voucher for the month entered has been approved for payment and cannot be
corrected. If the voucher cannot be found based on search criteria submitted, the system
displays a message stating the voucher was not found.

When Subsidy Type is not Section 8, the following screen displays.

Voucher Submission Summary

Correct Existing Voucher

Contract Number: TTO0TOD0001
Project Name: TEST MGMT
Project Number: 99999999
Subsidy Type: Section 8
Voucher ID: 0112008864
Voucher Date: 127012001

CONTRACT INFORMATION

Management Agent Name: ITIHE MGHT

Management Agent EIN Number: I

CAID: |TTo59

GENERAL OCCUPANCY INFORMATION

(Contract Specific)
Total Units in Contract: 37
* Number of Units Receiving Subsidy Under Contract: iZD—
Number of Units Vacant Under Contract: IE—
Number of Units Occupied By Market Rent Tenants: [D—

Figure 10. Voucher Submission Summary - Correct a voucher Screen (1 of 2)
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PAYMENT REQUESTED

Mumber of Units in Billing Amount Requested

* Regular Tenant Assistance Pay t for 08/:2001: 20 13?1?

* Adjustments to Regular Tenant Assistance Pay t [2— ID_‘
Total Payment Requested: |3?1?

OWNER'S CERTIFICATION
* Owner Signed Name: IE
* Owner Signed Title: ]ACCOUNTANT
* Owner Signed Date: IH ;E Jleoo1
* Owner Signed Phone Number: !555—555—5555

Lahels with asterisk {*) are mandatory,

“Submit I

Return toYoucher Submission Gueny

Figure 11. Voucher Submission Summary - Correct a voucher Screen (2 of 2)

When Subsidy Type = Section 8, the following sections display.

EXCEPTIONS TO LIMITATIONS ON ADMISSION OF LOWER-INCOME FAMILIES (Only for Sec. 8 contracts
affactive on or after 10/1/1981)

Project-Based Exceptions In Use: i-D_‘
Project-Based Exceptions Allocated: {D_‘
Tenant-Based Exceptions In Use: !D—

Total Exceptions: !D—

Date Field Office Last Changed Allocations
for Project-Based Exceptions (MM/DD/YYYY) CESY] GEHA FEXX

TENANT INCOME INFORMATION
(Only for Sec. 8 contracts effective before 10/1/1981)
Humber of Units Leased to Low Income Families who: !D—

1. began receiving Sec. 8 on or after 8/1/1984; and
2. were not very low income at the time they began to receive Sec.8

Figure 12. Voucher Submission Summary - Correct a voucher Screen — Section 8
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When working with CA-administered contracts, the following section displays
for CAs.

ADDITIONAL INFORMATION FOR CA-SUBMITTED VOUCHERS
* Total Regular Payment Amount Approved by CA: 400
* Total Adjusted Payment Amount Approved by CA: IDi

Total Voucher Amount Approved by CA: 400

Amount Applied to Mortgage: I_D-_ I_
Amount Applied to Debts: I—D_ I_
Amount Paid to Project: I—D l_
Amount Released from Reserves: ’70 !—
*Youcher Approved Date {(MM/DD/YYYY) I_ f_ W
Amount of Correction: |D—

Figure 13. Voucher Submission Summary - Correct a voucher Screen — For CAs Only

The Voucher Submission Summary screen is divided into sections. The top part of the
screen, or header, displays information containing the Contract Number (for Section 8,
PRAC, and PAC vouchers only), Project Name, Project Number, Subsidy Type, and
Voucher Date. The main sections of the screen represent Contract Information,
General Occupancy Information, Payment Requested, and Owner’s Certification.

For Section 8, the screen displays two additional sections: Exceptions to Limitations
on Admission of Lower-Income Families, for sec. 8 contracts effective on or after
10/01/1981, and Tenant Income Information, for sec. 8 contracts effective before
10/01/1981. The Management Agent’s Name is automatically populated when entering
the Project Number; however, this field can be edited, if applicable. If the EIN has been
associated with the Management Agent Name and stored in the database, it will also
automatically display when entering the Project Number or Contract Number. This
field can also be edited, if applicable.

The section that will display for CAs only is Additional Information for CA-
Submitted Vouchers.

All fields are available for editing. You may edit one field or many fields, as necessary.

Contract Information

\ « Note: All fields labeled with an asterisk are mandatory fields.

8. Edit Management Agent’s Name, if applicable.
9. Edit Management Agent EIN Number, if applicable.
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General Occupancy Information

\ = Note: Total Number of Units is displayed on the screen as a non-editable field.

10. Edit Number of Units Receiving Subsidy Under Contract.
11. Edit Number of Units Vacant Under Contract.
12. Edit Number Of Units Occupied by Market Rent Tenants.

Payment Requested

& Note: Number of Units in Billing for Regular Tenant Assistance Payments for the
voucher date entered will be automatically displayed after entering General
Occupancy information.

13. Edit Regular Tenant Assistance Payment Amount Requested.

14. Edit Adjustments to Regular Tenant Assistance Payments-Number Of Units in
Billing.

15. Edit Amount Requested.

& Note: Total Payment Requested Amount is automatically calculated by the system
and displays on the screen.

Exceptions to Limitations on Admission of Lower-Income Families

(Only for Sec. 8 contracts effective on or after 10/01/1981) (displays for
Section 8 only)

16. Edit Project-Based Exceptions In Use.
17. Edit Project-Based Exceptions Allocated.
18. Edit Tenant-Based Exceptions In Use.

& Note: Total Exceptions is automatically calculated by the system and displays on the
screen.

19. Edit Date Field Office Last Changed Allocations for Project-Based Exceptions
(mm/dd/yyyy).

Tenant Income Information (Only for Sec. 8 contracts effective before
10/1/1981) (displays for Section 8 only)

20. Edit Number of Units Leased to Low Income Families who began receiving Sec.
8 on or after 08/01/1984; and were not very low income at the time they began
to receive Sec. 8.
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Additional Information For CA-Submitted Vouchers (displays for CAs only)

21. Edit Total Adjusted Payment Amount Approved by CA.
22. Edit Amount Applied to Mortgage.

23. Edit Amount Applied to Debts.

24. Edit Amount Paid to Project.

25. Edit Amount Released from Reserves.

26. Edit Voucher Approved Date (mm/dd/yyyy).

27. Edit Amount of Correction.

Owner’s Certification

28. Edit Owner Signed Name.

29. Edit Owner Signed Title.

30. Edit Owner Signed Date.

31. Edit Owner Signed Phone Number.

32. Click on _=ubmit | and the “Voucher correction was successful” screen
displays.
OR

Click on Retum ta Vousher Submission Query to return to the Voucher
Submission Query screen.

# Note: Clicking on Return to Vousher Submission Query cancels the transaction
and does not save the corrections.

7.3 To delete a manual voucher:

The TRACS Manual Voucher Submission application allows users to delete manual
vouchers online. A voucher can only be deleted if it was submitted through the Manual
Voucher Submission application, and has not been approved. In addition, the voucher
must be deleted before TRACS nightly process sends the information to LOCCS for
payment.

1. From the TRACS Main Menu, click on the Voucher Submission link, and the
Voucher Submission Menu screen (Figure 14) displays.
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Voucher Submission Menu

Voucher Submission
s Correct an existing vouchsr
* Create a new woucher
+ Delete avoucher

F—/W]

=

— PO &I
HUDTyeb Eack to Top|
Send Mail Home

Figure 14. Voucher Submission Menu screen

2. From the Voucher Submission Menu, select the Delete a voucher link, and the

Voucher Submission Query - Delete a voucher screen (Figure 15) displays.

Voucher Submission Query

Delete a voucher

Enter the Contract Mumber andfor Project Mumber,
and Voucher Date for the Voucher you want to delste

Subsidy Type: Sectian 8 =
Contract Number:

and/or

Project Number:

VoucherDate: [ 017 (MDD

Submit | Reset

Figure 15. Voucher Submission Query - Delete a voucher Screen

3. Select Subsidy Type from the drop-down list:

e Section 8
e Rent Supplement
« RAP

e Section 202 PRAC
e Section 811 PRAC
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4.

e Section 202/162 PRAC
Enter Contract Number (for Section 8, 202 PAC, 202 or 811 PRAC).
Enter Project Number (for Rent Supplement or RAP).

Enter Voucher Date (MM/YYYY).

Click on Ml and either the Section 8, non-Section 8 or CA only Voucher

Submission Summary - Delete a VVoucher screen (Figure 16 through Figure

19) displays.

Voucher Submission Summary

Delete Existing Voucher

Project Name: TEST COURT |
Project Number: 99999999
Subsidy Type: Rent Supplement
Voucher ID: 9999999999
Voucher Date: 08/01/2001
CONTRACT INFORMATION
Management Agent Name: TEST MANAGEMENT INC
Management Agent EIN Number: 959999999

GENERAL OCCUPANCY INFORMATION

(Contract Specific)
Total Units in Contract: 30
* Number of Units Receiving Subsidy Under Contract: 10
* Number of Units Vacant Under Contract: 5
* Number of Units Occupied By Market Rent Tenants: 2

Figure 16. Voucher Submission Summary - Delete a Voucher screen (1 of 2)

PAYMENT REQUESTED
Number of Units in Billing Amount Requested

* Regular Tenant Assistance Payment for 08/2001: 10 §1,717.00
= Adjustments to Regular Tenant Assistance Payments: 2 #5,000.00
Total Payment Requested: §8,717.00

OWNER'S CERTIFICATION
* Owner Signed Name: Testers
* Owner Signed Title: ACCOUNTANT
* Owner Signed Date: 200452001
* Owner Signed Phone Number: 555-555-5555

Delete Voucher

Returr to Youcher Submission Query

Figure 17. Voucher Submission Summary - Delete a Voucher screen (2 of 2)
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For Section 8, the following sections display.

EXCEPTIONS TO LIMITATIONS ON ADMISSION OF LOWER-INCOME FAMILIES (Only for Sec. 8 contracts effective
on or after 10/1/1981)

Project-Based Exceptions In Use: g
Project-Based Exceptions Allocated: 9
Tenant Based Exceptions In Use: 10

Total Exceptions: 1"

Date Field Office Last Changed Allocations
for Project-Based Exceptions (MM/DD/YYYY)

TENANT INCOME INFORMATION
(Oniy for Sec. 8 contracts effective before 10/1/1981)
Humber of Units Leased to Low Income Families who: 12
1. began receiving Sec. § on or after 8/1/1984; and
2. were not very low income at the time they began to receive Sec8

Figure 18. Voucher Submission Summary - Delete a Voucher Screen — Section 8

For CA-administered contracts, the following section will display for CAs
only.

ADDITIONAL INFORMATION FOR CA-SUBMITTED VOUCHERS

Total Regular Pay t A t Approved by CA: F100.00
Total Adj 1 Pay t A t Approved by CA: Fa00.00

Total Voucher Amount Approved by CA: $600.00
Amount Applied to Mortgage: $0.00
Amount Applied to Debts: $0.00
Amount Paid to Project: $0.00
Amount Released from Reserves: $0.00
Youcher Approved Date (MM/DD/YYYY) 0141542002
Amount of Correction: $0.00

Figure 19. Voucher Submission Summary - Delete a Voucher Screen — CAs Only

The Voucher Submission Summary — Delete a voucher screen displays the voucher
with previously entered information. If the voucher retrieved has already been
approved, the system will display a message stating that the voucher for the month
entered has been approved for payment, and cannot be deleted. If the voucher was
submitted through the batch process, the system will display a message stating that the
voucher submitted through batch process cannot be retrieved using this function. If
there is no voucher found for the search criteria enter, the system will display a message
stating that the voucher was not found.

8. Click on ___belste Woucher 1, and the “Voucher Deletion was successful’
message displays.

OR

Click on| Tl r S OUEH AT S sshan KU I | o enter different search
criteria.
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Assistance
Payment
Report

The Assistance Payment Report lists all
certification transactions within a
contract or project and shows assistance
payment amounts within a specified date
range or voucher date.

The Assistance Payment Report option
can be selected from the TRACS Main
Menu.

From the Assistance Payment Report

screen, the ’6 displays directly above
the User Guide link as a visual to direct
users to the user guide for assistance in
using this application.

Objectives

By the end of this chapter, you will be
able to:

Query all certification transactions
within a contract or project

Show assistance payment amounts
within a specified date range or
voucher date

View query data from browser
Download and print a Assistance
Payment Report
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8.1 To access the Assistance Payment Query

Screen:

1. From the TRACS Main Menu, click on the Assistance Payment Query link, and the
following query screen (Figure 1) displays:

8.2

TRACS

Assistance Payment Query

Enter t& Contract or Project Number.

Contract Number: Lor Project Number: |

Select a Date Tvpe and enter a Voucher Date or Date Range:

Date Type: @& Effective Date O TRACS Process Date (O Voucher Date

Voucher Date: WMMDDYYYY) 1/01/4]
Date Range:

From Date: MMDD/YYYY)

To Date: WMMDDYYYY)

Sort By: @& Unt Or O Name
Report By: & Browser Or O Download

Figure 1. Assistance Payment Query

To submit the Assistance Payment Query:

1. From the Assistance Payment Query Screen, select the contract or project by scrolling

to the desired contract number or project number.

&% Note: The Contract Number is an 11-character field with no blanks allowed. The

Project Number is an 8-character field with no blanks allowed.

2. Select one of the following Date Types: Voucher Date, Effective Date, or TRACS

Processed Date.
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3. Specify date by entering a Voucher Date or a Date Range.

&5 Note: All dates have three fields: Month, Day, and Year fields; however, for a
Voucher Date, the Day field is fixed at 01 and cannot be edited. In other words, date
ranges must begin and end on the first day of the month. For Date Range, none of the
Month-Day-Year fields are fixed, and two dates are required: a From Date and a To
Date. Month and Day fields are two digits each; the Year field is four digits.

4. Select how the query will sort data; by Unit or by Name.

5. To view the report on-line, select Browser. To download report data to an ASCI| file,
click Download. (See next section) The default value for report type is Browser.

6. Click Submit to start the Query.

8.3 To download the Assistance Payment Report:

1. Click Reported by: Download; the following Security Warning screen (Figure 2)
displays:

File Download - Security Warning g]

Do you want to open or save this file?

] Mame: TracsDownload.brx

Type: Unknown File Type
Fram: nthhgp?1.hud.goy

Open ] [ Save ] [ Cancel

While filez fram the Intermet can be wzeful, thiz file twpe can
o potentially harm your computer. [F you do not trugt the source, do not

open or zave thiz zofbware. What's the rigk?

Figure 2. Security Warning Screen

2. Select Save it to disk to name and save the file to your hard drive.

The ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names.
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25 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and the date of birth (DOB) display in the
following format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN = XXXXXNNNN
DOB — XX/XX/NNNN

An example of an ASCII file is displayed in Figure 3. Figures 4(a) through 4(f) are six
examples of the Assistance Payment Report.

Cantr‘&ct Mumber; Project nMumber; Last Wame; First name; mMiddle wame; Head S5w;

unit nWumber; Effective Date; Cert Type; Process Code; Sequence Number;

Transaction Effective Date; Tracs Rewview Date; AP; Discrepancy value;

Calculated Discrepancy value; TTP; Annual Income; Adjusted Income; Gross Rent;

utility Allowance amt; Contract Mumber; Project number; subsidy Type; voucher Date
PAZEOOS2000; ;MOVER; JENNIFER ) M} 00002 01;11,/01 /2007 ;IR 3; 2;02,/09/2008; 02 /21 ,/2008; 487,
G87;0;29:;0;0;642; 70; PAZE0052001; ; HL; 03,/01,72008

PAZEOOSZ00L; s MOMNEMACHER ; AMARNDA; M; 000551 ; 02 04 /012007 AR 304 02,/09,/2008; 02,/21/2008;
224:224;0;485;19896;19416; 639;70; PAZE0052001; ; HL; 03,/01,/2008

PAZEOOS2000: s HAAS ) BETHANY ) L) W1 AT 03 0926,/ 2007 MI; 3: 23 02,/00,/2008;02,/21/2008; 336;
336; 0;404;21840;16160;670; 70; PAZ60052001; ; HL; 03,701 ,/2008

PAZE0052001; s RATNES; DALE; J; 300000704 3 04 07/26,/2007 ;M ;33 2; 02,/09,/2008; 02,/21/2008;443;443;
0;150;6000;6000;539; 54; PAZGO052001; ; HL; 03,/001,/2008

PAZEOOSZ200L; ; BLODGETT ; CHRISTIMA; M; X006 023; 05, 01,701 ,/2008; IR; 3; 2; 02,/09,/2008; 02,/21/2008;
FO0;790;0;25;1;0; 73184 PA2E0052001; s H1; 03 /01,2008

PAZEQOS2000; ; BERGER; DARLENE ) R 02753 06; 02,/01/2008; AR 3;2;02,/09/2008; 02721 ,/2008;404;
404;0;1859; 79777577 539; 54; PAZ60052001; ; HL; 03,01 ,/2008

AZGO0S2001; s CLAYTOMN; DAWN; § X002 00 073 01L/00 /2007 IR ;3,04 /00,/2006; 02,/07/2008;413;413;
0;420;18720;16800; 749;84; PAZE0052000; ; HL; 03,501 ,/2008

PAZEOOSZ000; ; CLAYTON; DAwWN; § »000200; 07 04,/01,/2006;MI; ; 3; 04,01 ,/2006; 02 /07 /2008; 567; 967,
0;248;11840;9920; 731; 84; PAZ60052001; s HL; 03,701 ,/2008

PAZEQOS2000; ; BACON; ANGTIALEE; ;<9893 08;11,/01,/2007;IR;3; 2; 02/09/2008; 02,/21,/2008; 573;
573;0;242;10020;0700;731;84; PAZA0052001; s HL; 03 ,/01,/2008

PAZEOOSZ00L; ; GARCIA; NICKOLAS, § X7 719; 09; 08,01 /2007 IR;3;3,;02,/09,/2008; 02,/21,/2008;434;
434;0;306;13195;12235;670; 70; PAZ60052001; ; HL; 03,/00,/2008

PAZEOOS2000; ; THOMAS 10V K1 w005 746 10;12,/03 /2007 ;M3 3; 2 02,/09,/2008; 02/21,/2008; 570; 570;
[0;170; 7685; 6805; 670; 70; PAZBO052001; ; HL; 03,/01,/ 2008

Figure 3. ASCII File

0.5, Department af Housing and Urban Developmeant
TRACS Assistance Payment Report

ContractProject Number: PA260052001
% Sorted by: MNare Voucher Date: 03-01-2008

Tenant Unit | Effective | Cert |Act Sup Setion | TRACS TRACS |p\p app Annual | Adjustment | Con | Uil | Project | Sub | Vouch

Name §5N Num | Date |Type |Cd #  Eectve FProcess = Cale | Typ Iy |TIP 'y oy | Income  |Rent |Allow Number Type | Date

Date Date AP
BLODGETT,C | XXXXHA023 | 05 | 112008 | IR | 3 | 2 | 2902008 | 422008 | 790 ™I 0|25 1 1] 731 24 Hl | 37172008
Total TRACS Calculated Assistance Payment $790
Total WMAT Assistance Payroent: $190
Total Assistance Payraent Difference: $0
Interpreting and Printing this page
Feturn to Query

Figure 4(a) Sample Assistance Payment Report
(Query by Contract & Voucher Date, Sorted by Name)
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U8, Department af Housing and Urban Development
TRACS Assistance Payment Repart

Contract/Project Number: PA260052001
Soried hy: Harne Voucher Date: 03-01-2008

Tenant Unit Effective |Cert Act Sub | ction | TRACS (TRACS pyp 4pp Annual | Adjustment |Con Uil | Project | Sub  Vouch

Name SN Num | Dae Tpe €4 Effective | Process | Cale |4p Diff ™ Income | Income Rent Allow Number Tope  Date
BACON,A FHHEXNEOEDS | 08 110172007 | IR 3 | 2 (020002008 0272172008 | 573 573 0 242 10920 o700 T3 34 H1 03012008
BERGER.D FHHEXENZIS | 06 020172008 | AR | 3 | 2 (020902008 0202002008 | 404 (404 | 0O [1800) 7977 517 530 54 H1 03012008

BLODGETT,C HHEXEA023 | 05 0L017200% | IR 3 | 2 (020002008 0272172008 | 790 w00 25 1 1} T 34 H1 | 03m12008
CLAYTON,D HHXXEEN200 | 07 0L0L2007 | IR 3 |040172006 020772008 | 413 413 | 0 420 18720 163800 2 34 H1 |03m172008
CLAYTON,D HHXEEN200 | 07 040172006 | MI 3040172006 020752008 | 567 ST 0 248 11840 0920 731 B4 H1 |03m172008
GARCIAN HHMEETO | 09 08012007 | IR 3 | 3 020902008 0202102008 | 434|434 0 306 | 13193 12235 670 70 H1 | 030172008
HAASBE HHENHL6ET | 03 092672007 | MI 0 3 | 2 020002008 0272172008 | 336 336 0 404 21840 16160 a7 | 70 H1 03012008
MOTER] HHENEO00Z | 01 110172007 | IR 3 | 2 (020002008 0272172008 | 687 687 0 |25 1} a 642 | 70 H1 03012008
NONNEMACHER & |XEXXE0551 | 02 040172007 | AR | 3 | 4 (020002008 022072008 | 224|224 | 0 |485 | 10804 10416 a39 | 70 H1 03012008
RAINESD FHEXEOM4 | 04 072672007 | MI 3 | 2020002008 0272172008 | 443 443 0 150 @000 6000 5500 54 H1 | 03m12008
THOAET FHEXESMA |10 12032007 | MI 3 | 2| 020972008 0272102008 | 570 00 170 T6Es 6803 a7l | H1 |03m172008

Total TRACS Calculated Assistance Payment $5441

Total MAT Assistance Payroent $5441 Q

Total Assistance Payraent Difference: $0

Interpreting and Printing this page

Return to Query

Figure 4(b) Sample Assistance Payment Report
(Query by Project & Voucher Date, Sorted by Unit)

0.8, Dapartment of Housing and Urban Developmani
TRACSK Assisiance Payment Report

Coniraci/Project Number: PA260052001

Sorted by: Unit Voucher Daie: 03-01-2008
o st e ot d S5 i | B Col VAT ATy Soml Muiment Con | U] (Pt 55| Vouh
Date Date AP
MOYERJ HEEXEOODZ | 01 11012007 | IR | 3 2 02092008 |022172008 | 687 |&87 | 0 |25 0 1] 642 | 70 H1 |03i01/2008
NOWNNEMACHER A |XXXXX0551 | 02 (040152007 | &R | 3 4 |020%2008 022102008 224|224 | 0 (485 | 19806 19416 639 | 70 H1 030172008
HAASE HHMAXKIEET | 03 |00R62007 | MI | 3 2 (020072008 0202152008 336 | 336 | 0 (404 | 21840 L6160 670 | 70 H1 030172008
RAINESD HXEEXEONS | 04 (00282007 | MI 3 2 (020902008 022172008 443|443 | 0 (150 4000 G000 539 | 54 H1 |03i01/2008
BLODGETT,C FAEEEE023 | 05 |01012008 | IR 3 2 |02M97200%8 0202172008 | 790 | 790 | O |25 1 0 T B4 H1 030172008
BERGER.D HHHAXE02TS | 06 |D2012008 | AR 3 2 (020972008 0202152008 404 | 404 | O (189 7977 15T 539 | 54 H1 030172008
CLAYTON.D HEEXEN200 | 07 01012007 | IR 3 |04M172006 (020702008 | 413|413 | 0 (420 ) 18720 16800 49| 54 H1 |03i01/2008
CLAYTON,D FHAHEEO200 | 07 |04012006 | WI 3 |D40152006 (020772008 567 | SET | 0 (248 | 11840 9920 T B4 H1 030172008
BACON, & HHEEOE0E | 0B 110102007 | IR | 3 2 (020972008 0202152008 573|573 | 0 (242 ) 10020 9700 T3 B4 H1 030172008
GARCIAN HXEEXETIS | 09 (08012007 | IR 3 | 3 |0209200% |022172008 | 434|434 | 0 (306 13195 12235 a7 | 70 H1 |03i01/2008
THOMAS,T HAEEEST46 | 10 12032007 | WD | 3 2 |020072008 0202172008 570|570 | 0 [170 ) 7683 62035 G670 | 0 H1 030172008
Total TRACS Caleulated Assistance Payroent: $5441
Total MAT Assistance Payment: $5441
Total Assistance Paymment Difference 30

Interpreting and Printing this page

Feturn to CQuery

Figure 4(c) Sample Assistance Payment Report (Sorted by Name)
(Query by Contract & Effective Date, Sorted by Name)
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U.8. Deparement of Housing and Urban Development
TRACK Assistance Payment Repord

ks

Effeciive Date Range: 01012008 - 12/01:2008

Contraci/Project Number: 4260052001
Sorted hy: TTnit
Tenant - Unit | Effective |Cert | Act |Sub | Sefion | TRACS (IRACS [puy |spp | | Annual | Adjustment | Con | Usil | Project | Suh | Vouch
Name Num Date Type Cd | # AP | Diff Income Income Rent | Allow | Number Type | Date
Date Date AP
BLODGETT.C = XXEXX6023 | 05 | 12008 | IR | 3 | 2 | 292008 | 4022008 | 790 ™00 |25 1 1] 731 84 Hi
Total TRACS Caleulated Assistance Payraent $90
Total MAT Lesistance Payroent $790
$0

Total Aesistance Payiment Difference:

Interpreting and Printing this page

Figure 4(d) Sample Assistance Payment Report
(Query by Project & Effective Date, Sorted by Unit)

U.8. Depariment af Housing and Urban Development
TRACS Assistance Payment Report

TRACS Process Date Range: 01/01/2008 - 12/01:2008

Contract/Project Number: PA260052001
Soried hy: Hame
r;m: - Unit Effective |Cert Act | Sub Eﬁ‘:“:; Prf;:f: ng:](zs MAT |APP | Annual | Adjustment | Con | Usl | Project | Sub |Vouch
ame Hum Date Type Cd AP  Diff Income Income Reni | Allow | Numher Type | Date
Date Date AP
BLODGETT,C XXXXX{SUZS%M 1102008 | IR | 3 | 2 | 2972008 | 422008 | 790 | 790 0 |25 1 ] 73| 84 H1
Total TRACS Caleulated Lesistance Payraent $790
Total WAT Assistance Payment §790
30

Total Assistance Payment Difference:

Interpreting and Printing this page

Figure 4(e) Sample Assistance Payment Report
(Query by Contract & TRACS Processed Date, Sorted by Name)

U.S. Department af Housing and Urban Develapmernt
TRACS Assistance Payment Repart
TRACS Process Date Range: 011012008 - 12/01/2008

ConiractProject Mumber: P.A260052001
Uil | Project | Sub | Vouch

Sorted by: Unit
Tenant . Unit | Efective |Cert | Act |$ub | Aetion | TRACH [TRACE |pyep | pp Annual | Adjustment  Con
J Num | Date |Type |Cd N cess AP | Diff Income Income | Rent |Allow | Number [Type | Date
Daie Date AP
BLODGETT,C | XXXEX6023 03 | u12008 | IR |3 2| AMV2008 | 47252008 790 90 1} 25 1 1} 731 84 H1
Total TRACS Caleulated Assistance Payment: $700
Total WMAT Assistance Payment $790
0

Total Assistance Payroent Difference

Interpreting and Printing this page

Figure 4(f) Sample Assistance Payment Report
(Query by Project & TRACS Processed Date, Sorted by Unit)
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Certification
Query

The Certification Query application was
developed to allow the Field Office
TRACS user faster access to tenant
certification information. This
information enables the HUD user to
respond to and resolve owner/agent
inquiries and perform routine
Certification searches more quickly and
easily.

With the implementation of the Internet
applications, owners and management
agents are able to access their own data
at any time. Previously displayed as the
Project/Contract Query link on the
TRACS main menu, this link now
displays as the Certification Query link.
Owner and management agents may
query for a certification list by contract
or project and sort it by unit or name.
Certifications are retrieved and displayed
in groups of twenty-five certifications.
The certifications displayed are limited
to the most current, and all future
certifications. After June 1, 2000, a user
may select the Download option from
the query window to download the
queried data into an ASCII file for
reporting purposes. Certification Query
can be selected from the TRACS Main
Menu.

Objectives

By the end of this chapter, you will be

able to:

e Access tenant certification
information

e Query a certification list by contract
or project

e Sort by unit or name

e View query data from browser

e Download and print a Certification
Report

From the TRACS Certification Query
screen, click on the TRACS Menu link
in the blue side bar to return to the
TRACS Main Menu.

From the TRACS Certification Query

screen, the ’6 displays directly above
the User Guide link as a visual to direct
users to the user guide for assistance in
using this application.

June 2009 — Release 202 C
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9.1 To access the Certification Query Screen:

From the TRACS Main Menu, click on the Certification Query link, and the
TRACS Certification Query screen (Figure 1) displays.

TRACS
Certification Query

Dhsplays most activelcument certification per household within the past 15 months

Tenant SSN:
SORTDY: & Unt © Name
REPORT BY: & Drowser ¢ Dawnload
Submi R“HI
W OEE BN BN BN BN N BN BN B BN B B
o e S
* Iarl:'\'dl

Figure 1. TRACS Certification Query Screen

A Contract Number or Project Number is used to initiate the query, and displays in the
form of a drop-down list. Users can only select one Contract Number or Project
Number based on property assigned to the user ID.

o Contract Number is the eleven-character number assigned to HAP, PAC, or
PRAC contracts. These are the rental assistance agreements associated with
Section 8, Section 202/162, Section 202 Capital Advance, and Section 811
Capital Advance.

e Project Number is the eight-character project number assigned to the subsidy type.

e The Sort By selection defaults to the Unit radio button, in which the results will
be listed in Unit number order. Select the Name radio button to have the results
listed by tenant last name in alphabetical order.

e The Report By selection defaults to the Browser radio button, in which the
results will display by the Web browser. Select the Download option to have the
results downloaded into an ASCII file.

9.2 To report a TRACS Certification Query by
Browser

1. From the TRACS Certification Query screen, select either Contract Number,
Project Number, or SSN in the appropriate field.

2. Select desired Sort By option.
3. Select Report By: Browser option.
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4. Clickon MI and the User Login screen (Figure 2) displays.

Uzemname and Password Bequired |

Enter uzername for Enterprize Server at
hudappz hud. gow:

Izer Mame: I

Fassword: I

Q. Cancel

Figure 2. User Login Screen

5. Enter your User ID (User Name) and Password where indicated.

& Note: The User ID must be entered all in uppercase format and the password is case-
sensitive. The User ID will be your M-ID.

Click on , and the TRACS Certification screen (Figure 3) displays.

U.S. Department of Housing and Urban Development
TRACS Certification List
Contract/Project Number: PAZE0052001 Sorted By: Uit
Subsidy Contract Expivation Date: 2/8/200%
Active Tenant (’.'mult%luh: 10010 {10084
Select a Tenant Name to view additional certification details. Highlighted rows correspond ta Active Tenant Cowunt.
. s  Project q
3 . N Action | TRACS N Assist .. Previous IMext
Tenant Name §SN Unit | Effective | Cert \Acton | pep o\ process | ap | TTp Annual Adjusted Gross (g, | or  (Subsidy |60y Recert |Dodroon
Number Daite Type | Code D Income | Income | Remt Coniract| Type Count
abe Date Code Number  Daie
Number
PAYER T O HHEEENSA1 029 | 12/1/2007 |*AR* 671852008 | $828 | $147 | $6342 5862 | $975 JES 1 12/1/2008 2
BLODGETT, & M. |ZEEEHEADLS 0% | 1/1/2008 IR GR  |2/9/2002 |3/17/2008 | $790 | $25 $1 0| $215 JES 1 101/2008 3
¥, 2. FHASST 062 | 172007 *AR* | CT 671852008 | $895 | $212 | $9836 3422 | $1107 JES 1 7172002 1
FOUNG, D, K. DAL 083 | 8/1/2007 |*AR*| CT &/18/2008 $1009 | $98 | $11255 $3940 | $1107 =4 1 811/2008 1
HAMILL. B. T, 808 s LK 086 | 12/1/2007 |*AR* 671872008 | $339 | $636 | $25441 $25441 | 975 54 1 127172008 2
YARIAN. S L. F e e ahlc 087 | &/1/2007 |*AR*| CT 671872008 | $87 $1020 | $45267 | $40790 |$1107 g 1 87172008 1
EETETA. X O 52 075 | &/1/2007 [*AR*| CT 6F13/2008 | $638 | $633 | $25800 | §35320 | $1261 =4 1 /1720028 2
GAGNON, 3 SRR 099 | 10/18/2007 | *II* 671872008 | $487 | $428 | $20020 $19540 | $975 E 1 101/2008 2
EEMEBERT, 8. & |[ZEHEEHEDARE 139 | 12/1/2007 *AR* 6/12/2008 | $674 | $301 | $13004 | $12044 | §975 JES 1 12/1/2008 2
Interpreting and printing this page
| RETURNTOGQUERY |
Overv <+—— (continued)
MMove In
Tnder Date
Housed @
124212001
10/20/2003
54642005
5141994
0] 124101999
F/2252004
E/442005
i) 101 2/2006
12410/2003

Figure 3. TRACS Certification List screen

June 2009 — Release 202C 9-3




TRACS Internet User Guide Chapter 9: Certification Query

= Note: Any vouchers marked T53 status and placed in Pre-Payment Decision (PPD)
for payment suspension has the current compliance percentage re-calculated daily. As
tenant certifications are updated daily and compared to the Compliance standard
percent set by Housing, if the recalculated percent is equal to or greater than the
compliance standard percent set by Housing, then those vouchers are automatically
approved and released from PPD for payment. The current counts/ratio of tenant
certifications to units—as defined for the ratio and current compliance percent for the
contract—is recalculated daily and displayed in the header of the TRACS Voucher
Query screen and the TRACS Certification Query screen.

The initial response screen—shown in Figure 3—from the query is intended to answer
some of the more immediate certification questions the user may have for a specific
Project or Contract. Further explanations of the data displayed on this screen can be
obtained by clicking on the TRACS Certification screen Interpreting and Printing this
page link, located in the bottom left corner of the TRACS Certification screen.

The TRACS Certification screen requires the Contract/Project Number. From that, the
following information is displayed:

1. Tenant Name
2. SSN

25 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and the date of birth (DOB) display in the
following format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN — XXXXXNNNN
DOB — XX/XX/NNNN.

3. Unit Number
4. Effective Date
5. Cert Type

25 Note: Asterisks (ex: *AR*) on either side of the Certification Type code
indicate a discrepancy on that certification. If certification type is in bold, it
denotes a future certification.

6. Action Code

7. Action Effect Date
8. TRACS Process Date
9. AP

10. TTP

11. Annual Income

12. Adjusted Income
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13. Gross Rent

14. Assist Status Code

15. Project or Contract Number
16. Subsidy Type

17. Previous Contract Number
18. Next Recert Date

19. Bedroom Count

20. Over/Under Housed

21. Move In Date

&5 Note: Definitions for all Certification Types, Action Codes, Assistance Status Codes,
and Subsidy Type Codes are provided in Appendix C of this document.

6. Click on , and the TRACS Certification Discrepancies screen (Figure 4)
displays.

Discrepancy
Code

NDF TEACS CALCULATED NUMBEE OF DEPENDENTS DIFFEERS FROM FEPORTED WALUE
AD TRACE CALCIULATED AILOWANCE FROM DEFENDENTS DIFFERS FROM REPORTED VALTTE
T& TRACS CALCTULATED TOTAL ALLOWANCE DIFFERS FROI REPORTED VALTTE
ADI TEACS CALCULATED ADIUSTED IMCONE DIFFERS FROM REFORTED VALUE
TTF TRACE CALCULATED TOTAL TENANT PAVIMENT DIFFERS FROI REEPORTED VALTE
AP TEACS CALCULATED &A55ISTANCE PAYIMENT DIFFERS FROM EEFORTED VALTTE
CE251 NO WMATCHING CERTIFICATION FOUND FOR CORRECTION SUBMITTED.

Description

CEL31 SECURITY DEPOSIT IS HOW BEING COLLECTED BY TRACS. v
Printing this page (CO ntinu ed)
q Action |Memhber Reporied Calculated
S e e ton Required Number | Value | Value
FECALCULATE # OF DEFEMDENTS BASED ON FEELATIONSHIF, AGE AMD SPECIAL STATUS.
VERIFY NULBER OF DEFENDEWTS, RECAICULATE TOTAL AT OWLNCE FOR DEFEMDENTS 1] 20
VERIFY ALL LI T OYWANCES, CARE CODES ANDIOR SPECIAL STATUS CODES, FECATLCTILATE 1] =0
VERIFY CARESPEC STATUS CODES, FECALCULATE TOTAL ALTOWANCE & ANFTTAL INCOWE 25 800 25320

RECATLCULATE GROSS FENT, TTP, AND ASSISTANCE PAYIVIENT Aalé 628
TEACS STORED THE CORRECTION. MO ACTION REQUIRED.

1
1
1
1
RECATLCULATE TTF O APPROPRIATE WORKEHEET 1 645 B33
1
]
ENTEE. THE SECURITY DEPOSIT ART. AMD EESUBLIT THE TRANSACTION A5 & CORRECTION 3

u]

| RETURNTOOUERY |

Figure 4. TRACS Certification Discrepancies listed by Contract/Project Number Screen

The following screen (Figure 5) displays the TRACS Certification List screen queried by
Tenant SSN.

June 2009 — Release 202C 9-5




TRACS Internet User Guide

Chapter 9: Certification Query

Discrepancy
Code

NDF TEACE CALCULATED NURMBER OF DEPENDENTS DIFFERS FROM REPORTED WALUE
AD TEACS CALCUTLATED AILLOWANCE FEOM DEFENDENTS DIFFERS FROM FEPORTED VALTTE
Ta TRACS CALCULATED TOTAL AL TLOWANCE DIFFERS FROR REPORTED VALTTE
ADI TEACS CALCULATED ADJUSTED INCOME DIFFERS FROM REEPORTED VALUE
TTF TEACS CALCULATED TOTAL TEMANT PAYIWENT DIFFERS FROI EEPORTED VALTIE
LP TRACE CALCULATED ASSISTANCE PAYIENT DIFFERS FROM REPORTED VALTTE
CE251 MO MATCHING CERTIFICATION FOUND FOR CORRECTION SUBMITTED.

Description

CE131 SECURITY DEPOSIT IS MOW BEING COLLECTED BY TRACS. v
Printing this :
Trinting this page (continued)

by

BECALCULATE # OF DEFPENDENTSE BASED ON FEELATIONSHIF, 8GE AND SPECIAL STATUS.
VERIFY NUMEER. OF DEFENDENTS; FECATCTULATE TOTAL ALLOWARNCE FOR DEFENDERNTS
VERIFY ALL ALLOWANCES, CARE CODES ANDVOR SPECIAL STATUS CODES, RECALCULATE
VERIFY CARESPEC STATUS CODES, RECALCULATE TOTAL ALLOWANCE & ANNUAL INCOME
RECALCULATE TTF O APPEOFPRIATE WORKSHEET

RECATLCULATE GROSS BEEWNT, TTP, AND ASSISTANCE PAYIWVIENT

TEACS STORED THE CORRECTION. MO ACTION REQUIRED

EMNTER THE SECURITY DEPOSIT ARMT. AND RESUBMIT THE TEANSACTION A5 &4 CORRECTION

Reco dation Action |[Member Reporied Calculated

Reguired Mumber | Value Value

1

1 u] 420
1 u] 420
1 25,800 255320
1 645 633
1 6la 628
]

] u]

| RETURNTOQUERY |

Figure 5. TRACS Certification Discrepancies Listed by Tenant SSN Screen

If necessary, use the scroll bar on the far right of the screen to scroll down to view the
certification information for that Project/Contract. Data is displayed horizontally across

the screen.

The top section of the TRACS Certification Discrepancies screen displays the
Project/Contract Number, and how the query is sorted.
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TRACS

Certification Query Instructions

Printing the list of records

1. Click the File menu option at the top of your screen;

2. Click Page Setup from the drop down menu and a dialog box 15 displayed. Set all
four marging to 0 inches. I Document Title and Document Location are displayed
i the Header box, chek them both off

3 Youmayneed to decrease the font size to print all the records in the list on one
page. Ifusmg Netscape Communicator, select Edit from the main menu. Click on
Preferences. Under Appearance, click on Fonts and decrease the font size for the
variable width font by one ez from 12t0 112

4. Clcle Print from the drop down menu and the Print dialog bos iz displayed.

5. Choose Properties. Set the Paper Size to Lepal (8.5 by 14 mches) and set the
Orientation to Landscape. )

& Chele Ok from the Print dialog box to print the list of certifications.

Interpreting the TRACS Certification List Window

The TRACE Certification List window 15 displayed for the queried project/contract. The
window lists for each household all fiture certifications plus the most current certification
which has the most recent effective date withm the last 15 months: Any certification which
has an effective date earlier than 15 months ago from today's date 1z not displayed.

Inthe displayed list of certifications, any effective date in italicized bold iz a future date;
and any Certification Type between two asterisks (* *) mdicates that the certfication has
at least one discrepancy.

Clicking any certification in the list will display the Certification Detal Cptions window
where you can gan additional mformation about the selected record, e.g. alist of
discrepancies aganst the certification.

The displayed Action Codes are:

o CT = Correction

* WO = Moveout

o T = Termination

o G = Gross Bent

o T = Uit Transfer

s CC = Combined Contract

IF queried by Contract and a project number exists for the certification, the project
number i¢ displayed in the Project or Contract Number column. If queried by Project
and a contract number exsts for the certification, the contract number is displayed in the
column.

Figure 6. Certification Query Instructions (1 of 3)
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Interpreting the TRACS Certification History List Window

The TRACS Certification History List wimdow 15 displayed for the Tenant Mame selected
from the Certification List window. The window lists all available certifications for the
selected household sorted by effective date, with the mast recent displayed first.

Selecting a Head Tenant Iatne will display the TRACS Certification History Detail
Options window.

The displayed Action Codes are:

* CT=Correction

* WO =Mloveout

* Thi= Termnation

s GE.= Gross Rent

® UT = Ut Transfer

* CC = Combined Contract

The displayed Assistance Status Codes are:

* I = Subsidy Type is not subject to the Mon-Citizen Rule. )

* F=TFull Assistance while the verification of eligibiity 15 pending, A family 15 in this
statug if any member is awaiting verfication of eligibity. '

» E= Al members of the family are eligible under the Mon-Ciizen Rule. The family
recetves full assistance.

o = Continued Assistance The mized family, resident onbefore Tune 19,1985,
qualifies for continuation of fll assistance under the Men-Ciizen Rule.

* P =TProrated Assistance. The family qualfies for and recerves Prorated Assistance
under the Mon-Citizen Rule.

o T =Temporary Deferral of Termination. The family 1s not eligible for assistance
under the Non-Citizen Rule, or the family qualifies for Prorated Assistance and
elects Temporary Deferral of Termination status.

Interpreting the TRACS Certification Member List Window

The TRACS Certification Iember List window iz displayed when the Certification
Member List option is selected from the TRACS Certification History Detail Options
window. The window lists all household member information for the select Head Tenant,
with the Head of the Household displayed first.

The displayed Relationship Codes are:

* D =Dependent

® F=TFoster child(ren)

e H=THead of household

s K = Co-head of household

o L = Others living in the unit who are not members of the farmily

* O = Other adult family member whose mcome 15 counted as annual income
* S=3pouse

Figure 7. Certification Query Instructions (2 of 3)
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The displayed Member Eligihility Codes are:

¢ EC =Member s an Eligible Citizen

¢ EIN =Member is an Eligible Mon-Citizen

o IC = Ineligible Child of a Head of Household or Spouse

o IN = Member 15 an Ineligible Non-Citizen

o IP = Ineligible Parent of a Head of Household or Spouse

o PV =Nember's eligibility status is Pending Verification

o 300 ="Persons who are not counted under the MNon-Citizen Rule (foster children; live-in attendants; persons
with a relationship code of "I

The displayed Special Status Codes are:

¢ E=Elderly Head, Ce-head, or Spouse (at least 62 on certification effective date).
& 3= Full-time student 18 or older.

s H=Handicapped/Disabled family member.

o J=Dependent whose custody is jointly shared by more that one family.

-

Figure 8. Certification Query Instructions (3 of 3)

9.3 To generate Certification Query Detail Options:

1. From the TRACS Certification List screen, click on the Tenant Name link for
the certification for which you want more information, and the TRACS
Certification Detail Options screen displays (Figure 9).

TRACS

Certification Detail Options

Project/Contract Number: PA260052001
Head Tenant SSN: 3500008552
Head Tenant Name: BETETA, X.C
Effective Date: 8/1/2007

E Certification Discrepancies

2 Certification History List

|  RETURNTOQUERY |
= 3 Py AN
Dl "
Send Mail “E‘:m'__l Back to Top)

Last Modified: 10/15/2001

Figure 9. TRACS Certification Detail Options Screen

2. Click on the Certification Discrepancies link to retrieve a table of discrepancies
for that certification (Figure 10).

Remember, only the certifications with asterisks in the Certification Type
column have discrepancies.
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I1.5. Department of Hausing and Urban Development
TRACS Cartificarion Discrepancias

% Head Tenant Name: BETETA, X C. Certification Effective Date: 8/1/2007
Head Tenant SSN: 2RSS Project/Contract Mumber: Pi4260052001
Dixc(:re‘;pd:.n.cy Descripition
HDF TEACE CALCULATED NUMEEER OF DEFENDENTS DIFFEERES FROM FREFORTED VALTTE
A TEACE CALCULATED ALLOWANCE FROM DEFENDENTS DIFFEES FEOM EEPORTED VALTTE
T4 TEACE CALCULATED TOTAL ALLOWANCE DIFFEES FROM FEEFORETED VALTTE
ATI TEACE CALCULATED ADJUSTED INMCOME DIFFEERES FEOM EEPORTED VALTTE
TTF TEACE CALCULATED TOTAL TENANT PAYMENT DIFFEERS FEOM EEPORTED VALTTE
AF TEACE CALCULATED 4SSISTANCE PAYMENT DIFFEES FEOM REPORETED VALTTE
ZEZ51 MO MATCHING CERTIFICATION FOUND FOR CORRECTION SUEBMITTED.
ZE1351 SECURITY DEPOSIT IS HOW BEING COLLECTED BEY TEACS.
[Printing this page

(continued)

P Reubned Number | Velue | Value
FECALCULATE # OF DEFENDENTS BAZED ON RELATIONIHIP, AGE AND SPECIAL STATUS. 1

VEFRIFT HUMEEE OF DEPENDENTS, FEECALCULATE TOTAL ALLOWANCE FOR DEPENDENTS 1 ] 4g0
VERIFY ALL ALLOWANCES, CARE CODES ANDVOR SPECIAL STATUS CODES, RECALCULATE 1 i 480
VERIFT CARESPEC STATUS CODEL, FECALCULATE TOTAL ALLOWANCE & ANNUAL [NCOME 1 25,200 25,320
FECALCULATE TTP ON APPROPRIATE WORESHEET 1 &45 £33
FECALCULATE GROZE FEENT, TTP, AND AZSISTANCE PATMENT 1 &ala 622
TEACS STORED THE COREECTION. NO ACTION REQUIRED. 3

3

ENTEE. THE SECURITY DEPOZIT AMT. AND RESUBMIT THE TRANIACTION 4% 4 COREECTION

Figure 10. TRACS Certification Discrepancies Screen

25 Note: Action Required codes are explained in Appendix C of the Industry
User Guide for TRACS Internet Applications.

3. Click on the Printing this Page link to display a Help screen on how to modify
your PC settings to print the screen successfully.

4. Click the browser’s Back button to return to the TRACS Certification
Discrepancies screen.

5. Click the browser’s Back button to return to the TRACS Certification Detail
Options screen.

6. Click on the Certification History link on the TRACS Certification Detail
Options screen, and the TRACS Certification History List screen (Figure 11)
displays.
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U.S. Department of Housing and Urban Development
% TRACS Certification History List
Head Tenant Name: BETETA, ¥ C. Project/Contract Number: PAZG0052001
Head Tenant SSN; }30038552 Sorted By: Effective Date

Select 2 Head Tenant Name to wview adaitiona! certification details.

Head Head Unit Effective Seq Cert Action | Action TRACS AP TTP Annual Adjusted Gross Assist Project/ Subsidy Previous Hext Be
Tenant SSH Humber Date Hum Type | Code |Effective Process Income  Income | Rent |Status Contract Type Contract |Recert Cc
Hame Date Date Code Humber Humber Date
BETETA, K. 2. | HXHMHB552 075 | 8172007 | 4 | *AR* T SM2007 |S/2202008 |$628 |$633 | 25800 25320 $1261 E CA390072007 1 84142003
BETETA, M. C. |HHKMHES52 075 | &M 2007 3 AR cT BMJ2007 | 3/472008 |$628 |H633 | $25600 25320 | §1261 E CA380072007 1 8142003
BETETA, K. C. |KNXXHE552 075 | &ns2007 2 R cT GMJ2007 | 3/3/2008 |$628 |$633 | $25500 25320 $1261 E CAZ90072007 1 5142003
BETETA, K. C. |KNXXXBS52 o7s | 8rr2007 1 =R cT 872007 | 3/3/2008 |$628 |$633 | $25800 $25320  $1261 E CAZ90072007 1 812008

Interpreting and printing this page

| RETURNTOQUERY |

Figure 11. TRACS Certification History List Screen

7. Click on the Head Tenant Name link, and the TRACS Certification History
Detail Options screen (Figure 12) displays.

TRACS

Certification History Detail Cptions

Project/Coniract Number: PA260052001
Head Tenant SSN: XXX XHE552
Head Tenant Mame: BETETA, 2. C.
Effective Date: 57172007
Change Sequence #: 4

1. Certification Discrepancies
2 Certification Member List

| RETURNTOQUERY || RETURN TO CERTIFICATION HISTORY LIST |

Figure 12. TRACS Certification History Detail Options Screen

8. Click on the Certification Discrepancies link, and the TRACS Certification
Discrepancies screen (Figure 13) displays.

U.S. Daparement of Housing and Urdan Development
% TRACS Certification Discrepancies
Head Tenant Mame: BETET A, ¥ C Certification Effective Daie: 2/1/2007
Head Tenant S5N: XXXHHESS2 ProjectiConiract Number: FA260052001
Discrepancy Deseription Recommendation
Code
NDP  |TRACS CALCULATED NUMEER OF DEPENDENTS DIFFERS FROM REPORTED VALUE RECALCULATE # OF DEPENDENTS BASED ON RELATIONSHIF, AGE AND SPECIAL 5
AD TRACS CALCULATED ALLOWANCE FROM DEPENDENTS DIFFERS FROM REPORTED VALUE |VERIFY HUMBER OF DEPENDENTS, RECALCULATE TOTAL ALLOWANCE FOR DEPE
Ti TRACS CALCULATED TOTAL ALLOWANCE DIFFERS FROM REPORTED VALUE VERIFY 4LL ALLOWANCES, CARE CODES AND/OR SPECIAL STATUS CODES; RECALC
ADI  |TRACS CALCULATED ADJUSTED INCOME DIFFERS FROM REPORTED VALUE VERIFY CARESPEC STATUS CODES; RECALCULATE TOTAL ALLOWANCE & ANNUA
TTP  |TRACS CALCULATED TOTAL TENANT PAYMENT DIFFERS FROM REFORTED VALUE EECALCULATE TTP ON AFPROPRIATE WORKSHEET
TR |TRACS CALCULATED TEWANT RENT DIFFERS FROM REPORTED VALUE RECALCULATE TENANT RENT ON APPROPRIATE WORKSHEET
AF TRACS CALCULATED ASSISTANCE PAYMENT DIFFERS FROM REPORTED VALUE RECALCULATE GROSS RENT, TTF, AND ASSISTANCE PAYMENT
CEl3l  [SECURITY DEPOSIT IS NOW BEING COLLECTED EY TRACS ENTER THE SECURITY DEPOSIT AMT. AND RESUBMIT THE TRANSACTION 45 4 CC
Printing this page
| RETURNTOQUERY |

Figure 13. TRACS Certification Discrepancies Screen
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9. Clickon RETURNTO QUERY {6 return to the TRACS Certification Query
screen, where a new project number, contract number, or SSN can be selected.
OR
Click the browser’s Back button to return to the TRACS Certification History
Detail Options screen.

10. Click on the Certification Member List link on the TRACS Certification History
Detail Options screen, and the TRACS Certification Member List screen (Figure
14) displays.

U.5. Department of Housing and Urban Development
TRACS Certification Member List
Head Tenant Name: BETETA, ¥, C. Project:Contract Number: PAZG0052001
Head Tenant SSN: 34048552 Effective Date: 8/1/2007
Change Sequence # 4 Sorted By: Member Mumber
Alien Relationship |Member | Date Of | Sex [Member Special Occupation
Last First Middle SSH Registration Code Humber Birth Eligikility | Status Description
Hame Hame Initial Humber Code Code
ARAGON | ARIEL R HHAREI o o2 MHAANEEE | M EM
Interpreting and printing this page
[ RETURN TO QUERY ] [ RETURN TO CERTIFICATION HISTORY DETAIL OFTIONS ]
Figure 14. TRACS Certification Member List Screen

11. Click on the browser’s Back button to return to the TRACS Certification History
Detail Options screen.

12. Click on RETURMN TO CERTIFICATION HISTORY DETAIL OPTIONS to return
to the TRACS Certification History Detail Options screen.

OR

Click on RETURNTO QUERY 15 return to the TRACS Certification Query

screen, where a new project number, contract number, or SSN can be selected.
9.4 To display additional certifications for a Project or

Contract:

From the TRACS Certification List screen, click on ‘ NEXAT 25 CERTS |t0
display the next 25 certifications for the Project or Contract, and the TRACS
Certification Query No More Certifications Found screen (Figure 15)
displays when all certifications have been displayed.
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TRACS Certification Query

No certifications were found for the project/contract number requested.
Either ne certifications exist in the TRACS database for this project/contract or the number has been entered incorrectly. Click the RETURN TO QUERY
pushbutton to try another query.

(Operation Status = 0, Application Status: cerls not found)

RETURN TO QUERY

Figure 15. TRACS Certification Query-No Certifications were found Screen

9.5 To Report a TRACS Internet Certification Query by
Download:

1. From the TRACS Certification Query screen, enter either Contract Number,
Project Number, or SSN in the appropriate field.

2. Select desired Sort By option.
3. Select Report By: Download option.

4. Clickon Ml and the TRACS Certification List screen (Figure 16)
displays.

U.S. Departinent of Housing and Urban Development
TRACS Certification List

Please click here to download report.

<-Go Back

Figure 16. TRACS Certification List for Download Screen

5. Click on the Please click here to download report link, and a Security Warning
screen (Figure 17) displays.
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File Download X

Do you want to open or save this file?

] Mame: TracsDownload,trx

Type: Unknown File Type

Fraom: nthhgp?1.hud.goy

Open ] [ Save ] I Cancel

harm your computer. If you do nat trugt the zource, do not open or

@ While files from the Intermet can be uzeful, zome filez can potentially
gave thiz file. What's the rigk’y

Figure 17. Security Warning Screen

6. Click on the radio button next to Save it to disk to name and save the file to your
hard drive.

If a query is submitted using the Report By: Download function on the query screen, the
data is reported in ASCII file format, which is downloaded to your PC’s hard drive. The
ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names (Figure 18).

Corntract Wumber; Project Mumber; Last Hame; First Hame; Middle Initial; Head ssN;

Unit number; Effective Date; Cert Type; Action Code; Action Effect Date; Tracs Process
Date; AP; TTR; Annual Income; Adjusted Income; Gross Rent; Assistance Status Code;
Project or Contract Mumber; sSubsidy Type; Prewious Contract Number; Next Recert Date;
Bedroom Count; Owver/Under Housed; Mowe In Date; Discrepancy Indicator; Active
Certification

PAZAOOSZ00L; s PAYER ) JAIME; C;=e00x0561; 02012 /1 ,/2007 4R 1 6,/18,/2008;828;147;6342; 5862075 E
[:1l::12/1/2008;2;;12,/21/2001;v;Y

Figure 18. ASCII File
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10

Certification
with
Discrepancies
Report

The Certification with Discrepancies
Report provides owners and agents with
easy access to certifications containing
discrepancies in or to facilitate
corrections.

The option can be selected from the
TRACS Main Menu.

From the report screen, the ’6
displays directly above the User Guide
link as a visual to direct users to the user
guide for assistance in using this
application.

Objectives

By the end of this chapter, you will be
able to:

Query certifications containing
discrepancies

View query data from browser
Download and print a Certification
with Discrepancies Report
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10.1

To access the Certifications with
Discrepancies Query Screen:

1. From the TRACS Main Menu, click on the Certifications with Discrepancies Query
link, and the following query screen (Figure 1) displays:

10.2

1. From the Certifications with Discrepancies Query Screen, select the contract or

TRACS

Certifications with Discrepancies Query

3

Enter the Contract or Project Number.

Contract Number: | | or Project Number: |

DATE RANGE TYPE: (& Effective Date O Tracs Processed Date

From Date: (MMDDYYYY) |
To Date: (MMDDYYYY)

SORT BY: ®Unit O Name

REPORT BY: & Browser & Download

[ Submit ] [ Reset ]

Figure 1. Certifications with Discrepancies Query

To submit a Certifications with Discrepancies

Query Screen:

project by scrolling to the desired contract number or project number.

25" Note: The Contract Number is an 11-character field with no blanks allowed. The
Project Number is an 8-character field with no blanks allowed.

2. Select one of the following Date Range Types: Effective Date, or TRACS Processed

Date.

December 2008 — 202C
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3. To specify a date range, enter dates in From VVoucher Date and To VVoucher date
fields.

&5 Note: Both dates have three fields: Month, Day, and Year fields. Month and Day
fields are two digits each; the Year field is four digits.

4. Select how the query will sort data; by Unit or by Name.

5. To view the report on-line, select Browser. To download report data to an ASCI| file,
click Download. (See next section) The default value for report type is Browser.

6. Click Submit to start the Query.

10.3 To download the Certifications with
Discrepancies Report:

1. Click Reported by: Download; the following Security Warning screen (Figure 2)
displays:

File Download - Security Warning

Do you want to open or save this file?

Mame: TracsDownload.trx
T

e Unknown File Type
Frdm: nthhgp?1.hud.gow

[ Open ] [ Save ] [ Cancel

YWhile files from the Intermet can be uzeful, this file type can
o potentially harm your computer. [F pou do not trust the source, do naot

open or gave thiz zoftware. What's the risk?

Figure 2. Security Warning Screen

2. Select Save it to disk to name and save the file to your hard drive.

The ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names.
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25 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and the date of birth (DOB) display in the
following format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN = XXXXXNNNN
DOB — XX/XX/NNNN

An example of an ASCII file is displayed in Figure 3. Figure 4 is an example of the
Certifications with Discrepancies Report.

Project wWumber; uUnit; Tenant Last mMame; Tenant First Mame; Tenant middle Initial;
Tenant S5W; Effectiwve Date; # Days Unresolwved; Action Code; Discrepancy Code;
Discrepancy Description

03435149 3426 MONSERRATE, SYLWIA, § X007 o790 02,7001 ,/2008; 834 CEQLD; HOUSEHOLD APPEARS
OWVERHOUSED

0343514 9; 342-8; RAMOS, JUAN, A =001 005 01 /01, 2008;140; 4 ; CEQLD; HOUSEHOLD APFPEARS
OWERHOUSED

03435149; 717-5; RIVERA, ANTONTA, § X000301; 03 ,/001,/2008;140; 4; CEOLO; HOUSEHOLD APPEARS
OVERHOUSED

03435149; 727-4; TORRES, ANGEL , G; Xxx2146; 01,701 ,/2008; 209; 3; 55012; 554 VERIFIED 55/551
INCOME, HAS DIFFERENT MAME FOR SOCIAL SECURITY CLAIM

03435149; 727-4; TORRES, ANGEL , G Xxx2146; 01,701 ,/2008; 209; 3; 55014 ; 554 VERIFIED S55/551
INCOME, HAS DIFFERENT MAME FOR S5I CLAIM

03435149 7258-5;GARCIA, ENID, {03113 03,/01,/2008; 140 4 CEQLO: HOUSEHOLD APPEARS
DVERHOUSED

Figure 3. ASCII File

U.S. Department OF Housing and Urban Development
TRACS Certifications with Discrepancies Report
Comtract Number: PA268023024 Date Range Type: Effective Date
Date Range: 01/01/200% - 03/01/2002 Sorted By: Unit
*= 1o cetifications within date range
q o Action q g
Project mit Tenant Tenant  Effective | # of Days Code Discrepancy Discrepancy
Mundher | [Name 85N Date | Unresolved (1“3) Code Description
03435149 |318-1 MONTALVOSANTIAGO, BOLODEETE | 1/1/2008 29 3 CE251 NO MATCHING CERTIFICATION FOUND FOR CORRECTION
SUBMITTED
03435149 |318-6 | SIMIONE,CHRISTINA M 0C000EA26 | 14172008 29 3 CE251 NO MATCHING CERTIFICATION FOUND FOR CORRECTION
SUBMITTED.
03435149 |342.8 RAMOS JTAN A CCDIT005 | 14142008 29 4 CEOID HOUSEHOLD APPEARS OVERHOUSED
03435149 |342-8 RAMOZE JTAN A HOCOTII0035 | 112008 29 3 CE251 NO MATCHING CERTIFICATION FOUND FOR CORRECTION
SUBMITTED
03435149 |717.5 | RIVERA ANTONIA, CODIT0501 | 3172008 29 4 CEOID HOUSEHOLD APPEARS OVERHOUSED
03435149 |728.5 GARCLA,EHID, COCDTS115 | 312008 39 4 CEO0 HOIUSEHOLD APPEARS OVERHOUSED
Interpreting and Printing this page
Feturn to Cluery

Figure 4. Certifications with Discrepancies Report
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11

L ate Objectives
Certification By the end of this chapter, you will be
able to:
Repo r e View late re-certifications
The Late Recertification Report lists e View query data from browser
households within a contract or project e Download and print a Late
that are late in recertifying. Users may Certification Report

specify whether the report will include
all certifications, exclude terminations,
list HQ terminations only, or only list
terminations.

The Late Recertification Report option
can be selected from the TRACS Main
Menu.

From the Late Recertification Report
Pl . :
screen, the I==_d displays directly above
the User Guide link as a visual to direct
users to the user guide for assistance in
using this application.
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11.1 To access the Late Recertification Query

Screen:
1. From the TRACS Main Menu, click on the Late Recertification Query link, and the
following query screen (Figure 1) displays:

TRACS

R Late Recertification Query

Enter the Contract or Project Number.

Contract Number: ot Project Number:

REPORT TYFPE:

@ All Certifications

(O Exclude Terminations

O HQ Terminations Only

O Onlv Terminations

SORIBY: @ Unit O Name

REPORT BY: & Browser O Download

[ Submit ] [ Heaet]

Figure 1. Late Recertification Query Screen

11.2 To submit a Late Recertification Query Screen:

1. From the Late Recertification Report Query Screen, select the contract or project by
scrolling to the desired contract number or project number.

&5 Note: The Contract Number is an 11-character field with no blanks allowed. The
Project Number is an 8-character field with no blanks allowed.

2. Select one of the following Report Types: All Certification, Exclude Terminations,
HQ Terminations only, Only Terminations.

3. Select how the query will sort data; by Unit or by Name.
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4. To view the report on-line, select Browser. To download report data to an ASCII file,
click Download. (See next section) The default value for report type is Browser.

5. Click Submit to start the Query.

11.3 To download the Late Recertification Report

Summary Report:

1. Click Reported by: Download; the following Security Warning screen (Figure 2)
displays:

! File Download - Security Warning

Do you want to open or save this file?

] Mame: TracsDownload,trx

Type: Unknown File Type
Fram: nthhgp?1.hud.goy

[ Open ] [ Save ] [ Cancel

While files from the Intermet can be uzeful, thiz file twpe can
o potentially harm your computer. [F pou do not trust the source, do not

apen or gave thiz software. What's the risk?

Figure 2. Security Warning Screen
2. Select Save it to disk to name and save the file to your hard drive.

The ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names.

25 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and the date of birth (DOB) display in the
following format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN — XXXXXNNNN
DOB — XX/XX/NNNN
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An example of an ASCI| file is displayed in Figure 3. Figures 4(a) and 4(b) are two
examples of the Late Recertification Report.

Project Mumber; unit; Tenant Mame; Tenant ssM; Effective Date; Next Recert Date;
Mumber of Daws Late; Termination Date; Termination Reason
03435149; 3158-2; PADILLA; J; ) =xx2340; 4 /1 /20074 /1 /2008;90;
03435149; 3158-6; SIMIONE M) Xxx8426;1,/1,/2008;4 /1,/2008; 90;
03435149; 3158-7; GARCT A, A »000D4 3454 /1 /2007, 4 41 /2008; 90; H
03435149; 342-2;MURIEL; J; ; »=000503312 /12007 11 ,/2008;181; H
03435149; 342 -4 ; MALDONADD; 55§ #0134 2 /12007 2/1,/2008;150; H
03435149;HD2—5;LARA;I;N;XXRXX194?;4XIX200?;4flf2008;90; :
03435149; 707-3; ROSARTIO; J; § =xB032; 5,/ /2007 51,/2008; 60; :
03435149; 717-1; THOMPSOR; J; L =241 ;11 41 /2007; 5,/1,/2008; 60; H
03435149; 717-8; TORRES; B; ; »0x704 2;10,/1 /2007 ;4 /1 /2008; 90; ;
03435149; 727-3; COLON; O ; =000584 ; 3,/1,/2008; 4 /1 ,/2008;90; ;
03435149; 727-8; GARCTIA; O ; d00x0754 ;12 /1 /2007 ;41 ,/2008;90; ;

Figure 3. ASCII File

U.S. Department of Housing and Urban Development
TRACS Late Recertification Report

Contract Number: PA 262023024 Report Type: All Certifications
Total Number of Laite Recertifications: 11 Sorted By: Tnit
Nuher |Unft | TesamtMame |[Tenant 85N | M50t R0 o ae ain | - Date | Hessen -
03435145 318-2 [PADILLA, T FOADAETAAEAD | 4012007 | 4412008 o0
03435145 318-6 SIMIONE, C. M. |[ZEEECER426 | 17152008 | 40152002 o0
034351459 318-7 |GARCLA, A FODETAOARA | AFS2007 | 4012008 o0
034351459 342-2 MURIEL, T. FODAEANS03 (120142007 | 112008 181
034351459 342-4 MALDONADO, 3. [ZZRCA0134 | 27152007 | 27152002 150
03435145 702-5 LARA I H. FODATARAT | A0 2007 | 4012008 o0
03435145 |707-3 ROSARIO, T, LD ARER | 5102007 | 50102008 &l
03435145 |717-1 [ THOLIPSON, T L. [ZZZ002411 (11152007 | 57172008 &0
03435145 |717-2  TORRES, B. FOAAAATRA2 (104142007 | 4012008 o0
034535145 |T27-3 |COLOH, O. FAAEEO0S4 | 3172008 | 4412008 o0
03435140 7278 | ZARCTA, O. FEEEENT S (124142007 | 441/2008 o0

Interpreting and Printing this page

[ Feturn to Querny ]

Figure 4(a) Late Recertification Report
(Queried by Project, All Certifications, Sorted by Unit)
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Project
MNumber

03435149 |727-3 |COLON, O.
03435149 |F27-8 |GARCIA, O.
03435149 |318-T |GARCIA, A,
03435149 |702-5 LARA, I H.
03435149 342-4 LIALDONADO, 3. 001534
03435149 |342-2 MIURIEL, I.
03435149 318-2 PADILLA, J.
03435149 |707-3 ROSARIO, I SCOCIR0E2
03435149 318-6 SIMIONE, C. ML DSR4
03435149 |717-1 THOMPZON, J. L. ZZEE0411
03435149 717-8  TORRES, B.

Contract Number: PAZER023024

Total Number of Late Recertifications: 11

Undt Tenant Name |Tenant S5N

054
ACDIENT 54
SCOCE0434
pess e aiiy

ACEEENL03
SO0

AT

Interpreting and Printing this page

U.S. Department of Housing and Urban Development
TRACS Late Recertification Report

Report Type: Al Certifications

Soried By: Mame

Effective ext Recert Mumber of Termination ([Termination

Date

3/102008
12/1/2007
41,2007
41,2007
2/1,/2007
12/1/2007
41,2007
512007
1412008
11/1/2007
10412007

Date
4/1/2008
4/1,/2008
4/1/2008
4/1/2008
21142008
111/2008
4/1,/2008
5142008
4/1/2008
501/2008
4/1/2008

[ Feturn to Query ]

Days Late Doate Reason
a
a0
a0
a0
150
121
a0
&l
a0
éll
a

Figure 4(b) Late Recertification Report
(Queried by Project, All Certifications, Sorted by Name)
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12

Move-
In/Move-
Out Query

TRACS Internet Applications now
provides the ability to generate a query
and produce a Move-In/Move-Out
Report. The Move-In/Move-Out Report
provides a comprehensive list of all
move-ins and move-outs for a specified
project or contract. Requested by either
Contract Number or Project Number,
and by specifying a date range, this
report lists all turnover activity by
contract and unit number.

The Move-In/Move-Out Query can be
selected from the TRACS Main Menu.

From the TRACS Move-In/Move-Out
Query screen, click on the TRACS
Menu link in the blue side bar to return
to the TRACS Main Menu.

From the TRACS Move-In/Move-Out

Query screen, the ’6 displays directly
above the User Guide link as a visual to
direct users to the user guide for
assistance in using this application.

Objectives

By the end of this chapter, you will be

able to:

e View a list of all move-ins and
move-outs

e View query data from browser

e Download and print a Move-
In/Move-Out Report

December 2008 — Release 202C
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12.1 To generate a Move-In/Move-Out Query:

1. From the TRACS Main Menu, click on the Move-In/Move-Out Query link, and
the TRACS Move-In/Move-Out Query screen (Figure 1) displays.

TRACS
Move-In/fMove-Out Query

Enter the Contract or Project Mumber.

Contract Number: ~| or Project Number: i,

From Date: (MDD Y YY) ,_/I_f
To Date: (MM/DDAY VYY) ,_/I_f

REPORTBY: @ Browser ¢ Download

TRACS Menu

4 4'\|
ar
Back ta Top)
Home

Figure 1. Move-In/Move-Out Query Screen
2. Select Contract Number or Project Number.
Enter From Date and To Date (MM/DD/YYYY).
4. Select Report By: Browser radio button.
5. Clickon ih”“ﬂ and the TRACS Move-In/Move-Out Report screen (Figure 2)
displays.
OR

Click on _72%8t | to clear fields and enter different criteria.

Plaase click hiere to view repart

& Note: A screen displays allowing you to click on to

view the report, or L=E284CK | to return to query screen and view or edit
previously entered search criteria.

U8, Daparement Of Housing and Urban Developmeant
TRACE Move-InMave-Out Report

Coniract Number: PA262023024 Total Number of Move-ins: 3
Diate Range: 04012007 - 040172005 Total Number of Move-outs: 0
*= no miove-in or mosve-out record within date range
q q Household
Project | Unit Bedroom q Move-out Head
Number MNumber | Couni l\'éeon:;r MovesinDate| MoveoutDate Reason Tenani Name S50
03435149 | 702-1 2 2 2312007 * CANMACHO-GONZALEE, & MHHHH1682
03435149 | 727-4 1 1 21172002 * SANCHEZ, 1. HEHHEXSA48
03435149 | 727-3 3 3 9F72007 * AL DONADO, & N HEXEXIA59

Interpreting and Printing this page

Feturn to Query

Figure 2. TRACS Move-In/Move-Out Report Screen
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Information on the Move-In/Move-Out Report is grouped by contract. All move-ins
appear first, followed by all move-outs. The screen displays the Contract Number, Date
Range, Total Number of Move-ins, and Total Number of Move-outs across the top of the
report as a header. The reports displays Project Number, Unit Number, Bedroom
Count, Household Member Count, Move-in Date, Move-out Date, Move-out Reason,
Head Tenant Name, and SSN. An asterisk displayed in the Move-in Date or Move-out
Date column indicates no Move-in or Move out information for the date range selected
for the query.

Within each grouping, the retrieved transactions are ordered by unit number within the
indicated contract. The total number of move-ins and move-outs are displayed across
the top of the screen.

The Interpreting and Printing this page link provides additional information for the
Move-In/Move-Out Report. Clicking on this link displays the following screen of
information (Figure 3).

TRACS

Move-In/Move-Out Report

Prnting the Report

1. Click the File'menu option at the top of your screen

2. Click Page Setup from the drop-down menu and a dialog box s displayed. Set all
four marging to O inches if needed. If Document Title and Docurnent Location are
displaved in the Header box, click therm both off if required

. You may needto decrease the font size to print all the records in the report on
one page, If using Netscape Communicator, select Edit from the main menu, click
on Preferences. Under Appearance, click on Fonts and decrease the font size for
the variable width font by ane (e.g, from 12 to 11).

. Click Print from the drop-down menu and the Print dialog box is displayed

. Choose Properties and set the orientation to Landscape. You may also set the
Paper Size to Legal (8.5 by 14 inches) if reguired

G. Click OK on the Print dialog hox to print the report

w

[N

Interpreting the TRACS Move-In/Move-Out Report

The TRACS Move-In/Move-Out Report is generated bazed on the contract/project number
and date range provided by the user, All move-ins and move-outs are listed, sored by
contract or project, and unit number, The maximum date range that may be selected is a
period of one year,

If gueried by Contract and a project nurmber exists for the ceification, the project
rumber is displayed in the Project or Contract Mumber column. i queried by Project and
a contract number exists, the contract number s displayed in the colurn

The displayed Move-out Reasons are:

1. Owner intiated for nonpayment of rent

2. Owner initiated other than nonpayment of rent.
3. Tenant initiated

4. Death of sole family member,

&, Unit Transfer between two contracts or projects

—FHAEAEE AR

Figure 3. TRACS Move-In/Move-Out Report Screen

6. Click on the browser’s Back button to return to the Move-In/Move-Out Report
screen.

7. Click on __RBstmto@uen |6 return to the Move-In/Move-Out Query screen.

If an incorrect Contract Number or Project Number is entered, or does not exist in the
database, or no eligible certifications exist for the submitted date range, or no Move-In
or Move-Out transactions exist for the submitted project/contract and date range, the

December 2008 — Release 202C 12-3
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following Error screen (Figure 4) displays. Click on __f=tum te HBuen | to return to the
Move-In/Move-Out Query screen.

TRACS Move-InlMove-Out Report

Mo records were retrieved from the TRACS database for one of the following reasons.
1. Either the submitted Project/Contract nurber was typed incorrectly or it does not exist in the database
2, Mo eligible certifications exist for the submitted date range
3. No Mave-In or Move-Out transactions exist for the subrmitted project/contract and date range

Click the RETURN TO QUERY pushbutton to try another query.

(Operation Status = 0, Application Status: household not found)

RETURMN TO QUERY

Figure 4. Error Screen

TRACS provides the capability for users to download Move-In/Move-Out Report
information.

12.2 To download a Move-In/Move-Out Report:

1. From the TRACS Move-In/Move-Out Query screen, select either Contract
Number or Project Number.

2. Enter From Date and To Date (MM/DD/YYYY).
3. Select Report By: Download option.

4. Clickon Ml and the TRACS Move-In/Move-Out Report download
screen (Figure 5) displays.

U.S. Department of Housing and Urban Development
TRACS Move-In/lioveOut Report

Please click here to download report.

=-30 BACK: |

Figure 5. TRACS Move-In/Move-Out Report Download Screen

5. Click on the Please click here to download report link, and a security warning
screen (Figure 6) displays.

OR

Click on B0 BACK " (o return to query screen and view or edit previously
entered search criteria.
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File Download - Security Warning g]

Do you want to open or save this file?

] MHame: TracsDownload,trx

Type: Unknown File Type
From: nthhgp?1.hud.gow

Open ] [ Save ] [ Cancel

W'hile files from the Intemet can be usetul, thiz file tppe can
o patentially harm wour camputer. [F you do not trust the source, do not

open of gave thiz zoftware. What's the risk?

Figure 6. Security Warning

6. Click on the radio button next to Save it to disk to name and save the file to your
hard drive.

If a query is submitted using the Report By: Download function on the query screen, the
data is reported in ASCII file format, which is downloaded to your PC’s hard drive. The
ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names.

425 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and the date of birth (DOB) display in the
following format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN = XXXXXNNNN
DOB — XX/XX/NNNN

An example of an ASCII file is displayed as Figure 7.

Project Mumber; Unit Wumber; Bedroom Count; Household Member Count; Move In Date;
Transaction Effective Date; Move Qut Reason; Head Tenant Last Mame;

Head Tenant First Init; Head Tenant Middle Init; Head Household ID Code
03435149; 702-1;2;2;8/31L/2007; %; ; CAMACHO-GONZALEZ ; AMELIA; ; #0001 682

034351459; 727-4;1;1; 2/1/2008; %; ; SANCHEZ; J0OSE; ; *x<>x5446

3435145; F27-5;3;3;9,/7,/2007; %; ; MALDOMADC ; ALY SSA] M; =00 0659

Figure 7. ASCII File
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13

Multiple Objectives

By the end of this chapter, you will be

Occupancy |aleto:

Query

The Multiple Occupancy Query provides
multiple occupancy tenant information °
to authorized HUD users through the J
internet or intranet. Authorized users

Query the database and retrieve
multiple occupancy information for a
household member

View query data from browser
Download and print a Multiple
Occupancy Report

can query the database and retrieve
multiple occupancy information based
on their input selection criteria. Reports
can be retrieved identifying units
occupied by multiple active heads of
households and active heads of
households occupying more than one
unit. The reports can be viewed on the
browser or can be downloaded for
printing.

The Multiple Occupancy Query option
can be selected from the TRACS Main
Menu.

From the TRACS Multiple Occupancy
Query screen, click on the TRACS
Menu link in the blue side bar to return
to the TRACS Main Menu.

From the TRACS Multiple Occupancy

Query screen, the ’6 displays directly
above the User Guide link as a visual to
direct users to the user guide for
assistance in using this application.

December 2008 — Release 202C
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13.1 To generate a Multiple Occupancy Query:

1. From the TRACS Main Menu, click on the Multiple Occupancy Query link, and
the TRACS Multiple Occupancy Query screen (Figure 1) displays.

TRACS
Multiple Occupancy Query

Enter the Project Number if it exists; otherwise enter a Contract Mumber

Project Number: ~| or Contract Number: -

REPORT TYPE: & Units (in a praject occupied by multiple hausehalds )

TRACS Menu

€ Households (occupying multiple units across projects.)

REPORTBY: & Browser © Download

Submit | Reset
I N N N N I N BN BN BN B B O .
O
il Backio TDpI

Figure 1. TRACS Multiple Occupancy Query Screen
2. Select Contract Number or Project Number.

3. Select Report Type: Units (in a project occupied by multiple households) radio
button.

4. Select Report By: Browser radio button.

5. Click on _BL.'E_".“U and the TRACS Multiple Occupancy Report screen
(Figure 2 and Figure 3) displays.

OR

Click on 228t | to clear fields and enter different criteria.
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{78, Department of Housing and Urban Development
TRACKS Multiple Occupancy Report
A= of 05/17 2008

Report Type: Units (in a project occupied by multiple households.)
Requested Contract: VAIDHO27026

Project: (Mo associated project number exisis for the following list.)

TTnit Coniract Head 55N Head Tenant Effective
MNumher Date

172 WAIOHO27026 | ZEEEEST4 HARRIS, CHRISTINE 080142007
172 WA 3IOHO2T026 51T RODRIGUES, BANTOR B (1272172007
172 WA 3IHO2T028 G374 HARRIS, CHEISTINE 02/01,2007
126 WAIVHO2Y026 |ZEEEE ST CARCANMO, DELLA M 0171652008
186 WA IOHO2TO26 423 ROBINSON, BHAWHW M |07/01/2007
126 |WAIIHOIT026 ZEOEEI6423 ROBINGON, S HAWN M |07/01/2007
240 VA IPHOZY026 | ZEEEE9260 BMITH, FRANCES M 0&/0142007
240 WAIHO2TO2E | EEIEEEI2406 BALLARD, ROBIN H 01/08,2008
240 VAISHO2T026 | ZEIEEEI9460 BMITH, FRANCES M 06/01,2007

Inirepreting and Printing this page

[ Feturn to Query

Figure 2. TRACS Multiple Occupancy Report Screen (1 of 2)

U.S. Department of Housing and Urban Developnient

TRACS Multiple Occupancy Report
As of 05/17/2008

Report Type: Tats (in a project occupied by multiple households.)
Requested Project: 00035113

Unit| Confract Head SSN Head Tenant Effective
Numnher Date
101 DC39MO00022 3OEIK4438 BEREY, TAMES 03/01/2008
101 DC39MO00023 3OEEX967S DAVID-KELLY, TAUQUINNA 09/07/2007
102 DC39M000022 XHXXX3313 TORRES, LUIS A 05/01/2008
102 DC39M0O00023 3OO 4186 DICKENS, CLINNIE T 05/01/2008
103 DC39N000022 33534500 BOTRO, MOHAMED S 12/17/2007

Figure 3. TRACS Multiple Occupancy Report Screen (2 of 2)
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The screen displays the report with Project Number or Contract Number appearing across
the top of the report, depending on which number was used to generate the query. If
Contract Number is used to generate the query, but no Project Number is associated with
the contract, then the Project Number column will not display. Remaining columns
display the following:

= Unit

= Head SSN

25 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and the date of birth (DOB) display in the
following format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN — XXXXXNNNN
DOB — XX/XX/NNNN

=  Head Tenant Name
= [Effective Date

The screen also displays a system-generated date based on when information was updated
in the database, or states information is current as of this date.

The following screen (Figure 4) shows the Households (occupying multiple units across
projects) Sort by: field, which is selected from the Multiple Occupancy Query screen.

U.S; Department of Housing and Urban Development

TRACS Multiple Occupancy Report
As of 05/17/2008

Report Tvpe: Units (in a project occupied by multiple households.)
Requested Contract: DC398023019

Project: 00032023

Unit Contract Head 55N Head Tenant | Effective
Number Date

710 DC398023019 350005460 LEE, CHEN YU 12/01/2007
710 DC398023019 XOOO0B3405 ZHU, YIN QIU  03/01/2008

Intrepreting and Printing tlus page

[ Feturn to Cluery ]

Figure 4. Multiple Occupancy Query Screen showing Households occupying multiple units
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The Interpreting and Printing this page link provides additional information for the
Multiple Occupancy Report. Clicking on this link displays the following screen of
information (Figure 5).

TRACS

Multiple Occupancy Report Help

The Multiple Occupancy Report consist of:

1. The results of the Multiple Occupancy Query request, which can be one of the
fallowing reports
= Unit occupied by multiple head of households (select by contract number,
sort by unit)
= Head of households occupying multiple units {select by contract number,
sort by S5H)
= Unit occupied by multiple head of households (select by project number,
sort by unit)
o Head of households oecupying multiple units (select by praject nurnber,
sort by SSN)
The header infarmation on all reparts display the title of the repart and the TRACS
process date
If query selection was by Contract Mumber and sorted by Unit then the fallowing
fields are displayed on'the report
= Unit Mumber - Unit number of the.unit being occupied
o Project Number - Project number of the contract
* Head SSN - Head of household's Social Security Number
° Effective Date - The date the certification became effective or the
certification effective date
¢ Head Tenant - The name ofthe head of hougehold
If query selection was by Contract Number-and sorted by SSN then the following
fields are displayed on the report:
= Head 55N - Head of household's Social Security Number
= Project Mumber - Project number of the contract
+ Uit Murmber - Unit nurmber of the unit being occupied
= Effective Date - The date the cerlification became effective or the
certification effective date
= Head Tenant - The name of the head of household
If query selection was by Project Mumber-and sorted by Unit then the following
fields are displayed on the report:
= Unit Number - Unit number of the unit being occupied
« Contract Number - The numberthat uniquely identifies the contract
= Head 55N - Head of household's Social Security Mumber
= Effective Date - The date the certification became effective or the
certification effective date
= Head Tenant - The name of the head of household
If query selection was by Froject Number and sorted by SSN then the following
fields are displayed on the report:
» Head 85N - Head of household's Social Security Mumber
« Contract Number - The number that uniguely identifies the contract
= Unit Mumber - Unit-number of the unit being occupied
= Effective Date - The date the certification became effective or the
certification effective date
> Head Tenant - The name of the head of household
Click the Return to Guery radio button to return back to the Multiple Occupancy
Query page.

e R e R R R e e e e

Figure 5. Interpreting and Printing Page Screen

[REN

=

o

@™

o

6. Click on the browser’s Back button to return to the Multiple Occupancy
Report screen.

7. Click on __Retumto@uew | ¢4 return to the Multiple Occupancy Query screen.

TRACS provides the capability for users to download Multiple Occupancy Report
information.

13.2 To download a Multiple Occupancy Report:

1. From the TRACS Multiple Occupancy Query screen, select either Contract
Number or Project Number.

2. Select Report Type: radio button.
3. Select Report By: Download option.
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4. Clickon Ml and the TRACS Multiple Occupancy Report download
screen (Figure 6) displays.

Multiple Occupancy Report Download

Click link to download the Multiple Occupancy Repart

Click Here to download the Multiple Occupancy Report.

w
Back to TDpI
Home

Last modified: 05/25/00

Figure 6. TRACS Multiple Occupancy Report Download Screen

5. Click on the click here to download the Multiple Occupancy report link, and a
security warning screen (Figure 7) displays.

OR

Click on the Back link in the blue sidebar to return to query screen and view or
edit previously entered search criteria.

File Download [X]

Do you want to open or save this file?

] Mame: TracsDownload.trx
Type: UH%NH File Type

From: hudapps1.hud.gow

[ Open ] [ Save ] [ Cancel

harm pour computer. If you do not trugt the source, do not open or

@ YWhile files from the Intermet can be useful, zome files can patentially
zave thiz file. What's the rizk?

Figure 7. Security Warning

6. Click on the radio button next to Save it to disk to name and save the file to your
hard drive.

If a query is submitted using the Report By: Download function on the query screen, the
data is reported in ASCII file format, which is downloaded to your PC’s hard drive. The
ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
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the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names. An example of an ASCI|I file is displayed as Figure 8.

roject number;contract number;unit number;head hhold 4d code; effective date;
ﬁead hhold name

05211050, MDOGB023010; 300224 ; x0000d B22 10,00,/ 2007 ; MCSEE, TRICIA K

05211050, MDOGS023010; 300224 ; %3495, 05,/01/2008; BAKER, JALIESA S

05211050, MDOARB023010; 200231 =000<GE80; 04 /18,/2008; LEWIS, BRITTAMY =

05211050, MDOGS023010; 300231 ; x000l662; 08,/30,/2007; BAILEY, LALUREM A

05211050, MDOAB023010; 200420 x0000<A026; 03,/00L,/2007; HOLSTOMN, LAKISHA M

05211050, MDOGS023010; 300429; 000325, 12,/07,/2007; PROCTOR, ELAIME C

05211050, MDOAB023010; 2004 TS =005 565;11,/00,2007; ANTHONY, SAMNDRA M

05211050, MDOGS023010; 3004T5; %x7F249; 08,/01/2007; THOMIDIS, COLLEEN MODO

Figure 8. ASCII File
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Project
Evaluation

Query

The Project Evaluation Query provides
the ability to generate a report that asset
managers use to review projects and/or
specific households. The summary data
included in this report is a valuable
management tool, and is useful in
helping to identify potential problem
projects, and specifically, to locate
problem units. The Project Evaluation
Query can be selected from the TRACS
Main Menu.

From the TRACS Project Evaluation
Quiery screen, click on the TRACS
Menu link in the blue side bar to return
to the TRACS Main Menu.

From the TRACS Project Evaluation

Query screen, the ’6 displays directly
above the User Guide link as a visual to
direct users to the user guide for
assistance in using this application.

Objectives

By the end of this chapter, you will be

able to:

e ldentify potential problem projects

e Locate problem units

e View query data from browser

e Download and print a Project
Evaluation Report

December 2008 — Release 202C
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14.1 To generate a Project Evaluation Query:

1. From the TRACS Main Menu, click on the Project Evaluation Query link, and the
TRACS Project Evaluation Query screen (Figure 1) displays.

TRACS

Project Evaluation Query

Enter the Project Number if it exists, otherwise enter a Contract Nurmber.

TRACS Menu

Contract Number: ¥| or Project Number: ¥

User Guide REPORTBY: & Browser ¢ Download

Submit | Resst

s N
Q= 1
Eackto TDDI
Home

Figure 1. TRACS Project Evaluation Query Screen
2. Select a Contract Number or Project Number.
3. Select a REPORT BY radio button.

4. Click _Submit , and the screen shown in Figure 3 displays. Click the button Please
click here to view report. The screen shown in Figure 3 displays.

OR

Feset

At the first screen (Figure 1), click to clear fields and enter different

criteria.

U.S. Department of Housing and Urban Development
TRACS Projecr Evaluation Report

[ Please click here to view report ]

<-G0 BACK

Figure 2.
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U.8. Department of Housing and Urban Development
TRACS Praject Evalucation Report

Contract Mumber: PA220005001 Total Number of Potential Concerns: 7
Fach row is the ackive h ion and the X conf a potental
Project | 1. .. Head o cmd Faf:.h No [fect8 ﬂd;:]i Totals
Number Tenant Name by $500/20% Income Assets «$285 Medical | (X}
{+or-} Allowance

03335079 |22-28009 YUIRAS, A, HHHEEATS0 X 1
03335079 |28-28017 ZACK, 5. HHEEEET b4 Z 2
03335079 |28-28021 PATTERSON, D, |ZEXEIHH0143 X 1
03335079 |28-28020 KNABENSHUE, K. XXXEE025 Z 1
03335070 |22-28031 DAVIS, H. HHHHEEIE0 s -4 2
Totals (X} 1] 1] 3 1] 4 7

Interpreting and Printing this page

Return to Cluery

Figure 3. TRACS Project Evaluation Report Screen

For each unit in the project, the report displays total number of potential concerns, by
contract or project number specified when generating the query. The report displays
columns for the following:

Contract Number or Project Number
Unit

Head Tenant Name

SSN

25 Note: The first five characters of the social security number (SSN), taxpayer

identification number (TIN), and the date of birth (DOB) display in the
following format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN = XXXXXNNNN
DOB — XX/XX/NNNN

Assets Changed (>$500) or (>20%)
No Family Income

No Assets

Sect. 8 TTP <12%

Elderly without Medical Allowance
Totals (X)

Xs entered are an indication of potential concerns for the project in a specific area.
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The Interpreting and Printing this page link provides additional information for the
Project Evaluation Report. Clicking on this link displays the following screens of
information (Figure 4).

TRACS

Project Evaluation Report

Frinting the Report

1. Clickthe File manu option atthe top of your sereen

2. ClidkPage Setup from the drop-donn menu and a dialog bax is displayed. Set all four maiginsto 0
inches if needed. If Document Title and Document Location are displayed in the Header o, dlick
them both off if required

3. Vou may nead to decreass the font size to print all the records in the 1eport on ane page. I using

Hetseape Communicator, select Edit from the main menu, click on Preferances. Under Appearance,

clidkon Fonts and desrease the font size for the wariable width font by ane (.. from 12 to 113

Click Print from the drop-down menu and the Frint dialog box is displayed

Choose Praparies and setthe arientation to Landscape. You may alkso setthe Paper Size to Legal

(5 by 14 inches) if required.

Click DK on the Frint dialog bescto print the report.

op

oy

Interpreting the TRACS Project Evalustion Report
The TRACS Project Evaluation Report is generated based on the contracproject number and reporttype
provided by the user. Only active certifications hawing "potential cancem(s? are selected for the report. The
cerification list in the report is soed by unit number

If an active household has one of these potentisl concerns, it iz selected for the report and any one of the
potential concerns found is marked and totaled for the browser report,

Potential concerns are flagged for househalds having

assets that hawe increased or desreased by more than $500 or 20%;
no family income;

no asets;

a TTF less than the minimum rant for a Seetion 8;

elderly in the household with no medical allowan ce

o

It queried by Contract and a projest number exists for the cerification, the project number is displayed in the
Praject or Cortract Humbier column. If queried by Projact and a contract number axists, the contract number
Iz displayed in the column,

s E R s SR SR CEEEEC N

Figure 4. Interpreting and Printing Page Screen

5. Click on the browser’s Back button to return to the Project Evaluation
Report screen.

6. Click on __Retmtouen | g return to the Project Evaluation Query
screen.
If no Project Evaluation information was found for the project/contract number submitted,
or the submitted Project/Contract number does not exist in TRACS, or no active

households exist for the contract/project number submitted, one of the following two Error
screens displays (

Figure 5 and Figure 6).

TRACS Project Evaluation Report
No Project Evaluation information was found for the project/contract number submitted.
Either the submitted Project/Contract munber does not existin TRACS, or
No active households exist for the contract'project number submitted.

Click the RETURN TO QUERY pushbuttclks to try another query.

(Operation Status = 0, Application Status: project not found)

| RETURNTOQUERY |

Figure 5. Error Screen 1
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No Project Evaluation information was found for the project/contract number submitted.

TRACS Project Evaluation Report

The project/contract number submitted is valid and exists in TRACS, however. ..
INo potential concerns exist for anv of the active households in the project/contract.

Click the RETURN TO QUERY pushbuttm];to trv another querv.

(Oparation Status = 0, Application Status: no concerns found)

| RETURNTOQUERY |

Figure 6. Error Screen 2

TRACS provides the capability for users to download Project Evaluation Report

information.
14.2 To download a Project Evaluation Report:
1. From the TRACS Project Evaluation Query screen, select either the Contract
Number or Project Number.
2. Select Report By: Download option.
3. Clickon ﬂl and the TRACS Project Evaluation Report download
screen (Figure 7) displays.
U.S. Department of Housing and Urban Development
TRACS Project Evaluation Report
Please click here to download report.
<-G0 BACK I
Figure 7. TRACS Project Evaluation Report Download Screen
4. Click on the Please click here to download report link, and a security warning

screen (Figure 8) displays.
OR

Click on - B0 BACK " {0 return to query screen and view or edit previously
entered search criteria.
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File Download - Security Warning

Do you want to open or save this file?

| ] Mame: TracsDownload. by

Type: Unknown File Type
From: nthhgp? 1, hod.goy

Open ] [ Save ] [ Cancel

YWhile files from the [nternet can be uzeful, this file type can
o paotentially harm your computer. [F you do not trust the source, do not

open or gave thiz zoftware. What's the nisk?

Figure 8. Security Warning

If a query is submitted using the Report By: Download function on the query screen, the
data is reported in ASCII file format, which is downloaded to your PC’s hard drive. The
ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names. An example of an ASCI|I file is displayed

Project Number, Unit Number, Head Tenant Last Name, Head Tenant First
Init, Head Tenant Middle Init, Head SSN, Assets Changed (>$500) or
(>20%), No Family Income, No Assets, Sec. 8 TTP < $25, Elderly Without
Medical Allowance

,15313,SANTANA, CARLOS, , XXXXX0202, ,X, X, ,

,15313,FLAKE,GEORGE, ,XXXXX1212, ,X,X, ,

,2 15,KEMP,SHAWN, ,XXXXX2222, ,X,X,,

,2 15,SANTANA,EMILIO, ,XXXXX1111, ,X,X,,

,8500 DIX,POTTER,HARRY, ,XXXXX5677, ,X,X,,

Figure 9.

Project Number, Unit Number, Head Tenant Last Name, Head Tenant First
Init, Head Tenant Middle Init, Head SSN, Assets Changed (>$500) or
(>20%), No Family Income, No Assets, Sec. 8 TTP < $25, Elderly Without
Medical Allowance

,15313,SANTANA, CARLOS, , XXXXX0202, ,X,X, ,

,15313,FLAKE,GEORGE, ,XXXXX1212, ,X,X, ,

,2 15,KEMP,SHAWN, ,XXXXX2222, ,X,X,,

,2 15,SANTANA,EMILIO, ,XXXXX1111, ,X,X,,

,8500 DIX,POTTER,HARRY, ,XXXXX5677,,X,X,,

Figure 9. ASCII File
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Chapter 15: Tenant Unit Address Query

15

Tenant Unit
Address

Query

The gathering of Tenant Unit Addresses
by the TRACS system began with the
implementation of TRACS Tenant
Release 2.0.1.A. Owner/Agents were
required to submit MAT 15’s, supplying
tenant unit and mailing addresses to the
TRACS database. The Tenant Unit
Address Query allows authorized users
access to their previously submitted unit
address data. Owner and management
agents may query for tenant unit
addresses by submitting either a contract
or project number, and sort the results by
either unit number or SSN. The
application also permits the user to view
the data in their browser or download it
to an ASCII file. If the browser option is
selected, retrieved addresses are
displayed in groups of twenty-five.
Selecting the Download option from the
main query screen results in the creation
of an ASCI|I file, which the user may
then retrieve and customize according to
their specific needs. This application can
be selected from the TRACS Main
Menu.

From the TRACS Tenant Unit Address
Query screen, click on the TRACS
Menu link in the blue side bar to return
to the TRACS Main Menu.

Objectives

By the end of this chapter, you will be

able to:

e Access previously submitted unit
address data

e View query data from browser

e Download and print a Tenant Unit
Address Report

From the TRACS Tenant Unit Address

Query screen, the ’6 displays directly
above the User Guide link as a visual to
direct users to the user guide for
assistance in using this application.
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15.1 To access Tenant Unit Address Query:

1. Fromthe TRACS HUD Home Page, click on the Tenant Unit Address Query
link, and the TRACS Tenant Unit Address Query screen (Figure 1) displays.

TRACS
Tenant Unit Address Query

Use this guery to list all Tenant Unit Addresses
for a specified Contract or Project Number.

Contract Number: > | or Project Number: =

SORTBY: @ Unit  SSN
REPORTBY: & Browser ¢ Download

Submit | Reset

Figure 1. TRACS Tenant Unit Address Query Screen

2. Select a Contract Number or Project Number.

&5 Note: Contract Number is the eleven-character number assigned to HAP, PAC, or
PRAC contracts. These are the rental assistance agreements associated with Section
8, Section 202/162, Section 202 Capital Advance, and Section 811 Capital Advance.

&5 Note: Project Number is the eight-character project number assigned to the subsidy
type.

The Sort By selection defaults to the Unit radio button, in which the results will be listed
in Unit number order. Click on the SSN radio button to have the results listed by tenant
last name in alphabetical order.

The Report By selection defaults to the Browser radio button, in which the results will
display by the Web browser. Click on Download to have the results downloaded into an
ASCII file.

15.2 To execute a Tenant Unit Address Query with

Browser Option Selected:

1. Fromthe TRACS Tenant Unit Address Query screen, select either a Contract
Number or Project Number from the appropriate drop-down menu.

2. Select desired Sort By option.
3. Select Report By: Browser option.

December 2008 — Release 202C 15-2



TRACS Internet User Guide Chapter 15: Tenant Unit Address Query

4. Clickon MI and the User Login screen (Figure 2) displays.

Uzemname and Password Bequired |

Enter uzername for Enterprize Server at
hudappz hud. gow:

Izer Mame: I

Fassword: I

Q. Cancel

Figure 2. User Login
5. Enter your User ID (User Name) and Password where indicated.

25 Note: The User ID must be entered all in uppercase format and the password is
case-sensitive. The User ID will be your M-ID.

6. After entering your User ID and Password, click .

The results screen, TRACS Tenant Unit Address List (Figure 3), provides the user with
an at-a-glance portrayal of stored unit addresses for the specified contract or project
number. This screen includes the project/contract numbers selected by the user and
sorting method.

U.S. Department of Housing and Urban Development
TRACS Tenant Unit Address List

Contract/Project Number: PA26E023024 Sorted By: Tt

Unit q n q WValidated |Address
Number Sireet Address City State Zip Validated Date Type

FROOOI682 | T02-1 Tl ROCELAND 8T # 702-1 | LANCASTER | PA  |17602-4536 ¥ Af2/2008 o
DDA | TAT-4 F16 ROCELAND 3T # 727-4 LANCASTER | PA | 17602-4536 T 4242008 u
HDOOOMEse | TIT-5 TiT3DUKEET LANCASTER | PA |17602-4350 ¥ A2/2008 o

55N

[ RETURNTOQUERY ][  NEXT2GAddresses |

Figure 3. TRACS Tenant Unit Address List Screen

25 Note: If available, two addresses are typically returned for every unit. The
address types are: Mailing Address (Address Type=M); and Unit address
(Address Type=U).

If necessary, use the scroll bar on the far right of the screen to scroll down to view the
unit address information for that project/contract number. Data is displayed horizontally
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across the screen. The top section of the TRACS Tenant Unit Address List displays the
Contract/Project Number, and how the query is sorted.

The unit address data is displayed in a table format. The following information is
provided for every certification retrieved:
e SSN (Social Security Number)

25 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and the date of birth (DOB) display in the
following format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN = XXXXXNNNN
DOB — XX/XX/NNNN

e Unit Number

e Street Address

e City

e State

e Zip (includes Zip-5 and Zip-4 separated by a hyphen)
e Validated (valid codes are Y-Yes or N-No)

e Validated Date

e Address Type (valid types are U-Unit or M-Mailing)

15.3 To display Notes and Messages:

1. From the TRACS Tenant Unit Address List screen, click on the NEXT 25
button to display the next 25 unit addresses for the desired Project or Contract.

OR

Click on RETURNTO QUERY 16 return to the TRACS Tenant Unit Address
Query screen, where a new project or contract number can be selected.

The No More Unit Addresses were found for the Project/Contract number
requested screen (Figure 4) displays when all unit addresses have been
displayed. Click on the Internet browser’s Back button to review the query

results or click on RETURNTO GUERY ¢ the bottom of the screen to begin

another query.
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TRACS Tenant Unit Address Query

No more addresses were found for the project/contract number requested.
To review each page retrieved during this query, click the BACK button.
Othetwise, click the EETURI TO QUERY pushbutton to begin another query.

{Oparation Status = O, Application Status: no more wiits)

RETURN TO QUERY |

Figure 4. No More Unit Addresses were found for Project/Contract Number Requested
Screen

2. If the Coordinator of your organization has not done the Property Assignment
for your ID, then the following Error screen (Figure 5) displays.

Error

TUser is nult authurized o view reguested contract.

= == | [Docurnerl t Cone = i o e =21 s |

Figure 5. Error Screen

3. Click the [Back] link to retry the query for another contract/project number or
contact your Coordinator.

15.4 To download a Tenant Unit Address list:

1. From the TRACS Tenant Unit Address Query screen, enter either Contract
Number or Project Number in the appropriate field.

2. Select desired Sort By option.
3. Select Report By: Download option.

4. Click on Ml and the TRACS Tenant Unit Address List download
screen (Figure 6) displays.

U.S. Departinent of Housing and Urban Development
TRACS Tenant Unit Address List

Please click here to download report.

<-Go Back |
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Figure 6. TRACS Tenant Unit Address List Screen

5. Click on the Please click here to download report link, and a Security Warning
screen (Figure 7) displays.

File Download X

Do you want to open or save this file?

] Mame: TracsDownload.trx

Type: Unknown File Type
Fram: nthhgp?1.hud.goy

Dpen ] [ Save ] [ Cancel

harm pour computer, If you do not trugt the zource, do not open or

@ While files from the Intermet can be uzeful, zome filez can potentially
zave thiz file. What's the rizk’?

Figure 7. Security Warning

6. Click on the radio button next to Save it to disk to name and save the file to your
hard drive.

If a query is submitted using the Report By: Download function on the query screen, the
data is reported in ASCII file format, which is downloaded to your PC’s hard drive. The
ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names, as shown in the figure below (Figure 8).

Contract Nmmber‘; Project Wumber; S5M; Unit nWumber; First Address Line;

second address Line; Third address Line; City; State; Zip Fiwve; Zip Four;
validated; walidated pate; Address Type

PAZGEEOZ3024; ;000 aB8d; FO2-1; 716 ROCKLAMD ST # FO2-1;;;LAMNCASTER;PA;17602;4536;Y;
4,72/2008;0

PA268023E)24; s DA 0y PV -4 Yla ROCKLAND ST # 7F27-4;;:LANCASTER;PA;1700Z;;4530;%;
4,2/2008; 0

PAZGB023024;  xxx=X0659; F27-5; 727 S DUKE ST;;; LANCASTER; PA;17602;4550;Y;4,/2,/2008; U

Figure 8. ASCII File
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16

Verification  |Obiectives

By the end of this chapter, you will be

QU ery able to:

Verification Reports are designed to help °
determine whether owners and agents

are using the approved passbook rates, *
income limits, contracts rents, utility °

allowances, gross rents, and 236/BMIR

View HUD-50059s to determine
exceptions or inconsistencies
View query data from browser
Download and print a Verification
Report

market rents. Verification reports allow
you to quickly scan data submitted on
the HUD-50059’s and eliminate the need
to access each individual certification to
check for correct values. Once correct
and current information is gathered, the
reports help users to quickly review the
lists of values and effectively determine
exceptions or inconsistencies.

The Verification Query option can be
selected from the TRACS Main Menu.

From the TRACS Verification Query
screen, click on the TRACS Menu link
in the blue side bar to return to the
TRACS Main Menu.

From the TRACS Verification Query

screen, the ’6 displays directly above
the User Guide link as a visual to direct
users to the user guide for assistance in
using this application.
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16.1 To generate a Verification Report (sorted by
Household Head):

1. From the TRACS Main Menu, click on the Verification Query link, and the
TRACS Verification Query screen (Figure 1) displays.

TRACS

Verification Query

Enter the Project Number if it exists; otherwize entera Contract Mumber:
Contract Number: =] or Project Number: =
Sort BY:  Household Head ¢ Unit ¢ Bedroom Count

ReportBy:  Browser ¢ Download

Submit | Reset

£

a
Bak to Top

Figure 1. TRACS Verification Query Screen
2. Select Contract Number or Project Number.
Select Household Head sort by radio button.
4. Select Report By: Browser radio button.

5. Click on Ml and the TRACS Verification Report screen (Figure 2)
displays.
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Please click here to view repart

& Note: A screen displays allowing you to click on to

view the report, or __=E9BACK  to return to query screen and view or edit
previously entered search criteria.

% UK. Deperiment of Housing and Urban Development
TRACK Verification Report

Contract Mumber: P2 260052001 Sorted By: Head Tenant Marne
Fach row iz the most wp-to-date certification for an actie household.
Project |Bedroom Household Unit Head Head Very Low Contract Utility |Gross harhket
MNumber | Count | Member Tenant Tenant Low |Income | Rent |Allow Rent Rent
Count Name SSN  Income Limit | ¢ | &) | B | &
Limit | ($)
&
3 3 08 BACOHN, &. HHEHHXOE03 | 20650 | 47450 731 84 | B1S il
1 1 0f |BERGER,D. X075 | 23030 | 36900 539 54593 il
3 3 05 |BLODGETT, C. HEHEHA023 | 20650 | 47450 73l 24 | Bl 0
3 3 07 [EDWARDS, E. HEHHXTETS | 20650 | 47450 66 84 | 830 il
2 4 09 |(GARCIA, M. SHEEHTTIO 32050 | 52700 670 040 il
2 2 03 HAAS B. HHHHYI6AT | 26330 | 42130 670 T 740 0
2 2 01 [WOYER, . HEHHHEO002 | 26350 | 42150 642 o T2 il
2 2 02 NOWMEMACHEE, A |XXXXH0551 | 26350 | 42150 670 040 il
1 1 04 |RAINES, D. HEHXOT04 | 23050 | 365900 539 54 393 0
2 2 10 |THOMAS, T HEHHHEST4a | 26350 | 42150 670 040 il

Interpreting and Printing this pege

[ Return to Query ]

Figure 2. TRACS Verification Report Screen

The report displays the Contract Number or Project Number, depending on which
number was specified during the query, and the Sorted By: field across the top of the
report. The screen advises users that each row contain the most up to date information
available for each active household. Columns display information for the:

= Project Number (or Contract Number)

=  Bedroom Count

= Household Member Count

= Unit

= Head Tenant Name

= Head Tenant SSN

425 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and the date of birth (DOB) display in the
following format to protect the privacy of the individual.

SSN - XXXXXNNNN
TIN = XXXXXNNNN
DOB — XX/XX/NNNN
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» Very Low Income Limit (%)
= Low Income Limit ($)

= Contract Rent ($)

= Utility Allow ($)

* Gross Rent ($)

= Market Rent ($)

The following screens (Figure 3 and Figure 4) show views from the Unit and Bedroom
Count Sort by: field, which is selected from the Verification Query screen.

U.S. Departmnent of Housing and Urban Development
TRACS Verification Report

Contract Number: IL0O6001400% Sorted By: Uit

Each row 15 the most up-to-date certification for an active household

Project Bedroom Household | Tt Head Head Very Low |Comtract TUtlity Gross Market
Number| Count | Member Tenant Tenant Low |[Income Rent Allow Rent Rent
Count Name SSIN Income | Limit %) %) %) (53]
Limit (£3]
)
1 1 06 1058 |ARMSTROING, E. 3000006138 | 26400 | 40600 918 25 243 4]
1 1 [% 0& 1078 MELSOLT, E. FOOO01882 | 26400 | 40600 218 25 243 o]
1 1 06 2014 |DAVIS, E. IO00001474 | 26400 | 40600 228 25 953 0
1 1 06 20%B HOLTE, R. IO0O0M 144 | 26400 | 40600 218 25 943 0
1 1 06 2104 | TURMNER, M 000005405 | 26400 | 40600 2928 25 953 0
1 1 06 3078 [WEATHEELY, M. 3000042859 | 26400 | 40600 918 25 243 4]
1 1 06 505B JTAWOREE, G SO0GON1015 | 26400 | 40600 318 25 243 o}
1 1 06 6014 EEAD, L IO00O00E20 | 26400 | 40600 228 25 953 0
1 1 06 6044 [ KOGEN, G. FODOO0748E8 | 26400 | 40600 228 25 953 0

Interpreting and Printing this page

Fieturn to Query

Figure 3. Verification Report showing sort by Unit

U.S. Department of Housing and Urban Development
TRACS Verification Report

Contract Number: ILOS001400% Sorted By: Bedroom Count
Each row 15 the most up-to-date certification for an active househeld.
Froject Bedroom Household | Ut Head Head Very | Low |Contract Utility |Gross Market
Number| Count | Member Tenant Tenant Low Income| Rent |Allow Rent | Rent
Count IName SSIT Income | Linit ) ) ) )
Limit %)
$)
1 1 06 2014 DAVIS, E IOO0001474 | 26400 | 40600 928 25 953 0
1 1 06 6044 EOGEN, G FOO0007488 | 26400 | 40600 928 25 953 0
1 1 0& 107E |NELZON, E. FOO0OO1882 | 26400 | 40600 918 25 L] 0
1 1 06 5058 TAWOREE, G FOOOO0I015 | 26400 | 40600 918 25 943 0]
1 1 06 6014 READ, T FOOOT0T620 | 26400 | 40600 928 25 953 0
1 1 06 3078 WEATHERLY, M 0000289 | 26400 | 40600 918 25 943 0
1 1 06 2058 HOLTZ, R D000 144 | 26400 | 40600 918 25 943 0
1 1 06 1058 |ARMSTRONG, E. 3000006138 | 26400 | 40600 a18 25 943 0
1 1 06 2104 | TURIMEE, ML IOO0005405 | 26400 | 40600 928 25 953 0

Interpreting and Printing this page

Return to Query

Figure 4. Verification Report showing sort by Bedroom Count
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The Interpreting and Printing this page link provides additional information for the
Verification Report. Clicking on this link displays the following screen (Figure 5).

TRACS

Verification Report

Prnting the Report

1. Click the File menu option at the top of your screen

2. Click Page Setup from the drop-down menu and a dialog bax is displaved, Setall four
margins to 0 inches if needed. If Document Tille and Docurnent Losation are displayed
inthe Header box, clickthem both off if required

You may need to decrease the font size to print all the records inthe repart on one
page. If using Netscape Communicatar, select Edit from the main menu, click on
Preferences. Under Appearanice, click on Fonts and decrease the font size for the
variable width fant by one {e.g. from 12 2 11).

Click Print from the drop-down menu and the Print dialog bo s displayed

«

oo

Choose Properties and setthe orientation to Landscape. You may also setthe Paper
Size to Legal (8.5 by 14 inches) if required
Click OK an the Print dialog box to print the repart

=

Interpreting the TRACS Verification Report

The TRACS Verification Report is generated based on the contractiproject number and repart
type provided by the user. Each displayed row in the reportis the most up-to-date certification
for active households only. All the data listed under each report column has been
electronically submittzd bythe 074 or CA and stared in TRACS as a certification. The data

displayed in the report may need to be verified by you, because it cannot be verified by TRACS
The cedification listin the repartis sarted atyour regquest by household head's last and first
name, orthe unit number, or the bedroom count

If gueried by Contract and a project number exists for the cerification, the project number is
displayed in the Project or Contract Number column. If queried by Project and a contract
number exists, the confract numberis displayed in the calumn

=

Figure 5. Interpreting and Printing Page Screen

5. Click on the browser’s Back button to return to the Verification Report
screen.

6. Click on __Retmto@uew |16 return to the Verification Query screen.

If no Verification information was found for the project/contract number submitted, or
the project/contract number does not exist in TRACS, or no active households exist for
the contract/project number submitted, the following Error screen (Figure 6) displays.

Click on __Retmto @uen |t return to the Verification Query screen.

TRACS Verification Query
Mo Verification information was found for the project/contract number submitted.

Either the project/contract number does nat exist in TRACS, or
Mo active households exist for the contract/project number submitted

Click the RETURMN TO QUERY button ta try another gquery.

(Operation Status = 0, Appiication Status: household not found)

RETURN TO QUERY

Figure 6. Error Screen
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TRACS provides the capability for users to download Verification Report information.

16.2 To download a Verification Report:

1. From the TRACS Verification Query screen, select either Contract Number or
Project Number.

2. Select Report By: Download option.

3. Click on Ml and the TRACS Verification Report download screen
(Figure 7) displays.

.8, Department of Housing and Urban Devefopment
TRACS Verification Query

Please click here to download report.

<60 BACK |

Figure 7. TRACS Verification Report Download Screen

4. Click on the Please click here to download report link, and a security warning
screen (Figure 8) displays.

OR

Click on - =9 BACK " 15 return to query screen and view or edit previously
entered search criteria.

File Download - Security Warning §|

Do you want to open or save this file?

] Mame: TracsDownload.tbrx

Type: Unknown File Type
% From: nthhgp?1.hud.goyw

[ Open ] [ Save ] [ Cancel

While files from the Intermet can be useful, thiz file tppe can
o potentially harm your computer. [F you do not trugt the source, do not

open or gave thiz zoftware, What's the rigk?

Figure 8. Security Warning

5. Click on the radio button next to Save it to disk to name and save the file to your
hard drive.
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If a query is submitted using the Report By: Download function on the query screen, the

data

is reported in ASCII file format, which is downloaded to your PC’s hard drive. The

ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the

Hea

der Field Names is the data returned from the query. The data displays in the order

of the Header Field Names. An example of an ASCI|I file is displayed as Figure 9.

Pro
Hea
wvar
mMar
HIe L]
Hie L]
HIels]
;08
;08
Hiela]
HIsL)
HIe L]
HIe L]

ject wWumber; Unit nNumber; Bedroom Count; Household Member Count; Head Tenant Last Mame;
o Tenant First Init; Head Tenant Middle Init; Head Household ID Code;
E Low Income Limit; Low Income Limit; Contract Rent; Utility Allow; Gross Rent;
et Rent

1056;1;1; ARMSTRONG; EVELYM; 3 »20000E1L3E; 264 00;40600; 918; 25; 543, 0

20040511 DAVIS; ELEANOR >0 474, 264005 40600; 928;25;953;0

Z08E;1; 1 HOLTZ,; RUTH; ; =o0dxd 144 ; 264005 406003 818; 25;9435;0

3056;1;1; JAwWDORER ; GRACE; ;»o00 L0153 264 00;40000;918;25;943;0

a0da;1;1; KOGEN; GLORIA; ;o074 88; 20400, 40600; 928; 25; %53;0

1076;1;1; NELSON; ELSIE; ; = L882; 26400;40600; 918; 25;943; 0

00LA;1;1; READ; TRA; ; »0000F020; 204 00;40000; 928; 25; 9530

2104511 ; TURNER ; MARGARET ; ; »0000405; 26400;40000; 928, 25;953;0

3076;1;1; WEATHERLY ; MARY ; ; =0000d 289; 264005 40000; 918, 25;943;0

Figure 9. ASCII File

# Note: When importing a downloaded file into database applications such as
Microsoft Access, the file may first need to be loaded and re-saved in a word
processing program as a “Text Only”” ASCII file. This is necessary due to carriage
return characters being lost during the download process. Te use of a word
processor to re-save the file as “Text Only’” replaces the missing carriage returns so
that external applications can determine the start of each new record in the file.
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17

Voucher Tenant
Compliance Query

The Voucher Tenant Compliance Query
provides viewing of the latest
compliance information at the contract
or project level. Authorized users can
query the database and retrieve VVoucher
and Tenant compliance records based on
their input and access rights.

The Voucher Tenant Compliance Query
option can be selected from the TRACS
Main Menu.

From the TRACS Voucher Tenant
Compliance Query screen, click on the
TRACS Menu link in the blue side bar to
return to the TRACS Main Menu.

Objectives

By the end of this chapter, you will be

able to:

e Provides Tenant Compliance data
which facilitates releasing or denying
Voucher funds to owner/agents.

e View query data from browser

e Download and print a Voucher
Tenant Compliance Report

From the TRACS Voucher Tenant

Compliance Query screen, the ’5
displays directly above the User Guide
link as a visual to direct users to the user
guide for assistance in using this
application.
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17.1 Generating a Voucher Tenant Compliance
Report:
1. From the TRACS Main Menu, click on the Voucher Tenant Compliance Query

link.

A screen similar to the following one appears:

TRACS
Voucher Tenant Compliance Query

Select one entry or use "Ctrl" key to select multiple entries.

Section8/PAC/PRAC RentSup/RAP
Contract No: Project No:

Select All
AL090001015
AL090001020

Mo Compliance Projects

REPORTBY:  Browser  Download
SORT BY: @ Reference Number ¢ Compliance Percentage

Submit Reset I

e SEEss ==

=7 AN

— L 1
HUWet Bzckto TopI
Send Mail Home

2. Select the desired contract or project numbers, the sorting method, the reporting

format, and click Submit. (In this example the selections are Select All, Sorted

by Reference Number, Reported by Browser.)

A Voucher Tenant Compliance screen similar to the following one appears:

7.8, Departinent of Housing and Urban Development

TRACS Voucher Tenant Compliance Report

Sort By: Reference Number

i O e Em R e
|05/05/2004 | ALOSOODIOLS |78 76 [10260% (05012004 (30 |&CTV  [SecBMNC
|05/05/2004 |AL090001020 |13 13 100.00% |05/01/2004 |14 |acTV  [Sec8NC
|03/06/2004 | ALOSOOOI0Z1 |57 39 96.60%  |06/01/2004 |62 |ACTY  [SecBNC
|05/05/2004 | ALOSO0OZ00Z |51 |42 106.30% |05/m1/2004 |50 |aCTV  [BecBNC
057112004 [ALOSOO0Z001 |24 247 [oz20%  [05/01/2004 [251 [AcTV  [SeczaR

Feturn To Guary |
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& Note: The compliance percentages displayed in the Voucher Tenant Compliance
Query may not be the same as the compliance percentages displayed in the
‘Compliance Percent' columns in Voucher Query because they reflect the counts of
active tenants as they exist today, not as they existed on the day that TRACS

processed the voucher.

17.2 To download a Voucher Tenant Compliance
Report:

1. From the TRACS Voucher Tenant Compliance screen, select either Contract
Number or Project Number.

2. Select Report By: Download option click M

The following screen appears:

Voucher
Tenant Comphance Report Download

Click link to downlead the Voucher Tenant Comphance Eeport.

Click Here to download the Youcher Tenant Compliance Report,

-

L
HUTweb A

Ij_ Home Eackto TopI
Send hMail

3. Click the link that reads Click here to download Voucher Tenant Compliance
report link. The following security warning screen displays:

File Download X

Do you want to open or save this file?

] % Mame: TracsDownload.trx
Tupe: Unknown File Tvpe

From: hudapps1.hud.gov

Open ] l Save ] I Cancel

While fileg from the Internet can be uzeful, zome files can potentially
harm your computer. |f you do not tust the sowrce, do not open or
zave this file. What's the risk?
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4. Click "Save it to Disk," then click OK. If you want to open the report file for
some reason, click "Open it" and select Microsoft Word as the application to open
it with. (Follow Windows pop-up screens to select Word.)

If a query is submitted using the Report By: Download function on the query
screen, the data is reported in ASCII file format, which is downloaded to your
PC’s hard drive. The ASCII file is comma delimited so the user may import the
data into such database packages as Microsoft Access or Microsoft Excel. The
Header Field Names display at the beginning of the downloaded file and are
separated by commas. Following the Header Field Names is the data returned
from the query.

= Note 1: When importing a downloaded file into database applications such as
Microsoft Access, the file may first need to be loaded and re-saved in a word
processing program as a “Text Only”” ASCII file. This is necessary due to carriage
return characters being lost during the download process. Te use of a word
processor to re-save the file as “Text Only’” replaces the missing carriage returns so
that external applications can determine the start of each new record in the file.

2 Note 2: An erroneous error message, indicating a bad record was dropped, may
occur while importing the text file to Microsoft Access. This error is caused from a
blank line at the end of the download file and when the first column in the
downloaded file is a date/time field. This is an informational error, you can ignore it
or if you choose to eliminate the error, then you may either delete the blank line
completely, or define the date/time field in the beginning of each line as a text field.
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Appendix A: Field Names and Descriptions for the Voucher Summary
and the Voucher Detail Reports

Voucher Summary Report Fields

Discrepancy

Field No. Field Name Description

1. Voucher Date One of two criteria that the CA will input to query the database via
the Internet. The date is always the first of the month.

2. Contract Number | An 11-character contract identification number.

3. Area Code In general, identifies a subdivision of the HUD organizational
structure that is greater than the field offices.

4, Office Code Identifies a specific HUD field office that has jurisdiction over the
area in which this certified household is located.

5. Units in Contract | Count of units in the contract.

6. Units Receiving Count of units that are occupied in the contract and receiving a

Subsidy subsidy.
7. Units Vacant Count of units that are vacant in the contract.
Under this
Contract
8. Market Rent Count of units that are occupied in the contract and under market
Tenants rent.

9. Unreported Units | Calculated difference between the total number of units in the
contract and the ones accounted for. The number of units that are
neither “vacant” nor “occupied”.

10. Total TRACS Calculated total of calculated regular assistance payment for all

Calculated units in report.
Regular
Assistance
Payments
11. Total Reported Calculated total of reported regular assistance payments for all
Regular units in report.
Assistance
Payments
12. Total Regular Calculated difference between Total TRACS Calculated Regular
Assistance Assistance Payments - Total Reported Regular Assistance
Future | Payments Payments.
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13. Calculated TRACS Calculated Adjustments to Assistance.

Adjustments to
Future | Assistance

14. Reported Adjustments to assistance reported on the submitted voucher.
Adjustments to
Assistance

15. Adjustments to Difference between calculated adjustments to assistance and
Assistance reported adjustments to assistance.

Future | Discrepancy

Amount

16. Calculated TRACS calculated regular units.
Regular Units

17. Reported Regular | Regular units reported on the submitted voucher.
Units

18. Regular Unit Difference between calculated regular units and reported regular
Discrepancy units.

19. Calculated TRACS calculated adjustment units.
Adjustment Units

20. Reported Adjustment units reported on the submitted voucher.
Adjustment Units

21. Adjustment Unit Difference between Calculated adjustment units and reported
Discrepancy adjustment units.

22. Total Regular Total of all reg_pay_amt.
Payment Amount

23. Resubmission Setto Y for a correction voucher, otherwise set to N.
indicator

24, Compliance Calculated Regular Units / Units Receiving Subsidy
Percentage

25. Threshold Flag Flag is set if compliance percentage falls below a set limit

established by Housing (e.g. 80%). Values are Y or N.
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26.

Subsidy Type

Describes the type of assistance benefiting the tenant. Values
are:

1 Section 8

2 Rent Supplement
3 RAP

7 Section 202 PRAC
8 Section 811 PRAC

9 Section 202/162 PAC

27.

Create Date

Date the report is created.
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Voucher Detail Report Fields

Field | Field Name Description
No.
1. Voucher Date One of two criteria that the CA will input to query the database via the
Internet. The date is always the first of the month.
2. Contract No. An 11-character contract identification number.
3. Unit Number Unit where Tenant is residing
4, Last Name Head Tenant's Last Name
5. First Name Head Tenant's First Name
6. Middle Initial Head Tenant’s Middle Initial
7. Head SSN Head Tenant's Social Security Number
8. Effective Date Effective Date of the Certification
9. Certification Type | IR, AR, MI, IC, or CF. Please see descriptions in Appendix C.
10. Calculated TRACS calculated Assistance Payment (HUD-paid portion of the
Assistance rent)
Payment
11. Reported If there is an AP (Assistance Payment) discrepancy for this
Assistance household certification, then the reported AP will be stored in the
Payment Discrepancy_Value. Otherwise, the value of this field will be equal to
the Calculated AP.
12. Assistance This is a computed amount (Calculated AP - Reported AP)
Payment
Discrepancy
Amount
13. Bedroom Size Unit Size (Number of Bedrooms in the unit.)
14. Over or Under Overhoused or Underhoused Unit
Housed
(O or U)
15. Adjustment Voucher Regular Payments Report or Voucher Adjustments to
Indicator Regular Payments Report (N or Y)
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Appendix B: TRACS Internet Voucher Query Code Descriptions

Status Code

CAl

CA2

C00

LIC

Description

As of March 1, 2001, all vouchers submitted by CAs with a
positive balance will be separated from the R0O status. CA1
indicates that the voucher was submitted, and administered by a
pre-RFP CA. The voucher was not sent to LOCCS.

As of March 1, 2001, all vouchers submitted by CAs with a
positive balance will be separated from the R0O status. CA2
indicates that the voucher was zero or a negative balance voucher
submitted by a PB (performance based) CA. The voucher was not
sent to LOCCS.

“C00” has two definitions:

1. “C00” is a permanent status assigned to a voucher that has
been canceled due to a subsequent correction voucher.

2. “CO00” is a temporary status (normally 24 hours or less)
assigned to a correction voucher by TRACS while canceling
payment for the original voucher in LOCCS. The status will
be changed by the system when LOCCS responds to the cancel
payment request and the corrected voucher request is sent to
LOCCS.

The voucher was not paid. It was canceled through a LOCCS
initiated payment cancellation or it was canceled by a CAOM.
The voucher may be resubmitted to TRACS as a correction after
resolving outstanding issues with your HUD accounting office.
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Status Code

LOO

POO

P10

RECVD

ROO

Description

The voucher transaction has been sent to LOCCS, and LOCCS has
not replied with a confirmation. LOCCS detected discrepancies
and appropriately processed deletion or correction transactions
receive a confirmation on the next LOCCS processing cycle.
Vouchers accepted by LOCCS for payment will not receive a
confirmation until they have been selected for payment and sent to
Treasury. The vouchers are staged for payment by LOCCS before
month end.

The “P00” status indicates the voucher was properly processed and
sent to Treasury by LOCCS for payment.

“P10” status is a positive response from LOCCS for a current
voucher indicating that that it is in the queue to be paid at the end
of the month. As with all vouchers accepted for payment by
LOCCS, the acceptance is conditional. The current voucher may
be accepted by LOCCS up to a month before the payment date. It
is possible that something unanticipated can occur that would
prevent the payment, but based upon the data available to TRACS
and LOCCS the voucher, at the time the voucher is processed it,
will be paid

This is a legacy voucher processed prior to implementation of the
TRACS-LOCCS interface in 1997.

Voucher stored as information, not sent to LOCCS. Currently all
vouchers submitted by CAs, Zero Balance Vouchers, Negative
Balance Vouchers, and VVouchers for periods prior to 1/01/1997
will generate a ROO status code.

After March 1, 2001, CA submitted vouchers will be stored as
information but with a CA1 status, and PB (performance based)
CA submitted vouchers that are stored as information will have the
CAZ2 status.
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Status Code

R21

R22

R23

R24

R25

R26

Description

After April 1, 2001, all zero balance vouchers will be sent to
LOCCS. They will have the same status codes as other vouchers
sent to LOCCS.

The voucher was rejected by LOCCS as a duplicate submission.
This code is for TRACS-LOCCS internal use only. No action on
the part of the owner/agent or the CA is required.

The voucher was rejected by LOCCS. The project number used
with a Rent Supplement or RAP voucher or the contract number
used with a Section 8, PAC, or PRAC voucher is not in the
LOCCS database as an active project/contract. Resubmit the
voucher as a correction when the issue with HUD Accounting is
resolved. If the project or contract number submitted to TRACS
was in error, delete the original voucher. Submit a corrected
voucher as an original.

The voucher was rejected by LOCCS due to an invalid voucher
number or amount. This code is for TRACS-LOCCS internal use
only. No action is required on the part of the owner/agent or the
CA.

The voucher was rejected by LOCCS. LOCCS did not recognize
the period covered by the voucher as a valid period. This code is
for TRACS-LOCCS internal use only. No action is required on
the part of the owner/agent or the CA.

The voucher was rejected by LOCCS due to an invalid scheduled
pay date. This code is for TRACS-LOCCS internal use only. No
action is required on the part of the owner/agent or the CA.

Payment denied by LOCCS due to insufficient funds. An increase
in funding is required before payment can be made. Do not
resubmit the voucher to TRACS. It will be paid automatically as
soon as funding issues are cleared up.

December 2008 — Release 202C B-3



TRACS Internet User Guide Appendix B

Status Code

R27

R30

R31

R32

R33

Description

Payment through TRACS is denied by LOCCS. The TRACS
database indicates that the voucher is payable through the TRACS-
LOCCS interface. The LOCCS database indicates that the voucher
is paid through an ACC. This code is for TRACS-LOCCS internal
use only. No action is required on the part of the owner/agent or
the CA.

The payment was rejected by the reviewer. The project/contract is
under suspension or the voucher failed the threshold edit. The
reviewer to whom LOCCS has referred the voucher determined
that LOCCS is not to pay the voucher. For direction, contact the
FMC at 1-800-526-8174. Resubmit the voucher as a correction
after the issues have been resolved.

The voucher failed the LOCCS threshold edit and has been
referred for review. Payment is on hold until released or canceled
by the reviewer. Owner or management agent should FAX the
paper voucher to the HUD FMC at 816-426-6174. Do not
resubmit this voucher unless payment is refused by the FMC.
Resubmit as a correction once issues causing refusal by FMC have
been resolved. See R30. NOTE: Effective 9/10/2000 LOCCS no
longer generates this code.

The voucher was rejected by LOCCS. LOCCS has no payment
information for the project/contract. This code is for TRACS-
LOCCS internal use only. No action is required on the part of the
owner/agent or the CA.

LOCCS has a manual, ABA, or bank account suspension
associated with this project/contract. The voucher payment is on
hold until the suspension is removed or the payment is rejected by
the reviewer. Do not resubmit this voucher unless it is rejected by
the reviewer. Then only submit the voucher as a correction after
the issues are resolved.
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Status Code

R34

R35

R36

R40

R41

R42

R43

Description

The payment request was sent to the Treasury by LOCCS, but
Treasury rejected the request. LOCCS will reschedule this request
after the error condition has been resolved. No action is required
on the part of the owner/agent or the CA.

Payment returned by Treasury. Verify bank account information
with the HUD accounting office. Resubmit the voucher as a
correction after ensuring that HUD has the current and correct
bank information.

The voucher is currently held in LOCCS awaiting an approved
requisition. No resubmission of the voucher is required.

A voucher for the period covered by this submission has either
already been paid or it is scheduled for payment. Do not resubmit
a voucher for the period.

The voucher was rejected by LOCCS. The project/contract is
expired. Contact your field office for additional information. Do
not resubmit the voucher to TRACS. It will be paid automatically
as soon as the funding issues are cleared up.

Payment was denied by LOCCS. There is a potential problem
with one of the following: Tax ID, Program Area, or Project
Suspension. Contact your field office for additional information.
Resubmit the voucher when the issues are resolved.

Owner/agent voucher was automatically superseded by LOCCS due
to the first CA scheduled pay date. The voucher was rejected by
LOCCS, and it must be resubmitted by the PB (performance
based) CA.
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Status Code

R44

R47

R50

R51

R90

T01

Description

The voucher payable to the PB (Performance Based) CA was
automatically canceled by LOCCS as the contract was withdrawn
from the CA’s portfolio. The voucher must be resubmitted by the
owner/agent.

The voucher, sent to LOCCS by TRACS for payment of the
approved amount to the CA, is rejected. The voucher payment was
covered by a previously issued scheduled payment to the CA.

The transaction submitted to LOCCS is either a voucher correction
or a voucher deletion. The correction or deletion is rejected by
LOCCS because the voucher being addressed is not in LOCCS.
This code is for TRACS-LOCCS internal use only. No action is
required on the part of the owner/agent or the CA.

The transaction submitted to LOCCS is either a voucher correction
or a voucher deletion. However, the correction or deletion is
rejected by LOCCS because the voucher had already been sent to
Treasury for payment. No action is required on the part of the
owner/agent or the CA.

The payment was denied by LOCCS. Contact your field office or
the HUD accounting office to determine why payment was denied.
When the situation is resolved, resubmit the voucher as a
correction.

Voucher pending OMAR Rent Review. No action is required of
the owner/agent or the CA.
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Status Code

T02

T03

TO4

T05

T30

T31

T41

Description

Insufficient Tenant Data. VVoucher held pending review of the
tenant data. No action is required on the part of the owner/agent or
the CA.

Late Recertifications. Voucher is held pending review of
recertification submissions. No action is required on the part of
the owner/agent of the CA.

Voucher being held due to Exigent Health and Safety Violations.
No action is required on the part of the owner/agent or the CA.

The voucher has been referred to the VVoucher Processing Division
of the HUD FMC. The was no threshold amount against which to
evaluate the voucher. Payment is on hold until released of
canceled by the reviewer. Owner or management agent should
FAX the paper voucher to the HUD FMC at 816-426-6174.

Voucher, pending in TRACS, was canceled by the reviewer. The
voucher must be resubmitted.

The voucher failed TRACS threshold edit. Payment is on hold
until released or canceled by the reviewer. Owner or management
agent should FAX the paper voucher to the HUD FMC at 816-426-
6174. The voucher does not have to be resubmitted.

TRACS is holding the voucher pending renewal of an expired
contract. No resubmission is required. TRACS will automatically
release the voucher for payment when the contract is renewed.
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Accounting Request Code

SERV
DRUG
RQBL

FORQ
OARQ

Action Required Code

Description

Service Coordinators
Drug-related Expenses

Request for balance or partial balance of
outstanding funds on specified Voucher ID

Field Office initiated accounting adjustment
Owner/Agent initiated accounting adjustment

Description

Submit correction within 45 days

Submit correction on next submission and/or
certification

Informational message; may or may not require
correction

Follow up required (For Field Office use only)

Appropriate follow up required between owner or
management agent and the tenant to resolve the
Social Security-related discrepancy. Any correction
is to be submitted on the next submission and/or
certification.
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Appendix C: TRACS Internet Project/Contract Query Code

Descriptions

Certification Type

IR
AR
Ml
IC

CF

Action Code
MO
GR
CT
uT
™

CcC

Description

Interim Recertification
Annual Recertification
Move In

Initial Certification

Converted From

Description
Move Out

Gross Rent
Correction
Unit Transfer
Termination

Combined Contract
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Assistance Status Code

Subsidy Type
1

2

Description

Subsidy Type is not subject to the Non-Citizen Rule

Full Assistance while the verification of eligibility
is pending.

All members of the family are eligible under the
Non-Citizen Rule. The family receives full
assistance.

Continued Assistance. The mixed family, resident
on/before June 19, 1995, qualifies for continuation
of full assistance under the Non-Citizen Rule.

Prorated Assistance. The family qualifies for and
receives Prorated Assistance under the Noncitizen
Rule.

Temporary Deferral of Termination. The family is
not eligible for assistance under the Noncitizen
Rule, or the family qualifies for Prorated Assistance
and elects Temporary Deferral of Termination
status.

Description

Section 8

Rent Supplement
RAP

Section 202 PRAC
Section 811 PRAC

Section 202/162 PAC
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Action Required Code

Description

Submit correction within 45 days

Submit correction on next submission and/or
certification

Informational message; may or may not require
correction

Follow up required (For Field Office use only)

Appropriate follow up required between owner or
management agent and the tenant to resolve the
Social Security-related discrepancy. Any correction
is to be submitted on the next submission and/or
certification.
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