Voucher-Tenant Internet User Guide Chapter 8: Assistance Payment Report

Objectives
By the end of this chapter, you will be

Assistance |*¢©

e Query all certification transactions

P ay ment within a c_ontract or project
e Show assistance payment amounts
Rep ort within a specified date range or

voucher date

e View query data from browser

e Download and print an 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.

Assistance Payment Report can be
selected from the TRACS Queries
Menu.
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8.1 Assistance Payment Query:

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

TRACS
Assistance Payment Query

Enterthe Contract ar Project Mumber,
Contract Number. | EEysspees e, | or Project Number | gglect One — v
Select a Date Type and enter a Voucher Date or Date Range:

Date Type: (O Efiective Date O TRACS Process Date O Voucher Date
sotBY  @unit Ossn
REFPORTBY: @ prowser (O Download

Submit I Reset I

Figure 1- Assistance Payment Query
8.2 For Assistance Payment Query:

1. From the Assistance Payment Query Screen, select the contract or project number
from the drop down list.

&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 Date Types: Voucher Date, Effective Date, or TRACS
Processed Date.

Date selection options will be based on the Date Types selection. Following are the
window of VVoucher Date, Effective Date and TRACS Processed Date.
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Enter the Cantract or Project Mumber.

Cantract Mumber: CT2EMO00055 ar Project Mumber:

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

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

Date Range:
From Date (MMDDANYYY): FES
To Date (MIM/DDMNYYY): 'j
SotBy  @unit OssN
REPORTBY: @ Browser O Download
Submit I Rezet I
Figure 2- Effective Date Selection
Enterthe Contract or Praject Mumber.
Caontract Mumber: CT26MO00055 ar Project Mumber:

Select a Date Type and enter a Voucher Date ar Date Range:

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

Date Range:
From Date (MMDDAYYY): 'j
To Date (MMDDMAYYY): 'j

sotBy  ®unit O ssn
REFORT BY: ® Browser O Download

Submit I Rezet I

Figure 3- Process Date Selection
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Enterthe Contract or Project Mumber.

Contract Mumber: CT26MO000GE ar Project Mumber:
Select a Date Type and enter a Voucher Date or Date Range:
Date Type: (O Effective Date (O TRACS Process Date & Voucher Date
Vaucher Date: (MM/DDAYYY) 1o
SonBy  ®unit OssN

REFORTBY. ® Browser O Download

Submit I Feset |

Figure 4- Voucher Date Selection

3. Based on the selection specify date by entering a Voucher Date or a Date Range.

&5 Note: 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.

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 a Flat file,
click Download. (See next section) The default value for report type is Browser.

6. Click Submit to start the Query.

Figure 5, 6 & 7 are displayed with the different date selection.
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U.S. Department of Housing and Urban Development
TRACS Assistance Payment Query Report
Contract Number: CT26M000055
Sort by: Unit Effective Date Range: 06/08/2009 - 08/18/2009
Action  TRACS  TRACS

Tenant Unit Effective Cert Act Sub Effective Process Cale MAT APP Annual Adjustment Com  Util Project Sub Voucher

Name SSH Mumber Date Type Cd # Date Date AP AP Diff TTP income Income Rent Allow Humber Type Date
%'SEELFU' Y000(7513 | A-1403 | 742009 | I 3 | 4302009 32010 | 722 | 722 O | 319 12740 | 1041| 0 | 01744134 H4
CIARELLE [ gt o 9| 71 5 PTeel 517 79 700 536 a7, 1 744934

SARELT] 000513 140z TiuzoDe | W 2 | 12312008 SM72010 | 722 | 722 0 | 319| 14536 12740 | 1041| O | 01744134 | HA
%';EELFU' 00007513 A-1403 | TAU2008 | I 1| 7MIZ008 | q0iz4i2008 | 722 | T22| O | 319| 14536 12740 | 4041 O | 01744134 HA
DANAI M AT14 | TAU2O000 | W 3 | 4302000 843 |243| 0 |108| s3e 7928 | 1041 0 | 01744134] WA
DANAIM.. | XH0GX0843  A714 | 7/42008 | Wi 2 | 121312008 843 | 343| 0 | 198| 8328 7928 | 1041 o | 01744134] WA
DANAIM. . | 00000843 A-714 2008 | Wi 1| 7M009 | 10212008 | 843 | 843| 0 | 19| saze 7928 | 1041 o | 017as134| WA
TRL#'LLO 0000211 | A-905 | TA#2000 | IC 3| 430:2000 | 62010 | 648 | 648 | 0 | 393| 16789 15734 | 1041| O | 01744134 HA
TRUILLO | 0007211 A905 712008 | 1C 2 | 12312008 SA7/2010 | 548 | 648 0 | 393 16789 15734 | 1041| 0 | 01744134 | HA
TRL[Jf”-'-O XOOKT211 | A-905 | 742000 | IC 1| 7/2008 | 10212009 | B4 | 648 | O | 393 | 16789 15734 | 1041| O | 01744134 | HA
Total TRACS Calculate: ance Payment: 6638

i 5639

Figure 5- Assistance Payment Browser Report
(Effective Date Range)

U.S. Department of Housing and Urban Development
TRACS Assistance Payment Query Report

Contract Number: CA16E000021
Sort by: Unit TRACS Process Date Range: 06/08/2008 - 09/21/2008

Action TRACS TRACS

Unit ~ Effective Cert Act Sub Effective Process Cale MAT APP Annual Adjustment Com Util  Project Sub Voucher

Tenant Name SSH Mumber  Date  Type Cd # Date Date AP AP Diff TTP income Income Rent Allow Number Type Date
CARRANZA | sonvyrans - s " ’ ) e

i XOOK7988 113 | 1412008 IR 1| 1M/2008 | 9/412008 | 443 | 443| 0 | 427 8860 | 5220 | 805 65 H1
”*-RTg‘EZC XOOK1507 | 122 | 6/2402008 Wi | 1| 1 | 6/24/2008 | 9/4/2008 | 503 | 593 | 0 | 277 12978 11058 | 805| €5 H1
AVILAM.. | 0000740 14 | 12008 | R 1| 4r008 | waroos | 242 | 242| 0 | 533 11856 11856 | 79| &1 H1
DOMINGUEZ-
HERRERAJ. | XC00K6700 145 | 3M#2008 IR | 1| 2 | 31/2008  7/20/2008 | 154 | 454 0 | 782 8032 6672 | 867 | 69 H

.
DOMINGUEZ-
HERRERAJ. | J0OOKE700 145 | 3142008 IR 1| 32008 | 627/2008| 146 | 146| 0 | 749 8032 = 8672 | 828 69 H1

P.
DOMINGUEZ-
HERRERA J 145 | 142008 IR 1| 1M/z008 154 | 154| 0 | 782| BU32 6672 | 86| B9 H1

P
TREMPERJ. | yxxxxg2e8 | 152 | 5M4#2008 Wi | 1| 1 | 51412008 9Mr2008 | 592 | 592| 0 | 277 8268 | 6348 | 805| 65 H1
'SO'LZ*LEZ 0004012 | 21 008 | R [ 1] 1 008 o008 | 702 |702| 0 | 78 | 3120 3120 | 719 &4 H1
DOH‘ETG"IEZ X00O7E73 B2 | 1142008 IR 1| 1M/2008 81202008 545 | 545| 0 | 325 8880 5700 | 805 65 H1

tance Payment:

Payment:

ez Payment Dt

Back to Query

Figure 6- Assistance Payment Browser Report

October 2010 8-5



Voucher-Tenant Internet User Guide Chapter 8: Assistance Payment Report

(TRACS Process Date Range)

U.S. Department of Housing and Urban Development
TRACS Assistance Payment Query Report

Contract Number: CA16E000021

Sort by: Unit Voucher Date: 10/01/2008
Action  TRACS TRACS
Unit  Effective Cert Act Sub Effective Process Cale MAT APP Annual Adjustment Com Utl  Project Sub
Tenant Hame SSN Humber  Date  Type Cd # Date Date AP AP Diff TTP income Income Rent Allow Mumber Type
C“"HEWZ" 0007986 | 113 1402008 | IR 1| 1M/2008 | 91412008 443 | 443 0 | 427 8660 5220 | 805 65 H1
WARTINEZC. | yo000c1507 | 122 | 62402008 M | 1| 1 | 6242008 | 9412008 593 | 593 O | 277| 12978 11058 805 | 65 H1
aviLAM.. | sococo7ao | 14 | wnzooe | R 1| 12008 | o008 242 | 242 0 | 538| 11856 | 11858 | 719 61 H1
DOMINGUEZ-
HERRERAJ. | J000C(B700 | 145 17402008 | IR 1| 12008 | 952008 154 | 154 0 | 782 8032 6872 | 887 &9 H1
P.

Total TRACS Caleulated Assistance Payment: 1432

Back to Query

Voucher
Date

10/1/2008

10/1/2008

10/1/2008

10/1/2008

Figure 7- Assistance Payment Browser Report
(Voucher Date)

8.3 To download the Assistance Payment Report:
1. Select Report by: Download option after making other selection.

2. Click on Submit, and the File Download screen (Figure 8) will be displayed.

=

File Download

Do you want to open or zave thiz file?

] Mame: TracsDownload.trx

Tupe: trx_auto_File
Fram:  hwvauad62?, hud.goy

Open ][ Save ] [ Cancel |

i = | YWhile files from the Internet can be useful, zome files can potentially
d harm wour computer. If you do not trust the zource, do not open or
= save this file. What's the risk?

Figure 8- File Download Window

3. Click on Save to the file to your hard drive or click on Open to open the file.
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If a query is submitted using the Report By: Download function on the query screen, the
data is reported in flat file format, which is downloaded to your PC’s hard drive. The
data displays in the order of the Header Field Names (Figure 9).

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

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

frontract Number; Project Number; Last Name; First Name; Middle Name; Head
SSN; Unit Number; Effective Date; Cert Type; Process Code; Sedquence
Number; Transaction Effective Date; Tracs Review Date; RP; Discrepancy
Value; Calculated Discrepancy Valus; TTP; Znnual Income; Adjusted Income;
Gross Rent; Utility Rllowance Emt; Contract Number; Project Number;
Subsidy Type; Voucher Date

CAI1GE000021; ; CARRENEL; LAURA; ; XXNXXT986,;113;1/1/2008; IR, ;1;1/1/2008;9/4/20
08;443,443;0;427;6660;5220;805;65;CA16E000021;;H1;10/1/2008

CR16EQQ0021; ;MRRTINEZ; CRYSTREL; D; ¥X¥¥XX1507;122;6/24/2008;MI;1;1;6/24/2008;
9/4/2008;593;593,;0;277;12978;11058;805;65;CR16E000021;;H1;10/1/2008
CRIGEQQOOZL; ;AVILE, MERIA; ; XuXXX2740;14;1/1/2008;1IR; ;1;1/1/2008;5/4/2008;2

42,;242;0;538;11856;11856;719;61;CR16RE000021;;H1;10/1/2008

CR16EO000021; ;DOMINGUEE —

HEREERL; JOSE; P; X¥XX®X6T700;145;1/1/2008;IR; ;1;1/1/2008;9/5/2008;154;1324;0;7
82;8032;6672;867,69;CR16E000021;;H1;10/1/2008

Figure 9- Download Report
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