Voucher-Tenant Internet User Guide

Chapter 5: Voucher Detail/'Summary Reports

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 VVoucher
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 ’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 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 VVoucher

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 VVoucher Detail/Summary

5.2

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

TRACS Voucher Detail/Summary Reports

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

Contract [Select Al Project [Select All s
No: [AL030003004 - 111 Units No: |06235147 — 111 Urits
ALD90022015 - 36 Units 06235346 — 36 Units
CAIBO003004 — 100 Units ult
CAIB0003018 — 77 Units x| =

Voucher Date: 'ﬁ 01 jenoz

Submit Reset
Py FaS
B 1
o Backio TopI

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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www? hud.gov - [JavaScript Application] [E3

& ou selected 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 VVoucher Detail
Reports screen (Figure 3) displays.

TRACS Download Voucher Detail Reports

Click linkes to download Voucher Reports.

|Click Here to download Summary report.

|Click Here to download 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.trx

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

Open ] [ Save ] [ Cancel

YWhile filez fram the [nternet can be uzeful, this file type can
o paotentially harm pour computer. IF you do nok trust the source, do nok

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

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,0ffice Code,units in Contract,

Units receiwing subsidy,Units wvacant Under this Contract,Market Rent Tenants,

Unreported Units,calculated Regular Assistance,Reported Regular Assistance,

Regular Assistance Discrepancy amt,Calculated aAdjustments to Assistance,

Requrted 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, 000007NI, 03,3%,19,15,0,0, 0,1125%,745%9,0,0,0,0,70,1%,51,2,0,1,11587,M,595,N,3,
05/03,/2008

05/01,/2008, 000007MWI, 03,39,159,15,0,0, 0,11259,7&5%,0,0,0,0,70,19,51,1,0,1,11587,M,95,1,3,
05,/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

e 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 %]

Do you want to open or save this file?

] Mame: TracsDownload.trx %

Type: Unknown File Type
From:  hudapps1.hud.goy

Open ] [ Save ] [ Cancel

harm your computer. IF pou do nat trust the zounce, do not open or

@ YWhile files fram the [nternet can be uzeful, zome files can patentially
zave this file. What's the nsk?

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,Contragt Number Unit Number.Last Name First Name.Middle Initisl Head SSN, Effective
Date Cett Type Calenlated AP Repotted AP AP Discrepancy Amount Bedroom Size, Over or Under
Housed,&diustment Indicator

05/01/200%,000007 W16 2327 DUKES BARBARA ZEEEN575 07012007 AR 945,0,945,5, N
05/01/200%,000007NL,6 2327 DUKES BARBARA, EEEE05TS 070172007, AR 945.0,945 3, |1
05/01/200%,000007 WNL2357 PLUMBMER, ELLEN, ¥V, 3504621 04012007 AR 656,657,-1 30N
05/01/200%,000007 NL,2426, GREY-THERIOT MELVIN, K X353 551 5,04/01/2007,AF,0,0,0,3, 1
05/01/200%,000007 NL2357 PLUMMER, ELLEN, ¥V, 34621 04/01/2007 AR 6 56,657,-1,3,0.N
05/01/200%,000007MI,11 9445 ROBINSON SHAINDEERA, D, ZXEIEI021 8,05/01,2007 , AF,0,0,0,3,0,19
05/01/200%,000007 WL,2426, GREY-THERIOT MELVIN, K XE 3551 5,04/01/2007, AF,0,0,0,3, M
05/01/200%,000007NL,7 93535 NAMAKULA HARRIET, X:Z{XX0%00,08/01/2007 IR, 0,0,0,3,0,

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

o Middle Initial

o 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

e Calculated Assistance Payment

o Reported Assistance Payment

e Assistance Payment Discrepancy Amount
« Bedroom Size

e Over or Under Housed

e Adjustment Indicator
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