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1.0 Introduction

1.0 INTRODUCTION

The Line of Credit Control System (LOCCS) isthe U.S. Department of Housing and Urban
Development’s (HUD) primary grant and subsidy disbursement system, handling disbursement and cash
management for the majority of HUD programs.

In 1990 the LOCCS V oice Response System (VRS) was devel oped which allowed grantee access to their
HUD funds using a touchtone phone. Then in the year 2001, an Internet version of LOCCS VRS
(eLOCCS) wasreleased, allowing Title Il lenders, Public Housing Authorities (PHA), Section 8
Performance Based Contract Administrators (PBCA), and other authorized HUD business partners full
access to their HUD portfolios through the web.

In 2007, the Section 236 Program (S236) was introduced in eLOCCS, and in 2008, the Section 235
Program (S235) was added. This effort improved the Departments overall financial management and
accountability for these programs and automated the payment process. The Service Providers no longer
have to mail formg/invoices to HUD to obtain payment, which was a manually intensive process for all
parties. The S235/S236 enhancements include real-time approval of payment requests, access to
payment schedules, e-mail notifications of anticipated payment deposit dates and other eLOCCS
functions.

1.1 Purpose of Guide

This guide provides an overview of required security components necessary for Section S235/S236
eL OCCS access, with a description of how the components work together and how a user may request
access to the security components. Though S235/S236 programs are similar, it also distinguishes their
uniqueness as programs through user screens and specific functionality for each program within
eLOCCSs.
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1.0 Introduction

1.2 Hours of Operation

Monday — Saturday . . . . . .. 6:00 am. to 8:00 p.m. EST
Sunday ................ Not Available

1.3 eLOCCS Browser Requirements

In concurrence with Secure Systems browser requirements, eL OCCS supports Internet Explorer 6.0.

1.4 Acronyms and Abbreviations

Acronym/Abbr eviation Definition

eLOCCS Internet version of LOCCS

FAQ Frequently Asked Questions

FHA Federal Housing Administration

HUD U.S. Department of Housing and Urban Devel opment
ID Identification

LOCCS Line of Credit Control System

OCFO Office of the Chief Financial Officer

PBCA Section 8 Performance Based Contract Administrators
PHA Public Housing Authorities

PIH Public and Indian Housing

S235 Section 235

REAC Real Estate Assessment Center

S236 IRP Section 236 Interest Reduction Payments

URL Uniform Resource Locator (WWW address)

VRS V oice Response System

WWW World Wide Web

S235 and S236 | RP Getting Started Guide
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2.0 SECURITY COMPONENTS

2.1 Secure Systems and FHA Connection

HUD has many online systems available to the public and its business partners, with each online system
often providing information or functionality for specific groups or organizations within the genera
housing industry. The two primary HUD online systems required for gain access to the 236/IRP program
in eLOCCS are Secure Systems and FHA Connection. Both Secure Systems and FHA Connection
serve as an internet gateway between the general public and internal HUD applications, each serving a
specific set of HUD business partners.

Secure Systemsiis sponsored by the Office of Public and Indian Housings (PIH) Real Estate Assessment
Center (REAC). Secure Systems (sometimes referred to as Online Systems) is the general name for the
front-end security component controlling access to a suite of PIH systems supporting PHAS, Section 8
PBCAs, and business partners in the multifamily housing industry.

Each of these business partners ultimately receives directly from HUD the subsidy, grant, and/or |oan
payments to support the many HUD programs funded by Congress each fiscal year. LOCCS, sponsored
by OCFO, has been responsible for the disbursement of these funds since 1984. 1n October 2000,

eL OCCS was implemented as a component of REAC’ s suite of systems under Secure Systems, allowing
direct internet access of PIH and Housing-authorized business partners to their HUD portfolio funds.

FHA Connection isthe front-end security component allowing Federal Housing Administration (FHA)
approved lenders to have real-time access to a number of FHA systems for the purpose of originating and
servicing FHA loans.

Generally, FHA Connection users (mortgage lenders) do not need to access any applications under
Secure Systems. There are exceptions; and Section S235/236 IRP Service Providers who will need to
access el OCCS under Secure Systems are among the exceptions.

2.1.1 Coordinators and Users

The security components for both FHA Connection and Secure Systems are basically identical. Each
recognizes two types of trusted business partner users. coordinators and users. In most cases,
coordinators perform only system administration functions. These functions include establishing their
profile as coordinators to HUD systems and activating users by assigning systems and roles.

@ This guide contains only an overview of the FHA Connection registration process.
Additional FHA Connection registration information can be found at
https:.//entp.hud.gov/clas/info.html.

Because of the security similarities, FHA Connection was modified to share its security profile with
Secure Systems for selected applications. eL OCCS has been added to thislist, and lenders who
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participate in the S235/S236 program may now request eL OCCS “system access’ through FHA
Connection.

Once eL OCCS "system access' isassigned in FHA Connection, a user can sign-on directly to Secure
System with the same FHA Connection User Identification (User ID) and password and select eL OCCS
from the list of authorized systems menu.

{% Secure Systems controls only system-level access for eL OCCS and displays the
eL OCCS application link on its menu. Application-level security is maintained by
eLOCCS and OCFO. Thisis aseparate necessary security component before full
access to eL OCCSis allowed (for details, see Section 2.2).

2.1.2 Assigning eLOCCS Application Roles in FHA Connection

As part of an FHA coordinator’ s administrative function, coordinators assign applications and rolesin
FHA Connection to themselves or auser. To perform the assignment of eL OCCS application and roles,
go to the following FHA Connect URL:

https://entp.hud.gov/clas/index.html

Select the * Sign On’ icon and enter your user name and password to sign into FHA Connection when
prompted. Select the ‘OK’ button or pressthe ‘Enter’ key. Then click onthe‘ID Maintenance’ icon
which will retrieve the ‘1D Maintenance’ screen. From this screen, select the FHA Connection 1D
Administration link. Then Enter the FHA User ID inthe FHA ID input box and click the ‘ Send’ button.
The FHA Connection ID Administration screen will display. Scroll down to the Line of Credit Control
System Application (eLOCCS), mark the ‘ Query and/or Administrator’ check boxes, and then click the
‘Send’ button. The Coordinator, in performing this administrative function, assigns the eLOCCS
application and roles to the user in Secure Systems.

All users should minimally be assigned the Query role. Additionally, adding the Administrator role
allows the user to maintain the eLOCCS e-mail module for the business partner (discussed in Section 4).
Users who will need to submit vouchers will request the authority on the HUD-27054 described in
Section 2.2.

2.2 eLOCCS Security Registration

As previously noted, eL OCCS a so has application-level security requiring a User ID and password. This
isaLOCCS only User ID and password and is separate from the FHA Connection User 1D and password.
A user will be prompted for a LOCCS User ID and password after selecting the eLOCCS link from the
Secure Systems menu.

Asthe primary program cash management application for the Department, LOCCS is responsible for the
final automated disbursement decision of billions in annual HUD appropriations. Because of the
sensitive financial nature of eL OCCS, this additional level of security is required.
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2.2.1 LOCCS VRS Access Authorization Security Form (HUD-27054)

eL OCCS application level security is maintained through the submission of a LOCCS VRS Access
Authorization Security Form HUD-27054.

@ Initial LOCCS Business Partner access was through a touch-tone phonein 1990. This
V oice Response System (VRS) technology used synthesized speech to guide the user
through menus and options. LOCCS access required a 6-digit User ID and password,;
and, because of touch-tone limitations, both the ID and password were al numeric.
L OCCS continues to support VRS; and, the LOCCS User ID and password remain all
numeric, even when used through eL OCCS.

A HUD-27054 form must be completed for each staff member of the recipient organization who will
perform query or drawdown functions for S235/S236 IRP. The completed form (which must be
notarized and signed by an Approving Official) is sent to the appropriate Field Office for review and
verification. Following review, the Field Office staff will send the original form to the User Support
Branch for assignment of aLOCCS User ID. The user will receive anew user letter containing a 6-digit
numeric LOCCS User ID in 7 to 10 business days after the User Support Branch approval process.

If auser already has avalid HUD-27054 eL OCCS ID, it is not necessary to submit another one.
However, the HUD-27054 program area needs to be updated to include the S235 or S236 IRP program
and type of access desired: Query or Drawdown.

Additional information and a copy of aHUD-27054 LOCCS form can be obtained at the following URL.:

http://portal .hud.gov/hudportal/documents/huddoc? d=27054.pdf

The HUD-27054 form will appear in PDF format when the link shown above is accessed (Error!
Reference sour ce not found.). Detailed instructions for filling out the LOCCS VRS Access
Authorization Security Form are presented on the second screen. However, there is specific program
information required in Sections 5a/b/c of the form: LOCCS Program Area, Program Name, and Access
Level. In Sections 5a/b, depending on the appropriate program enter * S235' or * S236’ for the LOCCS
Program Areaand * S235’ or * S236/I RP’ for Program Name. For Section 5c, all users should minimally
request Query level accessin this section to view the eLOCCS IRP portfolio. Additionally, users that
need to perform avoucher draw should request project drawdown access.

The completed LOCCS VRS HUD-27054 form (which must be notarized) is sent to the appropriate Field
Office for review and verification. Following review, the Field Office staff will send the original forms
to the User Support Branch for assignment of a LOCCS User ID. Once approved by by User Support
Branch, the user will receive a‘new user’ letter within 7 to 10 business days that contains the LOCCS
User ID and instructions for the user to create a password. The HUD-27054 User ID must be recertified
every 6 months. Each LOCCS user’s Approving Official will be notified of this process.
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3.0 SIGNING ON TO eLOCCS

3.1 What You Need Before You Sign-on

+ An FHA Connection User 1D and password.
If you do not have an FHA Connection User ID and password, see Section 2.1.1 and talk to your
Coordinator.

+ TheeL OCCS application assigned to your FHA Connection User ID and proper eLOCCS
rolesassigned.
If these are not assigned, see Section 2.1.2 and talk to your Coordinator.

+ A LOCCSUser ID and password.
If you do not have a LOCCS User ID and password, see Section 2.2.1 regarding HUD-27054
submission.

3.2 Two Sign-on Options

Once the three security components described in 3.1 arein place, there are two options for signing on to
eLOCCs.

1) Sign-on to FHA Connection by accessing the following URL :

https://entp.hud.gov/clas/index.html

The FHA Connection Home screen displays. Click the‘Sign On’ icon. Enter your FHA Connection
User Name (ID) and password; select the ‘OK’ button or click the ‘Enter’ key. Select the Multi Family
FHA link on the menu; then select the eLOCCS — Line of Credit Control System link. This eLOCCS link
only sends you to the Secure Systems sign-on screen (viathe REAC Online Systems screen where you
click the Log In button) and then you are required to re-enter your FHA Connection User ID and
password again to enter Secure Systems. The Legal Warning screen displays; click on the ‘ Continue’
button, and you are now in Secure Systems. Select the Line of Cost Control System (eL OCCS)
application link and enter your LOCCS User ID and password when prompted.

-OR-
2) Sign-on to Secure Systems directly by accessing the following URL:

http://www.hud.gov/offices/reac/online/reasyst.cfim

The REAC Online Systems screen displays; click on the‘Log In’ button. Enter your FHA Connection
User ID and password; the Legal Warning screen displays. Click the ‘Continue’ button. In Secure
Systems, select the eL OCCS application link and enter your LOCCS User ID and password.

Figure 3-1 illustrates the two sign-on methods.
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Option 1

<

FHA Connection
Sign On

Enter FHA Connection
User ID/Password

Select
Multi Family FHA

Select

eLOCCS - Line of Credit

Control System

Option 2
¢

Secure Systems
Sign On

Enter FHA Connection
User ID/Password

Select
Line of Credit Control
System (eLOCCS)

eLOCCS Log In

Enter LOCCS
User ID/Password

eLOCCS
Application

Figure3-1. Two eL OCCS Sign-on Options
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3.3 eLOCCS Secure Systems Log In

Sign-on requirements are described in Section 3.0, “ Signing on to eLOCCS’. After securing the required
user IDs and passwords, the user will see the following screens from Secure Systems (also known as

Online Systems).

Homes &

Communities

U5 Departmernt of
and Urban Dey

About REAC
Business area products
Business partners
Online systems
Common questions
Calendar

Industry user guides
Library

Directory

Training

Technical support
Contactus

HUD news
Homes

Communities

Working with HUD

Resources

Tools
Webcasts
Mailing lists
Contactus
Help

Real Estate Assessment Center

Online Systems

PIH-REAL Systemn Upgrade Release Schedule:

| HEw ] System Problem on July 6, 2003

July &, 2005, at 10:00 am [(EST) a database
zerver &t HUD, which supports PIH-REAC systerns
and security, experienced a dizk drive failure
More... (07/07/05)

Friday August 26, Z005 - Spm

Eastern Tirne (04/11/05)
Llick here for the RASS 06/27 /05 UPDATE

Management Operations Certifications not
subrmitted by the E.D will be REJECTED,
(D5/23/05)

Youcher Management Systemi: YMS will start
cellecting the February, March, and April l2asing
data on May 15, 2005, Please have vour guarkarly
submizsion input into YMS by COB May 31, 2005,

(05/10/05)

Increased Security:
PIH-REAC applications are only accessible using a
browser supporting 122 Bit encryption and S5L32,

More... (08/25/04)

En espanol | Textonly | Search/index

@f Information by State
% Print version
=[] Email this to a friend

Existing users log in below
LOG IN '

Nead to access HUD systems?
Register below:

Onfine Registration

PASSWORD RESET

Note: Password reset will require you
to provide exact information from

your original registration.

Helpful Toals

b On-line Registration

Mo N e i T i N 4 2 M e A

Figure 3-2. Secure SystemsLog In Screen

The user will click onthe‘Log In’ button (Figure 3-2 above). The Secure Systems User Login screen,
will display (Figure 3-3 below). Userswill enter their previously obtained FHA Connection User ID and
password and then click onthe ‘Log In’ button.
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mall | help | search | home

A User Login
| =

Secure Systems Tser ID [M12345]
Single Sign On Password [sessse

Cancel

STTENTION: This computer system, and all the systems associated with this system for User
Authorization and Authentication, are protected by a computer security system; unauthorized
access to these systems is not permitted; and vsage may be monitored.

NOTE: There is an inactivity imeout of 30 minutes. Please save your work periodically to avoid being logged out

Content updated February 11, 2005

@ U.5, Department of Housing and Urban Developrnent Home | Privacy
451 Fth Street S.W., Washington, DC 20410 Statement

Telephona: (202) FO8-1112 TTv: (202) 705-1455

Figure 3-3. Secure Systems Sign On Screen

The User Login Warning screen as shown in the figure below displays. The user should press the
‘Continue’ button.

Secure sﬁslems

Legal Warning

Iisuse of Federal Information through the HUD Secure Connection web site falls under the prowisions
of title 18, Thited States Code, Section 1030, This law specifies penalties for exceeding authonized

Mi‘:na_nce i access, alterations, damage, or destruction of infortnation residing on Federal Cormputers.
. SS1RNEen

Maintenance
» Participant Assignment

Maintsnance Warning Notice

+ Password Change

* User Maintenance

The Secure Systems security access software supports Internet Explorer 6 0 browser. Internet
Ezplorer 5.0 browser 15 suppotted for all processing systems except ARANS, Other browsers may
ot be compatible with this software.

» Active Partners

Performance System ;
{ADDS) Cantinue

» Enterprise Income
Yerification (EIV])

« Financial Assessment
Submission - PHA
(FASPHA)

+ Financial Assessment
Subsystem - Multifamily
Housing (FASSUB

« Lender Assessment
Subsystem (LASS)

» Line of Credit Conirel
System (el OCLS)

Figure 3-4. User Login Warning Screen
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The Secure Systems ‘User Login’ screen is displayed.

ﬂ' ' User Login mail | help | search | home
=

Secure Systems Tser ID [M12345]
Single Sign On Password [sessse

Cancel

STTENTION: This computer system, and all the systems associated with this system for User
Authorization and Authentication, are protected by a computer security system; unauthorized
access to these systems is not permitted; and vsage may be monitored.

NOTE: There is an inactivity imeout of 30 minutes. Please save your work periodically to avoid being logged out

Content updated February 11, 2005

@ U.5, Department of Housing and Urban Developrnent Home | Privacy
451 Fth Street S.W., Washington, DC 20410 Statement

Telephona: (202) FO8-1112 TTv: (202) 705-1455

Figure 3-5. Secure Systems User Login

The Main Menu as shown in the figure below displays subsystems that have been assigned to the user.
The user selects and double clicks on the Line of Credit Control System (eL OCCS) hyperlink.

Main Menu

m mall | help | search | home | Togout

sSecure S_USIEIIIS

Systems

o Fimancial Assessment Submission - PHA (FASPHA)

;5?:]';:?5 tration « Financial Assessment Subsystem - Multifaruly Housing (FASSTR)

- 51—:::;::2 ::;'h'm o Lender Assessment Subsystem (LAZS)
. rI:H:"l b-‘:ssignment_ e Line of Credit Control System (eLOCCE)

* Password Change

* User Maintenance

Figure 3-6. Line of Credit Control System (LOCCS) Hyperlink

The next screen to display is the eLOCCS Log In screen as shown in Figure 3-7 below, which requires
the user to have previously obtained a LOCCS User ID and password (see Section 2.2). After filling the
required fields, the user clicksthe‘Log In’ button.

S$235 and S236 | RP Getting Started Guide 3-5



3.0 Signingonto el OCCS

+|||I|||* Line of Credit Control System (eLOCCS)
“I“l“ Log In
Secure Systems. LoccsUseriD:[ |
Password: | |

Help

Note: Leave passiword blank;

s fthe 1sttime logging on, or

« your LOCCS |D was just reinstated or

« you're logaing in as an Approving Official only.

Figure3-7. eLOCCSLogIn Screen
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4.0 SECTION 235 eLOCCS FUNCTIONS

4.1 S235 Functional Overview

All eLOCCS program area modul es provide similar functionality, a suite of query options and if
applicable, the ability to request funds. In addition, each program areais also customized for anything
unique that is required by eL OCCS and/or the user to perform the business needs of the program.

For S235, a number of additional elements are captured in order to perform some unigue business
requirements of the S235 Program. They include:

Original Mortgage Amt:
Original Mortgage Date:
Interest Rate:

Formula 1 Amount (F1):

Formula 2 Amount (F2):

L oan Subsidy Begin Date:

Loan Subsidy End Date:

Recertification Due Date;

Fee Amount:

Authorized Amount:

Thisisthe origina amount of the S235 mortgage.
The original signature date of the mortgage.
The interest rate of the mortgage.

A Servicer provided amount which is the difference between 20% of
homeowner’s Adjusted Annual Income and the total mortgage payment.

An eL OCCS calculation based on a factor lookup as described in HUD
Handbook 4330.1, Appendix 52. The factor lookup uses the Original
Mortgage Date and Interest Rate as |ookup elements, and the F2
calculation is Original Mortgage Amt* [factor]/1000.

Thisis primed to one month after the Original Mortgage Date. i.e. if the
original mortgage date was 01-02-1983, the Subsidy Begin Date is
primed to 02-01-1983.

Thisisthe last month in which subsidy/assi stance payments are made,
normally 30 years after the Loan Subsidy Begin Date.

Servicers are required to recertify family income every 12 months which
may affect the F1 amount. In eLOCCS, the anniversary date for this
recertification is the month the loan subsidy begins. Using the Loan
Subsidy Begin Date above, the anniversary month would be every
February.

Thisis a $3 per project/per month handling charge that isin addition to
the subsidy payment. NOTE: eL OCCSwill automatically calculate
any handling feethat isduefor a subsidy payment. The Servicer
should not include any handling char ge on any payment request.

Thisis the maximum amount that LOCCS will pay for the life of the
project/loan. This value has been pre-calculated by HUD, and is based
on the run out costs of the subsidy + handling fee from October 2007 to
the Loan Subsidy End Date.
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4.1.1 What You Will See When Signing-On to eLOCCS

Y our S235 project portfolio will only contain projects that HUD has determined are “active”. Activeis
defined as any project which had a subsidy payment since 10-2007. October 2007 is the conversion
month for eLOCCS, and no disbursements prior to 10-2007 will be |oaded.

When you first query any project in the portfolio, no disbursements will be reflected, no payment
vouchers will be available to query or submit, and no payment schedule will be available. All projects
will first be required to provide recertification information before a payment schedule is built and before
acurrent voucher submission is accepted. Depending on the recertification anniversary month of the
project, multiple recertification cycles will be required by eLOCCS in order to “catch up” with current
F1/F2 recertification information.

As an example, assume the projects recertification anniversary month is February and the Servicer gains
accessto eLOCCSin May 2008. The first 12 month recertification period that eL OCCS will require
recertification information is one that includes October 2007.

So for this example, the earliest 12 month recertification period that includes October 2007 is 02-2007
thru 01-2008. A single F1 amount is provided for this period by the Servicer, and eL OCCS will
automatically calculate the F2 amount. (Screen prints and additional detail on this process are available
in Section 4.4.1). The actual F1/F2 amounts will be built into a project schedule starting with 10-2007
thru 01-2008.

In this example, the current month is May 2008, therefore the next recertification period for 02-2008 thru
01-2009 isaso due. Oncethisis provided, afull 12 months of F1/F2 subsidy ceiling amounts are
loaded, and for this project, recertification’s have “ caught up” and the next recertification is not due until
02-2009. A controlling payment schedule will be built for this project, and any payments that were
requested for 10-2007 thru 05-2008 will automatically be posted in the schedule.

The following sections provide additional detail and screen shot examples. Keep in mind that some of
the information displayed will not appear until the initial recertification is performed on the project.

4.1.2 eLOCCS LOG In

From the eLOCCS Log in page, shown below (Figure 4-1), requires the user to have previously obtained
aLOCCS User ID and password (see Section 2.2). After filling the required fields, the user clicks the
‘Log In’ button.
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*|||I|||* Line of Credit Control System (eLOCCS)
L Log
Secure Systems LoCCS UseriD:[ |

Password: |

Help

Note: Leave passiword blank;

s fthe 1sttime logging on, or

o your LOCCS D was just reinstated or

« you're logaing in as an Approving Official only.

Figure4-1. eLOCCSLogIn

After entering LOCCS User 1D, the ' LOCCS Authorizations' screen (Figure 4-2) will be displayed
showing Program Area, Program Area Name, Authorization, and Service Provider Tax ID number. This
is the information mapped to your LOCCS ID and submitted on the HUD-27054 (Section 2.2.1).

To continue, the user should click on the S235 hyperlink under ‘ Program Area’.

Line of Credit Control System (eLOCCS)
LOCCS Authorizations

' !HHIH )

V5. Dept. of Honsing
und Urban Development

LOCCS authorizations are based upon an approved HUD-27054 onfile inthe LOCCS Security
Office, and/or for S8 Contract Administrators, contract assignments in Secure Systems. Under the
Business Partner you are representing, select a program area link for an appropriate set of menu

options.
Secure Systems Program Area Program Area Name Authorization
5235 SERVICE PROVIDER Tax ID: 38-279XX04K

S235 Section 235 Drawdown

Send LOCCS your
questions and ccrrrument_:j

Figure4-2. LOCCS Authorizations
An *eLOCCS Information Needed’ screen as shown in the figure below will appear if the primary email
address for the user’ s organization has not been provided. Execute the necessary steps, and then click
‘oK.

Further information describing eLOCCS emailsislocated in Section 5.4.1.
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eLLOCCS Information Needed

A Primary Email Address for the organization you represent, has not been provided.

This can be entered from the Main Menn (which you will see when you close this window) nunder Miscellaneous # Maintain
Email Addresses.

If_ynu do not have the Miscellanepus category on your Main Menu, contact your Secure Systems Coordinator and
have the LOCCS Administrative Role assigned to yon.

If you need additional assistance, please call 571-766-2916 for help.

Figure4-3. Primary Email Address Needed

4.2 S235 Main Menu Options

A variety of information is available through eL OCCS; but, depending upon a user’s program area
authority, menu options may vary. The figure below shows an example of a Main Menu screen in which
the * Service Provider Program Section 235’ (S235) was selected from the eL OCCS Authorization screen.

Line of Credit Control System (eLOCCS)

Service Provider

*I

T it Mt Section 235 (5235)
and Urban Development
Secure Systems Queries
« Grant Porffolio (S235) « Wire Payments
« Voucher Submissions
Change Passw Updates
About LO » Payment Voucher Entry » Cancel Voucher
EAQ = Recettifications
Miscellaneous
Authorizations « Maintain Email Addresses + Maintain Email Assignments

questions and commen|

Figure4-4. Main Menu Optionsfor Authorized Service Provider
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The |eft sidebar of the screen shown in Figure 4-4 above provides the user with the following selections:

Secure System

User Profile

Change
Password

About eLOCCS

FAQ
Authorizations

Mailbox

Returns the user to the Secure Systems Main Menu.

Displays user information, roles assigned, and eL OCCS HUD-27054 authority
access level.

Every 60 days, users will be prompted by eL OCCS to change their passwords. This
option allows users to change their password prior to the 60 days, which resets the
password change date in eLOCCS.

Displays basic eL OCCS information, including hours of operation, points of
contact, etc.

Reference to frequently asked questions.
Returns the user to the eLOCCS Authorization Screen.

Displays the eL OCCS electronic mailbox for users’ questions and comments.

The Main Menu options are described in the subsections that follow.

As auser drills down into eL OCCS data through hyperlinks, the system tracks the path that appears on
the eLOCCS navigation bar as hyperlinks. The navigation bar provides the user with a hyperlink trail for
returning to a previous screen.

Figure 4-5 below shows the navigation bar, indicating the user started at ‘Menu’, moved to ‘ Portfolio’ to
‘Project Information’ and ended on the ‘' Voucher Details' screen. To return to any of the previous
screens, click the desired hyperlink on the eLOCCS navigation bar.

n
CLOCCS

5236 SERVICE FPROVIDER
Voucher Details

feni = Fotifolio = Project nformation == voucher Details

Figure 4-5. Navigation Bar

@ Browsers provide a“Back” button that takes a user to a previous screen. eLOCCS
strongly recommends users refrain from using this button. Users should use the eLOCCS-
provided navigation trail. Thisis especially important when performing updates.

Using the browser’s “Back” button will retrieve old documents that may not reflect the
LOCCS database, which is constantly changing.

S235 and S236 | RP Getting Started Guide 4-5



4.0 Section 235 el OCCS Functions

4.3 Queries
4.3.1 Grant Portfolio

The Grant *Portfolio’ from the Main menu (Refer to Main Menu, Figure 4-4) lists funding information of
‘All Grants' by program area authorized for the user. The page offers a budget snapshot of grant
information with balance amounts including any new grants that have been assigned to the Portfolio
within the past 30 days. Icons descriptive of the grant status may appear above the headers.

Icon Function

et Identifies a new grant which has been added to the portfolio within the
past 30 days.

Recertification due.

Closed - Project/Grant.

Warning - Click on grant for specific warning information.

=T &G

Represents a suspension. Click on grant to view reason for suspension.

The portfolio default display only shows grants that have an available disbursable balance. Above the
column headings on the right is a check box indicating ‘ Show Zero Balance Grants'. To view grants with
zero balances, mark the check box and eLOCCS will automatically load any grants with zero available
balances on the grant * Portfolio’ page.

To return to the original grant portfolio balance amounts, simply deselect the check box.

L Service Provider Menu  Auth
u 1
_eLOTCS Portfolio Log Off Bottom
| All Grants @ EE0
+* New Grant @ Recertification Due @haw Zero Balance Grants
Program e s L Payments i Available
A Grant No. Authorized Disbursed i Procass Batanse
Section 235
8233 374-0353286 we* 1.403.61 14853 900 1.255.08
§233 3740445166 e 6.579.47 957.84 0.00 5:621:63
8233 316262 67412 900 248850
8235 3.398.48 78392 000 461256
5253 3740501767 =" 3,162.62 0.00 632,52 2550010
8235 3740508861 W@ 332110 00 000 332110
8235 374-0836120 W& 3.300.91 102736 900 TRV
5135 Subtotal: $32.,028.81 $3.583.77 $632.52 $27.802.52
Portfolio Totals: Grants: 7 $532.028.81 $3.593.77 $632.52 $27.802.52

Figure 4-6. Grant Portfolio: All Grants Tab
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A user may view a specific program area by clicking the Program Areatab (‘ S235') next to the ‘ All
Grants' tab asillustrated in the figure below (Figure 4-7). The program portfolio page displays funding
information including a S235 contract information section.

Service Provider Menu  Auth
ELOCCS Portfolio Lo Off Bottom

+* New Grant @ Recertification Due 5235 Information
A Hext 0= Original .
Pr;\}g:m GrantNo. = | Authorized = Disbursed |2ag::§§s'2 '?3‘3::2& I_]Dea(;zrt- hﬁ:ﬁ;‘:‘;‘a In&;im Mc;}rggma.ge MS:::W
8235 3740333286 W 1.403.61 14833 0.00 125508 10-01-2008 36,50000 9300 10-02-197% 10-01-2008
8233 6.579.47 937.84 0.00 562163  02-01-2000 4400000 11300 02-02-1930 02-01-2010
8235 316282 674.12 0.00 243850 06-01-2008 3800000 10.000 0602-197% 06-01-2002
5233 3.398.48 78392 4.00 461236  02-01-2008 3600000  11.300 .02-02-1980 02-01-2010
5233 3.162.62 .00 63232 2330110 06-01-2008 3800000 10000 C06-02-197% 06-01-200¢
5233 332110 400 4.00 332010 08-D1-2007 3800000 10000 08-02-1979 08-01-200¢
8233 3740636120 W 8.800.91 102736 H00 777333 09:01-2008 4350000  12.000 09:01-1980 09-01-2010
Porifolio Totals: Grants: 7 532,028.81 $3,593.77 $632.52 527.802.52 $274,000.00

Figure 4-7. Program Portfolio

To view additional information on a project, click the appropriate grant hyperlink and the Project
Information page (Figure 4-8 below) will display 4 tabs with the * General’ tab set as default. In this
example clicking on project number 374-0501767 retrieves contractual organizational, contract dates,
and funding information.

Service Provider Meny  Auth
SLOCCS Project Information Log Off Bottom

Menu == Portfolio == Project Information

Project: 374-0501767 ($235) Section 235
MRECCEIN Vouchers | Schedule ' History

Contractual Organization: 13-3210378 Contract Info Funding
GREENPOINT MORTGAGE FUNDING INC LOCCS Created: 04-02-2008 |Orig.Mortgage: 38,000.00
230 BHOOKSTENE CEIVERE EARKWAY Subsidy Begin: 06.02-1979  |Authorized: 3,162.62

COLUMBUS, GA 31904-2121

Tl Loan Maturity: 06-01-2009 Disbursed: 0.00

Payee Organization: Servicer Assigned: 09-01-2007 In process: 632.52
- same as contractual- Recertification Due: 06-01-2009 |Balance: 2,530.10
Region: 11 Office: 00 Interest Rate: 10.000%% Collections: 0.00

Figure 4-8. General Project Information

Clicking on the *Vouchers' tab shows general voucher information for the selected project as shown in
Figure 4-9 below. The screen displays the period of each voucher, the date/time entered, amount, fees
and voucher number.
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Clicking on the Voucher Number retrieves descriptive information about that voucher. In the example
below, Voucher Number 102-000004 is selected.

h’"‘d Service Provider Meny  Auth
_L&Cﬁ: o Project Information Log Off Botlom

Menu == Portfolio = Project Information

Project: 374-0501767 (S235) Section 235

Vouchers Schedule ' History

(©F Waiting for due date

V;:?:::[ Entered Amount Fee Voucher No
n o 10-2007 04-01-2008 02:58 15513 i
2 ot 11-2007 04-01-2008 02:38 15313 300 102000004
3 O 12-2007 04-01-2008 02:58 155.13 i 102000004
4 O 01-2008 04-01-2008 02:38 15313 3.00 162000004

Figure 4-9. Vouchersfor Selected Project

At aminimum, the ‘Voucher Details screen will display two tabs, ‘ Summary’ and ‘Detail’, for the
Project. The*Summary’ tab displays a summary amount of the projects submitted, the status of
accepted/rejected projects including user submittal information as shown in the figure below.

: Service Provider i haR
SLOCCS. Voucher Detail Log Off Bottom

Menu == Portfolio = Proiect information == Voucher Detail

Voucher: 102-000004 (5235) Section 235

| Sumarsy (G0N

Voucher No: 102-000004 Submitted by: User Name
on: 04.01-2008 at 02:58 PM

Diie Date: C:\Documents and
ue Date:  01-01-2008 Settings\ Hame! .HEADQUARTERS\Desktop\5235_236_Files\

IMPORLEIES | o cert Tab delimited filesi$235 Voucher File\Service Provider
Amount: $632.52 |
Count: Amount: Fee:
Status: Waiting for due date.
Submitted: 4 $ 620.52
Accepted: 14 $ 620.52 $12.00
Rejected: 0 $0.00

Figure 4-10. Voucher Summary
Clicking on the ‘Detail’ tab providesa‘Detail’ screen (Figure 4-11 below) that lists all submitted
vouchers that have been accepted /rejected with accepted totals, fee and remarks relevant to the voucher.

If avoucher has been canceled, a‘Rejects’ tab will also appear on the voucher detail screen including a
‘Remarks’ column describing the reason for the voucher cancellation.
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Icon | Icon Function

¢ | ldentifies a project as “accepted” in the Voucher Summary detail.

w | Identifies a LOCCS rejected voucher.

*® Identifies a user canceled voucher.

Service Provider
Voucher Detail

Voucher: 102-000004 (5235) Section 235

Menu  Auth

Log OFff Bottem

Summary Detail
" Accepted
Project Mo, Period Amount Fee Remarks

Iy v 3740301767 1022007 155.13 3.00

2 ¢ 3740501767 112007 135.13 3.00

3y v 3740301767 12-2007 13513 3.00

4 v 374-0301787 01-2008 135:13 3.00
Submitted Totals: 620.52 1200
Accepted Totals: 620.52 12.00 Totals include only values marked as Accepted ¢ .

The ‘Schedule' tab from the Project Information page as shown in the figure below displays individual

Figure4-11. Voucher Summary Detail

subsidy months for the period with existing subsidy information including a grayed out Subsidy Ceilings
section for columns F1 and F2 amounts. There is a dropdown for the “ Subsidy Period” heading to display

additional detail. For information on a specific voucher, click on the voucher number.

Icon | Icon Function

3 Shows detail vouchers making up the subsidy and fee amount.
(See Figure 4-13).

A Collapses the above detail vouchers.

Indicates there are pending payments for that subsidy period.

Identifies data for 09/2007 and prior.

€]
#
‘.i\. Different Servicer assigned for that subsidy period.
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m Y Service Provider Menu  Auth
¢LOCCS Project Information Log OFf Hoftam
Menu == Portfolio s Project information
Project: 374-0501767 (5235) Section 235
" General ' Vouchers Schedule
# 092007 and prier © Includes Payments in Process
Subsidy, Submitted Fee Subsidy Balance Subsidy Ceilings
Period Suhsidy fusing lesserof FI/FZ) F1 Amount F2 Amount
Iy 09-2007 # 0.00 0.00 0.00 0.00 4.00
2y 102007 @ 153513 3.00 0.00 200.00 155:13
3 112007 @ 1535.13 300 0.00 20000 135.13
4} 122007 @ 0.00 0.00 155.13 200.00 155:13
3 012008 © 1535.13 3.00 0.00 20000 135.13
&) 02-2008 0.00 0.00 1535.13 200.00 155:13
T 03-2008 0.00 0.00 13513 20000 135.13
3 04-2008 0.00 0.00 1535.15 200.00 155:13
@ 03-2008 0.00 0.00 3513 20000 135.13
16} 06-2008 0.00 0.00 135.01 20000 15301
11) 07-2008 0.00 000 153.01 200.00 15301
12} 08-2008 0.00 0.00 133.01 20000 15301
13) 092008 0.00 000 153.01 200.00 15301
14} 10-2008 0.00 0.00 135.01 20000 15301
13) 11-2008 0.00 000 153.01 200.00 15301
16} 12-2008 0.00 0.00 133.01 200,00 15301
17 01-2009 0.00 000 153.01 200.00 15301
18} 02-2009 0.00 0.00 133.01 200.00 15301
19) 03-2009 0.00 000 153.01 200.00 15301
20 04-2009 0.00 0.00 133.01 200,00 15301
21 03-2009 0.00 000 153.01 200.00 15301
Totals: $5465.30 §9.00 §2.611.77

Figure 4-12. Voucher Schedule Details

Within the subsidy period rows (above figure), alight blue horizontal lineis used to distinguish S235
datafor 09-2007 and prior as well as appearing before each recertification anniversary month for the
project.

In order for a Schedule tab to display a projectsinitia recertification must be entered. If there are no
recertified periods for a project, eLOCCS will display message that the schedule has not been loaded for
this project. (See Section 4.4.1, “Recertification™).
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Eﬁ‘l\ Service Provider Menu  Auth
elyoc(c_- ¥f Project Information Ly Ot Fotiem
Project: 374-0501767 (5235) Section 235
_ General * Vouchers Schedule
# 09-2007 and prior O Includes Payments in Process
Suhsiﬂy@ Submitted o Subsidy Balance Subsidy Ceilings
Period Subsidy (i enieten) F1 Amount F2 Amount
1) 09-2007 # 0.00 0.00 0.00 0.00 000
) 10-2007 © 13513 300 0.00 200.00 13513
15513 300 Voucher 102-000001 entered on 04-02-2008
3 11-2007 © 13513 3.00 0.00 200.00 13513
15513 3.00 Voucher 102-000001 entered on (4-02-2008
4 12-2007 © 0.00 0.00 13513 200.00 13513
5 012008 © 13513 3.00 0.00 200:00 13513
15515 300 Voucher 102-000002 entered on (4-02-2008
6) 02-2008 0.00 0.00 13313 20000 13313
) 03-2008 0.00 0.00 155.13 200.00 13513
8 04-2008 0.00 0.00 13513 20000 13513
9 03-2008 0.00 0.00 135.13 20000 13513
10 06-2008 0.00 0.00 133.01 200.00 133.01
1 07-2008 0.00 0.00 133.01 20000 153.01
12) 08-2008 0.00 0.00 133.01 200.00 133.01
13) 022008 0.00 0.00 153.01 20000 153.01
14 10-2008 0.00 0.00 133.01 200,00 133.01

Figure 4-13. Voucher Schedule with Additional Subsidy Period Details

The *History’ tab from the Project Information page provides project information regarding the event,
date and responsible party, any additional remarks, and references for a specific project. In the example
illustrated in the figure below, arecord of the project assignment date, FHA Data update, and
Recertification of the project is shown.

h- T Service Provider Menu  Auth
ELOCES Project Information Log OFf Bottom

enuy == Portfolio = Project Information

Project: 495-1459380 (5235) Section 235
" General " Vouchers ' Schedule |[R:iSal

Event Date. Entered by Reference
Remarks

1) Project Assignment 03-28:2008 0631 Loccs

to Service Provider Name Eff: 1931-03-01
2) FHAData Update 03-26-2008 0631 LOCCS

Orighortimt= 37,350.00 OrigMottDate=1081.03-01 IntRate=14.000 MaturityDate=2011-03-01
3}  Recertification 03-28-2008 13:39

Period=10-20076002-2008F L Amt=7.878.00F2 Ami= 274.03 sz hage

Figure 4-14. Voucher History
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4.3.2 Voucher Submissions

The *Voucher Submissions' page on the eLOCCS Main Menu allows servicers the ability to view general
information about all vouchers that have been submitted. The figure below illustrates two submitted
vouchers. The clock icon next to the voucher illustrates they are both waiting on the due date to be paid.
A ‘Remarks’ column will display any significant notation associated to the voucher. For more detailed
description on avoucher click on the ‘v oucher Number’ link.

h/l'ia Service Provider Menuy  Auth
LOCCS. $235 Voucher Submissions Log Gff Bottom

Menu == 5235 Voucher Submissions

(©F Waiting for due date
Voucher No. Period Submitted . Jl\nlount Fee Submitted Accepted Remarks
{ Fee) Count Count
n o 102030018 12-2007 (4-10-2008 38.12 EXGi] 1 1
2) (Gl 102 G00017 01-2008 04-10-2008 238.12 200 3 3

Figure 4-15. Voucher Submissions Status

4.3.3 Wire Payments

The ‘Wire Payments' option from the eLOCCS 235 Main Menu screen links to adisplay of daily
summaries of al Wire/Check payments made to the Business Partner.

Click on the ‘No of Payments' column to view the ‘Wire Payments Detail’. (Figure 4-16 and Figure 4-17
below) The LOCCS voucher disbursements made on the Payment Cycle Date also appear on this screen.

Click on the voucher number to retrieve general information about the voucher.

ﬁgﬂ _ Service Provider o

e T Wire/ Check Faviments b St

Mo = Wit hepk Payments

*Mote: Acmal deposir date mav vary by imdividual bank

LOCCS Ha of epnnt Treasury * Estimatedl
Payment Cycle Paynients i Schudula Mambier Beposh Date
Iy Mon 04-28-2008 F #9933 58 LHX23 Tues 04-25-2008

Figure 4-16. Wire/Check Payments
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h/l:l\' =Y Service Provider heny  Auth
EEL Wire Payments Detail Log Ot Bettom
; Pavirients = yrients Detail
Treasury Schedule: LH2225 LOCCS Processed: 04-28-2008 10.22:35
Progam Area Grant Voucher Anrount

1) §235 nfa 100-000022 4492374

2) §235 nfa 100-000015 45009 84

Total: B9 93358

Figure4-17. Wire Payments Detail

4.4 Updates
4.4.1 Recertification

The S235 subsidy assistance program is partially based on the income of the family, therefore Servicers
are required to submit every 12 months a* Recertification of Family Income and Composition’, *HUD
93101-A’, for each project. This recertification details changes in the homeowner’ s income, which may
result in a change in the amount of assistance (F1 amount) that HUD pays to the servicer on behalf of the
homeowner. Servicers are now able to recertify projects and provide the F1 amounts through eL OCCS.

Previously, there was no automated system at HUD capturing and retaining ‘ HUD 93101-A’ information.
Therefore the Servicer must provide initial F1 recertification information on every project in its portfolio
before any subsidy payments are made by el OCCS against the project. A clock & icon is displayed
next to projects indicating that recertification is due.

The S235 subsidy assistance is edited against two amounts called Formula 1 (F1) and Formula 2 (F2)
amounts. Cumulative assistance payments for a specific period cannot exceed the lesser of the F1 or F2
amount. The Servicer provides Formula 1 amountsin eL OCCS during the project’ s recertification
process. Formula 2 amounts are automatically calculated by LOCCS and are based on a predetermined
HUD handbook factor method.

Once a project’ srecertification is accepted, eLOCCS will create a monthly payment scheduled for the
recertification period with the Servicer entered F1 amounts and LOCCS calculated F2 amounts. These
are used as threshold edit ceilings for subsequent voucher submissions by the Servicer. eLOCCS will
allow recertification of aproject 60 days prior to the anniversary date.

There are two methods for submitting the (F1) recertification amountsin eLOCCS:

o Manually enter (F1) amounts for multiple projects or
e Upload atab-delimited file that contains the (F1) amounts for multiple projects.

The following section shows how the (F1) recertification is submitted using the two methods:
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4.41.1 Recertification Submittal

From the main eL OCCS menu as shown in the figure below click on the * Recertifications' hyperlink
which retrieves all projects awaiting to be recertified.

Line of Credit Control System (eLOCCS)

Service Provider

i IIIHH! i

s it Mt Section 235 (5235)
and Urban Developoent
Secure Systems Queries
« Grant Porffolio (S235) « Wire Payments
User Profile « Voucher Submissions
Updates
; + Payment Voucher Entry + Cancel Voucher
EAQ » Recerifications
Miscellaneous
Authorizations ¢ Maintain Email Addresses + Maintain Email Assignmenis

Send LOCCS your
questions and commeni

Figure4-18. eLOCCSMain Menu

On the Recertification page asillustrated in Figure 4-19 below, projects are listed below headings for
Project Number, the Recertification Period Due dates, Formula 1 Amount and Formula 2 Calculation
columns.

Note that (F1) amounts have blank input boxes whereas (F2) amounts have automatically been calculated
for each project, and are based on the cal culation method described in the HUD Handbook. To view (F2)

calculations, place the curser over the calculator & icon.

Icon | Icon Function

e Links to view LOCCS calculations for Formula 2.

v Recertification Accepted

N Links to upload instructions.
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h/u\- Service Provider Menu  Auth
LOCCS Recertifications Log Off Bottom

(AR N Bl Adjustments

The Formula 1 amount must be entered in the appropriate field below. This amount can be found on the Recertification of
Family Income and Composition Form (HUD-93101-A) under Section B Assistance Computation on line 3.

The Formula 2 (Factor Method) has automatically been calculated for each project, and is based on the method described
n HUD Handbook 4330.1. Appendix 52. The F2 amount is a calculation of [original mortgage amount =
(lookup factor) / 1000)]. These values along with the current vear of the loan are visible by placing the curser over
the caleulator & icon.

eLOCCS will determine the maximum subsidy amount based on the lesser of the two formulas.

If vou have additional questions, please contact Yvette Ford on 202-402-3683 or Annie Luther on 202-402-4700 for

assistance.
Recertification ¢~ Formula 1 “Formula 2
Eiries tio Period Due : NLalculation,
1) 3740333386 10-2007 thra 09-2008 [ ~ ooof 161.00
2 3TADLL5I6E 02-2007 thru 01-2008 | )| 232.00 &
3) 3740440513 06-2007 thra 03-2008 [ 155,13 &
4 3740475378 02-2007 thra 01-2008 | 00| 190.00 2
) 3740528861 08-2007 thru 07-2008 ' 0.00] 15543 &
6) 3740636120 09-2007 thru 03-2008 | 0.00| 24625 @
or Local file to upload: | |[ Browse... [ {Upload Instructions)

[ ViewFile | [ File Upload |

Figure4-19. Project List for Recertification

441.2 Formulal Submission — Two Methods
Method 1

The first method to recertify a project alows the user to enter F1 amounts to multiple project/periods.

In the example that follows below, the Service Provider has entered individual subsidy amounts for each
of their projects.
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Eﬁi‘ Service Provider S A
2 LOC Recertifications Log Off Bottom

Meny = Receriifications

[ Recerts Due F1 Adjustments

The Formula 1 amount must be entered in the appropriate field below. This amount can be found on the Recertification of
Family Income and Composition Form (HUD-93101-A) under Section B Assistance Computation on line 3.

The Formula 2 (Factor Method) has automatically been calculated for each project, and is based on the method described
mn HUD Handbook 4330.1, Appendix 52. The F2 amount is a calculation of. [original mortgage amonnt =
(lookup factor) / 1000]. These values dlong with the current vear of the loan are visible by placing the curser over
the calculator ' icon.

eLOCCS will determine the maximum subsidy amount based on the lesser of the two formulas.

If vou have additional questions, please contact Yvette Ford on 202-402-3683 or Annie Luther on 202-402-4700 for

assistance.
BroicctNo Recertification Formuia 1 Formula 2
g Period Due Amount Calculation
1y 3740353286 10-2007 thru 09-2008 | 150.00| 151.00 &
2) 3740445166 022007 thra 01-2008 | ZDD{}D‘, 232.00 _%
3y 3740449513 06-2007 thru 05-2008 | 150.00 15513 @
4 3740475378 02-2007 thru 01-2008 | 180.00| 150.00 (&
5) 3740528861 08-2007 thru 07-2008 | 175.00| 155.13 &
5 062007 then 03-2008 : 30000 21625 &

or Local file to upload: | |[ Browse.. ] B (Upload Instructions)

[ ViewFile | [ File Upload |

Figure 4-20. Projectsfor Recertification

After F1 amounts have been populated, click the * Submit’ button and eLOCCS will return the result.

In the example shown in the figure below, subsidy amounts have been accepted for all 6 projects
indicated by the check mark in the Status column. eLOCCS will return failure reasons for projects that
are not successful.
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/u\ Service Provider Menu  Auth
SLOCCS. Submitted List Log Off ‘Bottom
Menu == Receriifications =m Submitted List
@Recert Accepted
" Next Formula 1 Formula 2
Eibiettiic Recert Due Amount Calculation St

1y 374-0333286 10-2008 130.00 161.00 v

2 37404451646 02-2008 200.00 232.00 s

3 3740449513 06-2008 130.00 15513 v

4 3740475378 022008 130.00 190.00 v

5)1 374-0328861 08-2008 173.00 133.13 v

) 374-0636120 19-2008 300:00 24625 4

Figure4-21. All F1 Subsidy Amounts Have Been Accepted

Method 2

The second method to recertify a project allows the user to enter F1 subsidy amounts to multiple
projects/periods by creating a tab-delimited file with two columns containing the following project
information.

e Project Number
e Formulal Calculation

Thefileisthen uploaded in eLOCCS: This data must be submitted in an external tab-delimited file
format. (See Section 4.4.4, “Manually Creating a Tab-Delimited Text File” and also Section 5.3.2 which
includestips for creating a tab-delimited text file from Microsoft Excel.)

Assuming the external file has been created, the next step is to upload the file. Instructions on uploading
the file are available by clicking on the * Upload instruction’ [@ icon as shown in the Fi gure 4-22 below.

The following figure provides an example of the upload process.

Click on ‘Browse’ to target the external tab-delimited file.
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ﬁ’.\ 7 Service Provider
/ Recertifications

| Recerts Due (@ @GIITE 0

, The Formula 1 amount must be entered in the appropriate field below. This amount can be found on the Recertification of
Family Income and Composition Form (HUD-93101-A) under Section B Assistance Computation on line 3.

The Formmla 2 (Factor Method) has automatically been calculated for each project. and is based on the method described
in HUD Handbook 4330.1, Appendix 32. The F2 amount is a calculation of [original mortgage amount *
{looknp factor) / 1000]. These vahes along with the current year of the loan are visible by placing the curser over
the calculator [ icon.

2L OCCS will determine the maximum subsidy amount based on the lesser of the two formulas.

If vou have additional questions. please contact Yveite Ford on 202-402-3683 or Annie Luther on 202-402-4700 for

assistance.
Project No Rtra’cg!"t’iﬁcatiqn - fbr‘mu‘_la_ 1 Formule? 2
| Period Due .. AMOunt Calculation
1 3740353286 10-2007 thea 092008 ] 151,00 &
2 3740445166 02-2007 the 01-2008 [ 7| 1200 8
3 ATA0A4EIE 062007 thrs 052008 | 5513 @
4y 340475378 02:2007 thry 1-2008 | | 1000 B
3} 374052861 082007 thna 07-2008 | 155.13
6 3740636130 Q2007 thina 052008 | "| 24625 &

or Local file to upload: | @ B {Upload Instructions)

[ viewFile | [ File Upload |

Figure4-22. Project List for Recertification

Once the file has been selected, click *Open’ to import the file (as shown in the figure below).

Choose file

Lock s | (3 5235 Recert Fie Tl eEBE

Iy Networle File name: 1Servic:erviderGF' _'_] Open I
Files of type: |0 Fiies =9 -] Cancel |

Figure 4-23. Select External Tab-delimited Fileto Import
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After the file has been imported successfully, the F1 amounts are popul ated with the corresponding
project periods. The file may also be viewed by clicking ‘View File' (Figure 4-22).

At this point a user has the capability of manually adjusting any of the F1 amount fields before a final

submission.

Confirm the data, click the * Submit’ button and eLOCCS will return the result as shown in Figure 4-24

below.

2 55

Menu = Recerifications

Service Provider
Recertifications

| Recerts Due (TN
The Formula 1 amount must be entered in the appropriate field below. This amount can be found on the Recertification of
Family Income and Compositon Form (HUD-93101-A) under Section B Assistance Computation on line 3.
The Formula 2 (Factor Method) has automatically been calculated for each project, and is based on the method described
mn HUD Handbook 4330.1. Appendix 32 The F2 amount is a calculation of [original mortgage amount *
{lookup factor) / 1000]. These values along with the current year of the loan are visible by placing the curser over
the calculator & icon.
el OCCS will determine the maximum subsidy amount based on the lesser of the two formulas.
If vou have additional questions, please contact Yvette Ford on 202-402-3683 or Annie Luther on 202-402-4700 for
assistarice.
ProiectNo Recedtification Formuia 1 Formula 2
1 Period Due Amount Calculation
1) 3740353286 10-2007 thru 09-2008 | 161.00 &
2y 374-0445166 (2-2067 thru 01-2008 l 232.00 é:.
5 06-2007 thmu 052008 [ 15513 @
4 02-2007 thru 91-2008 100,00 &
5)  374-0528861 052007 thra 07-3008 15503 8
6) 374-0636120 0292007 thra 08-2008 I 2525 8
or Local file to upload: £-\Documants and Setiin B (Upload Instructions)

[ViewFMe ] [ File Upload ]

Figure 4-24. File Uploaded and F1 Amounts Populated

The figure below illustrates the submittal of all F1 amounts and edits have been successful asindicated
by a green checkmark icon. For projects that are not successful, eLOCCS will return failure reasons.
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l,ﬁ'iﬁ service Provider Memy  Auth
¢LOCCS Submitted List Log Off Bottom
@Re cert Accepted
Next Formula 1 Formula 2
Project No Recert Pue = Caliilat Status

1y 3740353286 10-2008 150.00 161.00 v

) 3740445166 02-2008 200.00 232.00 s

3) 574-0440513 06-2008 130.00 15513 v

4) 3740475378 02-2008 180.00 190.00 v

3} 374-0328861 08-2008 17500 155.13 s

&) 374-0636120 09-2008 300:00 246325 v

Figure 4-25. File Submitted and All Projects Accepted

4.4.2 F1 adjustments

As recertification details change in the homeowners' income, the result may affect the amount of
assistance that HUD pays to the Servicer on behalf of the homeowner. A Servicer is required to submit
an F1 Adjustment when the family income increases/decreases $50.00 or more during the year.

To submit an F1 Adjustment in eLOCCS, click on the ‘ Recertifications' hyperlink from the eLOCCS
main menu and a recertification page with two tabs will appear. The ‘Recerts Due' is the default tab
which will display any projects awaiting recertification. Click on the ‘ F1 Adjustment’ tab to display
projects that have previously certified periods.

In the example below, the highlighted Project No 374-0501767 has been selected for an F1 adjustment
(Figure 4-26). Mark the box to the right of the ‘ Recert Period’ entry ‘ 10-2007 thru 05-2008'.

An F1 Entry page is returned with the subsidy period months selected, Submitted Subsidy amounts, Fee,
and subsidy balance including the F1 and F2 columns.

£ Service Provider WER A
gﬁ- e F1 Adjustments Log Off Bottem

£ LOC

Menu = Receriifications

P Adjvsments |

Project No Recert Period (check anej
1y} 3740353286 10-2007 thru 092008 [
2 3740445166 10-2007 ehru 01-2008 [
3) 3740449513 102007 thru 052008 [
9 374-0475378 10-2007 thru 012008 [

)] 3740301767 10-2007 thru 052008 [
062008 thra 032000 [
6 3740528861 10-2007 thra 072008 [

7 3740636120 102007 th 082008 [

Figure 4-26. Project Number and Period Selection for Recertification
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In this example F2 formula cal culations equal $153.13. To adjust F1 subsidy amounts enter amountsin
appropriate subsidy fields, enter reason, and click ‘ Submit’. The example in the figure below (Figure
4-27) shows that the user updated the F1 subsidy calculation amount from $200 to $250 effective 1/2008
through 5/2008.

Note: Currently the F1 Adjustment function is unavailable. When it becomes available the submit button
will not be blocked.

Simply enter the new F1 amount(s) for appropriate periods, areason then click submit. See highlighted
notation on top of F1 Entry page.

E’\cg \ Service Provider Meny  Auth
s

508 F1 Entry Log Off Bottom
Menu == Recertifications == F1 Entry

Project: 374-0501767 (5235) Section 235

Modifying the F1 amount before the projects annual recertification is due, is not currently
available. When available, you will simply enter the new F1 amount{s) for the appropriate periods,
a reason and then click submit.

Subsidy Submitted = Subsidy = E2
Period Subsidy Balance Amount ECalculation
1 102007 155.13 300 ooo [ 200.00| 155,15
2 112007 155,13 3.00 000 | 200.00| 15503
3 122007 155.13 300 0.00 | 200.00| 155,13
H 01.2008 155.13 3.00 000 [ /250,00 15313
5 02-2008 000 000 15505 | 15513
6) 03:2008 0.00 0.00 15513 | | 250.00| 15513
b} 042008 0.00 000 1553 | 250.00| 15513
& 052008 0.00 0.00 15513 | 250.00| 155,13
Totals: $620.52 $12.00 $620.52
Reason:
Update Family Income change effectiwve :
1/2008. |

210 characters |=ft

Figure4-27. F1Entry
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4.4.3 Submitting a Voucher

el OCCS enables Service Providers with the ability to submit a single voucher containing individual
subsidy period requests for each of the S235 projectsin their portfolio. Whether a Service Provider has
one project in their portfolio or 1,000, the voucher information must be contained in an externa tab-
delimited file.

The individual project subsidy amounts must be imported into the voucher process from an external tab-
delimited file containing three columns:

e Subsidy Period (MM-YYYY)
e HUD Project Number
e Payment Amount Request (subsidy only)

Service Providers must create the external tab-delimited file by whatever method is available to them.
Whether manually created or through an accounting software, as long as the three columns are defined
and delimited by atab character, eLOCCS will accept the file. Although not required by HUD, it is
recommended that the file name be unique each month for tracking purposes.

4.4.4 Manually Creating a Tab-Delimited File

Most spreadsheet applications such as Microsoft Excel can be used to create thisfile. Figure 4-28 below
illustrates an example of atab-delimited payment file containing the three data columns using Excel.
(See Section 5.3.2 in thisguide for ‘ Tips for Creating a Tab-Delimited Text File from Microsoft Excel’.)

Greenpoint] - WordPad
File: Edit View Insert Format Help

Ded Sk a (=28 B
10-2007 374-0353286 70.00
1i-2p07 274-0353286 T0.00
Qz-2007 274-0353286 T0.00
10-2007 274-044%166 232.00
10-2p07 374-0449513 125.00
11-2807 0131942865 100.00

Figure 4-28. Example of Tab-delimited File with Required Voucher Information
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4.4.5 Payment Voucher Entry

Once atab-delimited file has been prepared, the voucher draw process can begin.

@ Note that LOCCS makes disbursements for the majority of HUD’ s grant, subsidy, and
loan programs, with many programs having unique processing and/or disbursement
requirements. Many screensin eLOCCS are generic in order to handle the diverse
requirements, and the Payment V oucher Selection screen is one of them.

Depending on the users’ authorizations and the number of HUD programs the
organization participates in, the Payment V oucher Selection screen will display all the
available grants/subsidy/loans across all the available HUD programs for that
organization. Screen headings show Grant No., Authorized, Disbursed, and Balance to
provide as much information as possible.

From the eLOCCS Main Menu, select the * Payment Voucher Entry’ hyperlink which will display a
‘Payment Voucher Selection’ screen as shown in the figure below. Simply mark the desired check box
next to the grant or program and click the ‘ Submit’ button.

h/li‘g Service Provider leny  Auth
2LOCCS Payment Voucher Selection Log Off Bottom

Menu == ‘Youcher Selection

Have your HUD-50080 payment voucher form(s) prefilled, in the order of selection. Mark the checkbox next to each
grant you are requesting a payment, and click the submit button.

PrAngram Grant No. Authorized Disbursed _Paymems Fatulnble {rans
rea in Process Balance
Section 235
82335 Secnon?ﬁi
NS
[ Submit J I Reset] I Cancel J

Figure 4-29. Payment Voucher Selection

After the Servicer submits the payment voucher entry, a‘Voucher Entry’ screen is displayed.

An expected tab-delimited payment file containing the Service Provider project information is required to
begin the voucher processing. Service Providers must prepare this payment file off-line in a tab-
delimited format described in Sections 4.4.4 and 5.3.2.

Click on the ‘Browse’ button to locate the file from your network.
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Service Provider Menu  Auth
OCCS $235 Voucher Entry Lo OFf Botiom
Menu == Voucher Selection = 5235 Voucher Entry

1. [Browse..] for a local tab delimited .txt file
[period-project-amount]

ie. 08.2006{tab}14044022{tah}4898.24

2. Click [View File] to confirm the correct file has been selected.
3. Click [File Upload] for a Pre-Edit of this file.

Local file to upload: | |(Browse... ]

[ ViewFile | [ File Upload |

Figure 4-30. Browseto Locate File on Network

Select the tab-delimited file from your network and click *Open’.

Choose file

Lok in: J@SZ&E\fﬂucher File _vj @ j!' = ...

X Service Provider Voucher

My Recent
Documents

Desktop

&

Iy Documerts

5

My Computer

< —

My Network File mame: ISerVic.e Provider Voucher L] Open

Places
Flesoftype:  [AllFiles ) = ﬂ

Figure 4-31. Service Provider Voucher File
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Kt Service Provider i Al
LOCCS. 5235 Voucher Entry Log Off Bottem

Menu == Voucher Selection = 5235 Voucher Eniry

1. [Browse..] for a local tab delimited .txt file containing;
[period-project-amount]

ie. 082006{tab}14044022{tab}4898.24

2. Click [View File] to confirm the correct file has been selected.
3. Click [File Upload] for a Pre-Edit of this file.

Local file to upload: ip"@pcumgn[s and Semi Browse

[ File Upload |

Figure 4-32. S235 Voucher Entry

The imported file as shown in the figure below can be viewed for confirmation by clicking ‘View File
button. (Note: If prompted with ‘Do you want to open or save thisfile?, click the ‘Open’ button to
view.)

File Edit View Insert Format Help

DEH S # =@ B

=]

-1

274-0353286 T70.00
374-0353286 T70.00
274-0353286 70.00
274-0445166 232.00
274-0449513 125.0
011-1942865 1D0.0

-1

-1

2D e e
=1 =]

T T T o o '
1

-1

o T T T |

[ ]

Figure 4-33. Imported Filefor Viewing
Click the ‘File Upload’ button when ready to import and begin eLOCCS payment file processing.

eL OCCS has two file processing phases that the payment file will pass through before a payment voucher
request ismade: Pre-edit of the payment file and Final processing of the payment file.

4.45.1 Phase 1 - Pre-Edit of Voucher Payment File

After selecting the ‘File Upload’ button, eLOCCS initially performs a pre-edit on the payment file before
final submission for processing. The primary purpose of the pre-edit phase is to validate the format of
the selected file. For example, the period must be a valid month and year and not more than 1 month in
the future.

The pre-edit phase also provides the final opportunity to review the results of the selected file. Once a
fileisuploaded, eLOCCS will display a summary tab with the subsidy amount and project totaled.
Along with the summary tab a detail tab will aso display detail project information. If the Servicer
agrees with the results of the pre-edit, the user will submit the file for final processing.
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There are two possible ‘ Payment Voucher’ pre-edit outcomes returned by eL OCCS.

1) A successful pre-edit file.
2) An unsuccessful pre-edit.

Regardless of possible pre-edit file outcomes, eL OCCS will return a'Voucher Entry page with pre-edit
tab results.

If the pre-edit file is successful, the Servicer can click on the ‘ Submit’ button to continue voucher
processing (Figure 4-34).

If errors are detected in the file, eLOCCS will not allow final submission of the voucher (Figure 4-36).
The errorsin the file must be corrected outside of eL OCCS and re-imported for pre-edit processing

again.

The following sections illustrate these two voucher file pre-edit conditions that may appear.

4.45.2 Successful Pre-Edit Payment File

On a successful pre-edit payment file, a‘ Summary’ and ‘View Data’ tab of the S235 Payment voucher
will be displayed indicating that the pre-editing of the file was successful. Figure 4-34 below illustrates a
payment voucher request of $699.00 for 4 projects.
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h/"“g Service Provider Ménu  Auth
LLOCCS 5235 Voucher Entry Loo Off Bottom

Menu == Youcher Selection =» 5235 Voucher Entry

[REREE

eLOCCS U.5. Department of Housing
8235 Section 235 and Urban Development
Payment Voucher Citnecabbionsing

Futlicreporting burden for this collection of information is estimated to average 15 minites per response, including the time for reviewing instructions, searching existing data souroes,
gathering and maintaining the data nesded, and pleting and ing the collection of inf icn. This sgency may not collect this infermation, and you are not required to
complete this form, unless it displays s cumently valid OMB contrel number.

HUD implemsnted the Line of Credit Control SystemVoice Response System {LOCCS/VRS) to process requests for payments to grantees, Grant recipients fill out @ veucher form for the

applicable HUD program with sl the nacsssary informaticn prier to msking a telephone call using s touch tons telephone to initiste the d prooess. This i ion is required o
obtain bensfits under the U.S. Housing Act of 1937, as jed. Thei i does not lend itself to confidentiality.
1. Voucher Mumber l2.10cCS Fgrm Ares |3 F'symer‘n Pericd “

102 7+ 5235 Pending
5. Voice Response Mo. Ee. Grantee Organization '

nia Service Provider
8. Grant or Project No. EEE. Grantee Orgsnization TIN

nfa I1ﬁ.053xx)()( Service Provider

Import File: Cl\Documents and Settings3235 Voucher File\Service Provider Voucher.txt

Number of Projects: Amount: | $ 699.00

|| certify the data reported and funds requested on this voucher are comect and the amount requested is not in excess of immediate disbursement needs for this program. In the event the
funds provided become more than necessary, such excess will be promptly returned, es directed by HUD

11, Mame & Phone Number of Person completing thisform |12, Name & Title of Authorized Signatory

User Name 13, Signature 14. Dat= of Request

03-29-2008

E'Il‘farnin«g' HUD will prosacute false clsimes and statements. Conviction may result in oriminal and/or civil penalties, {18 U.5.C. 1001, 1010, 1012,; 31 U.5.C 3728, 3802)

| Privacy Statement: Public Law 97-255, Financial Integrity Act, 31 U.S.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
'to collect all the information {except the Social Security Mumber (SSN)} which will be used by HUD to protect disbursement data from fraudulent
|actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCS) from unauthorized access. The data are used to ensure
 that individuals who ne longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on
 the form may delay the processing of your approval for access to LOCCS. While the provision of the SSN is veluntary, HUD uses it as a unique

| identifier for safeguarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
| permitted or required by law.

form HUD-50080-5235-a (4/2000)

The Pre-Editing of this file was successful. Please verify the Number of Projects and Amount are correct. Then select the
Submit button for final processing.

Submit

Figure 4-34. Summary Tab of Successful Pre-Edit VVoucher

A ‘View Data tabisavailableto view all the projectsin the file (Figure 4-35). Notice the Fee column
has ‘Pending’ for al 4 projects. LOCCS will determine if a $3.00 fee handling charge is appropriate for
that request on final processing.
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hu ) Service Provider Menu  Auth
LLOCCS. 5235 Voucher Entry Log OFf Bottom

Menu = Youcher Selection =+ 5235 Voucher Eniry

T View Data |

E?:I: ':;CI: Period Project No. Amount Fee
1 10-2007 441-2388121 152.00 Pending
& 10-2007 4570437674 100.00 Pending
3 11-2007 4070437674 10000 Pending
4 10-2007 3710902732 317.00 Pending
Total: $699.00

Figure 4-35. View Data Tab

4.4.5.3 Unsuccessful Pre-Edit Payment File

If the file pre-edit payment file was unsuccessful, a‘ Payment Voucher’ screen (Figure 4-36) with a‘ Stop
Sign’ and message will appear, indicating that pre-edit errors were noted during the file pre-edit process.
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Service Provider
$235 Voucher Entry

Menu  Auth
Log Off Bottom

g

Menu == Youcher Selection == 5235 Voucher Entry

| LU LD Pre Bdit Errors |

eLOCCS
5235 Section 235
Payment Voucher

Putlicreporting burden for this collection of informatian is estimated to average 15 minites per response, including the time for reviewing instructions, searching existing dsta souroes,
gathering and maintaining the data needed, and pleting and ing the coll of inf . This sgency may nat collect this information, and you are not required to
complete this form, unless it displays s cumently valid OMB control number,

U.5. Department of Housing
and Urban Development
Office of Housing

HUD implemented the Line of Credit Control System ™ oioe Response System (LY
applicable HUD program with all the necessary informaticn prior to making a tel

1o initiate the d

phone call using 8 touch tone prooess. This i

CCS/VRS) to process requests for payments to grantees, Grant recipients fill out & voucher form forthe:
ion is required to

cbtain benefits under the U.S. Housing Act of 1927, as . Thei does not lend itself to confidentiality.
1. Voucher Number lz2.10cCs Pgrm Ares | 2. Peyment Pericd %
102 - 5235 Pending
5. Voioe Response No. B Grantes Organization
nia Service Provider
| 2. Grantor Project . |83, Grantee Orgsnization TIN
nla | 16-053XXXX
Import File: C:\Documents and SettingsS$235 Voucher File\Service Provider Voucher.txt
Number of Projects: 4
You t submit this voucher b of Pre-Edit errors in the import data file. Click on the Pre-Edit Errors

| cartify the dats reported and funds requested on this voucher ars comect and the ameunt requested is not in exosss of immediste disbursement neads for this program. In the avent the
| funds provided become more than necessary, such excess will b2 promptly returned, as directed by HUD

tab for a description of these errors. Make changes to the data file and re-import for processing.

11. Name & Phone Number of Parson completing this form 12. Name & Title of Authorized Signatory

User Name 14, Date of Request

03-29-2008

13. Signature

| Warning: HUD will prosecute falss claimes and statements. Conviction may result in oriminal andior civil penalties, (18 U.5.C. 1001, 1010, 1012, 21 U.5.C.3728, 2802}

| Privacy Statement: Public Law 97-255. Financial Integrity Act, 31 U.S.C. 3512, autharizes the Department of Housing and Urban Development (HUD})
(to collect all the information {except the Social Security Number (SSN)) which will be used by HUD to protect disbursement data from fraudulent

| actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCS) from unauthorized access. The data are used to ensure
(that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on
the form may delay the processing of your approval for access to LOCCS. While the provision of the SSN is voluntary, HUD uses it as a unique
identifier for safeguarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
| permitted or required by law.

form HUD-50080-5235-a (4/2000)

Figure 4-36. Unsuccessful Entry Dueto Pre-Edit Errors

Click the ‘Pre-Edit’ errorstab for adescription of the errors. The errors are noted in the ‘ Remarks
section (Figure 4-37).

In the example shown below, the user entered ‘01-200P instead of ‘01-2007" when creating the tab-
delimited file. The errorsin the file must be corrected outside of eL OCCS and re-imported for pre-edit
processing.
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l{\ ] hienu  Auth
; e.b%.f!‘l':_ §235 Voucher Entry Log Off Bottorn

D?ta e Period Project No. Amount Remarks
Line No.
no match on file for requested period or

10-200P 141238812 2. : ;
1 = — st 15 period on file not like mm/vyyy of mm-vyvy:

Figure 4-37. Pre-edit Errors

4.45.4 Phase 2 — Final Processing of Payment File

Once a payment voucher has successfully passed the pre-edit phase, the voucher is ready to be submitted
for the final processing/validation phase. Click ‘ Submit’ on the ‘Voucher Entry’ Summary tab screen.

Similar to eL OCCS performing pre-edits on the initial processing phase, eL OCCS performs additional
edits on final submission. For instance, a project for the specified subsidy period must be assigned to the
Servicer and cumulative subsidy amounts regquested for the project period cannot exceed the lesser of F1
or F2 for the period.

There are three possible voucher outcomes returned by el OCCS after a payment voucher has been submitted
for final processing:

o Approved Voucher Screen — el OCCS approved all projects for payment.
¢ Rejected Voucher Screen - eL OCCS rejected all projects for payment.
o Approved/Rejected Combination Screen— eL OCCS approved/rejected projects for payment.

In an example of the first outcome, in (Figure 4-38), eL OCCS has approved al 4 projects for one total
voucher payment of $612.00 that includes the Service Provider fees. The estimated deposit date on
which funds will be wired appears at the bottom of the ‘V oucher Entry’ form.
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]:ﬁl\ Service Provider Moo Auth
CLOCCS $235 Voucher Entry Leg Gff Betiom

Menu == Voucher Selection =» 5235 Voucher Entry

| Semmary

eLOCCS
$235 U.5. Department of Housing
Section 235 and Urban Development
Payment Voucher
Publicreporting burden for this collection of informatian js estimated to avarage 15 minites par respanss, including the time for reviswing instrctions, searching =xisting data sources,
gathering and maintaining the data needed, and ing and iewing the ocllection of inf: ticn. This agency may not collect this information, and you are not requined to

complete this form, unless it displays s cumrently valid OMB contrel number

HUD implemented the Line of Credit Control Systemi/Voice Response System {LOCCS/VRS) to process raquests for payments to grantess, Grant recipients fill out & voucher form forthe

applicable HUD program with all the necessary information prics to making a telephone call using a touch tons telephone to initiste the d process. This i ion is requirad to
obtain benefits under the U.S. Housing Act of 1937, &3 jed. The'i i does not lend itself to confidentiality
| 1. Voucher Number l2:Loces Pgrm Asea | 3. Payment Pericd “
102-000020 §235 05-2008
5. Voice Response No. | 8. Grantee Orgenization
nia Service Provider
;B.G.rantMF'mjad No. | 88, Grantee Organization TIN
nfa | 13-321xxxx
Count: Amount: Fee:
Submitted: 4 $ 600.00
Accepted: @ $ 600.00 $12.00
Rejected: (1] $0.00

3 - C:\Documents and Seitings\Service Provider Payment File
Import File:

| | certify the data reported and funds requested on this voucher are correct and the amount requested is not in excess of immediate disbursement needs for this program, In the event the
| funds provided becoms mare than neosssary, such =xosss will be promptly return=d, as directed by HU.

11. Name & Phone Number of Person comgpleting this form 12. Name & Title of Authorized Signatory

User Name 13, Signature 14, Date of Requsst

04-11-2008

| Warning: HUD will prosecute false claimes and statements: Conviction mey result in oriminal and/or civil penalties. {18 U.8.C. 1001, 1010, 1012,; 21 U.5.C.3728, 2802}
| Privacy Statement: Public Law 97-255, Financial Integrity Act. 31 U.S.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
| to collect all the information (except the Social Security NMurmber {SSN)) which will be used by HUD to protect disbursement data from fraudulent

| actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCS) from unauthorized access. The data are used to ensure
 that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on

| the form may delay the processing of your approval for access to LOCCS. While the provision of the SSN is voluntary, HUD uses it as a unique

| identifier for safeguarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
| permitted or required by law.

form HUD-50080-5235-a {4/2000)

This Pavment Voucher was APPROVED...

A payvment of $612.00 should be deposited in your account on Thursday May 01, 2008 . Please print this voucher, and retain for your

records.

Figure 4-38. Approved Payment Voucher

To view the project payment information, click on the ‘View Data’ tab.
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h/li“ Service Provider Menu  Auth
SLOCCS $235 Voucher Entry Log Off Hottom

Menu == Voucher Selection = $235 \foucher Entry

View Daia |

' Accepted
Project No. Period Amount Fee Remarks

1) v 374-0353286 02-2008 130.00 3.00

2y v 3740333286 03-2008 150.00 3.00

3) v 374-0333288 04-2008 150.00 30

4 v 3740353286 03-2008 130.00 300
Submitted Totals: 600.00 12.00
Accepted Totals: 600.00 12.00 Totals include only values marked as Accepted ¢,

Figure 4-39. View Data Tab: All Approved Projects

In the 2nd outcome (Figure 4-40), eL OCCS has rejected/canceled all projects for payment to the Service
Provider. In thisinstance, the entire voucher is cancelled by LOCCS.

Click onthe‘View Data’ or ‘Errors tab for description of errors eL OCCS found.
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tr‘d _ Service Provider Menu  Auth
eLOCCS $235 Voucher Entry Loq Gff Bottom

Menu == Voucher Selection = 5235 Voucher Entry

(“Summaty

eLOCCS i _—
; .5. Department of Housing
$235 Section 235 and Urban Development
Payment Voucher
Public reporting burden for this collection of information is estimated to average 15 minites per résponse, including the time for reviewing instructions, searching existing data sources,

gathering snd maintaining the data needed, and pleting and reviewing the collsction of i ion. This-agency may not collect this informstion, and you ars not reguired to
complete this form, unless it displays a curently valid OMB control number

HUD implemented the Line of Credit Control System/Voice Response System (LOCCS/VRSE) to process requests for payments to grantees, Grant redipients fill out a voucher form for the

applicable HUD orogram with all the necessary information prior to making a telephone call using = touch tons tele to initiste the process. This information is required to
obtain benefits under the U.5. Housing Act of 1937, as ded. The i i does not lend itself to confidentiality.
1. Voucher Number | 2. LOCCS Pgrm Area | 3. Payment Period 4
102-000025 8235 Pending
| 5. Vioice Responss No. | B. Grantee Organization
nia Service Provider
| 8. Grant or Project No. | Ba. Grantee Orgsnizstion TIN
nfa | 16-053 xxxx
Count: Amount: Feea:
Submitted: 2 $332.00
Accepted: $ 0.00 $ 0.00
Rejected: 2 $332.00

! . C:\Documents and Settings\Oct_Voucher.txt
import File: =

| certify the dsta reported and funds requested on this voucher are comect and the amount reguested is not in exoess of immediate disbursement needs for this program. In the event the
funds provided become more than necessary, such exosss will be promptly returned, ss directed by HUD

[11. Name & Phone Number of Person completing this form 12. Mame & Title of Authorized Signatory

User Name 14, Date of Request

13. Bignsaturs
03-31-2008

| Warning: HUD will prosecute false claimes and statements. Conviction may result in oriminal and/or civil penalties. (18 U.S.C. 1001, 1010, 1012,; 21 UL.5.C.3729, 3802)

|Privacy Statement: Public Law 97-255, Financial Integrity Act, 31 U.5.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
to collect all the infarmation (except the Social Security Number (SSN)) which will be used by HUD to protect disbursement data from fraudulent
(actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCS) from unauthorized access. The data are used to ensure
[that individuals who no longer require access to LOCCS have their access capability promptly delsted. Failure to provide the information requested on
the form may delay the processing of your approval for access to LOCCS. While the provision of the SSM is veluntary, HUD uses it as a unique
identifier for safeguarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
| permitted or required by law.

form HUD-50080-5235-a (4/2000)

This Payment Voucher was not accepted and has been CANCELED...

Errors were found in the submission and all project requests were rejected. This has resulted in the voucher being automatically
canceled.

Figure 4-40. Rejected Projects

The ‘Remarks’ column (Figure 4-41) indicates that the first project was rejected because of an invalid
project number. The second project rejection was because the subsidy amount of $150 request exceeded
the $100 authorized amount.
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Service Provider Menu  Auth
Log Off Bottom

o $235 Voucher Entry

Menu == Voucher Selection = 5235 Voucher Entry

" Sammary View Data @
X Rejected
Project No. Period  Amount Fee Remarks
n x see remarks 10-2007 18200  0.00 Project 3210902306 does not exist
2) X 4070432733 102007 000 This request exceeds the F1 ceiling authorized for this period of +100.00
Total: 0.00 0.00 Totals include only values marked as Accepted V.

Figure4-41. View Data Tab: Accepted/Rejected Projects

The primary difference between the two tabs (Figure 4-41 and Figure 4-42) isthat the ‘View Data’ tab
will return accepted and rejected projects whereas the ‘ Errors' tab returns only rejected/canceled
projects.

lfﬁif’" Service Provider Menu  Auth
SLOCCS $235 Voucher Entry Log Off Bottom

M&FII:.I = \Voucher Selection =w 5235 Voucher Entry

S

X Rejected
Project No. Period  Amount Fee Remarks
1) X see remarks 10-2007 18200 n'a Project 3210802306 does not exist
2 X 487-0432733 10-2007 13000 n'a This request exceads the Fl ceiling authorized for this period of +100.00
Total: 332.00

Figure4-42. ErrorsTab: Rejected/Canceled Projects

In the third outcome, four projects have been submitted (Figure 4-43). eL OCCS has approved two
proj ects and rejected/canceled two projects.
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]:ﬁi‘- _ Service Provider Menu  Auth
SLOCCS. S235 Voucher Entry Log Off Boftam

Menu == \oucher Selection = 5235 Voucher Eniry

(FREEE

eLOCCS _
$235 Section 235 U.5. Department of Housing
CEHA and Urban Development
Payment Voucher
Publicreparting burden for this collection of information is estimated to average 15 minites per response, including the time for reviewing instructions, seerching existing dats sources,
gsthering and maintsining the dats needed, and o g and reviewing the coll of ion. This agency may not collect this information, and you sre not requirsd to

complete this form, unless it displays s cumently valid OMB control number.

HUD implemented the Line of Credit Confrol System/Voice Response System [LOCCS/VAS) to proocess requests for payments to grentees, Grant recipients fill out a voucher form for the

spplicable HUD program with sl the necessary information prios to making = telephone call using = touch tone telephane io jnitiste the process, This | ion is reguired to
obtain benefits under the U.S. Housing Act of 1927, as =d. The i 1ati does net land itself to confidentiality,
[ 1. Voucher Number 2 LDSCE .F'gfm Area | 3. Payment i’eucc &
102-000015 5235 10-2007
:Et. Voioce éesp:nse I:l‘a E évantez ;"‘_,-.'ganizstin.n
nia Service Provider
-3 é«antw F"chs:x Mo f‘.’:s Grantee Organization TII».I
nia 16-053XXXX
Count: Amount: Fee:
Submitted: 4 $ 716.00
Accepted: 2 $ 417.00 $ 6.00
Rejected: @ 5299.00
Import File: C:\Documents and Settings$235 Voucher File\Service Provider Voucher.txt

|| certify the data reported and funds requestad on this voucher are corect and the amount requested is not in exoess of immediate disbursemnent needs for this program. In the event the
| funds provided become more then neosssary, such exoess will be promptly returned, as directed by HUD

11, Mames & Phene Mumber of Person completing this form 12. Mame & Title of Authorized Signatory

User Name 12, Signature 14. Date of Reguest

03-29-2008

| Warning: HUD will prosecute false claimes and statements. Conviction may result in ariminal and/or civil penalties. {18 U.S.C. 1001, 1010, 1012,; 21 LLS.C.2728, 2802)

Privacy Statement: Public Law 57-255, Financial Integrity Act, 31 U.5.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
'to collect all the information (except the Social Security Mumber (SSM)) which will be used by HUD to protect disbursement data from fraudulent
|actions. The purpose of the data is to safeguard the Line of Credit Contral System (LOCCS) from unauthorized access. The data are used to ensure
(that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on
the form may delay the processing of your approval for access to LOCCS. While the provision of the SSM is voluntary, HUD uses it as a unique
identifier for safequarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
| permitted or required by law.

form HUD-50080-5235-a (4/2000)

This Payment Voucher was :&PPRO‘(TED, however...

Etrors were found in the submission and some project requests were rejected. Click on the errors tab for a list of these projects and the error. The
total amount to be paid on this voucher has antomatically been reduced by the amount in these error vouchers. A payment of $423.00 (which
inchudes $6.00 of fees) should be deposited in your account on Wednesday April 02, 2008. Please print this voucher, and retain for your records.

Figure 4-43. Partially Approved Payment Voucher

The‘View' Data Remarks column in Figure 4-44 below notes that project 441-2588129 has been
rejected because it does not exist for the Servicer. Project 497-0437674 is rejected because the
cumulative request of $117.00 exceeds the subsidy of $100.00 scheduled for that period. In this example,
eL OCCS will process only the two approved project periods.
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]:ﬁi" Service Provider Menu  Auth
SLOCCS $235 Voucher Entry Log Off Bottem

Menu == Voucher Selection == 5235 Voucher Eniry

o View Data

¢ Accepted X Rejected
_ Project No. Pericd  Amount Fee Remarks

1@ seeremaks 102007 18200  0.00 Project 4412388129 does ot exist

2y 4070437574 10-2007 11700 0.00 This request exceeds the F1 ceiling authorized for this period of +100.00

3 v 4570457674 11-2007 100000 300

4 v 3710002732 10-2007 31700 300

Total: 417.00  6.00 Totals include only values marked as Accepted ¥,
Figure 4-44. View Data for Rejected and Accepted Projects

}-ﬁf’g _ Service Provider Meny  Auth
SLOCCS $235 Voucher Entry Log Off Bottom

Menu = Voucher Selection =» 5235 Voucher Eniry

|

X Rejected
Project Ne. Period  Amount Fee Remarks
y X see rematks 10-2007 18200 n'a Project 4412588129 does not exist
2) 4870437674 10-2007 11700 n‘a  This request exceeds the Fl ceiling authorized for this period of ~100.00
Total: 299.00

Figure 4-45. Errorsfor Rejected Projects

@ For files that contain more than 100 projects, eL OCCS will confirm the receipt
and acceptance of the voucher only. Because of the number of projects,
processing will be scheduled off-line. Y ou will be notified via email of the final
processing outcome once eL OCCS processing has compl eted.

4.45.5 Voucher Submission with Negative Adjustment

Adjustments to previously submitted subsidy periods are allowed in the voucher file. Aslong asthe
cumul ative subsidy amount for the period requested does not exceed the lesser of the F1/F2 amounts
stored on the payment schedule, LOCCS will accept the request. However no handling fee will be added
by LOCCS on supplemental requests.

If previously paid subsidy periods need to be reduced, simply include the negative adjustment in the
voucher file with a negative amount.

For example:
05-2008 Project#1 100.00
05-2008 Project#2 120.00
03-2008 Project#1 -20.00
02-2008 Project#3 -10.00
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LOCCS will automatically offset any positive subsidy amount by any negative adjustments for a “net”
payment. In this example (assuming the 05-2008 subsidies will include two $3.00 handling fees), a
payment for $196.00 will be wired to the Servicer. (100.00 + 3.00 + 120.00 + 3.00 — 20.00 — 10.00).

Any negative adjustment cannot be more than what LOCCS has recorded as disbursed in that period. In
addition, if the entire subsidy for the period is reversed, LOCCS will automatically collect the $3.00
handling fee for that period.

4.45.6 Determining the Voucher Scheduled Pay Date

LOCCS does not split avoucher for payment; the voucher is paid in its entirety at the sametime. By
allowing the S235 file to contain both project and period elements, the payments could technically be due
on different dates. For example, if avoucher file was submitted on 03-22-2008 with both 04-2008 and
03-2008 subsidy payments, the 04-2008 payments would not be due until 04-01-2008; however the 03-
2008 payments could be paid immediately.

LOCCS will not split a S235 voucher for payment and will automatically calculate a*“voucher level”
payment deposit date based on the latest subsidy period accepted in the file. In the example given, this
would mean the generated voucher would have a 04-01-2008 scheduled deposit date. Any subsidy
payments in the file with periods prior to 04-2008, would wait until the 04-01-2008 pay date to be paid.
If the Servicer needed to have the 03-2008 and prior funds immediately, they could submit those
payments in a separate voucher which would be paid that night in LOCCS.

Multiple Projects in a file

LOCCSwill alow multiple projectsin afile, aslong asthey are for different periods. The entire
voucher will berejected if a project with the same period is detected in the file more than once.

13" Month Recertification Period

HUD alows a subsidy payment one month beyond the most currently submitted recertification period.
This provides a one month grace period in which the Servicer can receive subsidy while they are still
gathering information necessary for the recertification process. If LOCCS detects a subsidy request for
the 13th month, that period will automatically be created in the projects schedule with an F1 amount
equal to the F1 value in the prior month, which is the 12th month of the most recent recertification
period. Once recertified for the next 12 months, the Servicer provided new F1 amount will overlay the
F1 amount in that first month.

Pre 10-2007 Requests

Any pre 10-2007 request, whether a subsidy payment or negative adjustment, must be coordinated with
HUD-OCFO. LOCCS will accommodate a pre 10-2007 adjustment by using the 09-2007 period created
in every schedule. This period isinitially created with a zero dollar F1/F2 amount, effectively preventing
any payment against it.

If 2$50.00 subsidy payment for 08-2007 was missed, contact OCFO, and if approved, they will adjust
the F1/F2 amount in the 09-2007 period to $50.00. LOCCS will then accept an 08-2007 period voucher
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request and edit and post against the 09-2007 schedule period. If additional pre 10-2007 subsidies are
needed, once contacted and approved by OCFO, they will simply increase the F1/F2 threshold to
whatever cumulative pre 10-2007 amount that is agreed to.

4.4.6 Cancel aVoucher

Users who have the authority to create a voucher request can cancel that request prior to LOCCS
payment processing. The ‘Cancel Voucher’ option is accessed from the Main Menu. When this optionis
selected, eL OCCS will display any outstanding unpaid vouchers that may be canceled (Figure 4-46).

/ﬁq Service Provider Meny  Auth

Cancel Voucher Selection Log Off Bottom

To select a voucher to cancel, click on the cancel icon E!

Program

da Grant No. Voucher No. Entered Amount Action
Section 235

8233 Section 233 102-000036 03-31-2008 £69.46

8233 Section 233 102-000033 03-31-2008 306.00 E’

Figure 4-46. Cancel Voucher Selection

Select the cancel icon 2l under the * Action’ column and alist of projects for that voucher will appear
(Figure 4-47). Users have the ability to cancel an entire voucher or specific projects from the voucher
request.

In this example, the voucher has 2 projects that can be individually selected for cancellation.

After marking the desired boxes next to projects for cancellation, enter areason, and click the * Submit’
button (Figure 4-47).

loﬁl\ Service Provider Meny  Auth
LOCCS Cancel Voucher Log Off Bottom

Menu == Cancel Voucher Selection =» Cancel Voucher

Voucher: 102-000036 (S235) Section 235

[ cancel A1
Project No. Period Amount Fee Remarks
1) 3741270136 1122007 303.00 300
2y [ 497-0425210 012008 16045 3.00
Total: $463.46 $6.00

Caﬁcel reason: ;Iﬂcorrecl project period entered

[ Submit ] [ Reset] [ Menu ]

Figure 4-47. Cancel Voucher Reason
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A confirmation of the voucher cancellation will be displayed.

Service Provider Menu  Auth
LLOCCS - Cancel Voucher Confirmation Log Off Bottom

Ieny == Cancel Voucher Selection =» Cancel Voucher == Cancel Voucher Confirmation

Database Update Confirmed

Maore

Figure 4-48. Cancel Voucher Confirmation

Another voucher may now be entered against the project, if needed.

4.5 Miscellaneous

451 Email Addresses
45.1.1 Maintain Email Addresses

The ‘Maintain Email Addresses’ screen allows users to add/update the primary email address for the
user’ s organization if it has not been provided (Figure 4-49). The purpose of maintaining the primary
email addressisto receive notifications of HUD funding activities that impact the Business Partner
projectsin aportfolio. The Business Partner maintains both the email address repository list and the
eL OCCS distribution of reports that each email address will receive.

To perform email address updates, users must be assigned the eLOCCS ‘ Administrator’ role in FHA
Connection. See Section 2.1.2, “Assigning eLOCCS Application Rolesin FHA Connection”. This will
allow the eLOCCS options, the ‘Maintain Email Addresses', and ‘ Maintain Email Assignments' to
appear as hyperlinks on the eLOCCS Main Menu screen.

Clicking on ‘Maintain Email Addresses from the Main Menu displays a screen with an upper and lower
section as shown in Figure 4-49 that follows below.

The upper section specifies the primary LOCCS email address for the Business Partner. This email
address automatically receives all LOCCS email and no specific email assignment is necessary. For this
reason, it is suggested that the primary email address be a generic email mailbox for the organization.
Thistype of mailbox has the benefit of being accessible by multiple individuals.

To update your primary email address, click the ‘ Update Primary’ button.
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Menu  Auth
Log Off Bottom

h/\ Service Provider
- ;_(])% ST Maintain Email Addresses

Menu == faintain Email Addresses

Use the Update Primary button to add/update your organizations primary email address.
Use the Add Additional button to add any additional email addresses. Don't forget to assign these additional addresses,

to a type of email from the Maintain Email Assignments option on the main menu.

PRIMARY Email Address: (rrimary receives ALL LOCES Emails)

Name : Service Provider
Email :
Update Primary

ADDITIONAL Email Addresses: (ciick the name link to modify or delete}
Email Phone Ext.

Name

n
Add Additional

Figure 4-49. Maintain Email Addresses

The ‘Update Primary Email Address' screen appears as shown in the figure below. Enter the email for
the organization. Users can add additional email addresses by clicking on the ‘ Add Additional’ button on

the ‘Maintain Email Addresses’ screen asillustrated in the figure above.

Menu  Auth

Log Off Bottom

Service Provider

Hut
,w.;g o Update Primary Email Address
Menu == Maintain Email Addresses = Lipdate Primary Email Address

UPDATE Primary Email Address:

Name : Service Provider

l Submlt] [ Reset] [ Cancel ]

EMail : ServPro@sp.com

Figure 4-50. Update Email Address

4-40
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4.5.1.2 Maintain Email Assignments

The ‘Maintain Email Assignments’ screen allows a user to map additional email addresses other than the
primary email address to specific emails generated by LOCCS. A user may choose between two
presentations of the mapping: (1) ‘By Addressee’ and (2) ‘By Type of Email’ viaradio button.

Figure 4-51 depicts the email user ‘By Addressee’ where the types of email reports can be selected.

enu  Auth
Maintain Email Assignments ($235) Log Off Bettom

h/li\g Service Provider M
SLOCCS.

Menu = Maintain Email Assignments

@ By Addressee O By Type of Email
Addressee Email Type of Email
1) John Smith JSmith@sp.com

Wire Payments Summary [
Portfolio Action Summary [

[ Update ] [Reset] [ Cancel ]

Figure4-51. Maintain Email Assignments by Addressee

When the presentation is‘By Type of Email’, the type of email appears as a hyperlink along with users
that could be assigned to the email asillustrated in the Figure 4-52 below.

Clicking on a“Type of Email’ hyperlink will display a description of the email aswell as a sample email.

Service Provider Menuy  Auth
LLOCCS, Maintain Email Assignments (5235) Log Off Botiom
Menu == Maintain Email Assionments

O By Addressee @ By Type of Email

Type of Email Addressee Email
1) Wire Pavments Summary John Smith JSmith@sp.com
2) Portfolio Action Summary John Smith JSmith@sp com

[ Update ] [Reset] [ Cancel I

Figure 4-52. Maintain Email Assignmentsby Type
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5.0 SECTION 236 eLOCCS FUNCTIONS
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5.0 SECTION 236 eLOCCS FUNCTIONS

After providing the LOCCS User ID and password and clicking the ‘Log In’ button, the LOCCS
Authorizations screen is appears asillustrated in the figure below, showing the Program Area, Program
Area Name, Authorization, and Service Provider Tax ID number. Thisis the information mapped to your
LOCCS ID and submitted on the HUD-27054 (Section 2.1.2). To continue, the user should click on the
S236 hyperlink under ‘ Program Area’ .

||| Line of Credit Control System (eLOCCS)
= LOCCS Authorizations

U8, Dept, of Honsing
0 Ehn Do LOCCS avthorizations are based upon an approved HUD-27054 on file inthe LOCCS
Security Office, andfor for S8 Contract Administrators, contract assignments in Secure
Systems. Under the Business Partner you are representing, select a program area link for
an appropriate set of menu options.,

*I

Secure Systems Program Area Program Area Name Authorization
$236 SERVICE PROVIDER  Tax ID: 70-0000037
About LOCCS 5236 S236ARP Drawdown

Figure5-1. eLOCCS Authorizations Screen
An ‘eLOCCS Information Needed’ screen as shown in the figure below will appear if the primary email
address for the user’ s organization has not been provided. Execute the necessary steps, and then click
‘OK".

Further information on eLOCCS emailsisin Section 5.4.1.

eLOCCS Information Needed

A Primary Email Address for the organization you represent, has not been provided.

This can be entered from the Main Menu (which you will see when you close this windew) under Miscellaneous # Mantain
Email Addresses.

It vou do not have the Miscellanegus category on your Main Menu, contact your Secure Systems Coordinator and
have the LOCCS Administrative Role assigned to yon.

If you need additional assistance, please call 571-766-2916 for help.

Figure5-2. Primary Email Address Needed for eLOCCS
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5.1 Section 236 Main Menu Options

A variety of information is available through eL OCCS; but, depending upon a user’s program area
authority, menu options may vary. Figure 5-3 shows an example of a Main Menu screen in which the
Service Provider Program (S236) was selected from the eLOCCS Authorization screen. The left sidebar
provides the user with the following options:

Secure System Returns the user to the Secure Systems Main Menu.

User Profile Displays user information, roles assigned, and eL OCCS HUD-27054 authority
access level.

Change Password Every 60 days, users will be prompted by eL OCCS to change their passwords.
This option allows users to change their password prior to the 60 days, which
resets the password change date in eLOCCS.

About eLOCCS  Displays basic eL OCCS information, hours of operation, points of contact, etc.

FAQ Reference to frequently asked questions.

Authorizations Returns the user to the eL OCCS Authorization Screen.

Mailbox Displays the eLOCCS electronic mailbox for users’ questions and comments.

The Main Menu options as depicted in the figure below are described in the subsections that follow.

il Line of Credit Control System (eLOCCS)
Ml $236 SERVICE PROVIDER
S236/IRP (S236)

1.5, Trept, of Housing
und Urhas Devcopment

Secure Systems| Queries
« Grant Paortfolio (5236 « Wire Payments
User Profile * Woucher Submissions
Change Password Updates
Abiout | OCCS « Payment Youcher Entry « Cancel Youcher
EAQ Miscellaneous
» Maintain Email Addresses + Maintain Email Assignments
Authorizations » Payment Schedule Extract

Figure5-3. eLOCCS S236 Main Menu
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Asauser drills down into eL OCCS data through hyperlinks, the system tracks the path that appears on
the eLOCCS navigation bar as hyperlinks. The navigation bar provides the user with a hyperlink trail for
returning to a previous screen. The figure below shows the navigation bar, indicating the user started at
Menu > Portfolio > Project Information and ended on the ‘VVoucher Details' screen. To return to any of
the previous screens, click the desired hyperlink on the eL OCCS navigation bar.

hud $236 SERVICE PROVIDER
CLOCCS. Voucher Details

feni = Pattfiolic = Froject nformation == voucher Detailz

Figure5-4. Navigational Trail Hyperlinks

@ Browsers provide a“Back” button that takes a user to a previous screen. eL OCCS
strongly recommends users refrain from using this button. Users should use the
eL OCCS-provided navigation trail. Thisis especialy important when performing
updates.
Using the browser’s “Back” button will retrieve old documents that may not reflect the
LOCCS database, which is constantly changing.

5.2 Queries
5.2.1 Grant Portfolio

Under Queries, the Grant Portfolio (S236) hyperlink displays‘ All Grants' in the user’s portfolio
(illustrated in Figure 5-5). If the user’s organization receives funding for other than the 236 program,
those grants will be listed aswell. For most 236 providers, the ‘ All Grants' and ‘236’ tabs will be
identical.

The portfolio screen offers a budget snapshot of grant information with avail able bal ance amounts
including any new grants that have been assigned to the Portfolio within the past 30 days. A new icon **
will be displayed next to the grant for 30 days.

Icon | Function
et Identifies a new grant in the Program Area.
D Identifies projects awaiting recertification.
=) Represents a suspension. Click on grant to view reason for suspension.

In the example illustrated below, clicking on Grant number 084-44126 retrieves additional information
on the project with a‘General’ tab set as default.
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li‘ﬁi“' : 5236 SERVICE PROVIDER Meru  Auth
C FLOCCS. Portfolio kiog GHE;Daren
| AGrnrs (TN
& see Grant Status ¥ New Grant [ Show Zero Balance Grants
Supion Grant No. Buthorized Dishursed _Pa_yments A\r_allal)le
Area . in Process Balance
S$236/IRP
H236 ozeonzny & 265,503.35 104,130.20 0.00 T61,373.15
8236 0z4.44059 o 382,51868 B916315 7.261 68 306,093,285
8236 Onaddnas B v 75811420 121,406 33 0.00 36,707.27
8236 2441 26 603,343.00 2238743 10,263.02 510,697.55
8236 08444150 wF 436,73572 5172114 736178 37765280
5236 Subiotal: 4304621495 $428 808 25 $24 88648 $2.592.52022
Portfolio Totals: Granis: 5 3304621495 $428 80825 $24 886 A8 $2.59252022

Figure5-5. User'sPortfolio

Descriptions and examples for the four tabs follow in this section. The ‘General’ tab details
organizational information, contract dates, and funding information specific to that project as shown in
the figure below.

]:'ﬁi‘g 3 5236 SERVICE PROVIDER Meru  Suth

i Project Information £o6:01d Holisiny

Project Name: Contract Dates: Funding
5236 Service Provider 0"9"3"“ Verify: 08-27-2005 A“[!“:’"ZE(I: 603,343.00
Address Effective Date: 02-01-2004 Dishuised: 8238742
o 1o izati T Assigned: 10-01-2004 In process: 1026202

tract d = |
ontractual Organization B S10492.55
5236 SERVICE PROVIDER Collections:

SERVICE PROVIDERS ADDRESS ollections: 000

FAIRFAX, VA 22030-0000
Payee Organization:
- same as contractual-

Region: 11 Office: 97

Figure5-6. S236 Project Information Screen (General)

Clicking on the *Vouchers' tab shows general voucher information for the selected project (Figure 5-7).
The screen displays the period of each voucher, date/time entered, voucher amount and initial 1oad
vouchers. The last column displays voucher numbers.

Since Project subsidy detail payments were not maintained in eLOCCS prior to 10-01-04, payments prior
to this period are reflected in an ‘initial 1oad voucher’ with avoucher period of 09-30-04. Additionally,
subsequent project subsidy payments from 10-01-04 through the time when the project becomes activein
eL OCCS are reflected through individual initial load vouchers months. For instance, there may be one
large 09-30-04 initial load voucher covering the first subsidy payment through 09-30-04 (as shown in line
one), and 12 or more initial load vouchers covering 10-01-04 through 09-01-05, and possibly beyond.
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Click on aVoucher Number to retrieve descriptive information about that voucher. As an example,
Voucher Number 100-000078 has been selected in the figure below.

Project: 084-44126 (5236} S236/IRP

5236 SERVICE PROVIDER
Project Information

Vouchers
¥ Paid O Awaiting Payment
\';);:?E:r Entered Amaount LA lr:?er
n ¢ 09-2004 (Tnitial Load) 03-27-200512:1%8 41,240.96 100-000001
2) v 10-2004 (Tnitial Load) (08-27-2005 12:44 515512 100-000002
3y v 11-2004 (Tnitial Load) 08272005 01:14 515512 100000003
4y 12-2004 (Tnitial Load) 08-27-2005 01:42 515512 100-000004
5) 4 01-2005 (Initial Load) 03-27-2005 02:13 515507 100-000005
6) 02-2005 (Initial Load) 08-27-2005 02:43 513151 100-000006
".l') v 03-2005 (Initial Load) 08-27-2005 03:10 5,131:51 100-000007F
) v 042005 (Initial Load) 02-37-2005 03:36 513151 100000008
9 v 07-2005 (Initial Load) 03-27-2005 04:42 513151 100-000011
10y o 092005 (08-31-2005 12:45 513151 100-000063
11y & 08-20035 09-12-2005 04:03 513151 (UD’-UDE%
———

Figure5-7. Voucher Tab Screen

At aminimum, the ‘Voucher Details screen will display two tabs, ‘ Summary’ and ‘ Detail’, for each
voucher in the Project. The *Summary’ tab links to the ‘VVoucher Summary’ screen as shown in the

example below.

I

Maiu s P00 se Proiec

L
8236 SERVICE FROVIDER
Voucher Detalls

rration s Vochit et

Voucher: 100000078 (5236) 5236 1RP

Mo gt

Sy (RN
Vouchertlo:  100-000078 Submitted by:  John Smin
" on; 122005 ar04:03 PN
Due Date:  08-01-2005 Import File:. « el o -
Amaunt: $12.443.24 Subymitted: 1 IRrRIER]]
Status: WAITING Accepted: 3 § 1244324
Rejected: ] §0.00

Figure5-8. Voucher Summary

V ouchers contain projects that have been submitted for payment. (See Section 5.3.1 on submitting a
voucher.) Clicking onthe‘Detail’ tab providesa‘Detail’ screen asillustrated below (Figure 5-9) that
lists al vouchers accepted and/or rejected. A ‘Rejects tab will appear if there are any projects submitted
in the voucher that have been rejected or canceled by eL OCCS. Click the ‘Rejects’ tab to view Project
Numbers that have been rejected from the voucher and the reason for the rejection.

S235 and S236 | RP Getting Started Guide
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h/ﬁ'q Y 5236 SEREVICE PROVIDER Menu  futh
ELOCES Voucher Details Log Off Bottom

Menu = Forfolio == Profect Infarmation = Yousher Details

Voucher: 100-000078 (5236) 5236/IRP
3 W Dietail |

v Accepied
Project No. Amount” Remarks
1) v 024-4405% 3,630.84
2 s 084-44126 513151
3 4 084-44150 368089

Figure5-9. Voucher Detail Screen

The * Schedule’ tab from Project Information page as shown in the figure below displays a screen
showing a monthly breakdown of each subsidy’s due date, total amount, payments submitted (paid or in
process), and any difference between the subsidy amount and the payment for a specific grant .

Line 1 of the ‘Schedule’ screen example shows a collapsed range of voucher period dates to reflect one
subsidy payment amount. As mentioned previoudly, thisis part of the initial loading process of project
subsidy payments dates from 10-01-03 through 09-30-04, since project subsidy payments were not in

eL OCCS prior to 10-01-04. Also, subsequent project subsidy payments from 10-01-04 through the time
when the project becomes active in eL OCCS are reflected through individual initial monthly load
vouchers.

The amountsin the ‘In Process column display project subsidy payment requests that have been
submitted and accepted by eL OCCS, but not paid. A payment cycle is performed each night by LOCCS,
selecting payments 2 business days prior to their scheduled payment due date. Payments for that period
are packaged and sent to Treasury for deposit in the recipient’s bank account on the payment due date,
unless the payment due date falls on aweekend or banking holiday. In that case, the deposit is scheduled
for the next banking day following the payment due date. The‘Paid’ amounts column signifies project
subsidy payments that have been sent from HUD to Treasury for payment.

S235 and S236 | RP Getting Started Guide 5-6



5.0 Section 236 eL OCCS Functions

Sl
l.ﬁi“' 5236 SERVICE PROVIDER Meru  Auth
CLOCCS Project Information Log-CifiBotfam

Meni = Porfolio == Project Information
Project: 012-005NI (5236} S236/IRP
General ' Vouchers TRl
¢ Paid
Submitted
Due Date Subsidy 7 Differance
Paid In Process
v 10-01-2003 thia
1) Do.a02004 440,953 92 440,932.02
14) w 10-01-2004 36,744.41 35,700.19 1,04432
v
15) 11-01-2004 36,744.41 3570019 1,04432
v
16) 12-01-2004 36,744.41 3570019 1,04432
v
17y 01-01-2005 36,744.41 3570019 104432
18) v 02-01-2005 36,744.41 3570019 1.044322
19 v 03-01-2005 36,744.41 35,700.19 1,044.23

Figure5-10. Schedule Screen

The screen linked to the *History’ tab asin the figure below provides project information regarding the
event, date and responsible party, any additional remarks, and references for a specific grant.

~
T $236 SERVICE PROVIDER At
£u_0g_ Project Information Lot Botlom
Ment = Pofolio =w Project information
Project; 012-005NI (5236) S236/IRP
General ' Vouchers ' Schedule  JRESTWE]
Event DateWho Remarks Reference
15 Assigisi ”8'16'2?13;5;:42 AM 4 ANERICAN PROFERTY FINANCING (700000027) Ef 2004-10.01 3195066
08-16-2005 03:42 A
2) New Schedule e 3195067
2) Voucher ”8'18'201%22156 AM Sroucher: 100-000012 Period: 052005 Amt: 3570019 (A ccepted) 3202489
4) Youcher 03.13.20101?;531 AM yrucher: 100-000013 Period: 09-2004 Amt: 44093292 (A coepted) 3202490
5) Voucher ”S'IS'EDI”R;Ei:IS AM Sroucher: 100-000014 Period: 10-2004 Amt: 3570019 (A ccepted) 3302401
6) YVoucher (EAEAIBST AN Noucker: 100000015 Period: 112004 Amt: 35,700 19 (Accepted) 3202492
7). Voucher ”S'IS'EDI”R;E?'S AM Sroucher: 100-000016 Period: 12-2004 Amt: 3570019 (A ccepted) 3202493
8 Voucher ”S'IS'EDIDR;E?“ AM Sroucher: 100-000017 Period: 01:2005 Amt: 3570019 (A ccepted) 3302404
9) Voucher 03.13.20101%?31;31 AM yrucher: 100.000018 Period: 02-2005 Amit: 35.700.19 (Accepted) 3303495
10y Voucher ”S'IS'EDI”R;Ei:‘” AM Sroucher: 100-000019 Period: 03-2005 Amt: 3570019 (Accepted) 3302496
11) Voucher ”8'18'201%3106 AM Sroucher: 100-000020 Period: 04-2005 Amt: 3570019 (A ccepted) 3202497

Figure5-11. History Screen
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5.2.2 Wire Payments

The ‘Wire Payments' option from the eLOCCS 236 Main Menu screen links to adisplay of daily
summaries of all Wire/Check payments made to the Business Partner. Click on the ‘ No of Payments’
column (Figure 5-12) to view the ‘Wire Payments Detail’ asillustrated in Figure 5-13 below. The

L OCCS voucher disbursements made on the Payment Cycle Date also appear on this screen. Click on
the voucher number to retrieve general information about the voucher.

T

*Note: Actual deposit date may vary by individual bank.

5236 SERVICE PROVIDER iter
Wire/Check Pavinents Log Off

LBCCS ~ Ho of e Treasury * Estimated
Payment Cycle Payments Schedule Number Deposit Date
1) Tue 08-30-2005 2 89,933.58 LH2225 Wed 02:31:2005
Figure5-12. Wire/Check Payments
' 8236 SERVICE PROVIDER Menu  Auth

T

Fayments = Yiire Fayments Detal

Treasury Schedule: LH2225

Wire Payments Detail

LOCCS Processed: 08-30-2005 10:52:35

Progam Area
B3
B33

n
2

Grant Voucher Anvount
iy 100-0000322 4492374
nfa 100000015 4500084
Total: 8993358

Figure5-13. Wire Payments Detail

5.2.3 Voucher Submissions

The *Voucher Submissions' option displays a snapshot of vouchers that have been accepted and/or
rejected by el OCCS as shown in the figure below. Click on the voucher number hyperlink to retrieve
descriptive information about that specific voucher.

i

e Bulimissions

Tl EEIL) e

5236 SERVICE FPROVIDER.
Voucher Submissions

&% Awailing Payment
L B4 Ao eah a Submitted Accepted )
Voucher Mo. Period S A Caant Cotint. Remarks
1) @ 100-000078 02-2005 09-12-2005 1244324 3 3
Figure5-14. Voucher Submissions Screen
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5.3 Updates

5.3.1 Submitting a Voucher

el OCCS provides Service Providers the ability to submit a single voucher containing individual subsidy
requests for each of their S236 projectsin their portfolio. Theindividua project subsidy amounts must
be imported into the voucher process from an external tab-delimited file containing three columns:

e Voucher Period (MM-YYYY)
o HUD Project number
o Payment Amount Request

Whether Service Providers have one project in their portfolio or 1,000, the voucher detail must be
contained in an external tab-delimited file. Accepted project payments will be summed up, and asingle
wire transfer to the Service Provider will be made that is payable on the 1st of the month of the submitted
voucher period. If the 1st falls on aweekend or banking holiday, LOCCS will schedule payment for
deposit the first business day following the 1st of the month. If the voucher request isfor apast subsidy
voucher period, payment will be made that night in LOCCS for a scheduled deposit in 2 business days.

It is up to Service Providers to create the external tab-delimited file by whatever method is available to
them. Whether manually created or created through their accounting software, as long as the three
columns are defined and delimited by atab character, eLOCCS will accept the file. Although not
required by HUD, it is recommended that the file name be unique each month for tracking purposes.
Section 5.3.2 that follows provides an example of how to manually create the file using Microsoft Excel.

@ For service providers submitting a voucher for HUD-Held properties, the local file
name must be in [yyyymm-###H#H#HE.txt] format, where #####H#H# is an 8 digit SF-
1081 number. eL OCCS utilizes this file name format to extract the SF-1081 number
and generate appropriate HUD accounting transactions. A reminder message will
appear if the file nameis not in the specified format .

5.3.2 Manually Creating a Tab-Delimited File

Most spreadsheet applications such as Microsoft Excel can be used to create thisfile. The figure below
illustrates an example of atab-delimited payment file containing the three data columns created in Excel.

File. Edit “iew Insert Formakt Help

DEE S A J B2m e B
05-2005 012005HT 44,41
05-2005 01203 18I 37.80
0g-z005 0121a7NI i9.08
0g-z005 013440NT 3z2.00

Figure5-15. Tab De-Limited Payment File
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@ Tipsfor Creating a Tab-Delimited Text File from Microsoft Excel

Format the three column headings in a blank Excel spreadsheet prior to entering
any data. Column ‘A’ will be for entering voucher period date, Column ‘B’ the
HUD project number and Column *C’ payment requests.

Columns ‘A’ and ‘B” must have atext format. Highlight both columns and
right click to view thelist of options. Choose ‘ Format Cells' and then select
‘Text’ fromthelist under the ‘Number’ category tab. Click ‘OK’ (Figure 5-16).
This allows the voucher period date column to have the ‘mm-yyyy’ format as
well as set column data.

Column *C’, the payment amount request column, must have a number format.
Highlight column ‘C’ and right click to access the ‘ Format Cells' options.
Select ‘Number’ under the *Number’ category list tab and select ‘2’ to specify
‘Decimal places. Click ‘OK’ (Figure 5-17).

Enter all project subsidy information in their respective data columns.
Verify file before converting.

To convert the Microsoft Excel to atab-delimited file, save the Excel File as
‘Text (Tab delimited)’ under ‘ Save astype’ and choose the desired ‘ Save in’
directory (Figure 5-18). Enter alocal file name.

For a HUD-Held voucher, the local file name must be in [yyyymm-
HiHHHHAHE IXT] format when converting, where ####H###H is an 8 digit 1081
number (Figure 5-21).

Since the selected file does not support multiple sheets, click ‘OK’ if prompted
(Figure 5-19).

Y ou may see a prompt alert that the file may contain features not compatible
with thetext file. Click ‘Yes' to keep work in thisformat (Figure 5-20). Asa
result, atab-delimited file (Figure 5-15) is created and saved from the original
Excel spreadsheet file.

It isimportant to note that when exiting the Excel file, select ‘No’ to save
changes since the file has already been saved. Thiswill prevent the duplication
of saving the file and closing out the window prompts mentioned above.
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| =]l == ==

Ly
L

Muriber - | alignment | Fank Border | Patterns | Protection |
NG — i —. L atcfs B

Cakegory:

| 5emeral

| Mumber

[Currency

| Aiccaunting

|Date

| Tirne

| Percentage
| |Fraction

| Coeiakodh o

“Sample

Text farmat cells are treated as
ket even when a number isin the
cell. The cellis displayed exactly as
entered.

[ K 1[ Cancel ]

Figure5-16. Format Excel Spreadsheet for Columns'A' and 'B' — Text’ Selection

Format Cells
Murmber | Alignment Font Border | Patterns | Protection
I
| Currency Decimal places; |_2 5
| Accounting =
|Date
| Time: [ Use 1000 Separator ()
| Percentane
| Fraction
| Seientific -
| Text 1234.1
| Special (1234.10)
| Custom (1234.10)

Mumber is used for general display of numbers, Currency and Accounting
offer specialized Formatting For monetary value.

[_ OK ] [ Canicel

Figure5-17. Format Excel Spreadsheet for Column ‘C’
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Edie i Fgmat  Tools Data Window  Help

=TI

| A30 Bz = 7 2 .
i | 8 [ ¢© |5 sz36Fie v @-3 8@ X

| 1 0B-2005 O7Z005N1 4441 = |
| 2 05-2005 O12031MI | 37.80 | L‘é
| 3 |08-2005 O12167M1 | 19.08] My Recent
(4 0B-2005 O73440NI | 3200 ||| Doduments

] =
= €
L Desktop
1 8 |
=
10 s
| 11| My Documents
2]
| 13] 7
] 59

15 Iy Computer
b .

7 Qg ; . =
BT e ‘Fﬂe name! August 2005 Payment v | Save |
LEESH My Network, | —
| 19| Flaces @ | E(Ta v! Cancel
20 — : - ;

Figure5-18. Save Excd Fileas'Tab delimited’

Microsoft Excel

b

The selected file type does not suppart warkbooks that cantain mulbiple sheets.

+ To save only the ackive shest; dick CF, ) )
+ To save all sheets, save them individually using a different file name for gach, or choose 4 file bype that supparts

multiple sheets
QK. Cancel

Figure5-19. Save Only the Active Sheset

Microsoft Excel

&

Augusk 2005 Paymient.txt may contain feakures that are not compatible with Text (Tab delimited). Do you wart to
keep the workbook in this Format?

+ To keep this Farmat, which leaves out any incompatible features, dick Yes.
+ To preserve the Features, dick Mo, Then save a copy in the latest Excel farmiat.
+ To see what might be lost, click Help.

[,- Yes _,] [ Mo ] [ Help ]

The figure below
format.

Figure5-20. Click ‘Yes to Keep ThisFormat

illustrates a reminder message for HUD-Held vouchers regarding the local file name

Microsoft Internet Explorer:

rr For-a HUD-Held voucher, the local file name must be in [yymm-## @@ # 884 bt ] Format, where ###3# 8880 an

& digit 1051 number,

Figure5-21. Local File Name Format for a HUD-Held Voucher
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5.3.3 Payment Voucher Entry

Once atab-delimited file has been prepared as described above, the voucher draw process can begin.
From the eLOCCS Main Menu, select the ‘ Payment V oucher Entry’ hyperlink which will display a
‘Payment Voucher Selection’ screen as shown in the figure below. Simply mark the desired check box
next to the grant and click the submit button.

&

L OCCS makes disbursements for the majority of HUD’ s grant, subsidy, and loan
programs, with many programs having unique processing and/or disbursement
requirements. Many screensin eLOCCS are generic in order to handle the diverse
requirements, and the Payment V oucher Selection screen is one of them.

Depending on the users’ authorizations and the number of HUD programs in which the
organization participates, the Payment Voucher Selection screen will display all the
available grants/subsidy/loans across all the available HUD programs for that
organization. Thisiswhy the headings on the screen show Grant No., Authorized,
Disbursed, and Balance.

Most Service Providers will not receive any other payments from LOCCS other than
the S236 Program, which is why there probably will only be one entry in the voucher
selection. With most HUD programs, the organization makes its request at a grant
level, specifying the grant and program from which it wishes to perform a drawdown.
Since the S236 program essentially submits a single voucher for the "portfolio," there
issimply acheck box for the S236 program indicating the user wants to begin S236
draw process.

@ 5236 SERVICE PROVIDER Memu  Auth
] Payment Voucher Selection Log Off Bottom

hlenu = YYoucher Selection

Have your HUD-50080 payment voucher form(s) prefilled, in the order of selection. Mark the checkbox nextto each
grant you are requesting a payment, and click the submit button.

Program
Area

$236/IRP
3236 El Interest Reduction Payments

43

Payments Bvailahle Grant

Grant Neo. Authorized Dishursed s
in Process Balarnice

[ Subimit ] [ Reset] [ Cancel ]

o] TN 302

Figure5-22. Payment Voucher Selection

The ‘Voucher Entry’ screen will be displayed (Figure 5-23) with two required fields:
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(2) A *Voucher Period’ using the ‘mm-yyyy’ date format and
(2) The expected tab-delimited payment file containing the Service Provider’s project information
request for payment.

Service Providers must prepare this payment file off-line in a tab-delimited format described in Section
5.3.2. Enter the *Voucher Period’ and then click on the * Browse' button to locate the file from your
network as shown in the figure below. Select the tab-delimited file and click *Open’.

The imported file (Figure 5-25) can be viewed for confirmation by clicking ‘View File' button shownin
Figure 5-23.

(Note: If prompted with ‘Do you want to open or save thisfile?, click the‘Open’ button to view.)

h/\ 5236 SERVICE PROVIDER Meru  Auth
{ Voucher Entry Lo Off Botiom

laction = Youcher Enty

Enter the Voucher Period and local tab delimited file containing the project information. View File to confirm the
correct file has been selected and click File Upload for a Pre-edit of this file.

Voucher Period (mm-yyyy): |ns-2005 |

Localfile to import: | |[(Browse
[ File Upload | [ iewFile |

Figure5-23. Voucher Entry

Click on the ‘File Upload’ button when ready to import and begin eL OCCS payment file processing.
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Choose file

Lok i j B3 5276

E E:I Augusk 2005 Pakment
l @ [£] 2uly 2005 Paymerts

| e BB

by Fecent [£] June 2005 Pavments
Dacurmerts [£] May 2005 Payments
s
|4
Desktop

by Drocuments

by Compriter
Pedy etk File narme: |August 2005 Paprnent _:j Open |
Flaces
Filzz af type: ],-'l'n.ll Files [_"_"_] j Cancel ]
P,

Figure5-24. Network of Files

= | Z:AAupust 2005 Payment. txi - Microsoft Internet Explorer

0E-2005 01Z2005NWI G4 LA
08-2005 D12031NI I7.a0
0E-2005 012167NI 19,08
0E-2005 013440NI 3&.00

Figure5-25. View of Imported File

eL OCCS has two file processing phases that the payment file will pass through before a payment voucher
request ismade: the pre-edit of the payment file and the final processing of the payment file. The
processing phases are detailed in subsections below.

5.3.3.1 Phase | - Pre-Edit of Voucher Payment File

After selecting the ‘ File Upload’ button, eLOCCS initially performs a pre-edit on the payment file before
final submission for processing. The primary purpose of the pre-edit phase isto validate that the file
selected isin the correct format and that all the requested paymentsin the file are for the specified
voucher period from the ‘Voucher Entry’ screen. Subsidy periods cannot be mixed in the same request
file. If thereisaneed to request subsidy payments for 2 months at the same time, two vouchers must be
entered with two separate tab-delimited filesimported. Also, avoucher cannot be submitted for a period
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that is more than 1 month in the future. For example, a*12-2005 voucher cannot be submitted prior to
11-01-2005'.

The pre-edit phase aso provides the final opportunity to visually validate the file that was selected.
eL OCCS will sum the subsidy amountsin the file and provide a count of the projects being requested.
Along with the voucher summary tab, a detail tab will display the detail project information.

There are two possible ‘ Payment VVoucher’ pre-edit outcomes returned by el OCCS — either the pre-edit
was successful or it was not. If any pre-edit errors are detected, eL OCCS will not allow final submission
of the voucher. The errorsin the file must be corrected outside of eL OCCS and re-imported for pre-edit
processing again. Upon a successful pre-edit phase, eLOCCS will display a‘ Submit’ button which will
submit the voucher for final LOCCS processing. Figure 5-26 and Figure 5-27 illustrate a successful pre-
edit phase, and Figure 5-28 and Figure 5-29 show afailed pre-edit scenario.

5.3.3.2 Successful Pre-Edit Payment File

After a successful pre-edit of the payment file, a‘ Summary’ tab of the S236/IRP Payment voucher will
be displayed indicating that the pre-editing of the file was successful. The figure below illustrates a
payment voucher request of $476,918.34 for 11 projects. A ‘View Data tab isavailableto view all the
projectsin thefile (Figure 5-27).
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5136 SERVICE PROVIDER Morns gy
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LK
MGy -

Bl Ve Dt |

eLOCCS W5, Depantment of Hoasing
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Pustlie e otineg Bundes 1o ThIR cofaiBas of IERam alien o el pled s oe
gatharng and munirdnising Be Jata needed, and 3 anEn
coftepiata B o, anbas oS e Carenty vt DN todlidl rurbar
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Prhvacy Starement: Poblic Law 97255, Fingaoal kegety Act, 31 005 C 3510 mnbeeizes the Depatmant of Housing and Ushan Devalopeent (HUD)
to colect all the informnation {except the Social Sdcwty Mumbed (S5RT) which will be used by HUD Lo protect desbursament dila Som fracdelent
actions. The purgose of the data i3 10 safeguard the Ling of Cradit Control System (LOCCS) from wmerharnized access. The datla-am used o ersarne
that smdiidasls whe no foeger requine acceds 10 LOCCE hawd their acceds capabdiy prompaly debétod. Fadure 10 provede the infamistion riqueated on
tha form may delay the processing of your appeoval far access 1o LDCCE. White 1Fe provwsion of the 524 ia voluntary, FUD usos it ag a unigue
hariber for safeguarden e LOCCS e unsulbetized stcess. This informnatin will nol be sthemwdse denlosed of seloased outssde of HUD, except a8
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o, HUD SO0 53065 (4000

The Pre-Editing of chis file was soccessful Flease vorify the Munber of Projects and Amount ave convest. Then select the
Fabasat huimon Tor fial precestmg

) (o)
Figure5-26. Voucher Entry — Successful Pre-Editing

$236 SERVICE PROVIDER Meni  futh
Voucher Entiy Lon Off Botiom

‘ Period Project o

| 08-2005 | 012005K1 36, 744.41
} 02.2005 | 012031M1 7563783
\ 082005 | 012103N] I 7151908 |
\ 03-2005 [ D12167N1 133,232.53
\ 08-2005 [ D12168N1 T6,747.00
} 03-2003 i 01344014 T 16,586.05
1 032005 01444034 1293146
\ 03-2005 Da3a4054 17,460.30
1 032005 4384077 i 16,3900
} 10 02-2005 05144043 2617.00
\ 1 | 032003 [ (3644117 [ 475052 |
1 Total: 47691834

Figure5-27. View Data Screen
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5.3.3.3 Unsuccessful Pre-Edit Payment File

If the file pre-edit payment file was unsuccessful, a‘ Payment Voucher’ screen with a“ Stop Sign’ and
message will appear as shown in the example below, indicating that pre-edit errors were noted during the

file pre-edit process.

[ Suminary

eLOCCs
$236 s236MRP
Payment Voucher

4. Woucher Number

f5 Woice Responge Mo,

nfa

8 Grant or Project Na:
nia

Import File:
Number of Projects:

Fublic reporting burden forthis collection of information is estimated to average 15 minites perresp cincluding the time for instructions, searching existing data sources;
gathering and maintaining the data needed, and pleting and teviewing the collection of information. This agency may not collect this information, and you are not required to
complate this form, unless it displays a currenthy walid OMB control number.

HUD implemented the Line of Credit Control Systemfoice Response System (LOCCSAVRS) to process requests for p ts to tees. Grant recipisnts fill out a voucher form for the
applicable HUD program with all the neceszary information prior to making a telephone call uzing a touch tone teleph to initiate the d d process. Thizinformation iz required to

obtain benefitz underthe .5 Housing Act of 1937, as amended. The information requested doesnot lend itself to confidentiality.

U.5. Department of Housing
and Urban Development
Office of Housing

{2.LOCCS Pgrm Area 3. Fayment Period &
5236 09-2005

EB. Frantes Organization

$236 SERVICE PROVIDER

iBa. Grantes Organization TIM

70-0000037

ciliinetpubiwwwrootieloces\ftp 700000037085, _SYM
11 '

You cannot submit this voucher because of pre-edit errors in the import data file. Click on the Pre-edit Errors
itab for a description of these errors. Make changes te the data file and re-import for processing.

Figure5-28. Payment Voucher Screen Noting Pre-edit Errors

Click onthe ‘Pre-Edit’ errorstab for a description of the errors. The errors are noted in the ‘ Remarks’
section asillustrated in the figure below.

In the exampleillustrated in the two figures that follow below, the user entered a voucher payment period
of ‘09-2005" on theinitial *Voucher Entry’ screen. However, the payment voucher period on the
imported fileis *08-2005’.

Users should verify information so that both period dates correspond and then re-import for processing.

" Summary A

Data File
Line Ne.

1

2

Period Project No. Amount Remarks
08-2005 012005M1 36,744.41 fenad 9 I requiedd
ot incotrectly entered
02-2005 012031N1 75,637.83 A BI0NG sefgirerd
| or incorrectly entered
08-2005 012105M1 71,819.08 fenitl 9 20 e el
ot incorrectly entered
08-2005 01Z167N1 13323258 S L
| or incorrectly entered
08-2005 0121651 76,747.00 T T

ot incotrectly entered

Figure5-29. Pre-Edit Errors Screen with Remarks
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5.3.3.4 Phase 2 - Final Processing of Payment File

Once a payment voucher has successfully passed the pre-edit phase, the voucher is ready to be submitted
for final processing/validation phase. Click ‘Submit’ on the ‘Voucher Entry’ screen (Figure 5-26).

eL OCCS will validate the projects submitted to confirm that they are a payment of record to the Service
Provider. eLOCCS also validates that the project amount requested does not exceed the cumulative
authorized project’ s payment scheduled amount for that period.

@ For filesthat contain large number of projects, for example, 200 or more records,
eL OCCS will confirm the receipt and acceptance of this voucher only. Because of the
number of projectsin this request, processing will be scheduled off-line. Y ou will be
notified viaemail of the final processing outcome once el OCCS processing has
completed.

There are three possible voucher outcomes returned by el OCCS after a payment voucher has been submitted
for final processing.

o Approved Voucher Screen — el OCCS approved al projects for payment.
o Rejected Voucher Screen - eL OCCS rejected all projects for payment.
o Approved/Reected Combination — el OCCS approved/rejected projects for payment.

As an example of the first outcome, eL OCCS has accepted and approved all 11 projects for one total
voucher payment of $476,918.34 to the Service Provider as shown in the example which follows below.
The estimated deposit date on which funds will be wired appears at the bottom of the *VVoucher Entry’
form.

To view the project payment information, click on the ‘View Data’ tab.
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5236 SERVICE PROVIDER Meru  Auith
Voucher Entry Loo Off Bottom

Tt L) e

[ Summary

eLOCCS s o
5236 SIIEARP 2 epaltmemo ousing

and Urban Development
Payment Voucher

Public reporting burden for this collection of information is ectimated to average 15 minites per response, i the time for reviewing i inng, searching existing data sourcas,

gathering and maintaining the data needed, and comp and ing the ian of information. This agensy may notcollest this information, and you are net required to
complete this form, unless it displays a currently walid OMB control number

HUD implemented the Line of Credit Control System/fsice Response System (LOCCSARS) to process requests for payments to grantees. Grant recipients fill oul a woucher form forthe
applicable HUD program with all the necessary information prior to making a telephane call using a toush tone telephons to initiate the dramdown process. This information i required to

obtain banefits under the U5, Housing Act of 1937, a= ded. The informat sted does not lend itself to sonfidentiality.
| 4. Votcher Number 2. LOCCE Pam Area [3. Payment Period Ta -
100-000054 8236 | 08-2005
Voice Response Na. 5 @rantee Organization 1
nia 18236 SERVICE PROVIDER
E——— Froject Ho. 5.; Grantee Organization TIN
nia (700000037
Count: Amount:
Sul)mima(i: | 1;i 4 47.5,9.13.34.
Accepted: 11 ' $476.918.34
Rejected: 0 ' $0.00
Impait File: clinetpubiwwwrootelo cesifip 700000037085, SYM

| certify the data reported and funds requested on this voucher are corect and the amount requested is not in'excess of immediate disbursement needs for this program. In the event the
| funids provided become mote than necessary, sush excess will be prompthy retumed, as dirested by HUD

Hame & Phone Number of Person completing this form 12 Name & Title of Authorized Signatone

I :
User Name 13. Signature 14, Date of Request

08-22-2005

| iarring: HUD will pross cuts false claimes and statements. Coniiction may result in eriminal and/aroiil penalties (13 U5 €. 1001, 1010, 1012, 31 U.5 £ 3728, 3802)

| Privacy Statement: Public Law 57-255 Financial Integrity Act, 31 U.5.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
to collect all the infarmation (except the Social Security Mumber (SSMN)) which will be used by HUD to protect dishursement data from fraudulent

| actions. The purpose of the data is to safeguard the Line of Gredit Control System (LOCCS) from unauthorized access. The data are used to ensure

| that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on

| the forrn may delay the processing of your approval for access to LOCCS: While the provision of the SSMis valuntary, HUD uses it as a unigue

identifier for safeguarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
| permitted or required by law:

form HUO-50030-5236-3 (42000)

This Payment Voucher was APPROVED...

A payment of $476,918 .34 should be deposited in yowr account on Wednesday August 24, 2005 . Please print this voucher, and retain for
vour recorids.

Figure5-30. Approved Voucher Entry Form
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In the second outcome illustrated in the figure below, elL OCCS has rejected and canceled all 11 projects
for payment to the Service Provider.

5104 FERVICE FROVIDER T
Voascher Entiy Lo Gl Bulive

0o i VDU Bl £ By

Sy (D

eLOCCS
15, Dapatminent of Haisd
gi:fn:;ﬂipuchm .1nd1.l|::::l}:ulllnrn|:1||1 M

Fubiic Mparing Bundar tor this colla oot o8 Wi mabon b apimsldd B rentigs 15 micer pas merponad, Wcuding Bes S0s fur sevisssing ndeirSonr, snaxbing acdring ot paveoan
QaERAN R AR A aAELIIR B the dAER RESdEE GE GAR PR B ivlde i B ek e &1 MO TRl B iy L L ek P A, A e i S Mg
il Bk b vt A el b dvrn Al v 8 CITE ot il
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PP b FUS patgiath weth o W fpbuiia f ISTEIRLANA Bodn b S S 0 N PR ti D et @ fodh leAe Telapiene 8 Wtire Tre déivlmen piocam T [dRaon i ngabel s
wbizin broatlr andac e UL Howivg Add of W7, amvenided. The sdepnitor equased 4om it lnd S b corfideatnity

8 Womgohde Wveniar T LACLE Fgen drea P3P ey Pl i
000001 16 5238 082005
0. Wafis Fobsp ik N | B cogamasen o
nia 235 SERVICE FROVIDER
0. GuackorFrodet Ho Sa Gurdes Digencstior T
Ctmtz | Am g
Subimlntyil; " § 476918, 34
Arcaptad: | Ciem
CRefected; n $476 918,10
empart Filg: einanpull wearmrasT le cod Bp Augallwrong prajsas

| vty 4w ki Sepaetnsd 5 Bl Degasibed 4R R wariar are garinol B0 D BB bat] Prqeiilnd H A0 b0 sicai o1 i iale Srbanin s b S i le T T piageiem |6 Pen weiet] 0y
tatedt grovhiad S4coma Sons Ay bacsmary, duth dcoim wil ba prom by ntomad, ot dimcled by HUD.

T Wi & Pivares Mamlnl o Pass compiotng I fems (13, Nismirds Tiok ol Aovarnl Shghataly

Lt %:]n..n.:. 14 pu,mé“...-,q
Uszer Mame I:B a8 WPE'

Wimrirag . HUD sall paotaudh e it ind irismsah. Comwidion muy e in oominl andtes ol panafea {18 WS T 1007, 1000, 1072, 7 U,5 0,320, M523

Prhivacy Statemena: Public Loy 37255, Financiah Intagrity Act, 310U.5.C "3512, acthorizes the Department of Heusing and Urban Dvelopoment [HUDH
locolloet all the infoimation (ezcept the Sccial Secunly Momber EEM) wiech will be ysed by HD 19 peotect disbumemaent dita from fracdclont
attione. The punposs of She data s bo satogaard 1he Lf.nu of Credit Contrl Systemn (LOCCS} from unatnbonizod accesn. The data one gsad to ensum
1hal indivicuals who na lorger tequiny access fa LOSCE havo 1hair accesa capabrity prompliy deloled, Faikeo o peovide the infommiation tequesied on
tha foma ray dalay the proctosing of your appeowal S access 1o DOCCE While tha provision.of the SEN i wolundary, HUD yget & a5 0 uniquo

ook fer for safaguarding e LOCCE fomomadibonzed aocess Thes miommation will nol b odhorizy distiotod ar ieloased oul side of HUD. oveept as
porrmstted o reganed by law

oy HLEWZ00N S0 (D00

Thax Payment YVeuches was siod accepted and bas been f.‘.-lli.i'\w.-.f'-: 1. E Ih...

Fovors were fomid i the sabmicwonm snd -NJ] FrEedd fegpreiis Were feged tod Thie hae revubied ui the vonche hviuz antagnatcally
came eled

Figure5-31. Canceled Voucher Entry Summary

Click on the ‘Errors’ tab to view adescription of errors eLOCCS found (Figure 5-32).

The ‘Remarks column in that example indicates that all projects were rejected because there were
invalid project numbers.
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5236 SERVICE PROVIDER Meru  Auth
Voucher Entry L 30 S
o = Woucher Entry
Ervors 1
II)_?I:: ';i‘lf Period Project No. Amount Remarks
.1“ 082005 i see remar.ks [ 36,?4441 Pr‘oJ‘ec‘t“D‘lEU‘USN‘v d‘oes noT‘..ex:i.st.
2 | ogzoos | see remarks [ 7563755 | Project 012031M+ does not exist
3 022005 | SE s [ 71,819.02 | Project 012105 does not sxist
4 053005 | seeremarks _ 133,232 58 | Project 0121670 daes not exist,
5 022005 Se dmaits 7674700 Project 012162H+ does nnt exist
6 ' EISZEIED- ' L remari%s f- 1658605 :.P-rojéct-tiléé.k-ll-j.l.v.does not e)-ust
T [ 08-20035 | see remarks | 18,531 46 Project 0144405+ does not exist
8 08-2005 aee remarks 17 46039 Profect 0434406+ does not exist
.9 : 082005 i see remar‘i(s [ "16,3;90...05 } Pr‘uj‘ec‘t“D;B:HU'}v ;Iiues nc‘|‘t ex‘isT‘..
10 022005 | e tnae [ 261799 | Project 0514404 does not exist
1 08-2005 see remarks 475152 Project 1364411 v does not exist

Figure5-32. Voucher Entry Errors Screen

In the third outcome (Figure 5-33), 11 projects were submitted. el OCCS accepted/approved 10 projects
for payment and rejected/canceled 1 project.

@ Multiple subsidy requests for the same project and period will be accepted by LOCCS
as long as the cumulative requests do not exceed the subsidy amount.
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Tl

[ Swumnay

zhet Entry

*115 5236 SERVICE PROVIDER Menu  fuh
LLOCCS - Voucher Entry Log Off Hoftam

eLOCCs
$236 5236/RP
Payment Voucher

FPublicrepotting burden for this collection of information is estimated to average 15 minites per response, i
gathering and maintaining the data nesded, and

LS. Department of Housing
and Urban Development

the time far

arching existing data sources,

and the

of information. This agenoy may not collect this inform ation, and you are not required to

complete this form, unless it displays a cumently valid OMB control number.

HUD implemented the Lins of Credit Control Systemdvsice Response Systam (LOCCSARS) te proces requests for payments to grantess. Srant recipients fill out a voushertorm for the
applicable HUD program with all the necessary infarmation prior te making atelephone call using a foush tans telephone to initiate the drawdown process. This information is required to
obtain banafits undarthe U.S. Housing Aot of 1037, as amended. The information requestad does not land itsslf to confidentiality.

1. Voushier Number |2, LOGCE Fgim Area V3, Payment Period &
| 100-000078 | 5236 08-2005
| 5. Wnice Response No. |6 Grantes Organization
| nfa :5236 SERVICE PROVIDER
| & Grant o Project No |Bia. Grantes Organization TIN
nfa |70-0000037
Count: Amount: .
Submitted: 11 $ 476.918.34
Accepted: 10 $ 440,173.93
Rejected: 1 §36.744.41

Im.port File: ciliinetpub'wwwro ot"-.el06(3'-.&[)'-.?0000003?085._QYM

| 'settify the data reparted and funds requested on this veusher are sorest and the amount requested is notin excess of immadiate disbursement needs far this program. In the event the
| funds provided besome mare than necessary, sush excess will be promptly teturned, as diracted by HUD.
(11 Mame & Fhore Number of Rasan somplating this form | 120 Name & Title ot Autharized Signatane

User Name

13. Signaturz 14, Date of Request

08-25-2005

| warning: HUD will prosecute false claimes and statements. Convistion may result in criminal andfor civil penalties. (18 0,5.C. 1001, 1010, 1042, 31 U.5.0.3729, 3602)

|Privacy Statement: Public Law 97-255, Financial Integrity Att, 31 U.S.C. 3512, autharizes the Department of Housing and Urhan Development (HUD)
it callect all the infarmation (except the Social Securty Murbar (SSM)) which will be used by HUD to pratect disbursemert data fram fraudulent
lactions. The purpose of the data is to safeguard the Line of Credit Contral System (LOCCS) from unauthorized access. The data are used to ensure

[ that individuals who no langer reguire access to LOCCS have their access capability promptly deleted Failire to pravide the infarmation requested an
(the farrm may delay the processing of your appraval far access to LOCCS, While the provision of the SBN is woluntary, HUD uses it as a uniqua
lidentifier for safeguarding the LOCCS from unautharized access. This infarmation will not be otherwise disclosed or released outside of HUD, except as
| permitted or required by law.

form HUD-50020: 2363 (2000)

This Payinent Voucher was APPROVE D_. however...

Errors were found in the submission and sote project requests were rejected  Click on the errors tab for a list of these projects and the error. The
total amnount to be paid on this voucher has automatically been reduced by the amount in these error vouchers. A payment of $440.173.93 should be
deposited in your account on Monday August 29, 2005, Please print this voucher, and retam for your records

Figure 5-33. Voucher Entry with Accepted and Rejected Requests
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Click the ‘Errors' tab to view the voucher entry error remarks. (Figure 5-34). The ‘Remarks column
indicates that Project 012005N 1 has been rejected because the cumul ative request of $36,888.41 exceeds
the subsidy of $36,744.41 scheduled for that period.

y $236 SERVICE PROVIDER Menu  Auth
S LOL 4 Voucher Entry Log Off Battom

her Salertion = Youcher Entry

i Firvors |

Data File |
Line Mo. |
1 |ngzo05 | oizooser | 36,744.41 | Cumlative requests of +36 882 41 exceeds the subsidy of 436,744 41 for this period

Period Plcfjec‘t MNo. | Amount Remarks

Figure5-34. Voucher Entry Errors

5.3.4 Cancel Voucher

Users who have the authority to create a voucher request can cancel that request prior to LOCCS
payment processing. The ‘Cancel Voucher’ option is accessed from the Main Menu. When this optionis
selected, eL OCCS will display any outstanding unpaid vouchers that may be canceled as shown in the
figure below.

Icon | Icon Function

& | Links to list of projects for the selected voucher.

h/\ 5236 SERVICE FROVIDER Memu duth
2LOCC Cancel Voucher Selection Log 07 Battam

tery = Youcher Selection =m Youcher Entry = Cancel Youcher Selection

To select a voucher to cancel, click on the cancel icon §J

P';?;:m Grant No. Wouchar No. Enterad Amount Action
S5236/RP
5236 Hection 236-IRP 100-000023 08-19-2005 476,918.34 E

AN g
Backto TDIDI % ‘;:1‘.2:3

Privacy Statement

Figure5-35. Cancel Voucher Selection Screen

Select the cancel icon 2 under the * Action’ column and alist of projects for that voucher will appear
(Figure 5-36).
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Users have the ability to cancel an entire voucher or specific projects from the voucher request. In this
example, the voucher has 11 projects that can be individually selected for cancellation.

After marking the desired boxes next to projects for cancellation, enter areason, and click the * Submit’
button. Another voucher may now be entered against the project, if needed.

lﬁl\dg 5236 SERV[CE FROVIDER Menu  Auth
ELOCES. = Cancel Voucher Log O1f Bottom
Voucher: 100000023 (5236) S236/IRP Period: 08012005
Cancel All
Project No. Amount Remarks
1) 012.005H1 36,744.41
2 0120311 TAE3T S
o 012-105H1 7181908
1) 012-167HI 13323258
5 [ 01216811 F6,747.00
3] 01544014 16,586.05
T 01444034 1293146
8 04344064 17,460.39
)] 04344077 16,390.03
10) 051-44043 261799
113 136-44117 473152
Total: $476 91834
Cancel reagon: [inconectFile
% [ Submit ] [ Reset ] I hdenu ]

Figure5-36. ProjectsList on Cancel Voucher

5.4 Miscellaneous

5.4.1 Email Addresses
5.4.1.1 Maintain Email Addresses

The *Maintain Email Addresses’ screen allows users to add/update the primary email address for the
user’sorganization if it has not been provided (Figure 5-37). The purpose of maintaining the primary
email addressisto receive notifications of HUD funding activities that impact the Business Partner
projectsin aportfolio. The Business Partner maintains both the email address repository list and the
eL OCCS distribution of reports that each email address will receive.

To perform email address updates, users must be assigned the LOCCS * Administrator’ role. See Section
2.1.2, Assigning eL OCCS application Rolesin FHA Connection. Thiswill allow the eLOCCS options,
the ‘Maintain Email Addresses’, and ‘Maintain Email Assignments' to appear as hyperlinks on the

eL OCCS Main Menu screen.

Clicking on *Maintain Email Addresses from the Main Menu, displays a screen with an upper and lower
section as shown in the figure that follows below.
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The upper section specifies the primary LOCCS email address for the Business Partner. This email
address automatically receives all LOCCS email; no specific email assignment is necessary. For this
reason, it is suggested that the primary email address be a generic email mailbox for the organization.
Thistype of mailbox has the benefit of being accessible by multiple individuals.

To update your primary email address, click the * Update Primary’ button.

Log Off Bottom

h/li‘- 5236 SERVICE PROVIDER
Maintain Finail Addresses

Menu = Maintain Email Addre

Use the Update Primary button to add/update your organizations primary email address.
Use the Add Additional button to add any additional email addresses. Don't forget to assign these additional

addresses, to a type of email from the Maintain Email Assignments option on the main menu.

PRIMARY Email Address: (erimaryraceives AL LOSCS Erails|
Name : AMERICAN PROPERTY FINANCING
Email :
Update Frimary
ADDITIONAL Email Addresses: |ciickthe rame link ta madify or delste]
Name Email Phone Ext.
I
Add Additional

‘1\| : g
Back to Top 0 ‘-LE:E

Privacy Statemert

Figure5-37. Maintain Email Addresses Screen

The *Update Primary Email Address’ screen appears as shown in the figure below. Enter the email for
the organization. Users can add additional email addresses by clicking on the * Add Additional’ button on

the ‘Maintain Email Addresses’ screen asillustrated in the figure above.

N §236 SERVICE PROVIDER
Update Primary Email Address

= Lndate Prima I Email Address

e = Maintain-EmailAddre

UPDATE Primary Email Address:
Name : $236 SERVICE PROVIDER

[ Subrmit ‘ [ F’ieset] [ Cancel ]

EMail : [SenPm@spd com

Figure5-38. Update Primary Email Address Screen
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5.4.1.2 Maintain Email Assignments

The ‘Maintain Email Assignments’ screen allows a user to map additional email addresses other than the
primary email address to specific emails generated by LOCCS. A user may choose between two
presentations of the mapping: (1) ‘By Addressee’ and (2) By Type of Email’ viaradio button.

Figure 5-39 depicts the email user ‘By Addressee’ with the types of emails selected.

h‘fi“‘-' 8236 SERVICE PROVIDER Menu
SLOCES Maintain Fmail Assignments (S236) Bt
Menu = Waintain Email Assignments

@E_Iy_ Addressee OBy 'I_'ype of Ermail
Addresses Email Type of Email
I David Jones DJones@wire. corm Wire Payments Summary  [¥]

Partfolio Action Summary

[ Update ] [Reset] [ Cancel ]

Figure5-39. Maintain Email Assignments By Addr essee

When the presentation is‘By Type of Email’, the type of email appears as a hyperlink along with users
that could be assigned to the email asillustrated in the figure below.

Clicking on a“‘Type of Email’ hyperlink will display a description of the email aswell as a sample email.

1@% §236 SERVICE PROVIDER Wterui
SLOCES _ Maintain Email Assigmments (S236) Log Oft
Mo = Waittain Ernail Assignmerts

C By Addresses @ By Type of Email

Type of Email Addressee Email
| 1 Wie Pavinents Smnmary David Jones [ DJones@wire. com |
| 2)  Portfolio Action Smnraary David Jones [] Dones@wire.corm |

[ Update | [Peset| [ Cancel |

Figure5-40. Maintain Email Assignmentsby Type

5.4.2 Payment Schedule Extract

This option allows users to request a payment schedul e extract of al the projects currently in their
portfolio. The payment schedule extract will be generated in a tab-delimited file format as an attachment
to the ‘Primary Email’ address, along with any additional addresses.

To perform this task, select the * Payment Schedule Extract’ link from the eLOCCS Main Menu; the
email payment schedule screen will be displayed (Figure 5-41). Mark the check box next to the name(s)
to whom the payment schedule extract is to be delivered and click * Submit’. By default, the primary
email address will be included.
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If there are additional addresses that you wish to include, use the ‘Maintain Email Addresses’ option on
the Main Menu to add additional addresses.

5236 SERVICE PROVIDER ey
£LOC Email Payvment Schedule Log Off
It ed

This option allows you to request a payment schedule extract of all the projects currently in your portfolio. The
schedules will be generated in a tab delimited file and emailed as an attachment to the Primary Email address,
along with any additional addresses you check in the below list.

If there are additional addresses that you would like to have the email sent to, use the Maintain Email
Addresses option on the Main Menu to add additional ones.

Email Addresses:
Name Email
AMERICAN PROPERTY FINANCIMNG SenvPro@spd.com
O DavidJones Duones@wire.com
[ Sukimit ] [ Cancel ]

Figure5-41. Email Payment Schedule
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6.1 Troubleshooting Tips

The most frequent problem encountered by usersis difficulty accessing eLOCCS. Thisisdueto the
FHA Coordinator’ s improper setup of eLOCCS administrator rightsin FHA Connection. Once access
has been established in eL OCCS through Secure Systems, users report very few problems logging into
eL OCCS. Listed below are some eL OCCS troubleshooting tips, common problems, and resolutions.

e [|'mauser and | donot seethe eL OCCS hyperlink on my Secure Systems Main Menu.

The FHA Coordinator has not assigned either the eLOCCS — Query and/or Administrator role to you.
The association of these roles will place the LOCCS hyperlink on your Secure Systems Main Menu.
Contact your FHA Coordinator for eL OCCS application authorization.

e Can | changemy password in e LOCCSprior to the 60-day prompt?

Yes. After aprogram area has been selected from the Authorization screen, the * Change Password’
option will be on the left sidebar of any program area menu, directly under the * User Profile’ option.

e | donot have any e-mail options displayed on my LOCCS menu.

Y ou were not assigned the LOCCS — Administrator role by your Coordinator. Have your FHA
coordinator add this role to you.

e | donot seea particular program area on the Authorization screen, but it showsup on the
Grant Portfolio screen off the eL OCCS main menu.

This means you are authorized for query access only for that program area. To have drawdown
capability, add the program area to your HUD-27054 form and forward to your local Field Office for
review. The Field Office will, in turn, forward the form to the User Support Branch. The program
will then appear on your eL OCCS Authorization screen after the approval process. To view your
LOCCS HUD-27054 security profile, click on the User Profile hyperlink from the left sidebar main
menu screen.

6.2 Important URL Links

Depending on your URL objective, below are several important links that may quickly assist your online
access destination.

FHA Connection (Coordinator or User) Registration Information URL
https:.//entp.hud.gov/clas/info.html

LOCCS VRS Access Authorization HUD-27054 Form
http://portal .hud.gov/hudportal/documents/huddoc? d=27054.pdf
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*Secure Systems URL Sign On
http://www.hud.gov/offices/reac/online/reasyst.cfim

*FHA Connection URL Sign On
https://entp.hud.gov/clas/index.html

*Two sign-on options to eLOCCS.

6.3 Help Desk Contact Information

Multiple components and systems support eL OCCS access; therefore, the nature of the particular
problem will determine the contact person.

Please use the mailbox at eLOCCS@HUD.Gov to relay appropriate information. The following table
provides Help Desk Contact Information by System to determine the help desk appropriate to contact.

Help Desk System Contact | nformation
FHA Connection Help Desk FHA Connection Sfadmin@Hud.Gov
e OCCS Help Desk eL OCCS 571-766-2916
User Support Branch LOCCS 877-705-7504
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