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1.0 Introduction

1.0 INTRODUCTION

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

In 1990, the LOCCS V oice Response System (VRS) was devel oped to handle grantees access to their
HUD funds using a touchtone phone system. In 2001, an Internet version of LOCCS (VRS) called

eL OCCS was introduced allowing Public Housing Authorities (PHA), Section 8 Performance Based
Contract Administrators (PBCA) and other approved HUD-trusted business partners access to their HUD
portfolios through the web. el OCCS provided selected Business Partners the internet financial system
tool to access their grant portfolio and drawdown against their available portfolio balances.

In 2007, eL OCCS was modified to allow all LOCCS Business Partners with appropriate authorization, to
access, manage, and drawdown their HUD grant portfolios through eL OCCS.

1.1 Hours of Operation

Monday — Saturday 6:00 am. to 8:00 p.m. EST
Sunday Unavailable

1.2 Browser Requirements
In supporting Secure System’ s latest browser requirements, eL OCCS supports Internet Explorer 7.0.

1.3 Purpose of Guide

The purpose of this guide isto provide examples of eL OCCS screens and to describe the overall layout
and menu navigation with the intent of familiarizing the user with the look-and-feel of eLOCCS prior to
actually accessing eLOCCS. A “Core eL OCCS Screens’ section has examples of functionality and
screens that all HUD Programs support (such as the grant Portfolio) and separate sections provide
examples of custom eL OCCS functionality a specific HUD Program may have, such as Shelter Plus Care
(SPC).

While the primary purpose of thisguideis how to “use” eLOCCS, it does provide a high level overview
of the security and registration components required to gain access eL OCCS, and directs you to specific
documents with detail instructions on how to complete those registration components.

el OCCS Getting Started Guide Page 1-1
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3.0SigningOn To eL OCCS

2.0 REGISTRATION COMPONENTS

2.1 Registration Overview

eL OCCSiis accessed through the HUD internet portal called Secure Systems. Secure Systemsis
sponsored by the Office of Public and Indian Housing (PIH) Real Estate Assessment Center (REAC) and
sometimes referred to as ' REAC’ or ‘Online Systems'. Secure Systems supports many HUD
applications, of which eLOCCS is one of them. In order to use eL OCCS, you must;

1) Register in Secure Systems to access the eL OCCS “application”, and
2) Submit a HUD-27054 LOCCS Access Authorization form, which will specify the Business
Partner(s) and HUD Programs you are authorized to access within eLOCCS.

1) Secure Systems Registration
There are several components to Secure Systems Registration

Your organization must be a recognized Secure Systems Business Partner
This only needs to occur once for your organization

Your organization must have an assigned Secure Systems“ Coordinator”.

Thisindividual serves asyour organizations Secure Systems administrator and would be
responsible for assigning appropriate eL OCCS Secure Systemsrolesto “Users’ or themselves.
Up to 5 Coordinators can be assigned to each organization.

Each Secure SystemseL OCCS“User” must have their own Secure Systems D
The Coordinator will assign appropriate eL OCCS roles to each user.

A separate eL OCCS Secure Systems Registration Guide provides step by step registration
instructions on each of these components. A link to this guide can be found in Section 5.2 LOCCS
URL Quick References.

2) LOCCSAuthorizations

Each eLOCCS user must submit a HUD-27054 LOCCS Access Authorization Form
What Business Partners a user can see and which HUD Programs they have accesstois
determined by the approved L OCCS authorizations submitted on the HUD-27054.

A link to the HUD 27054 LOCCS Access Authorization Form along with instructions can be found
in Section 5.2 LOCCS URL Quick References.

@ You will be assigned both a Secure Systems |D/password from the Secure Systems

Registration process and a separate LOCCS ID/password from the HUD-27054

process. The Secure Systems ID/password will be needed to sign-on to Secure

Systems, and LOCCS will prompt for the LOCCS ID/password once you select
LOCCS from the Secure Systems applications page.
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3.0 SIGNING ONTO eLOCCS

3.1 What You Need Before Signing On

Secure Systems User | D/password and LOCCS system/r ole assignment
If you do not have a REAC User ID or have roles assigned,
see Section 2.1 Registration Overview.

A LOCCSUser ID and password
If you do not have a LOCCS User ID and password,
see Section 2.1 Registration Overview.

 ——

REAC(Secur e Systems)

User | D/password

eLOCCS

User | D/password

3.2 eLOCCSLoglIn
3.2.1 eLOCCS Access

As mentioned above, you must have avalid REAC (Secure Systems) User 1D/password and eLOCCS
User |D/password.

To access Secure Systems Cut and paste URL or click <here>

http://portal.hud.gov/hudportal/HUD ?src=/program_offices/public_indian_housing/reac/online

Figure 3-1. Secure Systems - Select <L ogin here>

Figure 3-2. Secure Systems L ogin page

Enter your Secure Systems User ID and Password (usualy an M ID).
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Continue through Secure Systems to the Main menu.

Figure 3-3. Secure Systems M enu page

Select the <Line of Credit Control Systems (eLOCCS) > link
If you do not have the eLOCCS link see your Coordinator to add system roles for link to display.

Figure 34. LogInwith LOCCSUser ID and Password

Enter your al numeric LOCCS User ID and Password.
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3.2.2 Program Authorization

After a successful eLOCCS log in, the ‘LOCCS Authorizations' page will display. This page
summarizes a user’s Business Partner program area authority from the LOCCS registration Access
Authorization HUD-27054 form. A user can represent several Business Parthers/Tax |D organizations as
seen in Figure 3-5. Select a program area to access the organization portfolio. Return to the ‘LOCCS
Authorizations' page to access a different organization.

Figure 3-5. LOCCS Authorizationsfor Program Areas

el OCCS Getting Started Guide Page 3-3



4.0 eLOCCS SCREENS

el OCCS Getting Started Guide
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4.0 eLOCCS SCREENS

el OCCS supports a wide range of business partners including Public Housing Authorities (PHA),
Section 8 Performance Based Contract Administrators (PBCA), Title |1 lenders, State, Cities and Non-
profits. eLOCCS permits each business partner the ability to access program area screens, to manage and
initiate drawdown requests against their HUD program portfolios. Depending on business partner and
program areas authorized on the LOCCS 27054 form, eLOCCS will have

The mgjority of HUD programsfit into either two voucher request groups, ‘Budget Lineltem’ (BLI)
based or ‘ Grant’ based. The primary differenceisthat the ‘BLI based’ grants have specific budget line
items in which funds are drawn against whereas ‘ grant based’ funds are drawn at the grant level. Both
groups share similar core eL OCCS screens with subtle differences. Section 4.1 describes core eLOCCS
screens examples that are BLI based. Section 4.2 describes the differences in processing for grant based
programs.

4.1 Core eLOCCS Screens

A variety of information is available through eL OCCS menu options. Menu options may vary depending
upon a user’s program area authority. Figure 4—1 shows an example of an eLOCCS main menu page in
which the * Capital Fund Program’ (CFP) was selected from the eL OCCS Authorizations page.

U5, Dept. of Housing
and Urban Development

Secure Systems

User Profile

Change Password
About LOCCS
What's New?

Authorizations

Line of Credit Control System (eLOCCS)
Capital Fund Program (CFP)

Oueries
* Grant Portfolio (CFPY ¢ “Wire Payments
* CFP Program

Updates

* Payment Voucher Entry

* Cancel Voucher
Miscellaneous

* Maintain Email Addresses

¢ ObligatedExpenditures

¢ Ifaintain Email Assignments

Figure4-1. eLOCCSMain Menu

The left sidebar of the eL OCCS main menu page provides the user with the several options as described

in the table that follows.

el OCCS Getting Started Guide
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4.0 eL OCCS Screens

The Navigation Pane (sidebar) contains several useful links:
Secure Systems — Returns to the Secure Systems Main Menu.

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

Change Password — Provides the option to change a password prior to the every 60 days change
password prompt in eLOCCS.

About el OCCS— Displays basic el OCCS information, hours of operation, points of contact, etc.
FAQ — Links to afrequently asked questions page.
Authorizations — Returns to the eL OCCS Authorizations screen.

Mailbox — Provides alink to send questions and comments through an eL OCCS electronic mailbox.

4.1.1 Navigation Trail Hyperlinks

As a user navigates within eLOCCS screens, a havigation trail provides quick access to a previous page.
Figure 4-2. It isstrongly recommended to not use the internet back browser button to maintain current
eL OCCS data.

l,ﬁl“--d (HA Name) Menu  Auth

Voucher Information Log Off Bottom

© Pleny = Porfolio = Grant information = Youcher Information

Figure 4-2. Navigation Trail Hyperlinks
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4.0 eL OCCS Screens

4.1.2 Queries

41.2.1 Grant Portfolio

The Grant ‘ Portfolio’ (Figure 4-3) lists funding information of * All Grants' by program area authorized
for the user. The page offers a budget snapshot of grant information with available balances 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 number for 30 days. Depending upon whether the grant is awaiting the
program office to spread the initial budget, the available balance amount may be zero.

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-ﬁi“‘q (HA Mame) Menu  Auth
LOCCS Portfolio Log Off Bottom
| All Grants @80z
e
" New Grant W
Ricsian Grant No. Authorized Dishursed _Paymen ahie
Area in Process Balance
Capital Fund Program
CFF FAA3P000501-00 1,493,022.00 1,252,024 45 0.o0 210,097 55
CFF  ¥¥43P000S01-01 1,523.514.00 04739 07 0.00 1,438 77403
CFF  X{43P000S01-02 1,400,.800.00 45,000.00 0.00 1,445 200,00
CFP Subtotal: $4,507 336.00 $1,422 664 42 $0.00 $3,084,671 58
Drug Elimination Grant Program
DREUG  #¥43DEPODO0101 252,325.00 127,412 68 0.00 12491232
DRUG Subtotal: $252.325.00 $127 41268 $0.00 $124 91232
Operating Fund
CFND  :000-001-035 wet 1,627,703.00 052,94000 0.00 734, 763.00
OFND Subtotal: $1,687,703.00 $952.940.00 $0.00 $734,763.00
Resident Opport & Self Sufficiency
ROES  3@B9RSFODOPO1E1 75,000.00 44,346 30 0.o0 30,753.70
ROSS Subtetal: $75,000.00 $44 246 30 $0.00 $30,753.70
Youth Build
YB o IMGOE3 375,424.00 11,19422 0.00 364.220.78
T YB Subtotal: $375424.00 $11,194.22 $0.00 $364,229.78
Porifolio Totals:  Gramis: 7 $6,897.788 00 $2,558 457 62 $0.00 $4,339 33038
Figure 4-3. Grant Portfolio
el OCCS Getting Started Guide Page 4-3




4.0 eL OCCS Screens

To view additional information on a grant, click the appropriate hyperlink and the Grant Information
page (Figure 4-4) will display with the ‘ General’ tab set as default along with optiona tabs depending on
the grant selected. At aminimum, the ‘General’ and ‘Voucher’ tabswill appear for each grant. The
‘General’ tab details organizational information, contract dates, and funding information specific to that
grant. Figure4—4 isan example of a‘'Grant (Portfolio) Information’ page with the ‘ General’ default tab
sel ected.

Figure4—4. Grant (Portfolio) Information

The following two figures illustrate ‘ Budget’ tab screen information for the selected grant. Thereisa
dropdown for the “Disbursed” heading to display additional detail.

l'ﬁ.id (HA Name) Menu  Auth
CLOCCS Grant Information Log Off Bottom

Menu = Porfolio = Grant Information

Grant: XX43P000501-00  (CFP) Capital Fund Program

SRR Vouchers V7 OblExp

Status :_tianrﬁ Name Authorized Disbursed ¥ g:;l[a::stssin Balance
1406 Operations 25,000.00 25,000.00 0.00 0.00
1408 M q t Impr t F0,000.00 30,649 .80 0.00 30,350.20
1410  Adminstration 102,000.00 102,000.00 0.00 0.00
1430 Fees & Costs 60,000.00 47 66326 0.00 12,336.74
1450  Site Improvement 225,632.00 165,033.00 0.0 60,649 .00
1460 Dwelling Structures 08T.612.00 212,110.10 0.00 175,501.90
1465  Dwelling Equipment 572800 0.00 0.00 572200
1475 Non-Dwelling Equipment 7,000.00 334200 0.00 3,658.00
1495 Relocation Costs 10,000.00 0550320 0.00 44071
1502 Contingency 0.00 0.00 0.00 0.00

Totals 1493,022.00 1,204 357 45 0.00 288 664 55
Actual Available Balance {Less Undishursahle ELIs)

Figure 4-5. Budget Tab by BLI
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4.0 eL OCCS Screens

- (HA Narne) Menu Auth
11 T
CLOCCS Grant Information Log Off Bottom
Meny = Porfiolio = Grant Inform
Grant: XX43P00050100  (CFP) Capital Fund Program
Budget Vouchers ObLExp
Line . . . Payments in
Status ltem Hame Authorized @ Process Balance

1406 Operations 25,000.00 25,000.00 0.00 0.00
05/01/2001 Voucher 092-005165 235,000.00

1408 Management Improvement 70,000.00 30649 80 0.00 3035020
1141472000 Voucher 092000707 3,224.00
052472002 Voucher 092-052020 33,200.00
06/13/2002 Voucher 092055767 565.20

1410 Adminstration 102,000.00 102.000.00 0.00 0.00
06/13/2002 Voucher 092055767 102,000.00

1430 Fees & Costs 60,000.00 4766326 0.00 12336.74
03/21/2001 Voucher 092-006458 7.070.00
06/13/2002 Voucher 002055767 40,593 26

1450 Site Improvement 22568200 165,033.00 0.00 60.,649.00
05/01/2002 Voucher 092-049201 7.000.00
07/02/2002 Voucher 092-052675 117.275.00
02/07/2002 Voucher 092-0637E0 666500
09/03/2002 Voucher 002067376 28 670,00
10/28/2002 Voucher 0592-076824 452500

1460 Dwelling Structures 987 61200 812,110.10 0.00 17550190
12/07/2001 Voucher 022-030871 3705000
12422/2001 Voucher 092-033479 35,725.00
01/28/2002 Voucher 002-036223 36,370.00
03/06/2002 Voucher 092-041902 3959620
04/04/2002 Voucher 092-045022 T3.946 .90
05/01/2002 Voucher 092-042801 54.410.00
052472002 Voucher 092-052020 £2_560.00
07/02/2002 Voucher 002058673 133,917.00
02/07/2002 Voucher 092-0637E0 T7.217.00
09/03/2002 Voucher 092-087376 33.080.00
10/04/2002 Voucher 092073220 101,478.00
10/28/2002 Voucher 0592-076824 20,780.00

1465 Dwelling Equipment 5,728.00 o000 0.00 5,728.00

1475 HNon-Dwelling Equipment 7.,000.00 334200 0.00 3.658.00
06/13/2002 Voucher 092055767 3,342.00

1495 Relocation Costs 10,000.00 955929 0.00 440.71
06/13/2002 Voucher 092-055767 055029

1502 Contingency 0.00 o.00 0.00 o0.00

Totals 1.493,022.00 1,204 357 A5 0.00 288 664 55

Figure 4-6. Budget Tab with BLI1/Voucher Detail
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4.0 eL OCCS Screens

Clicking the *Voucher’ tab lists general voucher information for a particular grant. A voucher number
can be selected to retrieve additional detail about that voucher (Figure 4—7). Click the double arrow
detail icon X on the * Amount’ column header to display an itemized BLI breakdown by voucher. To
return to the previous level, click the up icon 4/,

Hﬁq (HLA Name) Menu  Auth
CLOCCS Grant Information Log Off Bottom
Meny = Porfolio = Grant Information
Grant: XX43P000501-00  (CFP) Capital Fund Program
General Budget Youchers
v Paid
Voucher Status Entered Schedule Est Deposit
No No Date

1 092076824 v 10-28-2002 by . User 23,605.00 LH9334 10/30,/2002
2 093073330 v 10-04-2002 by &, Uger 101,478.00 LH22E] 10/08/2002
3 092067376 v 09-03-2002 by e. User 21,730.00 LH2183 09/05/2002
4 092063720 v 0E2-07-2002 by e. User 23,582.00 LH210% 0E/09,2002
5 092058673 v 07-02-2002 by e, User 251,790.00 LH201% 070552002
6 092055787 v 06-13-2002 by e, User 156,060.35 LHEAZ 0&S7r2002
T 092052920 v 05-24-2002 by e, User 123,760.00 LHEF10 0572972002
8 092049201 v 05-01-2002 by e, User 61,410,00 LHEE51 05/03/2002
0 0932045933 v 04-04-2002 by e. User 73,945 .90 LHET73 04/08,2002
10 092041902 v 03-06-2002 by e, User 3059620 LHEAEY 030252002
11 092036233 v 01-28-2002 by e. User 36,370.00 LHE5TE 01/3072002
12 092033479 v 12-28-2001 by . User 3572500 LH3521 010272002
13 092080871 v 12-07-2001 by e, Uger 37,050.00 LHE468 12/11/2001
14 022006458 v 03-21-2001 by e, User 7,070.00 LH7734 03#23/2001
15 092005165 v 03-01-2001 by e User 25,000.00 LHT&E3 030552001
16 092000707 v 11-14-2000 by e. User 3,584.00 LHT3TE 11/16/2000

Figure4—-7. Voucher Tab

Depending upon the Program Area and grant selected, the Obligated/Expenditures (Obl/Exp) tab may or
may not be visible. The Obl/Exp query applies only to CFP, COMP CIAP, and URP. The Obl/Exp
query tab supplies important historical information for the grant by reporting period (Figure 4-8).
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4.0 eL OCCS Screens

]’ﬁi‘g (HA Name) T
= Grant Information Log Off Bottom

Meny =w Porfolio = Grant Infarmation

Grant; XX43P000501-00  (CFP) Capital Fund Program
General Vouchers OblExp |

Obligation Start: 10-01-2000 »Obligation End: 09-30-2002

Reporting Reported Reported LOCCS Cumulative LOCCS Cumulative
Period On By Authorized Obligated Dishursed Expended
09-30-2000 10-31-2000  eLOCCS User 1,493 022.00 328400 0% 0.aa 328400 0%
12312000 02-20-2001  eLOCCE Usger 1,493,022.00 576000 0% 322400 575700 148%
03-31-2001 05042001  eLOCCSE Uset 1,403,022.00 39,560.00 5% 3595400 36,04200  100%
06-30-2001 O7-18-2001  eLOCCE User 1,493,022.00 29.580.00 5% 3595400 L3700 198%
09-30-2001 10-30-2001  eLOCCS User 1,493 022.00 1,305,364.00  87% 3595400 10274200  285%
12312001 03-05-2002  eLOCCE Uszer 1,493,022.00 1,493,022.00  100% 10872000 22207200  205%
03-31-2002 05-07-2002 HUD Ztaff 1,403,022.00 1.4%3,022.00  100% 18469520  472,061.00 255%
06-30-2002 07-18-2002  eLOCCE Uszer 1,493 022.00 1,493,022.00  100% SE0ETI A BeR IS4 144%
»0930.2002 10232002 eLOCCS User 149302200 149302200 100% 101727445 26979654  89%
10-31-2002 11-26-2002  eLOCCE User 1,403,022.00 343.00 0% 120435745 34.00 0%
11302002 Awaiting Grantee Update

Figure4-8. Obl/Exp Tab

41.2.2 Program Portfolio

A user may view a specific program area by clicking the Program Areatab (“ CFP’) next to the ‘ All
Grants' tab (Figure 4-9). The program areaon the tab is based on the user’s program area selection
when initially accessing eLOCCS (Figure 4-1). In Figure 4-9, only CFP grants are displayed because
thisisthe program area selected at the authorizations page access point.

Figure 4-9. Program Portfolio
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4.0 eL OCCS Screens

4.1.2.3 Program Specific Information

The program-specific information hyperlink on the eL OCCS main menu provides useful information
about a particular program. The program area hyperlink is determined at the eL OCCS authorizations
page access point. Figure 4-10 shows two tabs that supply information relative to the CFP grant: a
‘Budget Line Item’ chart under the Budget Line Items tab and a message about a HUD requirement under
the ‘ Tracked Documents’ tab (Figure 4-11).

l;ﬁj‘ Capi Menu  Auth
ewt:g apital Fund Program (CFP) Loa Ot Bottom
Menu == Program Area

‘ Budget Line Items

B) - Unavailable for drawdown

Line ltem Name

1 B Reserved Budget

2y 010 Iritial Bradget

3) 1406 Operations

4y 1408 IManagement Improvement

5) 1410 Adminstration

6) 1411 Audit Cost

Ty 1430 Fees & Costs

8) 1440 Site A cquisition

9) 14350 Site Improvement

10y 1440 Dwelling Structures

11y 1465 Dwelling Equipment

12) 1470 Non-Dwelling Structures

13) 1475 Non-Dwelling Equipment

14) 1485 Demolition

15) 1490 Replacement Reserve

16) 1492 MowvingT oW orkDemonstration

17y 1495 Eelocation Costs

18) 1499 Development & ctivity

19y 1500 Indian Housing Grants

20y 1501 Collater Exp / Debt Brvc

21y 1502 Contingency

22y o000 Debt Reserves

23) am @ Eond Debt Otligation

24) o023 Laan Deht Obligation

25y oonp Post Audit A diustment

Figure 4-10. Program Specific BLI Tab

Figure4-11. Program-Specific Tracked Documents Tab
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4.1.2.4 Wire Payments/Check Payments

The *Wire/Check Payments' option displays daily summaries of wire/check payments made to the
Business Partner. To reduce the number of records displayed, the page defaults to the last 50 payments.
A ‘Next’ hyperlink is available at the top column header and bottom of the table to select the next 50
rows (Figure 4-12).

—~
(HA Name) Menu  Auth
fiud

Wire/Check Payments Log Oif Bottom

Ieny = Wire/Check Payments

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

Rows 1-50 Mext
LOCCS Mo of Amount Treasury = Estir_nated

Payment Cycle Grants Schedule Number Deposit Date
1 Tue to2s2002 2 ) 96,799.22 LH9334 Wed 10.30-2002
2 Sat 10-12-2002 1 16,330.03 LH2207 Wed 10-16-2002
3 Sat 10.05-2002 2 146,478.00 LH9221 Tue 10-08-2002
4 Sat09.28-2002 1 25,000.00 LH2260 Tue 10-01-2002
5 Fri 09-27-2002 1 52,642.47 LH9244 Ilon 09-30-2002
6 Thu 09-26-2002 1 1,000.75 LH2240 F1i 09-27-2002
7 Fri 09-20-2002 1 52,642.47 LH9225 Mon 09-23-2002
8 Tue 09-17-2002 1 73,384.72 LH9215 Wed 09-18-2002
9 Fri 09-13-2002 1 52,642.47 LH9207 Mon 09-16-2002
10 Fri 09.06-2002 1 52,642.47 LH21%0 Ilon 09-09-2002

Figure4-12. Wire/Check Payments

4.1.2.4.1 Wire Payments Detail

Select ahyperlink in the *No of Grants' column on the Wire/Check Payments page to view the ‘Wire-
Check Payments Detail’. The LOCCS disbursements made on the selected Payment Cycle date appear
on this page asillustrated in the figure bel ow.

Hﬁ:g (HA Name) Moy  Auth
CLOCCS Wire Payments Detail Loa Off Battom
iMenu = YWirefCheack Paymeants = YWire Payments Detail
Treasury Schedule: TH9334 LOCCS Processed: 10-29-2002 02:41:54
Progam Area Grant Voucher Amount

1 CFP AH43P000501-00 092076824 85,605.00

2 YE FRINGERO183 051014625 1119422

Total: 96,799.22

Figure4-13. Wire Payments Detail
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4.1.3 Updates
4.1.3.1 Payment Voucher Entry

The ‘Payment V oucher Selection’ page allows grantees the ability to select and request al their voucher
payments at once. Depending on the user’ s program area authority, all available grantsin all program
areas in which the user has drawdown authority are selected and displayed with a check box next to the
grant number (Figure 4-14).

Figure 4-14. Payment Voucher Selection

If agrant has an available balance, but eLOCCS determines the grant is unavailable for drawdown, the
check box is replaced with alock icon &. An explanation will appear directly below the grant stating
why the grant is locked.
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To perform adrawdown, mark the desired check boxes next to the grant and click the * Submit’ button for
eL OCCS processing. eLOCCS will then display these vouchersin succession, and the appropriate
budget line information will appear for each one.

If multiple grants were selected on the ‘' Voucher Selection’ page, the * Next Payment’ button and related
grant number appear at the bottom of the page (Figure 4-15). Clicking on the ‘ Next Payment’ button
displays the next HUD-50080 voucher form for that grant. The current voucher will be skipped for
processing.

eL OCCS automatically totals the voucher as each Budget Line Item (BLI) amount is entered. A negative
BLI amount cannot be entered against an available drawdown balance.

After BLI drawdown amounts fields have been populated, click the * Submit’ button and one of the
following results will be returned:

e Thevoucher request is accepted and processed for payment,
e The voucher request is accepted but requires HUD review, or
e Thevoucher request is rejected and areason is provided.

Figure 4-15 illustrates a payment voucher entry request of $2,000 against the BLI1 1408 Management
Improvement account.

el OCCS Getting Started Guide Page 4-11



Meny =

or == Youcher Entry
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@ (HA Name) Menu  Auth
£ LOCCS Payment Voucher Entry Log Off Bottom

eLOCCS

Payment Voucher

CFP Capital Fund Program

U.5, Department of Housing
and Urban Development

Oifice of Public md hdisn Houeing

Public reportig burden for this colledtion of rfomnation is estinated to sreragze 15 minites per response , iehiding the time for reviewing hstmactions , searching exdsting data soumces,
gathering and maivtaiing the data needed, stud completing and revieaing the collection of fonnation. This agency may tot oollect this ffonmation, aed yoa are not required to
complete this fomn  mdess i displays a ommeartly walid OME cortrol romnber.

HUD fmplanerted the Line of Credit Cordrol SystemWodce Recponse Systern (LOCCEMWES) to process Tequests for payThents to grartess. Grant recipists 11 ot 4 woucher foomn for
the applicable HUD prograh with all the necessany fonmnation prior to making a telephote call neihg 4 tonch tone telephote to itiste the draadoam process. This fonmnation i
required to obtain berwfite umder the 115, Housing Aot of 1937, 4 amerded. The fonmation requested does not lend ftselfto cordiderdiality.

1. Woncher Mamber
002 FF¥x*¥E

2. LOCCE Pgon fren

CFP

3

4

5. Woite Response Ho.

6. Graptes Organimation

ooox-92001 (HA Name)
&. Grart or Project Ha. Ga. Grartee Organdizaticsn TIH

XX39P00050100 XX-0004034

. Available BLI Drawdown

L Ll ilioie= Drawdown Balance Amount
1408 |Management Improvement 182,614.35 3,23047 IZ,UUU.UU
1410 |Adminstration 187,719.00 0.00 I0.00
1430 |Fees & Cosis 45,104.65 0.00 I0.00
1450 |Site Inprovement 41,780.00 0.00/0.00
1460 |Dwelling Structures 1,419,977.00 59,600.03 /0.00
1502  Contingency 0.00 0.00/0.00

Total: 1,877,195.00 62,830.50 |2,I]I]I].I]I]
T certify the data reported and fimds requested on this woncher sme comect and the amomrt equested is not i excess of Imediste dishureermnert needs for this program. o the ewant the
firds provided become more than necescary, sach excess will be prompthy rebmmed, 9 divected e HUD.
11. Fame & Fhone Fhonber of Person comtpleting this foom |12, Hane & Title of Sathorized Signator:
eLOCCS User -
13. Signahme 14. Date of Fequest
11-27-2002

VWirning: HUD will prosecute filse claimes and staberments . Cormriction may result i aiminal sndior civil peralties. (18 T7.8.0. 1001, 1010, 1012,; 31 T7.5.2.3729, 3202
Privacy Statement: Public Law 07-253, Financial Integrity Aet, 31 3.0 3512, authorizes the Department of Housing and Uthan
Development (HUD) to collect all the information (except the Social Becurity Number (33 which will be uzed by HUD to protect
dishursement data from fraudulent actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCE) from
unauthorized access. The data are used to ensure that individuals who no longer requite access to LOCTS havwe their access capability
promptly deleted. Failure to provide the information regquested on the form may delay the processing of wour approval for access to
LO2CE. While the provision of the 33N is voluntary, HUD uses it as a undgque 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.

fomry HUD-S0080- CFP-a (420007

Subrmit | Reset | Cancel |

Next Payment | (CFP|Grant Number|y

Figure 4-15. Payment Voucher Entry
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Figure 4-16 illustrates a screen stating the voucher request has been accepted and approved for payment.

Figure 4-16. Payment Voucher — Approved Confirmation
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41.3.2 Cancel a Voucher

Users who have the authority to create a voucher request can cancel that request prior to LOCCS
payment. The ‘Cancel Voucher’ option is accessed through the main menu. When thisoption is
selected, eL OCCS will display any outstanding vouchers that may be canceled (Figure 4-17).

(HA Name)

Cancel YVoucher Selection

Menu == Cancel Youcher Selection

To select a voucher to cancel, click on the cancel icon EI

PrR?er:m Grant No. Voucher No. Entered Amount Action
Capital Fund Program
CFP ¥%39P000501-00 092081588 112520026y | 69140 Al
CFP ¥39P000501-00 092-081500 11252002ty ] 100,2039% Al
CFP ¥39P000501-02 092-021816 1z-0z-2002by[___ | z00000
Drug Elimination Grant Program
DRUG  X¥38DEPOO001O0 152464 120220020y ] 100000 iz

Figure4-17. Cancel Voucher Selection

Select the cancel button icon ‘2 and a screen with atext box will be displayed for entering areason to
cancel the voucher (Figure 4-18). After entering the reason, click the * Submit’ button and the selected
voucher will be canceled. Another voucher may now be entered against the grant, if needed.

gl

Meny =

(HA Name)

Cancel Voucher

oucher Selection = Cancel Youcher

Grant: XX39P000501-02 (CFP) Capital Fund Program
Voucher No: (092-081816 Miscellaneous
eLOCCS Entered by:

| Amount: $2.000.00 on 12-02-2002 at 15:41 EST
|Status: awaiting payment

BLI Line Item Name Amount

1408 MManagement Improvement 2,000.00

Total: 2,000.00

Cancel reason:

IIncorrect Grant selected....

Submit | Reset | Menul

Figure4-18. Cancel Voucher
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4.1.3.3 Obligated/Expenditure (Programs)

PIH programs such as CFP, COMP, and URP require the business partner to provide monthly obligated
and expended information in eLOCCS. Thisinformation represents the amount of HUD funds they have
received and that have been obligated and/or expended.

The Obligated/Expenditure link is a program specific function. In order for it to appear in the eLOCCS
main menu arelated program area must be chosen from the el OCCS authorization page after signing
into eLOCCS.

To display the Obligated/Expenditure Status page, click on the Obligated/Expenditure link from the
eLOCCS Main Menu. eLOCCSwill list al programs with grants that require Obligated/Expenditure
updating. If the reporting information is past due, a clock icon appears next to reporting period. By
simply providing the obligated/expended reporting information the icon will go away. Usersthat are
authorized to provide that information, the reporting period will become a hyperlink. Clicking on the
link will alow entry of the information for that period (Figure 4-19).

Kue (HA Name) Menw  Auth
¢ LOCCS Obligated/Expenditure Status Loa Off Boftom

Menu == Ohlig/Exp Status

If a Reporting Period date is a hyperlink {(underlined), then clicking the date will allow you to update
obligated/expenditure for that period. If there are multiple unreported periods, the earliest period
must be reported 1st.

¢ Provided ‘© Past Due
Grant Obligation Reporting LOCCS Cumulative LOCCS Cumulative
Number End Period Due Authorized PHA Obligated Dishursed PHA Expended

Capital Fund Program (CFP)

FAA3P000S01-00 09-30-2002  11-30-2002 12-06-2002  $1,493,022.00 - - 51204357 45

W 3P000S01-01 09-30-2003  10-31.2002 ‘©  11-07-2002 $1,523,514.00 - o $94,730 97

- 11-30-2002 12062002 $1,523,51400 S - $e47I997 ; -
43P000501-02  07-10-2004 11302002 +  12-06-2002 $1,490,200.00 $1,311,00000 87%  $45,000.00 $0.00 0%

Figure 4-19. Obligated/Expenditure Status

For convenience, a check box is provided to automatically use the previous figuresif the prior reported
amounts are the same as current reported amounts (Figure 4-20).

el OCCS Getting Started Guide Page 4-15



4.0 eL OCCS Screens

]:ﬁl\ {HA Name) Menu  Auth
m,cg Obligated/Expenditure Update Log D#f Botlom

Meny = Ohlic 5 ChliniExp Update

Grant: XX43P00050100 Capital Fund Program (CFP)

Reporting LOCCS Cumulative LOCCS Cumulative
Period Authorized  Obligated Disbursed Expended
2002-11-30 1,523.514.00 1,523,514.00 9473997 154,535.87

2002-12-31 152351400 |[1,523,514.00 @ 94,73997 [154,535.67 @

Mark the check hoxes to duplicate the cumulative amounts from the previous period.

Submit | Reset | Cancel |

Figure 4-20. Obligated/Expenditure Update
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4.1.4 Miscellaneous
41.4.1 Maintain Email Addresses

A useful feature of eLOCCS isthe ability to provide emails of LOCCS HUD changes that affect the
funding of grantsin a portfolio. These e-mails alert users when funding for the contract/grant has
changed. The Business Partner maintains both the email distribution list and the LOCCS email that each
user address will receive.

In order to update or maintain email addresses, users must be assigned the Secure Systems LOCCS role
of ‘ADM - Administration’. With this role assigned, the eLOCCS menu options will display ‘Maintain
Email Addresses and ‘Maintain Email Assignment’ hyperlinks on the eL OCCS main menu page.

Click on the ‘Maintain Email Addresses' hyperlink to display an entry page with an upper and lower
section (Figure 4-21). The upper section specifies the primary LOCCS email address for the Business
Partner. Thisemail address automatically receives all LOCCS email portfolio changes; no specific email
assignment is necessary. For thisreason, it is suggested that the primary email address be a generic email
mailbox for the organization.

lﬁl\ (HA Name) Menu  Auth
FLOCCS Maintain Email Addresses Log Off Bottem

TTze the Update Primary button to addiupdate your organizations primary email address.
TTze 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 WMaintain Email Assignments option on the main menu.

PRIMARY Email Address: (Primary receives ALL LOCCS Emails)
Name : (HA Name)
Email :

Update Primary

ADDITIONAL Email Addresses: (Click the name link to modify or delete)
Name Email Phone Ext.
1

Add Additional |

Figure4-21. Maintain Email Addresses

To update the primary email address, click the ‘ Update Primary’ button and enter the updated email
information for the organization and select * Submit’ (Figure 4-22).
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Update Primary Email Address

Meny = Maintain Email Addresses == Update Primary Email Address

l.ﬁl\g (HA Name) Menu
Log Off Bottom

UPDATE Primary Email Address:
Name : (HA Name)

EMail : |F'HA_Name@AtIantic.net Suhmitl Resetl Cancel

Figure 4-22. Update Primary Email Address

The bottom portion of the ‘Maintain Email Addresses’ page (Figure 4-21) provides an areafor adding,
deleting, and updating any number of additional email addresses for individualsin the organization

(Figure 4-23 and Figure 4-24).

Meny == Maintain Email Addre == |Ipdate Email Address

l.ﬁl\g (HA Name) Meny
Update Email Address Log Off Bottom

Email Address DETAILS:

Hame : I John Henry

EMail : I JohnHE Cableone. net
Tel.No.: |123123‘1567

Ext. |10—

Add | Resetl Cancel

Figure 4-23. Update Email Addresses

These additional email addresses will not automatically receive any email reports and therefore must be
assigned atype of email by selecting the * Email Assignment’ option from the main menu (Section
4.1.4.2,* Maintain Email Assignments” ). Select ‘ Add Additional’ and enter the email information.

Maintain Email Addresses

Meny =» Maintain Email Adr

Tze the Update Primary button to addiupdate your erganizations primary email address.
Uze the Add Additional button to add any additional email addresses. Don't forget to assign these
additicnal addresses, to a type of email from the MMaintain Email Assignments option on the main menu.

l'ﬁl\g (HA Name) Menu
Log Off Bottomn

Auth

PRIMARY Email Address: (Primary receives ALL LOCCS Emails)
Hame : (HA Name)
Email : PHA_Nameg@Atlantic.net

Update Primary |

ADDITIONAL Email Addresses: (Click the name link to modify or delete)
Name Email Phone Ext.

1 John Henry JohnH@E@Cahbleone. net (123)-123-4567 10

Add Additional |

Figure 4-24. Update Additional Email Addresses
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41.4.2

Maintain Email Assignments

The Maintain Email Assignments page allows an Admin user to assign additional email addresses other
than the primary email address to specific emails generated by LOCCS. A user has two options for email
assignment: (1) ‘By Addressee’ and (2) ‘By Type of Email’. In Figure 4-25 the email type ‘By

Addressee’ has been chosen.

Menu = Maintain Email Assighments

* By Addressee & By Type of Email)

(HA Name)
MMaintain Email Assignments (CFF)

Email Type of Email

1. John Henry

JohnH@C ableone net Wire Payments Summary
Portfolio Action Summary
Debt Approval Notification

Deht Warning

ans

Update | Reset | Cancel |

Figure4-25. Email by Addressee

If selecting ‘' By Type of Email’ (Figure 4-26), individual types of email will appear as a hyperlink.
Clicking on a hyperlink will display a description of the email and provide a sample email. Inthe
example in Figure 4-26, selecting the check box after the addressee’ s name, the ‘' Wire Payments’ and
‘Portfolio Action Summary’ email types will be assigned to the user.

iMenu = fiaintain Email Assighments

' By Addressee

Type of Emai

(HA Name)
Maintain Email Assignments (CFF)

Menu Auth
Log Off Bottom

Addressee Email
1. Wire Payments Summary John Henry JohnH@Cableone net
2. Portfolio Action Summary John Henry TohnH@ECableone net
3. Debt Approval Notification John Henry [ JohnH@Cableons net
4. Debt Warning John Henry 7§ JohnH@Cableone nst

Update | Reset | Cancel |

Figure 4-26. Email by Type
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4.2 Grant Based Programs
4.2.1 Payment Voucher Entry

The eL OCCS system supports arange of HUD programs allowing the grantees the ability to manage and
perform payment voucher requests against their program portfolios. As mentioned, another type of HUD
program is ‘ Grant based’ in which disbursement processing is at the grant level. An example of this grant
accounting transaction isillustrated through n eLOCCS * Payment Voucher Entry’ request (Figure 4-27).

From the eLOCCS Main Menu page, select the ‘ Payment Voucher Entry’ link to return the ‘ Payment
Voucher Selection’ page. Mark the checkbox next to the grant for draw and click Submit.

Figure 4-27. Grant Payment VVoucher Selection
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After this submittal, the ‘ Payment VVoucher Entry’ pageis displayed to allow the grantee to indicate the
requested funds. Note that the grantee only has one voucher line option at the grant level for requesting

funds. Inthe example in Figure 4-28, $5000 is entered. Since the program is grant based, eLOCCS will
disburse and report funds at this accounting level.

Figure4-28. Grant Voucher Entry
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4.3 Shelter Plus Care (SPC) Program
4.3.1 SPC Components

‘Shelter Plus Care’ (SPC) isaBudget Line Item (BLI) based program area. SPC is unique in that the BLI
based program is further grouped into three major program components:

e  Sponsor-based Rental Assistance (SRA)
e Tenant-based Rental Assistance (TRA)
o Project-based Rental Assistance (PRA)

eL OCCS tracks each BLI component separately within that program area’ s operating start date, term, and
tenant information for an operating year. Since each component is tracked independently, eLOCCS
requires a single voucher request at atime for each SRA, TRA or PRA budget lineitem. If the grantee
requires a draw for more than one component on a given day, multiple voucher requests must be entered.

@ The norma eL OCCS voucher request is one grant per day. Thisis overridden for
SPC, since its components are tracked separately.

For al three SPC components, eL OCCS captures unit and tenant information which is provided by the
grantee during adraw. There are five types of unit and tenant categories for the grantee to select or
update for a given draw period. If unit/tenant information has aready been provided for the given
component/period in a previous voucher, thisinformation is not required to be submitted again by the
grantee.

Descriptions and exampl es of the major SPC components are presented in sections that follow.

4.3.2 SPC Grant Portfolio

The ‘Grant Portfolio’ lists funding information of ‘ All Grant’s by program area authorized for the user.
The *Grant Portfolio’ page offers a budget snapshot of grant information with balance amountsincluding
any new grants that have been assigned to the Portfolio within the past 30 days.

In addition to displaying grant information on the Grant Portfolio page, the SPC page displays a* Show
Sponsor’ hyperlink that is unique to SPC program. The ‘ Show Sponsor’ link will display all sub-grantee
Sponsors linked to the grantee.

In the example below (Figure 4-29), clicking on the Shelter + Care * Show Sponsors' link displaysthe
names of the SPC sponsors. To ‘hide’ the sponsor names, click on ‘Hide Sponsors'.
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SPC Sponsors are further described in SPC Voucher Entry, Section 4.3.3.

Figure 4-29. SPC Grant Portfolio

The names of Shelter + Care Business Partner Sponsors may be displayed (Figure 4-30).

Figure 4-30. Displaying Names of Shelter Plus Care Sponsors
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4.3.3 Shelter Plus Care (SPC) Payment Voucher Entry

The *Payment Voucher Selection’ page allows grantees the ability to select and request all their vouchers

at once. Depending on the user’s program area authority, al available grantsin all program areasin
which the user has drawdown capability are displayed.

From the eLOCCS Main Menu, select the ' Payment Voucher Entry’ hyperlink which will display a

‘Payment Voucher Selection’ page (Figure 4-31). Mark the desired check box next to the grant and click
the  Submit’ button.

Figure4-31. SPC Payment Voucher Selection

The next page displayed will be the * SPC Component Selection’ page. One to multiple components may
be listed, depending on the SPC grant. Due to the unigueness of the SPC BLI Components, voucher
draws are handled differently from other BLI programsin eLOCCS.

For SRA components, one or more sponsors will be associated with the SRA funding. To draw funds

against the SRA Component, eL OCCS requires the grantee to enter a voucher period and to identify a
Sponsor.

For TRA and PRA components, voucher draws are handled in the same manner as SRA components
except that TRA and PRA voucher draws require only avoucher period when requesting funds.
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Note that only one SRA/TRA/PRA component is allowed per voucher request; however, ADMN
funds can be drawn with any component or on avoucher by itself.

The following section includes two examples that illustrate voucher draws for an SRA component and

TRA component after an SPC grant has been selected from the ‘ Payment V oucher Selection’ page
(Figure 4-31).

4.3.3.1 Sponsor-based Rental Assistance (SRA) Component Selection

In Figure 4-32 which provides an SRA component selection example, the SRA and ADM BLIs have
been selected, noted by the marked checkboxes.

Note the SRA component requires a VVoucher Period and Sponsor whereasthe ADM BLI does not.

Figure4-32. SRA Component Selection
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Once the component information has been entered, click ‘ Submit’ and a‘ Unit and Tenant Information’
page will be returned (Figure 4-33).

Each SPC voucher requires Unit/Tenant data when performing adraw unless it has previously been
provided for the same voucher period and sponsor.

For convenience, a check box is provided that will automatically duplicate the previous reported tenant
information if the current information is the same.

Figure4-33. Voucher Selection: Unit and Tenant Information

Once Unit and Tenant information has been provided, click the * Submit’ button to return the * Payment
Voucher Entry’ page (Figure 4-34).
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In the Payment V oucher example (Figure 4-34) , a voucher request of $2,500 has been entered to draw
funds against BL| 1000 SRA Rental Assistance (in this case for the Sponsor selected) and $500 for BL |
1060 Administrative.

The eLOCCS system automatically totals the voucher as each Budget Line Item (BLI) amount is
populated.

Click * Submit” to request the funds.

Figure 4-34. SPC Payment Voucher Entry > SRA Component
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Figure 4-35 illustrates an SRA payment voucher request for $2500 that has been accepted and
approved for payment.

Figure 4-35. Approved SRA Payment Request
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4.3.3.2 Tenant-based Rental Assistance (TRA) Component Selection

Figure 4-36 illustrates an example of a TRA component selection. A ‘Voucher Period’ isrequired
information for a TRA component voucher request.

Figure 4-36. TRA Component Selection

To continue with the TRA voucher request, select * Submit’ which will bring up the * Payment V oucher
Entry” page.

Enter voucher amounts on the returned “ Payment V oucher Entry” page. Click on *Submit’ to request
funds.

4.3.3.3 Project-based Rental Assistance (PRA) Component Selection

PRA voucher requests are handled the same way as TRA component requests. The ‘Voucher Period’ is
required information for a PRA component voucher request.
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4.4 Special Needs Assistance Program (SNAP)

The * Special Needs Assistance Program’ (SNAP) isaBLI based program areathat has distinctive
program rules when requesting avoucher. Aninitial draw against certain Budget Line Itemswill require
entry of an operating start date for the grant. The operating start date is used to control when documents
are due, to calculate the expiration date of the grant, and cash management threshold edits by eL OCCS.

The BLIsthat trigger the entry of the operating start date are flagged with ayellow triangle icon ai\.
Requesting funds on any of the flagged BLIswill aso require entry of the operating start date whose
entry box is below the available BLIsfor the grant. An operating start date is only provided once per
grant. Once provided, subsequent draws will not have any BLIs flagged with ayellow triangle.

Figure 4-37 illustrates a SNAP grant being selected from the ‘ Payment V oucher Selection page. Click
on the * Submit’ button to return the * Payment V oucher Entry’ page.

Figure 4-37. SNAP Payment VVoucher Selection

el OCCS Getting Started Guide Page 4-30



4.0 eL OCCS Screens

In Figure 4-38, the example of a payment voucher request is made against BL1 1050 Supportive
Services and the operating start date is provided since funds are being requested against this BLI for the

first time as noted by the yellow triangleicon A% next to the BLI number.

Figure 4-38. SNAP Payment Voucher Entry

A grantee can request funds against BLIsthat do not have ayellow triangle. In this case, if an operating

start date is mistakenly provided, eLOCCS will prompt the user that a date is not required for that
particular BLI.
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Figure 4-39 provides an example of an approved SNAP voucher payment request.

Figure 4-39. SNAP Voucher Payment Request Approved
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Figure 440 provides an example of an approved payment voucher request pending HUD personnel
“Manual Review” asindicated by the statements at the bottom of the screen. The payment request will
not be paid until the voucher request is reviewed and approved by the HUD Office.

Figure 4-40. SNAP Voucher Payment Request Requiring HUD Review
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Figure 441 provides an example of arejected payment voucher request describing the reason for the
rejection.

Figure4-41. SNAP Voucher Payment Request Rejected
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4.5 Capital Fund Recovery Grants (CFRG)

In support of the 2009 American Recovery and Reinvestment Act (ARRA), the Capital Fund Recovery
Grants (CFRG) isavailablein LOCCS. The CFRG is similar to the CFP BLI based program with one
major exception. HUD requires an organization to have a Data Universal Number System (DUNS)
number from Dun & Bradstreet (D& B) and register with the Central Contractor Registration (CCR).
Since multiple DUNS numbers may exist for your organization, eLOCCS requires a DUNS number
assigned to each grant. Until a DUNS number has been assigned to each CFRG grant, users will not be
able to drawdown Recovery Act funds.

To obtain information on a DUNS number from Dun & Bradstreet, please go to the link below:

http://fedgov.dnb.com/webform/displayHomePage.do

To obtain information on registering your DUNS number in CCR, please go to the link below:

WWW.CCI.gov

@ For further questions regarding ARRA, DUNS or CFRG program, please contact
your local HUD Program Office.

DUNSASSIGNMENT

As mentioned above, eLOCCS will require aregistered CCR DUNS number be assigned to each CFRG
grant. From the eLOCCS Main Menu, select the ‘DUNS Entry’ hyperlink (Figure 4-42). The DUNS
entry page will display an eLOCCS information table of only active CCR registered DUNS entries based
on the Tax ID of your organization (Figure 4-43).

Figure 442. Select DUNS Entry
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Please note if the organization Tax ID does not have a DUNS number displayed as a selection or if the
DUNS number is manually entered and eL OCCS returns a message of ‘no CCR entry isavailable’, then
it may be due to one of the following:

e Theorganization Tax ID registered with CCR does not match the Tax ID in LOCCS.

e The organization may have more than one Tax ID in which a DUNS number is registered.

e The DUNS number registration in CCR may be incomplete, needs to be renewed or revalidated
or is pending processing.

e A DUNS number is not registered in CCR.

For any of these examples, contact CCR to determine that the DUNS number is registered in CCR and
active.

To quickly assign a DUNS number to a grant(s) in the CCR information table, click the green check
mark icon #I or use the drop down box to select the number and then click submit for assignment.

To manually assign, aDUNS number, enter the number in the add CCR selection field and click the red
plusicon .. Click the green check mark icon or select the number from the drop down box and click
submit for assignment.

In the following example, a DUNS number has been assigned by using the green check mark which
populates the number in the drop down field box (Figure 4-44).

Figure 4-43. Assigning a DUNSto a Grant
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Figure 4-44. DUNS Entry

Click the submit button for areturn of a confirmation page that the DUNS number has been assigned to
the grant (Figure 4-45).

Figure 4-45. Confirmation of DUNS Entry
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4.6 Housing Green Retrofit Program (HGRP)

In support of the American Recovery and Reinvestment Act of 2009, the Housing Green Retrofit
Program (HGRP) isavailablein LOCCS. The HGRPissimilar to BLI based programs but with a minor
difference. A Participating Administrative Entity (PAE) awarded an administrative contract will have
properties assigned to their portfolio. When requesting avoucher, the PAE will have the option to draw
directly against an ‘ Administrative Draw’ or draw against a property within the portfolio. An
Administrative Draw allows only the Admin BLI to be drawn directly at the PAE contract level. If a
property is selected, alist of BLI accounts will be available for draw against the property.

The following voucher requests present two examples of each request type:

Thefirst voucher request isfor an * Administrative Draw only’. The Payment Voucher entry link from the
eL OCCS main menu has been selected and will display the Payment V oucher Selection page as seenin
(Figure 4-46).

Click in the box next to the HGRP grant and click on Submit.

Figure 4-46. Payment Voucher Selection Form for ARRA

eL OCCS will then return an Admin\Property Selection page where the PAE has the option to select an
Administrative Draw only or aproperty if available as shown in the figure that follows. (Figure 4-47).
Place a check mark next to the Admin Draw only and submit to retrieve the Payment V oucher Page
(Figure 4-48). Enter the BLI drawdown amount and submit for voucher acceptance.
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Figure 4-47. Administrative Draw Property Selection
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Figure 4-48. Housing Green Retrofit Program Voucher Entry

(Figure 4-49) indicates the Payment Request was accepted and HUD review is required for

program area “HGRP”.
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This Payvment Request was _ACCEPTED however

HUD review is required because...
» All vouchers for program area "HGRP" require review.

This voucher will not be paid without review and approval by HUD personnel. Please call vour HUD office to assist in this review process.

Figure 4-49. Payment Request Accepted

The second voucher request example is a PAE draw against a property. From the Admin/Property
Selection page, place a check mark in the box next to the desired HGRP property and submit (Figure 4—
50).

Figure 4-50. Asset Specific Draw
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A list of BLI account numbers will be displayed (Figure 4-51). Enter draw amount in the BLI
drawdown amount fields and click “ Submit” for voucher acceptance.

Figure 4-51. Asset Specific Property Selection for Payment Voucher Entry
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4.7 eLOCCS S235 and S236 IRP

The Section 235 and 236 Interest Reduction Program (IRP) is unique in that it provides Service Providers
access to their portfolio and voucher drawdown reguests through a batch submission. A link to a separate
eLOCCS 235 and S236 I RP Getting Started Guide can be found in Section 5.1 LOCCS URL Quick
References.

4.8 Section 8 Contract Administrator (S8CA)

Performance Based Contract Administrators (PBCA) are contracted by HUD to manage a portfolio of
Housing Section 8 contracts. While vouchers are initiated through the Tenant Rental Assistance
Certification System (TRACYS) system to LOCCS, eL OCCS providesindividual contract and portfolio
view of information to the PBCA. Due to the unique requirements of this program there is a separate

Section 8 Getting Started Guide. A link to this guide can be found in Section 5.1 LOCCS URL Quick
References.
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5.1 Troubleshooting Tips

Multi ple components and systems support el OCCS access; therefore, the nature of the particular
problem will determine the contact person. The most frequent problem encountered by users is difficulty
accessing eLOCCS. Thisis due to the Secure Systems Coordinator’ s improper setup of accessin Secure
Systems. Once access has been established in eL OCCS through Secure Systems, users report very few
problems with navigating and using eL OCCS. Listed below are some el OCCS troubleshooting tips,
common problems, and resol utions.

I’'m a Coordinator and | do not seethe LOCCSrolesto assign to my users.

Y ou (a Coordinator) have not assigned the LOCCS system to yourself. Without LOCCS system
being assigned, you will not see the LOCCS roles to assign to users on the Maintain User
Information page.

I’m auser and do not seethe LOCCS hyperlink on my Secure Systems Main Menu.
The Coordinator has not assigned either the LOCCS — Query and/or the LOCCS —

Administrative role to you. The assignment of any one of these roles will place the LOCCS
hyperlink on your Secure Systems Main Menu.

When | click on aprogram areain eLOCCS, the main menu is blank.

Verify with the Coordinator that you have been assigned either LOCCS — Query (QRY) and/or
LOCCS — Administration (ADM) roles.

| do not have any email options displayed on my LOCCS menu.

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

| do not seea particular program area on the Authorizations page, but it showsup on the
Grant Portfolio page.

To have drawdown program access, add the program area access to the HUD-27054 LOCCS
Access Authorization form and forward to your local Field Office for review. The Field Office
will forward the form to LOCCS Security Office for processing.
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My Organization addressisincorrect in eLOCCS.

To change your organization address, send arevised SF-1199A to your program office, who will
in turn forward it to Fort Worth Accounting. LOCCS is a payment system, where a payment can
be made by check and treats the name and address of your organization asif it were
banking/payment information, which requires an SF-1199A.

When | attempt to drawdown from the Payment Voucher Entry hyperlink, | get a grant
information page with budget related tabs.

Y ou either selected a grant from the Grant portfolio hyperlink or after selecting the Payment
Voucher Entry hyperlink from the main menu you clicked on the grant link instead of placing a
checkmark in the box beside the grant number. The only way a drawdown can be completed is
through accessing the Payment V oucher Entry hyperlink from the eLOCCS main menu, mark the
check box next to the grant number and submit.

Can | change my password in eLOCCSprior to the 60-day prompt?

Yes. After aprogram area has been selected from the Authorizations page, the Change Password
option will appear on the left sidebar of any program area menu, directly under the User Profile
option.

I do not know my Secur e Systems organization’s Coor dinator.
If you do not know your organization’s Coordinator or you are unsure that the organization has

an existing Coordinator, please contact REAC Technical Assistance at 888-245-4860 to
determine this information.
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5.2 LOCCS URL Quick References

1)

2)

3)

4)

5)

LOCCSURL Quick References

LOCCS Access Guidelines for Grantees
These are general LOCCS instructions for filling out the HUD-27054 L OCCS Access
Authorization Form and SF1199A Direct Deposit form.

http://portal.hud.gov/hudportal/HUD?src=/program_offices/cfo/loccs guidelines

Cut and paste URL or click <here>
eLOCCS Getting Started Guide

This guide provides eL OCCS web page examples, familiarizing the user with how navigation
worksin eLOCCS and how to view, manage and drawdown HUD grant funds.

http://portal.hud.gov/hudportal/documents/huddoc?id=eloccsguide.pdf

Cut and paste URL or click <here>

eLOCCS Registration Guide
Before accessing eLOCCS, a user must have a Secure Systems ID/password and a LOCCS
ID/password. This document outlines the security and registration components needed to obtain
those IDs.
Note: If you are converting from VRS to eL OCCS, you already have a LOCCS ID/password.

http://portal.hud.gov/hudportal/documents/huddoc?id=eloccs_registration_guide.pdf

Cut and paste URL or click <here>

HUD-27054 LOCCS Access Authorization form

Use thisform to request specific LOCCS Organization and HUD Program Areaaccess. The
LOCCS Access Guidelines for Grantees (#1 above) hasinstructions on filling out this form.

https.//portal.hud.gov/hudpor tal/documents/huddoc? d=27054. pdf

Cut and paste URL or click <here>
Secure Systems (this is how you access eLOCCS)

Secure Systems isaHUD Web Portal which has access to many HUD systems, of which eLOCCS
is one of them.
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/online

Cut and paste URL or click <here>
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5.3 Help Desk Contact Information

All other issues most likely will be related to eLOCCS. Please use the eL OCCS mailbox,
eL OCCS@HUD.Gov, to send appropriate information. The following table lists some useful Help Desk
contact numbers.

Help Desk System Telephone
el OCCS Support eL OCCS 571-766-2916
PIH REAC Technical Assistance Secure Systems 888- 245-4860
TRACS TRACS 800-767-7588
LOCCS Security Office LOCCS 877-705-7504
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