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12 
Move-

In/Move-
Out Query 

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

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

By the end of this chapter, you will be 
able to: 
• View a list of all move-ins and 

move-outs 
• View query data from browser 
• Download and print a Move-

In/Move-Out Report 
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12.1 To Generate a Move-In/Move-Out Query: 
 

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

 
Figure 1- Move-In/Move-Out Query Window 

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

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

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

 
2. Select Contract Number or Project Number. 
3. Enter From Date and To Date (MM/DD/YYYY). 
4. Select Report By: Browser radio button. 

5. Click onSubmit, and the TRACS Move-In/Move-Out Report screen (Figure 2) will 
be displayed. 
OR 

Click on Reset to clear fields and enter different criteria. 
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Figure 2- Move-In/Move-Out Report Window 

Information on the Move-In/Move-Out Report is grouped by contract. All move-ins 
appear first, followed by all move-outs.  The screen displays the Contract Number, Date 
Range, Total Number of Move-ins, and Total Number of Move-outs across the top of the 
report as a header.  The reports displays Project Number, Unit Number, Bedroom 
Count, Household Member Count, Move-in Date, Move-out Date, Move-out Reason, 
Head Tenant Name, and SSN.  An asterisk displayed in the Move-in Date or Move-out 
Date column indicates no Move-in or Move out information for the date range selected 
for the query. 
 
Within each grouping, the retrieved transactions are ordered by unit number within the 
indicated contract.  The total number of move-ins and move-outs are displayed across 
the top of the screen. 
 
The Interpreting and Printing this page

Figure 3

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

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

7. Click on Back to Query to return to the Move-In/Move-Out Query screen. 

 
If an incorrect Contract Number or Project Number is entered, or does not exist in the 
database, or no eligible certifications exist for the submitted date range, or no Move-In 
or Move-Out transactions exist for the submitted project/contract and date range, the 
following Error screen (Figure 4) will be displayed.  
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Figure 4- Error Window 

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

12.2 To Download a Move-In/Move-Out Report: 
1. From the TRACS Move-In/Move-Out Query screen, select either Contract 

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

4. Click onSubmit, and the File Download screen (Figure 5) will be displayed. 

 
Figure 5- File Download Window 

5. Click on Save to save the file to your hard drive. 

6. Click on Open to open the file. 
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If a query is submitted using the Report By: Download function on the query screen, the 
data is reported in flat file format, which is downloaded to your PC’s hard drive.  The 
data displays in the order of the Header Field Names (Figure 6). 

. 

 
Figure 6- Download Report 
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