TRACS Internet User Guide

Chapter 11: Late Recertification Report

Late
Certification
Report

The Late Recertification Report lists
households within a contract or project
that are late in recertifying. Users may
specify whether the report will include
all certifications, exclude terminations,
list HQ terminations only, or only list
terminations.

The Late Recertification Report option
can be selected from the TRACS Main
Menu.

From the Late Recertification Report

screen, the ’5 displays directly above
the User Guide link as a visual to direct
users to the user guide for assistance in
using this application.

Objectives

By the end of this chapter, you will be

ableto:

o View late re-certifications

e View query data from browser

e Download and print aLate
Certification Report
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11.1 To access the Late Recertification Query

Screen:
1. Fromthe TRACS Main Menu, click on the Late Recertification Query link, and the
following query screen (Figure 1) displays:

TRACS

R Late Recertification Query

Enter the Contract or Project WNumber.
Contract :\_umber:f fu:ur Project Number: |

RFPORT TYPE:

% All Certifications

(2 Exclude Terminations

(O HQ Terminations Onlv

(2 Onlv Terminations

SORTBY: ) Unit O Name

REPORT BY: (3 Browser (O Download

[ Submit ” Reaet]

Figure 1. Late Recertification Query Screen

11.2 To submit a Late Recertification Query Screen:

1. Fromthe Late Recertification Report Query Screen, select the contract or project by
scrolling to the desired contract number or project number.

&5 Note: The Contract Number is an 11-character field with no blanks allowed. The
Project Number is an 8-character field with no blanks allowed.

2. Select one of the following Report Types: All Certification, Exclude Terminations,
HQ Terminations only, Only Terminations.

3. Select how the query will sort data; by Unit or by Name.
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4. To view the report on-line, select Browser. To download report datato an ASCII file,
click Download. (See next section) The default value for report type is Browser.

5. Click Submit to start the Query.

11.3 To download the Late Recertification Report
Summary Report:

1. Click Reported by: Download; the following Security Warning screen (Figure 2)
displays:

| File Download - Security Warning

Do you want to open or save this hile?

|._ Mame: TracsDownload.trx
| Type: Unknown File Type
From: nkthhgp?1.hud.gose

[ Open I [ Save ] [ Cancel

* W'hile filez from the Intemet can be usetul, this file type can
o potentially harm pour computer. IF you do not rust the source, do not

open or gave thiz zoftware, What's the risk?

Figure 2. Security Warning Screen
2. Select Saveit to disk to name and save the file to your hard drive.

The ASCII file is comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names.

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

SAN - XXXXXNNNN
TIN = XXXXXNNNN
DOB — XX/XX/NNNN
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An example of an ASCI|I file isdisplayed in Figure 3. Figures 4(a) and 4(b) are two
examples of the Late Recertification Report.

AT SEN] ETTECEIvE DATE] WEXT RECERT DATE: NuAber of Days Late] Termination Date: Termination Redion

Figure 3. ASCII File

U.S. Department of Housing and Urban Development
TRACS Late Recertification Report
Contract Number: AA00AQ00000 Report Type: &l Certifications
Total Number of Late Recertifications: 11 Sorted By: Unit
m':r 'Unit | TemantName  Temant SSN EE%B:::""’ 'N""I;ﬁ““ g‘;"yﬁ:’;:;f 'T"“‘I‘)j:t:ﬁ”“ Tegg“;:f"“
03435149 3122 [PADILLA, 1. 0000000 | 4712007 | arts2008 ]
03435149 3186 [SIMIONE, C. 1. | 50000(0000 | 14172008 | 4/1/2008 o0
03435149 [312.7 [GARCIA, & 0OCXK0000 | 4712007 | artrzo08 ]
03435149 [342.2 [WURIEL, 1. [aoooooo tzitzo07 [ 100z 181
3435149 [342.4 MALDONADO, 5. [ 0000(0000 | 2712007 | 272008 | 130
(03435149 [702.5 LaRA LN, [ 00CK0000 |4s2007 | 40142008 90
03435149 [707-3 ROBARIO, 1. | 10000(0000 | 5/L/2007 | 5/1/2008 60
[D3435149 7171 [THOMESOW, J.L. 00000000 1112007 | 5n/2008 | 40
03435149 [717-2 TORRES, B. COOX0000 [10/1/2007 | 4/1/2008 90
3435140 [727-3 [COLON, 0. [00000000 | 3/1/2008 | 4172008 o0
13435149 [727-2 [GARCIA, O, OOOX0000 127142007 | 4712008 90
Interpreting and Printing this page
I Return to Cueny ]

Figure 4(a) Late Recertification Report
(Queried by Project, All Certifications, Sorted by Unit)
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03435149 717-3 TORRES, B.

Total Number of Late Recertifications: 11

mi‘r Unit | TenantMame |TenantSSN
03435149 [727.3 [COLOM, O, 000000
03435149 (7278 (GARCIA, O, 0000000
13435149 3187 [GARCIA, A, KOOK0000
03435149 [702.5 [LARA, LW, XXX0000
03435149 (3424 MALDONADO, 5. | X000C(0000
03435149 342-2 MURIEL, I. 0OXX0000
03435140 318-2 PADILLA, J. KOOCX0000
03435149 [707-3 ROSARIO, 1. 000X 0000

03435149 318-6 SII'u'IiONE, C.hL 0000000
03435149 717-1 THORPSOW, 1. L. | 000000

XOOK0000

Interpreting and Printing this page

[7.S. Department of Housing and Urban Development
TRACS Late Recertification Report

Report Type: All Certifications

Sorted By: Hame

Effective Next Recert Number of Termination Termination

Date
3112008

124172007

47172007
4F1LF2007
21172007
12/1/2007
41112007
5172007
17142008

114172007

10172007

Date
47112008
47172008
47112008
47112008
2FL12008
1/1/2008
47172008
FLF2008
4112008
SFLI2008
4172008

[ Return to Cluery J

Days Late Drate Reason
20
20
o0
90
150
181
a0
&l
el
alll
i

Figure 4(b) Late Recertification Report
(Queried by Project, All Certifications, Sorted by Name)
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