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Chapter 12: Move-In/Move-Out Query
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Move-
In/Move-
Out Query

TRACS Internet Applications now
provides the ability to generate aquery
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 adate range, this
report lists al turnover activity by
contract and unit number.

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

From the TRACS M ove-1n/M ove-Out
Query screen, click onthe TRACS
Menu link in the blue side bar to return
to the TRACS Main Menu.

Fromthe TRACS M ove-In/M ove-Out

Query screen, the ’5
above the User Guide link asavisual to
direct usersto the user guide for
assistance in using this application.

Objectives

By the end of this chapter, you will be

ableto:

e View alist of all move-insand
move-outs

e View query data from browser

e Download and print a Move-
In/Move-Out Report

displays directly
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12.1 To generate a Move-In/Move-Out Query:

1. Fromthe TRACS Main Menu, click on the Move-In/Move-Out Query link, and
the TRACS Move-In/M ove-Out Query screen (Figure 1) displays.

TRACS
Move-In/fMove-Out Query

Enter the Contract or Projact Murmber.

Contract Number: ~| or Project Number: =

Fram Date: (MW/DD/Y YY) ,_/I_f
To Date: ooy | o A

REPORTBY:  Browser ¢ Download

Submit | Resef

s /I\
T
Biack to TDDI

Home

Figure 1. Move-In/Move-Out Query Screen
Select Contract Number or Project Number.
Enter From Date and To Date (MM/DD/YYYY).
Select Report By: Browser radio button.

5. Click on M and the TRACS Move-In/M ove-Out Report screen (Figure 2)
displays.
OR

Click on _7#8t | to clear fields and enter different criteria

Please click here to view repor 0

& Note: A screen displays allowing you to click on

view the report, or L=82BAEK |10 return to query screen and view or edit
previoudy entered search criteria.

U.5. Department Of Housing and Urban Development
TRACS Mave-InMove-Oui Repore

Contract Number: AA004000000 Total Number of Move-ins: 3
Date Range: 04012007 - 040172008 Total Number of Move-outs: [
#= 10 ove-in or move-out record within date range
A A Household
| Project | Unit |Bedroom . | Move-out Head
Number Number Count N([:e;::‘:r More-in Date. Muve-out Date g o, Tenant Name B8N
ICAMACHO-GONZALEZ, &. | OXX0000

03435149 | 7021 2 2 813112007
lozazsiap [ 7224 | 1 1 21172008 SANCHEZ, J KOHX0000
[m3azs1an | 7275 3 3 o707 MALDONADO, & N | 00000000

Interpreting and Printing this pags

Fieturn to Query

Figure 2. TRACS Move-In/Move-Out Report Screen
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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 aheader. 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 link provides additional information for the
Move-In/Move-Out Report. Clicking on thislink displays the following screen of
information (Figure 3).

TRACS

Move-InfMove-Out Report

Prnting the Report

1. Click the File menu option at thetop of your screen.

2. Click Page Setup from the drop-down menu and a dialog box is displayad. Set all
four marging to 0 inches if needed. If Document Title and Docurnent Location are
dizplayed inthe Header box, click them both off if required

3. You may need to decrease the font size to grint all the records in the repont on

one page. f using Netscape Comrmunicator, select Edit from the main menu, click

on Prefererices. Under Appearance, click on Fonts and decrease the fant size for

the variable width font by one (e.g. from 1210 11)

Click Print from the drop-down menu and the Print dialog box is displayed

5. Choose Properties and set the orientation to Landscape. You may also set the
Paper Size to Legal (8.5 by 14 inches) if required.

6. Click OK-on the Print dialog box to print the report;

=

Interpreting the TRACS Move-In/Move Out Report

The TRACS Mave-InMMove-0ut Report is generated based on the contract/project number
and date range provided by the user. All move-ins and move-outs are listed, sorted by
contract orproject, and unit number. The maximum date range that may be selected is a
period of one year

If gueried by Contract and a project number exists for the cedification, the project
number is displayed in the Project or Contract Mumber column. If queried by Project and
a contract number exists, the contract number is displayed in the column

The displayed Move-out Reasons are:

1. Owrier initiated for nonpayment of rent

2. Owner initiated other than nonpayrment of rent.
3. Tenant initiated.

4. Death of sole family member

5. Unit Transfer between two contracts or projects

— AR

Figure 3. TRACS Move-In/Move-Out Report Screen

6. Click onthe browser’s Back button to return to the M ove-1n/M ove-Out Report
screen.

7. Click on __Retmte usvy | g return to the M ove-In/M ove-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
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following Error screen (Figure 4) displays. Click on —_F&tm ta Buery | to return to the
Move-1n/Move-Out Query screen.

TRACS Move-IniMove-Out Report

Mo records were fefrieved from the TRACS database for one of the following reasons
1. Either the submitted Project/Contract number was typed incorrectly or it does not exist in the database.
2, Mo eligible certifications exist for the submitted date range
3. Mo Mave-In or Move-Out transactions exist for the submitted project/contract and date range.

Click the RETURN TO QUERY pushhutton to try another guery

[Oweration Status = 0, Application Status: holsshold not found)

RETURMN TO QUERY

Figure 4. Error Screen

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. Fromthe TRACS Move-In/M ove-Out Query screen, select either Contract
Number or Project Number.

Enter From Date and To Date (MM/DD/YYYY).
Select Report By: Download option.

4. Click on M and the TRACS Move-In/M ove-Out Report download
screen (Figure 5) displays.

U.S. Department of Housing and Urban Development
TRACS Move-in/MoveOQut Report

Please click here to download report.

=30 BACK. |

Figure 5. TRACS Move-In/Move-Out Report Download Screen

5. Click on the Please click here to download report link, and a security warning
screen (Figure 6) displays.

OR

Click on B9 BACK " {6 return to guery screen and view or edit previously
entered search criteria.
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File Download - Security Warning

Do you want to open or save this file?

e Mame: TracsDownload.krs

Type: Unknown File Type
From: nthhgp?1.hud.gov

Open ] [ Save

][ Carncel _]

open or gave this software, What's the rizk?

While files from the Internet can be uzeful, this file type can
potentially harm pour computer. [F pou do not buzt the source, do not

Figure 6. Security Warning
6. Click on the radio button next to Save it to disk to name and save the file to your

hard drive.

If aquery is submitted using the Report By: Download function on the query screen, the
dataisreported in ASCII file format, which is downloaded to your PC’s hard drive. The
ASCII file iscomma 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.

SAN - XXXXXNNNN
TIN = XXXXXNNNN
DOB — XX/XX/NNNN

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.

An example of an ASCI|I file isdisplayed as Figure 7.

FOUSENOTd MEMber Counl; MOvE In DAUE; TransAciion ETTECCIVE GATE; MOvE OUT REAsON;

112
20044000
00044000
300

HEAd TENANT LAST WEmeE; MEAd TENAnT FIrat Wame;
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Figure 7. ASCII File
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