TRACS Internet User Guide

Chapter 13: Multiple Occupancy
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I\/IuItipIe Objectives

Occupancy |aleto

Query |

The Multiple Occupancy Query provides
multiple occupancy tenant information .
to authorized HUD users through the o
internet or intranet. Authorized users

Query the database and retrieve

By the end of this chapter, you will be

multiple occupancy information for a

household member
View query data from browser
Download and print a Multiple
Occupancy Report

can gquery the database and retrieve
multiple occupancy information based
on their input selection criteria. Reports
can be retrieved identifying units
occupied by multiple active heads of
households and active heads of
households occupying more than one
unit. The reports can be viewed on the
browser or can be downloaded for
printing.

The Multiple Occupancy Query option
can be selected from the TRACS Main
Menu.

From the TRACS M ultiple Occupancy
Query screen, click onthe TRACS
Menu link in the blue side bar to return
to the TRACS Main Menu.

Fromthe TRACS IVI_uIti ple Occupancy

Query screen, the ’6 displays
directly above the User Guide link asa
visual to direct usersto the user guide
for assistance in using this application.
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13.1 To generate a Multiple Occupancy Query:

1. Fromthe TRACS Main Menu, click on the Multiple Occupancy Query link, and
the TRACS Multiple Occupancy Query screen (Figure 1) displays.

TRACS
Multiple Occupancy Query

Enter the Project Mumber if it exists; othenwise enter a Contract Mumber
Praject Number: ~| or Contract Number: =

REPORT TYPE: & Units (in a project occupied by multiple households.)
© Households {occupying multiple units across projects )

REPORTBY: & Brawser  Download

Submit | Reset
I N N N B O B O O S O S .
N
s Backto TopI

Figure 1. TRACS Multiple Occupancy Query Screen
Select Contract Number or Project Number.

Select Report Type: Units (in a project occupied by multiple households) radio
button.

4. Select Report By: Browser radio button.

5. Click on ih"“ﬂ and the TRACS Multiple Occupancy Report screen
(Figure 2 and Figure 3) displays.

OR

Click on _7&%8t | {0 clear fields and enter different criteria.
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U8, Depariment of Housing and Urban Development
TRACK Mulfiple Occupancy Report
A= of 05/17 2008

Report Type: Units (in a project eccupied by multiple households.)
Reguested Contract: AAQJ0ADD0000

Project: (o associated project numhber exisis for the following list.)

[Tnit Coniract Head 551N Head Tenant Effective
Mumher Date

172 |AADDADDDODD | X3O0O(0000 HARRIS, CHREISTINE 090152007
172 |AAD0ADODO00 [}3XX0000 RODEIGUEZ, BANTOS R 127212007
172 | AADDADDOOOD 30000(0000 HARRIE, CHRIGTINE 09/01£2007
186 |AADDADDDODD |X3O0GO(0000 CARCAMO, DELIA M 0171652008
126 | AAD0AD00000 [}3O0XX0000 ROBINSON, BHAWN M |07/01/2007
1286 | AAD0ADODO00 [XOO0K0000 | ROBIMNGON, SHAWMN M |07/01/2007
240 |AADDADDDOOD | XXXXX0000 SMITH, FREANCES M 0&/0152007
240 [AADDADDOODD | XOCKXX0000 EBALLARD, ROBIM M 01/02F2008
240 |AADDADDDDOD | XXXXX0000 SMITH, FRANCES M 0&/01£2007

Indrepreting and Printing this page

[ Feturn to Query

Figure 2. TRACS Multiple Occupancy Report Screen (1 of 2)

U.S. Department of Housing and Urban Development

TRACS Multiple Occupancy Report
As of 05/17/2008

Report Type: Units (in a project oceupied by multiple households.)

Requested Project: 000000000

Unit| Contract Head SSN Head Tenant Effective
Number Date
101 |[AAGDADDODOD | XXXXX0000 BERRY, JAMES 03/01/2008
101 | AADDAODODDD | XOOXKX0000 DAVID-EELLY, TAUQUINNA 09/07/2007
102 AAOOADOODOD | XCXXX0000 TORRES, LUIS A 05/01/2008
102  AADODAO0D00D | X3XXXX0000 DICEENS, CLINNIE T 05/01/2008
103 /AAQOADOODOD | XXXXX0000 BOIRO, MOHAMED S 12/17/2007

Figure 3. TRACS Multiple Occupancy Report Screen (2 of 2)

The screen displays the report with Project Number or Contract Number appearing across
the top of the report, depending on which number was used to generate the query. If
Contract Number is used to generate the query, but no Project Number is associated with
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the contract, then the Project Number column will not display. Remaining columns
display the following:

= Unit

= Head SSN

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

= Head Tenant Name
= [Effective Date

The screen also displays a system-generated date based on when information was updated
in the database, or states information is current as of this date.

The following screen (Figure 4) shows the Households (occupying multiple units across
projects) Sort by: field, which is selected from the M ultiple Occupancy Query screen.

U.S; Department of Housing and Urban Development

TRACS Mulriple Occupancy Report
As of 05/17/2008

Report Tvpe: Tits (in a project occupied by multiple households. )
Requested Contract: AACOAOO0000

Project: 00032023

TUnit Condract Head SSN Head Tenant | Effective
Number Date

710 AADDAQD0000 XXKXX0000 LEE, CHEN YU 12/01/2007
710 AAODADDODDD XXXXX0000 ZHU, YIN QIU 03/01/2008

Intrepreting and Printing this page

[ Feturn to Cuery ]

Figure 4. Multiple Occupancy Query Screen showing Households occupying multiple units

The Interpreting and Printing this page link provides additional information for the
Multiple Occupancy Report. Clicking on thislink displays the following screen of
information (Figure 5).
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TRACS

Multiple Occupancy Report Help

The Multiple Occupancy Report consist of:

1. The results of the Multiple Occupancy Query request, which can be one of the
following reports:
e Unit occupied by multiple head of households (select by contract number,
sort by unit)
Head of househalds occupying multiple units (gelect by contract number,
sort by SSN)
Unit occupied by multiple head of households (select by project nurmber,
sort by unit)
Head of housshalds occupying multiple units (select by project number,
sort by S5N)
The hieader infarmation an all reparts display the fitle of the report and the TRACS
process date
If query selection was by Contract Mumber and sorted by Unit then the fallowing
fields are displayed on the report
= Unit Mumber - Unit number of the unit being occupied
= Project Mumber - Project number of the contract
» Head S5N - Head of household's Social Security Nurmber
= Effective Date - The date the certification became effective or the
certification effective date
= Head Tenant - The name of the head of household
If query selection was by Contract Number-and sorted by SSH then the following
fields are: displayed on the report:
= Head S5M- Head of household's Social Security Mumber
= Project Mumber - Project number of the contract
o Unit Murmber - Unit number of the unit heing occupied
¢ Effective Date - The date the cerlification became effective or the
certification effective date
o Head Tenant - The name of the head of household
If query selection was by Praject Mumber and sorted by Unit then the following
fields are displayed on the report
= Unit Number - Unit number of the unit being occupied
= Caontract Mumber - The number that uniquely identifies the contract
= Head 55M - Head of household's Social Security Murmber
¢ Effective Date - The date the cerlification became effective or the
cerification effective date
@ Head Tenant - The name of the head of household
If query selection was by Praject Mumber and sorted by SSN then the following
fields are displayed on the repon:
+ Head SSM - Head of househald's Social Security Numbsr

r

w

.

i

@

= Contract Number - The number that unigquely identifies the contract
o Unit Number - Unit number of the unit being occupied
 Effective Date - The date the cerlification became effective or the
cerification effective date
= Head Tenant - The name of the head of household
Click the Return to Gluery radio button to returm back to the Multiple Occupancy
Query page

e N N EENEEss

Figure 5. Interpreting and Printing Page Screen

-

6. Click onthe browser’s Back button to return to the M ultiple Occupancy
Report screen.

7. Click on __Retmte@uen | g returnto the M ultiple Occupancy Query screen.

TRACS provides the capability for users to download Multiple Occupancy Report
information.

13.2 To download a Multiple Occupancy Report:

1. Fromthe TRACS Multiple Occupancy Query screen, select either Contract
Number or Project Number.

Select Report Type: radio button.
Select Report By: Download option.

4. Click on M and the TRACS Multiple Occupancy Report download
screen (Figure 6) displays.
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Multiple Occupancy Report Download

Click link to download the Multiple Occupancy Report.

Click Here to download the Multiple Occupancy Report.

4
Backto TDpI
Home

Last Modified: 05/25/00

Figure 6. TRACS Multiple Occupancy Report Download Screen

5. Click onthe click here to download the Multiple Occupancy report link, and a
security warning screen (Figure 7) displays.

OR

Click on the Back link in the blue sidebar to return to query screen and view or
edit previously entered search criteria

File Download X

Do you want to open or save this file?

Mame: TracsDownload,trx

| #=a
Type: Unk%wn File Twpe
Fram: hudapps1,hud.goy

[ Dpen J [ Save I [ Cancel

While files from the Intemet can be uzeful, some files can potentially
harm your computer. |f vou do fak kst the source, do fok open or
zave thiz file. What's the nsk?

Figure 7. 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
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Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names. An example of an ASCI| file is displayed as Figure 8.

roject number;contract number;unit number;head hhold id code;effective date;
ﬁead hhold name

000AAQ00; MDOBB0Z30L10; 300224 ; xxxxx0000; L0,/ 01,2007 ; MCGEE, TRICIA K

000AAQQD; MDOGR023010; 300224 ; x0000x0000; 05,/01,/2008; BAKER, JALIESA S

000AAQQOD; MDOGB023010; 300231 ;20000000 ; 04 /18/2008; LEWIS, BRITTAMNY S

000AAQQQ; MDOGB023010; 300231 ; XX 0000; 08,/30/2007; BAILEY, LAUREM A

000AAQQD; MDOGR023010; 3004 29 x00x0000; 03 /01 /2007 HOLSTON, LAKISHA N

000AAQ00; MDOGB0Z3010; 3004 25 ; 2000xx0000; 12,707 /2007 ; PROCTOR, ELAIME C

000AADDD ;MDOGB023010; 3004T5;200xX0000 ; 11,/09,/2007; ANTHONY, SANDRA M

000AAQDD ;MDOBS0223010; 3004T5; 20000000 ; 08,01 /2007 ; THOMIDIS, COLLEEM MOOD

Figure 8. ASCII File
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