TRACS Internet User Guide

Chapter 16: Verification Query

16

Verification Objectives

By the end of this chapter, you will be

Query  |aeto

Verification Reports are designed to help °
determine whether owners and agents
are using the approved passbook rates, °
income limits, contracts rents, utility °
allowances, gross rents, and 236/BMIR

View HUD-50059s to determine
exceptions or inconsistencies
View query data from browser
Download and print a Verification
Report

market rents. Verification reports allow
you to quickly scan data submitted on
the HUD-50059’ s and eliminate the need
to access each individual certification to
check for correct values. Once correct
and current information is gathered, the
reports help usersto quickly review the
lists of values and effectively determine
exceptions or inconsistencies.

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

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

From the TRACS Verification Query

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.
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16.1 To generate a Verification Report (sorted by
Household Head):

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

TRACS

Verification Query

Enter the Project Nurber if it exists; otherwise entera Contract Mumber:
Contract Number: *| or Project Number: #
SortBY:  Household Head ¢ Unit ¢ Bedroom Count

ReportBy: & Browser ¢ Download

Submit Reset
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Figure 1. TRACS Verification Query Screen
Select Contract Number or Project Number.
Select Household Head sort by radio button.
Select Report By: Browser radio button.

a A~ WD

Click on MI and the TRACS Verification Report screen (Figure 2)
displays.
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Plaase click hare to viewreport

& Note: A screen displays allowing you to click on to
view the report, or - SB9BACK  to return to query screen and view or edit
previoudy entered search criteria.

% 7.8, Depardment of Housing and Urban Development .

TRACK Verification Repart

Contract Number: AA00A000000 Sorted By: Head Tenant Matme
Each row iz the most up-to-date certification for an active honsehold.
Project Bedroom Household Unit Head Head Very | Low |Coniract Utility Gross Market
Number | Count | Member Tenant Tenant Low |Income Reni | Allow Rent | Rent
Count MName 55N Income  Limit [¢3] @& | & &)
Limit €3]
(¢3]
3 3 028 |BACOM, A KOOK0000 | 29650 | 47450 T35 24 215 0
1 1 06 [BERGER,D. 0000X0000 | 23050 (3600 | 53 | 54 o3 [ o
3 3 05 [BLODGETT,C. 0000000 | 20650 | 47450 [ 731 24 315 [ 0
3 3 07 |[EDWARDS, K. 0000000 | 29650 | 47450 [ 76 | 24 |30 | O
2 4 |09 [GARCIAN. 00000000 | 32950 [s2700 [ a0 | 70 [7an [ o
2 2 03 [HAALS B 100000000 | 26350 (42150 | 670 | 70 [740 [ O
2 2 |01 [MOVER,J. 00000000 | 26350 (4250 [ sz [ w0 [ m2 | o
2 2 02 MOWWEMMACHEER, &. | 000C(0000 | 26350 | 42130 a70 il 740 0
1 1 04 |RAINES, D. HOOK0000 | 23050 | 36900 539 54 593 0
2 2 10 |THOMIAS, T, WOOOCK0000 | 26350 | 42150 610 | 70 | 740 0

Interpreting and Printing this page

Return to Clueny

Figure 2. TRACS Verification Report Screen

The report displays the Contract Number or Project Number, depending on which
number was specified during the query, and the Sorted By: field across the top of the
report. The screen advises users that each row contain the most up to date information
available for each active household. Columns display information for the:

= Project Number (or Contract Number)

=  Bedroom Count

=  Household Member Count

= Unit

= Head Tenant Name

= Head Tenant 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

= Very Low Income Limit ($)
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= Low Income Limit (%)
= Contract Rent ($)

= Utility Allow ($)

* GrossRent ($)

= Market Rent (%)

The following screens (Figure 3 and Figure 4) show views from the Unit and Bedroom
Count Sort by: field, which is selected from the Verification Query screen.

U.S. Department of Housing and Urban Development
TRACS Verification Report
Contract Number: AA0OACD0000 Sorted By: Unit
Each row is the most up-to-date certification for an active household
Project Bedroom Household Unit Head Head Very | Low Contract Utility |Gross Market
Number | Count | Member Tenant Tenant Low |[Income Rent |Allow | Rent | Rent
Comnt Name SSN Income | Limit %) & | ® )
Limit | (§)
(8]
1 1 06 105B ABMETRONG, E. | JO0GX0000 | 26400 | 40600 918 25 943 0
1 1 % 06 1078 NELSOM, E SO0CO0000 | 26400 | 40600 418 25 943 0
1 1 06 2014 DAVIS, E. KXHKXX0000 | 26400 | 40600 928 25 953 0
1 1 06 205B HOLTZ, E. HOOCOK0000 | 26400 | 40600 418 25 943 0
1 1 06 2104 TURMER, M. KXAXX0000 | 28400 | 40600 928 25 953 0
1 1 06 307B WEATHERLY, M. JOO0C(0000 | 28400 | 40600 918 25 943 0
1 1 06 505B JAWOREE, G. 200000000 | 28400 | 40600 918 25 | #43 0
1 1 06 6014 EEAD, T HOOCCK0000 | 26400 | 40600 928 25 953 0
1 1 06 6044 EOGEN, G. 200000000 | 28400 | 40600 928 25 | 953 0
Interpreting and Printing this page
Figure 3. Verification Report showing sort by Unit
U.S. Department of Housing and Urban Development
TRACS Verification Report
Contract Number: AAO0DAO00000 Sorted By: Bedroom Count
Each row 15 the most up-to-date certification for an active household.
Project Bedroom Household | Tt Head Head Very | Low |Contract Utility Gross Market
Number| Count | Member Tenant Tenant Low |[Income| Rent |Allow Rent | Rent
Count Name SSN Income | Limit $) % % $)
Limit | ($)
#)
1 1 06 2014 DAVIS, E. JO0CCK0000 | 26400 | 40600 928 25 | 953 0
1 1 06 6044 KOGEN, G. DOOCKXK0000 | 26400 | 40600 928 25 | 953 0
1 1 06 107B NELSON, E. JO0CCK0000 | 26400 | 40600 918 25 | W3 0
1 1 06 5058 TAWOEREE, G. [OCGGMK0000 | 26400 | 40600 918 25 | 943 0
1 1 06 6014 READ, L JOOOK0000 | 26400 | 40600 928 25 | 953 0
1 1 06 307B 'WEATHEELY, M. 3OCOCX0000 | 26400 | 40600 918 25 | 943 0
1 1 06 208B HOLTZ, R. JOOCK0000 | 26400 | 40600 918 25 | 943 ol
1 1 06 1058 ARMSTRONG, E. DOGGMK0000 | 26400 | 40600 918 25 | 943 0
1 1 06 2104 TURMEE, ML JOOOK0000 | 26400 | 40600 928 25 | 953 0
Interpreting and Printing this page

July 2017 — Release 203A 16-4



TRACS Internet User Guide Chapter 16: Verification Query

Figure 4. Verification Report showing sort by Bedroom Count

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

TRACS

Verification Report

Prating the Report

1. Click the File menu option at the top of your screen
2. Click Page Setup from the drap-down menu and a dialog boxis displayed, Setall four
margins to 0 inches if needed. [f Document Title and Document Location are displayed
inthe Header hox, click them both off if required.

You may need to decrease the font size to print all the records in the report on one
page. Ifusing Netscape Communicator, select Edit from the main menu, click on
Preferences. Under Appearance, click on Fonts and decrease the font size for the
variable width font by one (e.g. fram 121011}

Click Print fram the drop-down menu and the Print dialog hox s displayed

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

6. Click OK on the Print dialog box to printthe report.

«

oo

Interpreting the TRACS Verification Report

The TRACS Verification Repart is generated hased on the contracuproject number and raport
type provided by the user. Each displayed row in the repart is the most up-io-date ceriification
for active househalds only, All the data listed under each repart calumn has been
electronically submitted by the O/ or CA and stored in TRACS as a cerification. The data
displayed in the report may need to be verified by you, because it cannot be verifed by TRAGS
The certification list in the report is sorted atyour request by household head's last and first
name, or the unit number, or the bedroom count

ITqueried by Coniract and a project number exists for the certification, the project number is
displayed in the Project or Contract Number column. If ueried by Project and a contract
number exists, the contract number is displayed in the column.

e

Figure 5. Interpreting and Printing Page Screen

5. Click on the browser’s Back button to return to the Verification Report
screen.

6. Click on et uevy | g return to the Verification Query screen.

If no Verification information was found for the project/contract number submitted, or
the project/contract number does not exist in TRACS, or no active households exist for
the contract/project number submitted, the following Error screen (Figure 6) displays.

Click on __Retmte 8uew | ¢ return to the Verification Query screen.

TRACS Verification Query
Mo Werification information was found for the projecticontract number submitted.

Either the project/contract number does not exist in TRACS, or
Mo active households exist for the contract/project number submitted.

Click the RETURN TO QUERY buttan to try another guery.

{Operation Status = 0, Application Status: household not found)

RETURNTO QUERY |

Figure 6. Error Screen
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TRACS provides the capability for users to download Verification Report information.

16.2 To download a Verification Report:

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

2. Select Report By: Download option.

3. Click on M and the TRACS Verification Report download screen
(Figure 7) displays.

U.S. Department of Housing and Urban Develfopment
TRACS Verification Query

Please click here to download report.

<50 BACK |

Figure 7. TRACS Verification Report Download Screen

4. Click onthe Please click here to download report link, and a security warning
screen (Figure 8) displays.

OR

Click on - B9 BACK " {0 return to guery screen and view or edit previously
entered search criteria.

File Download - Security Warning

Do you want to open or save this file?

Marme: TracsDownload.trx
Type: Unknown File Type
% Fram:  nthhgp?1.hod.gow

[ Open ] [ Save I [ Cancel

While files fram the ntermet can be wzeful, thiz file tope can
g potentially karm your computer. |F you do not tust the source, do not

open or zave thiz zoftware. What's the rigk?
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Figure 8. Security Warning

5. 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 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. An example of an ASCI| file is displayed as Figure 9.

Mame; nead Tenant FIrst wame; wead Tenant middle In7t: mead wousehold 1D Code;
rket pent

Figure 9. ASCII File

& Note: When importing a downloaded file into database applications such as
Microsoft Access, the file may first need to be loaded and re-saved in a word
processing programasa“ Text Only” ASCII file. Thisisnecessary dueto carriage
return characters being lost during the download process. Te use of a word
processor to re-save thefileas*” Text Only” replaces the missing carriage returns so
that external applications can determine the start of each new record in thefile.
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