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1.0 Introduction

1.0 INTRODUCTION

The Line of Credit Control System (LOCCS) is the U.S. Department of Housing and Urban
Development’s (HUD) primary grant and subsidy disbursement system, handling disbursement and cash
management for the majority of HUD programs.

In 1990 the LOCCS Voice Response System (VRS) was developed which allowed grantee access to their
HUD funds using a touchtone phone. Then in the year 2001, an Internet version of LOCCS VRS
(eLOCCS) was released, allowing Title Il lenders, Public Housing Authorities (PHA), Section 8
Performance Based Contract Administrators (PBCA), and other authorized HUD business partners full
access to their HUD portfolios through the web.

In 2007, the Section 236 Program (S236) was introduced in eLOCCS, and in 2008, the Section 235
Program (S235) was added. This effort improved the Departments overall financial management and
accountability for these programs and automated the payment process. The Service Providers no longer
have to mail forms/invoices to HUD to obtain payment, which was a manually intensive process for all
parties. The S235/S236 enhancements include real-time approval of payment requests, access to payment
schedules, e-mail notifications of anticipated payment deposit dates and other eLOCCS functions.

1.1 Purpose of Guide

This guide provides an overview of required security components necessary for Section S235/S236
eLOCCS access, with a description of how the components work together and how a user may request
access to the security components. Though S235/S236 programs are similar, it also distinguishes their
uniqueness as programs through user screens and specific functionality for each program within eLOCCS.
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1.2 Hours of Operation

Monday — Saturday . .. .. ..

Sunday

6:00 a.m. to 8:00 p.m. EST
Not Available

1.3 eLOCCS Browser Requirements

In concurrence with Secure Systems browser requirements, eLOCCS supports Internet Explorer 6.0.

1.4 Acronyms and Abbreviations

Acronym/Abbreviation

Definition

eLOCCS

Internet version of LOCCS

FAQ Frequently Asked Questions

FHA Federal Housing Administration

HUD U.S. Department of Housing and Urban Development
ID Identification

LOCCS Line of Credit Control System

OCFO Office of the Chief Financial Officer

PBCA Section 8 Performance Based Contract Administrators
PHA Public Housing Authorities

PIH Public and Indian Housing

S235 Section 235

REAC Real Estate Assessment Center

S236 IRP Section 236 Interest Reduction Payments

URL Uniform Resource Locator (WWW address)

VRS Voice Response System

www World Wide Web

S235 and S236 IRP Getting Started Guide
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2.0 SECURITY COMPONENTS

2.1 Secure Systems and FHA Connection

HUD has many online systems available to the public and its business partners, with each online system
often providing information or functionality for specific groups or organizations within the general
housing industry. The two primary HUD online systems required for gain access to the 236/IRP program
in eLOCCS are Secure Systems and FHA Connection. Both Secure Systems and FHA Connection
serve as an internet gateway between the general public and internal HUD applications, each serving a
specific set of HUD business partners.

Secure Systems is sponsored by the Office of Public and Indian Housings (PIH) Real Estate Assessment
Center (REAC). Secure Systems (sometimes referred to as Online Systems) is the general name for the
front-end security component controlling access to a suite of PIH systems supporting PHASs, Section 8
PBCAs, and business partners in the multifamily housing industry.

Each of these business partners ultimately receives directly from HUD the subsidy, grant, and/or loan
payments to support the many HUD programs funded by Congress each fiscal year. LOCCS, sponsored
by OCFO, has been responsible for the disbursement of these funds since 1984. In October 2000,
eLOCCS was implemented as a component of REAC’s suite of systems under Secure Systems, allowing
direct internet access of PIH and Housing-authorized business partners to their HUD portfolio funds.

FHA Connection is the front-end security component allowing Federal Housing Administration (FHA)
approved lenders to have real-time access to a number of FHA systems for the purpose of originating and
servicing FHA loans.

Generally, FHA Connection users (mortgage lenders) do not need to access any applications under Secure
Systems. There are exceptions; and Section S235/236 IRP Service Providers who will need to access
eLOCCS under Secure Systems are among the exceptions.

2.1.1 Coordinators and Users

The security components for both FHA Connection and Secure Systems are basically identical. Each
recognizes two types of trusted business partner users: coordinators and users. In most cases,
coordinators perform only system administration functions. These functions include establishing their
profile as coordinators to HUD systems and activating users by assigning systems and roles.

@ This guide contains only an overview of the FHA Connection registration process.
Additional FHA Connection registration information can be found at
https://entp.hud.gov/clas/info.html.

Because of the security similarities, FHA Connection was modified to share its security profile with
Secure Systems for selected applications. eLOCCS has been added to this list, and lenders who
participate in the S235/S236 program may now request eLOCCS “system access” through FHA
Connection.

S235 and S236 IRP Getting Started Guide Page 2-1
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Once eLOCCS "system access" is assigned in FHA Connection, a user can sign-on directly to Secure
System with the same FHA Connection User Identification (User ID) and password and select eLOCCS
from the list of authorized systems menu.

{% Secure Systems controls only system-level access for eLOCCS and displays the
eLOCCS application link on its menu. Application-level security is maintained by
eLOCCS and OCFO. This is a separate necessary security component before full access
to eLOCCS is allowed (for details, see Section 2.2).

2.1.2 Assigning eLOCCS Application Roles in FHA Connection

As part of an FHA coordinator’s administrative function, coordinators assign applications and roles in
FHA Connection to themselves or a user. To perform the assignment of eLOCCS application and roles,
go to the following FHA Connect URL:

https://entp.hud.gov/clas/index.html

Select the “Sign On’ icon and enter your user name and password to sign into FHA Connection when
prompted. Select the ‘OK’ button or press the ‘Enter” key. Then click on the *ID Maintenance’ icon
which will retrieve the ‘1D Maintenance’ screen. From this screen, select the FHA Connection ID
Administration link. Then Enter the FHA User ID in the FHA ID input box and click the ‘Send’ button.
The FHA Connection ID Administration screen will display. Scroll down to the Line of Credit Control
System Application (eLOCCS), mark the ‘Query and/or Administrator’ check boxes, and then click the
‘Send’ button. The Coordinator, in performing this administrative function, assigns the eLOCCS
application and roles to the user in Secure Systems.

All users should minimally be assigned the Query role. Additionally, adding the Administrator role
allows the user to maintain the eLOCCS e-mail module for the business partner (discussed in Section 4).
Users who will need to submit vouchers will request the authority on the HUD-27054 described in
Section 2.2.

2.2 eLOCCS Security Registration

As previously noted, eLOCCS also has application-level security requiring a User ID and password. This
isa LOCCS only User ID and password and is separate from the FHA Connection User ID and password.
A user will be prompted for a LOCCS User ID and password after selecting the eLOCCS link from the
Secure Systems menu.

As the primary program cash management application for the Department, LOCCS is responsible for the
final automated disbursement decision of billions in annual HUD appropriations. Because of the sensitive
financial nature of eLOCCS, this additional level of security is required.

S235 and S236 IRP Getting Started Guide Page 2-2


https://entp.hud.gov/clas/index.html

2.0 Security Components

2.2.1 LOCCS VRS Access Authorization Security Form (HUD-27054)

eLOCCS application level security is maintained through the submission of a LOCCS VRS Access
Authorization Security Form HUD-27054.

@ Initial LOCCS Business Partner access was through a touch-tone phone in 1990. This
Voice Response System (VRS) technology used synthesized speech to guide the user
through menus and options. LOCCS access required a 6-digit User ID and password,;
and, because of touch-tone limitations, both the 1D and password were all numeric.
LOCCS continues to support VRS; and, the LOCCS User ID and password remain all
numeric, even when used through eLOCCS.

A HUD-27054 form must be completed for each staff member of the recipient organization who will
perform query or drawdown functions for S235/S236 IRP. The completed form (which must be notarized
and signed by an Approving Official) is sent to the appropriate Field Office for review and verification.
Following review, the Field Office staff will send the original form to the LOCCS Security Office for
assignment of a LOCCS User ID. The user will receive a new user letter containing a 6-digit numeric
LOCCS User ID in 7 to 10 business days after the LOCCS Security approval process.

If a user already has a valid HUD-27054 eLOCCS ID, it is not necessary to submit another one.
However, the HUD-27054 program area needs to be updated to include the S235 or S236 IRP program
and type of access desired: Query or Drawdown.

Additional information and a copy of a HUD-27054 LOCCS form can be obtained at the following URL.:

http://www.hud.gov/offices/adm/hudclips/forms/hud2.cfm

The following three figures (Figure 2-1, Figure 2-2, and Figure 2-3) depict what the user will view after
accessing the above URL.
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Homes &
Communities
U5 Departm if

and Urban O

Administration
About Us

Freedom of Information
Act (FOIA)

Grants Management
Handbooks, Forms and

Publications
HUD news

Homes

Resources

Tools
Webcasts
Mailing lists
RSS Feeds

Help

“USA.gov

Government "= Made Easy

Administration

En esparfiol | Contact Us | Text only | Search f/index

HUD Forms 2 through 2994-A

Jump to Forms

HUD-20000-A
HUD-2003-H-01

HUD-2003-13-CPD
HUD-200.2
HUD-2022
HUD-2029
HUD-203
HUD-2028
HUD-2059
HUD-2059-A
HUD-2060
HUD-2061
HUD-2061-A
HUD-2063

2-— 2457 25 — 2994-A

Reguest for Waiver of Housing Directive (06/2003]

Printing Requisition (11/2005)

Requisition for Visual Arts Services (PDF) (Word) (06/1929)
Idea$ Submission Form (03/1988]

Don't Be A Victim of Loan Fraud

} Web Page version
} Mo sea vmctima de pristamos fraudulentos

} Brochure wersion

HOME Program Rehabilitation Tune-up Kit

Adjustment of Overtime Hours (07/1399])

Schedule of Collections (05/1333)

Telephone Inguiry {Response (01/2003)

Lost Label Report IPIA/Manufacturer/Losing Party (01/2000)
Damaged Label Report IPIA fManufacturer (01/2000)

Reguest for Consultant/Expert (11/1953)

Quarterly Consultant/Expert Review of Statement {(04/2003)

Voluntary Leave Transfer form{07/1585)

Consultant Certificate(04/2003)

Expert Certificata(04/2002)
Schedule of Federal Housing Administration Debentures Authorized and

Reguisitioned (01/2001)

Figure 2-1. HUDCLIPS

S235 and S236 IRP Getting Started Guide
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HUD-27027 RELOCATION INCOME TAX ALLOWAMNCE (08/1987)
HUD-27029 Title I Refinancing Report (06/2003)
HUD-27030 Title I Transfer of Note Report (05/1937)
HUD-27038 *+% Official Receipt
HUD-27045 Invoice Approwval For Contract/Purchasing & Training (07/1535)
HUD-27050-B Application for Premium Refund or Distributive Share Program Information
HUD-27050-C FHA Homeowner Fact Sheat
HUD-27051 Hational Credit Bureau Referral System (A-49) Data Entry
HUD-270532 Reguest Woucher for Grant Payment [03/1533)
HUD-27053-A Special MNeeds Assistance Program (02/1995)
HUD-27054 Voice Response System [06/2003)
HUD-27054-A LOCCS Access Authorization Security Form for HUD Staff (0&8/2003)
HUD-27056 Change of Address Reguest (11/1390)
HUD-27053 Regulation Notice / Alert
HUD-27055-4 Assessment Of Requlation's Benefits & Burdens
HUD-27059-B Regulation Description
HUD-27027 RELOCATION INCOME TAX ALLOWARNCE (08/1987)
HUD-27023 Title I Refinancing Report (0&8/2003)
HUD-27020 Title I Transfer of Note Report (05/1997)
HUD-27038 **% Official Receipt
HUD-27045 Invoice Approval For ContractfPurchasing & Training (07/1395)
HUD-27050-B Application for Premium Refund or Distributive Share Program Information
HUD-27050-C FHA Homeowner Fact Sheet
HUD-27051 National Credit Bureau Referral System (A-49) Data Entry
HUD-270352 Reguest Voucher for Grant Payment (03/1993)
HUD-27053-A Special Needs Assistance Program (02/1995)
Voice Response System (06/2003)
HUD-27054-4 LOCCS Access Authorization Security Form for HUD Staff (06/2003)
HUD-27036 Change of Address Reguest (11/1530)
HUD-27059 Regulation Notice/Alert
HUD-27039-4 Assessment Of Regulation's Benefits & Burdens
HUD-27059-B Requlation Description

Figure 2-2. HUD Forms List
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En espanol | Contact Us | Text only | Search/index

Help
and Urban Development
HUD News Notice
Newsroom
i::T:ZD PDF file rEqUESt @.‘f Information by State
Homes You have requested a document from our site
Buying that is a Portable Document Format file. Some of the documents and forms
Owming available on HUD's website are available as PDF files so they can be viewed or
Selling printed in their original form. If you don't already have one installed, you will need a
Renting PDF reader to use these files. The PDF reader is available for free.

Homeless

Home improvements .
7
R T What would you like to do?

Fair housing

FHA refunds /) Open the PDF file
Foredosure

Consumer info 0 Get the free PDF reader

Communities

About communities o Find out about other PDF accessibility solutions

Volunteering
Organizing o Return to the previous page
Economic development

Working with HUD Your original request was for

i http: / fwww.hud.gov/offices fadm /hudclips /forms /files / 27054. pdf

Programs 5 .
Contracks File Size: 211 KB

AT File Date: 1/14/08 12:31 PM

Figure 2-3. PDF File Request for Form

The HUD-27054 form will appear in PDF format when the link shown above is accessed (Figure 2-3).
Detailed instructions for filling out the LOCCS VRS Access Authorization Security Form are presented
on the second screen. However, there is specific program information required in Sections 5a/b/c of the
form: LOCCS Program Area, Program Name, and Access Level. In Sections 5a/b, depending on the
appropriate program enter ‘S235’ or *S236’ for the LOCCS Program Area and ‘S235’ or ‘S236/IRP’ for
Program Name. For Section 5c, all users should minimally request Query level access in this section to
view the eLOCCS IRP portfolio. Additionally, users that need to perform a voucher draw should request
project drawdown access.

The completed LOCCS VRS HUD-27054 form (which must be notarized) is sent to the appropriate Field
Office for review and verification. Following review, the Field Office staff will send the original forms to
the LOCCS Security Office for assignment of a LOCCS User ID. Once approved by LOCCS Security,
the user will receive a ‘new user’ letter within 7 to 10 business days that contains the LOCCS User 1D
and instructions for the user to create a password. The HUD-27054 User ID must be recertified every 6
months. Each LOCCS user’s Approving Official will be notified of this process.

S235 and S236 IRP Getting Started Guide Page 2-6
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3.0 SIGNING ON TO eLOCCS

3.1 What You Need Before You Sign-on

+ An FHA Connection User ID and password.
If you do not have an FHA Connection User ID and password, see Section 2.1.1 and talk to your
Coordinator.

v The eLOCCS application assigned to your FHA Connection User ID and proper eLOCCS
roles assigned.
If these are not assigned, see Section 2.1.2 and talk to your Coordinator.

v A LOCCS User ID and password.

If you do not have a LOCCS User ID and password, see Section 2.2.1 regarding HUD-27054
submission.

3.2 Two Sign-on Options

Once the three security components described in 3.1 are in place, there are two options for signing on to
eLOCCS.

1) Sign-on to FHA Connection by accessing the following URL.:

https://entp.hud.gov/clas/index.html

The FHA Connection Home screen displays. Click the ‘Sign On’ icon. Enter your FHA Connection User
Name (ID) and password; select the ‘OK’ button or click the ‘Enter’ key. Select the Multi Family FHA
link on the menu; then select the eLOCCS - Line of Credit Control System link. This eLOCCS link only
sends you to the Secure Systems sign-on screen (via the REAC Online Systems screen where you click
the Log In button) and then you are required to re-enter your FHA Connection User ID and password
again to enter Secure Systems. The Legal Warning screen displays; click on the ‘Continue’ button, and
you are now in Secure Systems. Select the Line of Cost Control System (eLOCCS) application link and
enter your LOCCS User ID and password when prompted.

-OR-
2) Sign-on to Secure Systems directly by accessing the following URL.:

http://www.hud.gov/offices/reac/online/reasyst.cfm

The REAC Online Systems screen displays; click on the ‘Log In” button. Enter your FHA Connection
User ID and password; the Legal Warning screen displays. Click the ‘Continue’ button. In Secure
Systems, select the eLOCCS application link and enter your LOCCS User ID and password.

Figure 3-1 illustrates the two sign-on methods.

$235 and S236 IRP Getting Started Guide 3-1
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Option 1

&

FHA Connection
Sign On

Enter FHA Connection
User ID/Password

Select
Multi Family FHA

Select

eLOCCS - Line of Credit

Control System

Option 2
¢

Secure Systems
Sign On

Enter FHA Connection
User ID/Password

Select
Line of Credit Control
System (eLOCCS)

eLOCCS Log In

Enter LOCCS
User ID/Password

eLOCCS
Application

Figure 3-1. Two eLOCCS Sign-on Options
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3.3 eLOCCS Secure Systems Log In

Sign-on requirements are described in Section 3.0, “Signing on to eLOCCS”. After securing the required
user IDs and passwords, the user will see the following screens from Secure Systems (also known as
Online Systems).

Homes &
Communities

US. Department ing

En espanol | Text only | Search findex
Real Estate Assessment Center

and Urban Dev nt

Real Estate Online Systems

Assessment Center
About REAL
PIH-REAL System Upgrade Release Schedule: :
Business area products CEf Information by State

Business pariners % Print version

Online systems » COD System Problem on July 6, 2003

i _ July &, 2005, st 10:00 arn (EST) a database =(<] Email this to a friend
(e e s server at HUD, which supports PIH-REALZ systermns

Calendar and security, experienced a disk drive failure

Industry user guides More... (07 07/05)

Libra
i Existing users log in below

Lr=clony o Friday August 26, 2005 - Spm
Training LOG IN !
Technical support Eastern Time (04/11/05)

Contact us Meed to access HUD systems?
# Llick here for the RASS 06/27 /05 UPDATE Register below:
HUD news

R R R Online Registration
* Management Operations Certifications not
Homes submitted by the E.D. will be REJECTED,
(05/23/05)
Communities PASSWORD RESET
s VYoucher Management System: VM3 will start

Mote: Password reset will require you

Working with HUD collecting the February, March, and April leasing to provide exact information from
data on May 15, 2005, Please have your quarterly o A .

Resources subrnizzion input into WMS by COB May 31, 2005, your original registration.
{05/10/05]

Tools
Webcasts

Mailing lists PIH-REAC applic_ations are only acc_essible using a HElpfl.ll Tools
Contact us browser supparting 128 Bit encryption and S5L3,
Help More... [02/25/04) } On-line Registration

Y N e o [ g e o

# Increased Security:

Figure 3-2. Secure Systems Log In Screen

The user will click on the ‘Log In” button (Figure 3-2 above). The Secure Systems User Login screen,
will display (Figure 3-3 below). Users will enter their previously obtained FHA Connection User ID and
password and then click on the ‘Log In” button.
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Secure Systems
Single Sign On

User LOgin mail | heln | search | home

User ID |M12345|

Password (sesesse

Cancel

ATTENTIOMN: This computer system, and all the systems associated with this system for User
Authorization and Authentication, are protected by a computer security system; unauthorized
access to these systems is not permitted; and usage may be monitored.

NOTE: There is an inactivity imeout of 30 minutes. Please save your work periodically to avoid being logged out

Content updated February 11, 2005

@ U. 5. Department of Housing and Urban Developrnent
451 Fth Street S.W., Washington, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455

Home | Privacy
Statement

Figure 3-3. Secure Systems Sign On Screen

The User Login Warning screen as shown in the figure below displays. The user should press the

‘Continue’ button.

ﬁ;t}—

Secure Systems

» Business Parimers
Maintenance

+ PHA Assignment
Maintenance

» Participant Assignment
Maintenance

* Password Change

* User Maintenance

» Active Partners
Performance System
(APPS)

» Enterprise Income
Yerification (EI¥])

+ Financial Assessment
Submission - PHA
(FASPHA)

+ Financial Assessment
Subsystem - Multifamily
Housing (FASSUB

« Lender Assessment
Subsystem (L ASS)

+ Line of Credit Control
System (el OCCS)

Legal Warning

Iisuse of Federal Information through the HUD Secure Connection web site falls under the prowisions
of title 18, Thited States Code, Section 1030, Thiz law specifies penalties for exceedng authorized
access, alterations, damage, or destruction of information residing on Federal Cormputers.

Warning Notice

The Secure Systems security access software supports Internet Explorer 6.0 browser. Internet
Ezplorer 5.0 browser 15 supported for all processing systems except ARAMS. Other browsers may
not be compatible with this software.

Continue

Figure 3-4. User Login Warning Screen
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3.0 Signing on to eLOCCS

The Secure Systems “User Login’ screen is displayed.

mail | help | search | home

ﬁ_ ] User Login
E

Secure Systems User ID w1235
Single Sign On Password [esesss

Cancel

ATTENTIOMN: This computer system, and all the systems associated with this system for User
Authorization and Authentication, are protected by a computer security system; unauthorized
access to these systems is not permitted; and usage may be monitored.

NOTE: There is an inactivity imeout of 30 minutes. Please save your work periodically to avoid being logged out

Content updated February 11, 2005

@ U. 5. Department of Housing and Urban Developrnent Home | Privacy
451 Fth Street S.W., Washington, DC 20410 Statement

Telephone: (202) F08-1112 TTv: (202) 708-1455

Figure 3-5. Secure Systems User Login

The Main Menu as shown in the figure below displays subsystems that have been assigned to the user.
The user selects and double clicks on the Line of Credit Control System (eLOCCS) hyperlink.

mail | heln | search | home | Togout

‘ﬁ-_ : Main Menu
E

Secure Systems

Systems

s Financial Assessment Submission - FHA (FASFHA)

;:f_:?r:?s ol o Financial Assessment Subsystem - Multfamily Housing (FASSTTE)

2 37:1::2 :::hers o Lender Ascessment Subsystem (LASS)
+ PHA Assignment s Line of Credit Control System (eLOCCE)
Maintenance

+ Password Change

* User Maintenance

Figure 3-6. Line of Credit Control System (LOCCS) Hyperlink

The next screen to display is the eLOCCS Log In screen as shown in Figure 3-7 below, which requires
the user to have previously obtained a LOCCS User ID and password (see Section 2.2). After filling the
required fields, the user clicks the ‘Log In’ button.

S235 and S236 IRP Getting Started Guide 3-5



3.0 Signing on to eLOCCS

J“I“L Line of Credit Control System (eLOCCS)
USDIE!!II'IIllfll!mh Log In
Secure Systems LocCSUseriD:[ |

oo Password: | |

Note: Leave password blank;

 fthe 1sttime logging on, or

s your LOCCS ID was just reinstated or

« you're logaing in as an Approving Official only.

Figure 3-7. eLOCCS Log In Screen
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4.0 SECTION 235 eLOCCS FUNCTIONS

4.1 S235 Functional Overview

All eLOCCS program area modules provide similar functionality, a suite of query options and if
applicable, the ability to request funds. In addition, each program area is also customized for anything
unique that is required by eLOCCS and/or the user to perform the business needs of the program.

For S235, a number of additional elements are captured in order to perform some unique business
requirements of the S235 Program. They include:

Original Mortgage Amt:
Original Mortgage Date:
Interest Rate:

Formula 1 Amount (F1):

Formula 2 Amount (F2):

Loan Subsidy Begin Date:

Loan Subsidy End Date:

Recertification Due Date:

Fee Amount:

Authorized Amount:

This is the original amount of the S235 mortgage.
The original signature date of the mortgage.
The interest rate of the mortgage.

A Servicer provided amount which is the difference between 20% of
homeowner’s Adjusted Annual Income and the total mortgage payment.

An eLOCCS calculation based on a factor lookup as described in HUD
Handbook 4330.1, Appendix 52. The factor lookup uses the Original
Mortgage Date and Interest Rate as lookup elements, and the F2
calculation is Original Mortgage Amt*[factor]/1000.

This is primed to one month after the Original Mortgage Date. i.e. if the
original mortgage date was 01-02-1983, the Subsidy Begin Date is
primed to 02-01-1983.

This is the last month in which subsidy/assistance payments are made,
normally 30 years after the Loan Subsidy Begin Date.

Servicers are required to recertify family income every 12 months which
may affect the F1 amount. In eLOCCS, the anniversary date for this
recertification is the month the loan subsidy begins. Using the Loan
Subsidy Begin Date above, the anniversary month would be every
February.

This is a $3 per project/per month handling charge that is in addition to
the subsidy payment. NOTE: eLOCCS will automatically calculate
any handling fee that is due for a subsidy payment. The Servicer
should not include any handling charge on any payment request.

This is the maximum amount that LOCCS will pay for the life of the
project/loan. This value has been pre-calculated by HUD, and is based
on the run out costs of the subsidy + handling fee from October 2007 to
the Loan Subsidy End Date.
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4.1.1 What You Will See When Signing-On to eLOCCS

Your S235 project portfolio will only contain projects that HUD has determined are “active”. Active is
defined as any project which had a subsidy payment since 10-2007. October 2007 is the conversion
month for eLOCCS, and no disbursements prior to 10-2007 will be loaded.

When you first query any project in the portfolio, no disbursements will be reflected, no payment
vouchers will be available to query or submit, and no payment schedule will be available. All projects
will first be required to provide recertification information before a payment schedule is built and before a
current voucher submission is accepted. Depending on the recertification anniversary month of the
project, multiple recertification cycles will be required by eLOCCS in order to “catch up” with current
F1/F2 recertification information.

As an example, assume the projects recertification anniversary month is February and the Servicer gains
access to eLOCCS in May 2008. The first 12 month recertification period that eLOCCS will require
recertification information is one that includes October 2007.

So for this example, the earliest 12 month recertification period that includes October 2007 is 02-2007
thru 01-2008. A single F1 amount is provided for this period by the Servicer, and eLOCCS will
automatically calculate the F2 amount. (Screen prints and additional detail on this process are available
in Section 4.4.1). The actual F1/F2 amounts will be built into a project schedule starting with 10-2007
thru 01-2008.

In this example, the current month is May 2008, therefore the next recertification period for 02-2008 thru
01-2009 is also due. Once this is provided, a full 12 months of F1/F2 subsidy ceiling amounts are loaded,
and for this project, recertification’s have “caught up” and the next recertification is not due until 02-
2009. A controlling payment schedule will be built for this project, and any payments that were requested
for 10-2007 thru 05-2008 will automatically be posted in the schedule.

The following sections provide additional detail and screen shot examples. Keep in mind that some of the
information displayed will not appear until the initial recertification is performed on the project.

4.1.2 eLOCCS LOG In

From the eLOCCS Log in page, shown below (Figure 4-1), requires the user to have previously obtained a
LOCCS User ID and password (see Section 2.2). After filling the required fields, the user clicks the ‘Log
In’ button.
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,,|||I|||* Line of Credit Control System (eLOCCS)
USDI!!II!l}ll!mh Log In
Secure Systems LocCsUseriD: | |

Help Password: | |

Note: Leave password blank;

 fthe 1sttime logging on, or

s your LOCCS ID was just reinstated or

« you're logaing in as an Approving Official only.

Figure 4-1. eLOCCS Log In

After entering LOCCS User ID, the ‘LOCCS Authorizations’ screen (Figure 4-2) will be displayed
showing Program Area, Program Area Name, Authorization, and Service Provider Tax ID number. This
is the information mapped to your LOCCS ID and submitted on the HUD-27054 (Section 2.2.1).

To continue, the user should click on the S235 hyperlink under ‘Program Area’.

U5, Dept. of Housing
and Urban Development

'||| Line of Credit Control System (eLOCCS)
= LOCCS Authorizations

*1

LOCCS authorizations are based upon an approved HUD-27054 on file in the LOCCS Security
Office, and/or for S8 Contract Administrators, contract assignments in Secure Systems. Under the
Business Partner you are representing, select a program area link for an appropriate set of menu

options.
Secure Systems Program Area Program Area Name Authorization
$235 SERVICE PROVIDER Tax ID: 38-279)00(K
About LOCCS 5235 Section 235 Drawdown

EAQ

Send LOCCS 3

s and comment§

Figure 4-2. LOCCS Authorizations
An ‘eLOCCS Information Needed’ screen as shown in the figure below will appear if the primary email
address for the user’s organization has not been provided. Execute the necessary steps, and then click
‘OK’.

Further information describing eLOCCS emails is located in Section 5.4.1.
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e.OCCS Information Needed

A Primary Email Address for the organization you represent, has not been provided.

This can be entered from the Main Menu (which vou will see when you close this windew) under Miscellaneous ¥ Maintain
Email Addresses.

If vou do not have the Miscellaneous category on your Main Menu, contact vour Secure Systems Coordinator and
have the LOCCS Administrative Role assigned to you.

If vou need additional assistance, please call 571-766-2916 for help.

Figure 4-3. Primary Email Address Needed

4.2 S235 Main Menu Options

A variety of information is available through eLOCCS; but, depending upon a user’s program area
authority, menu options may vary. The figure below shows an example of a Main Menu screen in which
the “‘Service Provider Program Section 235’ (S235) was selected from the eLOCCS Authorization screen.

gl Line of Credit Control System (eLOCCS)
* “I""' * Service Provider
US. Dept. of Housing Section 235 (5235)
and Urban Development
Secure Systems Queries
« Grant Porffalio (5235) « Wire Payments
User Profile * Voucher Submissions
Change Password Updates
About LOCCS + Payment Voucher Entry + Cancel Voucher
FAQ * Recerifications
Miscellaneous
Authorizations + Maintain Email Addresses + Maintain Email Assignments

Send LOCCS your
questions and comment

Figure 4-4. Main Menu Options for Authorized Service Provider

S235 and S236 IRP Getting Started Guide 4-4
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The left sidebar of the screen shown in Figure 4-4 above provides the user with the following selections:

Secure System Returns the user to the Secure Systems Main Menu.
User Profile Displays user information, roles assigned, and eLOCCS HUD-27054 authority
access level.

Change Password Every 60 days, users will be prompted by eLOCCS to change their passwords. This
option allows users to change their password prior to the 60 days, which resets the
password change date in eLOCCS.

About eLOCCS Displays basic eLOCCS information, including hours of operation, points of
contact, etc.

FAQ Reference to frequently asked questions.
Authorizations Returns the user to the eLOCCS Authorization Screen.
Mailbox Displays the eLOCCS electronic mailbox for users’ questions and comments.

The Main Menu options are described in the subsections that follow.

As a user drills down into eLOCCS data through hyperlinks, the system tracks the path that appears on
the eLOCCS navigation bar as hyperlinks. The navigation bar provides the user with a hyperlink trail for
returning to a previous screen.

Figure 4-5 below shows the navigation bar, indicating the user started at ‘Menu’, moved to ‘Portfolio’ to
‘Project Information” and ended on the “Voucher Details’ screen. To return to any of the previous
screens, click the desired hyperlink on the eLOCCS navigation bar.

h’"‘“ 5236 SERVICE PROVIDER
cLOCCS Voucher Details

Tl = Pofolio = Project Information == Youcher Details

Figure 4-5. Navigation Bar

@ Browsers provide a “Back” button that takes a user to a previous screen. eLOCCS strongly
recommends users refrain from using this button. Users should use the eLOCCS-provided
navigation trail. This is especially important when performing updates.

Using the browser’s “Back” button will retrieve old documents that may not reflect the
LOCCS database, which is constantly changing.
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4.3 Queries
4.3.1 Grant Portfolio

The Grant ‘Portfolio” from the Main menu (Refer to Main Menu, Figure 4-4) lists funding information of
*All Grants’ by program area authorized for the user. The page offers a budget snapshot of grant
information with balance amounts including any new grants that have been assigned to the Portfolio
within the past 30 days. Icons descriptive of the grant status may appear above the headers.

Icon Function

et Identifies a new grant which has been added to the portfolio within the
past 30 days.

Recertification due.

Closed - Project/Grant.

Warning - Click on grant for specific warning information.

=T & e

Represents a suspension. Click on grant to view reason for suspension.

The portfolio default display only shows grants that have an available disbursable balance. Above the
column headings on the right is a check box indicating ‘Show Zero Balance Grants’. To view grants with
zero balances, mark the check box and eLOCCS will automatically load any grants with zero available
balances on the grant ‘Portfolio’ page.

To return to the original grant portfolio balance amounts, simply deselect the check box.

h/\g Service Provider Menu  Auth
£LOCCS.

Portfolio Log Off Bottom

| All Grants §235

2# New Grant @ Recertification Due @haw Zero Balance Grants
Hepgea Grant No. Authorized Disbursed _Payments Svailahic
Area in Process Balance

Section 235

8235 374.0353286 we* 1.403.61 14853 0.00 1.235.08

8235 374.0445166 " 6.570.47 057.84 0.00 3.621.63

5233 3740440513 " 3,162.62 674.12 0.00 2.488.50

8235 3740475378 'O 3.398.48 78392 0.00 461256

8235 3740501767 =" 3,162.62 0.00 632.52 253010

5233 374-0328861 ' Q@ 3.521.10 0.00 0.00 332110

8235 374.0636120 we* 3.800.91 102736 0.00 TR iy

5235 Subtotal: $32,028.81 $3,503.77 $632.52 $27,802.52

Portfolio Totals: Grants: 7 $32,028.81 $3,593.77 $632.52 $27,802.52

Figure 4-6. Grant Portfolio: All Grants Tab
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A user may view a specific program area by clicking the Program Area tab (‘S235”) next to the “All
Grants’ tab as illustrated in the figure below (Figure 4-7). The program portfolio page displays funding
information including a S235 contract information section.

Portfolio Log Off Bottom

m Service Provider Menu  Auth

All Grants 8135 |

" New Grant @ Recertification Due 5235 Information

Pergram Grant Now = || Rithorized Dichnirsad .Payments Available Rr:ai;trt Original  Interest nﬁ::?g:g::a Maturity
rea in Process Balance Date Mortgage Rate Date Date
8233 374-0333286 & 1.403.61 148.53 0.00 1255.08  10-01-2008 36,500.00 9500  10-02-1978 10-01-2008
8235 6.579.47 937.84 0.00 362163 02-01-2009 4400000 11500 02-02-1980 02-01-2010
82335 3.162.62 674.12 0.00 2488350  06-01-2008 38.00000 10000 06-02-1979 06-01-2009
8235 339848 78592 0.00 4612356  02-01-2008 3600000 11500  02-02-1980 02-01-2010
8235 3.162.62 0.00 632.52 253010 06-01-2008 3800000 10000  06-02-1979 06-01-2009
8235 3740528861 Q@ 3.521.10 000 0.00 352110 08-01-2007 38.000.00 10000 08-02-1979 08-01-2009
5233 3740636120 " 8.800.91 102736 0.00 777355 09-01-2008 4350000 12000  09-01-1980 09-01-2010

Portfolio Totals: Grants: 7 $32,028.81 $3,503.77 $632.52 $27.802.52 $274,000.00

Figure 4-7. Program Portfolio

To view additional information on a project, click the appropriate grant hyperlink and the Project
Information page (Figure 4-8 below) will display 4 tabs with the ‘General” tab set as default. In this
example clicking on project number 374-0501767 retrieves contractual organizational, contract dates, and
funding information.

Kﬁ“ Service Provider Menu  Auth
SLOCCS Project Information Coqt0 oo

Menu = Portfolio = Project Information

Project: 374-0501767 (5235) Section 235
( General (@A Schedule "~ History

Contractual Organization: 13-3210378 Contract Info Funding
GREENPOINT MORTGAGE FUNDING INC LOCCS Created: 04-02-2008 |Orig.Mortgage: 38,000.00
2300 BROOKSTONE CENTRE PARKWAY Subsidy Begin: 06-02-1979  |Authorized: 3,162.62
COLUMBUS, GA 31904-2121 N )
T 7 _— Loan Maturity: 06-01-2009 Disbursed: 0.00
ayee Lrganization: Servicer Assigned: 09-01-2007 In process: 632.52
Az asiantacinaly Recertification Due: 06-01-2009 |Balance: 2,530.10
Region: 11 Office: 00 Interest Rate: 10.000%% Collections: 0.00

Figure 4-8. General Project Information

Clicking on the *Vouchers’ tab shows general voucher information for the selected project as shown in
Figure 4-9 below. The screen displays the period of each voucher, the date/time entered, amount, fees
and voucher number.
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Clicking on the Voucher Number retrieves descriptive information about that voucher. In the example
below, Voucher Number 102-000004 is selected.

h/ﬁ'- Service Provider Menu  Auth
LOCCS. Project Information Log Off Bottom

Menu == Portfolio = Project Information

Project: 374-0501767 (5235) Section 235

General Vouchers Schedule History

@ Waiting for due date

Vx{?:gr Entered Amount Fee Voucher No
1 o 10-2007 (04-01-2008 02:58 153.13 300 102-000004
3 o 11-2007 04-01-2008 02:58 153.13 3.00 102-000004
3 O 12-2007 (04-01-2008 02:58 153.13 300 102-000004
H O 01-2008 04-01-2008 02:58 153.13 3.00 102-000004

Figure 4-9. Vouchers for Selected Project

At a minimum, the “Voucher Details’ screen will display two tabs, ‘Summary’ and ‘Detail’, for the
Project. The ‘Summary’ tab displays a summary amount of the projects submitted, the status of
accepted/rejected projects including user submittal information as shown in the figure below.

h/\ Service Provider Menu  Auth
SLOCCS. Voucher Detail Log Off Bottom

IMenu == Porffolio = Project Information = Voucher Detail

Voucher: 102-000004 ($235) Section 235

| Summary (@

Voucher No: 102-000004 Submitted by: user Name
on: 04-01-2008 at 02:58 PM

Due Date: C:\Documents and
* 01-01-2008 Import File: Settings\ Nams\ HEADQUARTERS\Desktop\S235_236_Filest
P * VouchRecert Tab delimited files\5235 Voucher File\Service Provider

Amount: $632.52

Count: Amount: Fee:
Status: Waiting for due date
Submitted: 4 $ 620.52
Accepted: 4 $ 620.52 $12.00
Rejected: 0 $ 0.00

Figure 4-10. Voucher Summary
Clicking on the “Detail’ tab provides a ‘Detail” screen (Figure 4-11 below) that lists all submitted
vouchers that have been accepted /rejected with accepted totals, fee and remarks relevant to the voucher.

If a voucher has been canceled, a ‘Rejects’ tab will also appear on the voucher detail screen including a
‘Remarks’ column describing the reason for the voucher cancellation.
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Icon | Icon Function
" | ldentifies a project as “accepted” in the Voucher Summary detail.

Identifies a LOCCS rejected voucher.

¢ | ldentifies a user canceled voucher.

h’“" Service Provider !
Voucher Detail Log Off Bottom

Voucher: 102-000004 (S235) Section 235

Summary Detail
v Accepted
Project No. Period Amount Fee Remarks

1) v 374-0501767 10-2007 155.13 3.00

) v 374-0501767 11-2007 155.13 3.00

3 374-0301767 12-2007 135.13 3.00

4) v 374-0501767 01-2008 155.13 3.00
Submitted Totals: 620.52 12.00
Accepted Totals: 620.52 12.00 Totals include only values marked as Accepted +.

Figure 4-11. Voucher Summary Detail

The “Schedule’ tab from the Project Information page as shown in the figure below displays individual
subsidy months for the period with existing subsidy information including a grayed out Subsidy Ceilings
section for columns F1 and F2 amounts. There is a dropdown for the “Subsidy Period” heading to display
additional detail. For information on a specific voucher, click on the voucher number.

Icon | Icon Function
3 Shows detail vouchers making up the subsidy and fee amount.
(See Figure 4-13).
Collapses the above detail vouchers.
Indicates there are pending payments for that subsidy period.

o
% Identifies data for 09/2007 and prior.
& Different Servicer assigned for that subsidy period.
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}ﬁi‘q _ Service Provider Menu  Auth
CLOCCS Project Information LoqOfigHotiony
Menu = Portfolio = Project Information
Project: 374-0501767 (5235) Section 235
General Vouchers Schedule m
# 09-2007 and prior © Includes Pavments in Process
Subﬁidy@ Submitted Fee Subsidy Balance Subsidy Ceilings
Period Subsidy {using lesser of F1/F2} F1 Amount F2 Amount
)] 09-2007 # 0.00 0.00 0.00 0.00 0.00
) 102007 ® 155.13 3.00 0.00 200.00 155.13
3 112007 © 15513 3.00 0.00 200.00 155.13
4 122007 © 0.00 0.00 155.15% 200.00 155.13
)] 01-2008 © 15513 3.00 0.00 200.00 155.13
6) 02-2008 0.00 0.00 155.15% 200.00 155.13
)] 03-2008 0.00 0.00 155.13 200.00 155.13
8) 04-2008 0.00 0.00 155.15% 200.00 155.13
] 03-2008 0.00 0.00 155.13 200.00 155.13
10 06-2008 0.00 0.00 153.01 200.00 153.01
11) 07-2008 0.00 0.00 153.01 200.00 153.01
12) 08-2008 0.00 0.00 153.01 200.00 153.01
13) 09-2008 0.00 0.00 153.01 200.00 153.01
14) 10-2008 0.00 0.00 153.01 200.00 153.01
15) 11-2008 0.00 0.00 153.01 200.00 153.01
16) 12-2008 0.00 0.00 153.01 200.00 153.01
)] 01-2009 0.00 0.00 153.01 200.00 153.01
18) 02-2009 0.00 0.00 153.01 200.00 153.01
19) 03-2009 0.00 0.00 153.01 200.00 153.01
200 04-2009 0.00 0.00 153.01 200.00 153.01
21y 03-2009 0.00 0.00 153.01 200.00 153.01
Totals: $465.39 59.00 $2,610.77

Figure 4-12. Voucher Schedule Details

Within the subsidy period rows (above figure), a light blue horizontal line is used to distinguish S235 data
for 09-2007 and prior as well as appearing before each recertification anniversary month for the project.

In order for a Schedule tab to display a projects initial recertification must be entered. If there are no
recertified periods for a project, eLOCCS will display message that the schedule has not been loaded for
this project. (See Section 4.4.1, “Recertification”).
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Service Provider Menu  Auth
¢LOCCS. -~ Project Information Con Ofigotiom
Ienu = Fortfolio = Project Information
Project: 374-0501767 (5235) Section 235
General Vouchers Schedule m
# 09-2007 and prior @ Includes Payments in Process
Subsidy. Submitted Fee Subsidy Balance Subsidy Ceilings
Period Subsidy {using lesser of F1/F2) F1 Amount F2 Amount
1) 09-2007 #* 0.00 0.00 0.00 0.00 0.00
2) 102007 © 155.13 3.00 0.00 200.00 15513
135.13 3.00 Voucher 102-000001 entered on 04-02-2008
3) 112007 © 155.13 3.00 0.00 200.00 15513
15513 3.00 Voucher 102-000001 entered on (4-02-2008
4 1222007 © 0.00 0.00 135.13 200.00 15513
3) 01-2008 © 155.13 3.00 0.00 200.00 15513
155.13 300 Voucher 102-000002 entered on (4-02-2008
6) 02-2008 0.00 0.00 135.13 200.00 15513
7 03-2008 0.00 0.00 155.13 200.00 15513
) 04-2008 0.00 0.00 155.15 200.00 15513
9 03-2008 0.00 0.00 135.13 200.00 15513
10y 06-2008 0.00 0.00 153.01 200.00 155.01
11) 07-2008 0.00 0.00 133.01 200.00 155.01
12) 08-2008 0.00 0.00 153.01 200.00 153.01
13) 09-2008 0.00 0.00 153.01 200.00 155.01
14) 10-2008 0.00 0.00 153.01 200.00 155.01

Figure 4-13. Voucher Schedule with Additional Subsidy Period Details

The “History’ tab from the Project Information page provides project information regarding the event,
date and responsible party, any additional remarks, and references for a specific project. In the example
illustrated in the figure below, a record of the project assignment date, FHA Data update, and
Recertification of the project is shown.

h/]j" Service Provider Meny  Auth
‘ Project Information Lon I Buie

Project: 495-1459380 (5235) Section 235
" General ' Vouchers ' Schedule [REUSEN

Event Date Entered by Reference
Remarks

1) Project Assignment 03-28-2008 06:31 LOCCS

to Service Provider Name Eff: 1981-03-01
2) FHA Data Update 03-28-2008 06:31 LOCCS

OrigMortAmt= 37.550.00 OrigMortDate=1981-03-01 IntRate=14.000 MaturityDate=2011-03-01
3} Recertification 03-28-2008 1539

Period=10-2007t002-2008F 1 Amt=7.878.00F2 Amt= 274.03 Vst e

Figure 4-14. Voucher History
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4.3.2 Voucher Submissions

The “Voucher Submissions’ page on the eLOCCS Main Menu allows servicers the ability to view general
information about all vouchers that have been submitted. The figure below illustrates two submitted
vouchers. The clock icon next to the voucher illustrates they are both waiting on the due date to be paid.
A ‘Remarks’ column will display any significant notation associated to the voucher. For more detailed
description on a voucher click on the “Voucher Number’ link.

h/ﬁ* Service Provider Menu  Auth
CLOCCS §235 Voucher Submissions Log Off Bottom

Menu == 5235 Youcher Submissions

©F Waiting for due date
Voucher No. Period Submitted Jl\nluunt Fee Submitted Accepted Remarks
Fee) Count Count
1) [cld 102-000018 12-2007 04-10-2008 8812 3.00 1 1
2) o 102000017 01-2008 04-10-2008 238.12 2.00 3 3

Figure 4-15. Voucher Submissions Status

4.3.3 Wire Payments

The “Wire Payments’ option from the eLOCCS 235 Main Menu screen links to a display of daily
summaries of all Wire/Check payments made to the Business Partner.

Click on the ‘No of Payments’ column to view the “Wire Payments Detail’. (Figure 4-16 and Figure 4-17
below) The LOCCS voucher disbursements made on the Payment Cycle Date also appear on this screen.

Click on the voucher number to retrieve general information about the voucher.

hu Service Provider Whered
LS Wire/Check Fayinents luosg A8

ey = Wireilheok Payments

“Mote: Achual deposit date may vary by mdividual banlk.

LOCCS Hao of R Traasury * Estimated
Payment Cycle Payments il Schedule Humber Deposin Date
Iy Mon 04-28-2008 F] #9,933.58 LHIzS Tues 04-28-2008

Figure 4-16. Wire/Check Payments
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}ﬁid Service Provider Menu  Auth
cLOCCS Wire Payments Detail Log Off Bottom

Menu == \VWire/Check Payments = 'Wire Payments Detail

Treasury Schedule: LH2225 LOCCS Processed: 04-28-2008 10.22:35
Progam Area Grant Voucher Amount

1) 5235 nfa 100-000022 4492374

2) 5235 nfa 100-000015 45009 84

Total: 8993358

Figure 4-17. Wire Payments Detail

4.4 Updates
4.4.1 Recertification

The S235 subsidy assistance program is partially based on the income of the family, therefore Servicers
are required to submit every 12 months a ‘Recertification of Family Income and Composition’, ‘HUD
93101-A’, for each project. This recertification details changes in the homeowner’s income, which may
result in a change in the amount of assistance (F1 amount) that HUD pays to the servicer on behalf of the
homeowner. Servicers are now able to recertify projects and provide the F1 amounts through eLOCCS.

Previously, there was no automated system at HUD capturing and retaining ‘HUD 93101-A’ information.
Therefore the Servicer must provide initial F1 recertification information on every project in its portfolio
before any subsidy payments are made by eL OCCS against the project. A clock & icon is displayed
next to projects indicating that recertification is due.

The S235 subsidy assistance is edited against two amounts called Formula 1 (F1) and Formula 2 (F2)
amounts. Cumulative assistance payments for a specific period cannot exceed the lesser of the F1 or F2
amount. The Servicer provides Formula 1 amounts in eLOCCS during the project’s recertification
process. Formula 2 amounts are automatically calculated by LOCCS and are based on a predetermined
HUD handbook factor method.

Once a project’s recertification is accepted, eLOCCS will create a monthly payment scheduled for the
recertification period with the Servicer entered F1 amounts and LOCCS calculated F2 amounts. These
are used as threshold edit ceilings for subsequent voucher submissions by the Servicer. eLOCCS will
allow recertification of a project 60 days prior to the anniversary date.

There are two methods for submitting the (F1) recertification amounts in eLOCCS:

e Manually enter (F1) amounts for multiple projects or
e Upload a tab-delimited file that contains the (F1) amounts for multiple projects.

The following section shows how the (F1) recertification is submitted using the two methods:

S235 and S236 IRP Getting Started Guide 4-13



4.0 Section 235 elLOCCS Functions

4.4.1.1 Recertification Submittal

From the main eLOCCS menu as shown in the figure below click on the ‘Recertifications’ hyperlink
which retrieves all projects awaiting to be recertified.

U5, Dept. of Housing
and Urban Development

*1

Line of Credit Control System (eLOCCYS)

Service Provider
Section 235 ($235)

Secure Systems Queries
« Grant Porffolio (5235) « Wire Payments
User Profile * Voucher Submissions
Change Password Updates
About LOCCS + Payment Voucher Entry + Cancel Voucher
EAQ » Recertifications
Miscellaneous

Authorizations » [Maintain Email Addresses » [Maintain Email Assignments

Send LOCCS your
questions and comment

Figure 4-18. eLOCCS Main Menu

On the Recertification page as illustrated in Figure 4-19 below, projects are listed below headings for
Project Number, the Recertification Period Due dates, Formula 1 Amount and Formula 2 Calculation
columns.

Note that (F1) amounts have blank input boxes whereas (F2) amounts have automatically been calculated
for each project, and are based on the calculation method described in the HUD Handbook. To view (F2)

calculations, place the curser over the calculator & icon.

Icon | Icon Function

= Links to view LOCCS calculations for Formula 2.

-

o Recertification Accepted

] Links to upload instructions.
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h/""- Service Provider Menu  Auth
CLOCCS Recertifications Log Off Bottom

Menu = Recerifications

[ Recerts Due F1 Adjustments

The Formula 1 amount must be entered in the appropriate field below. This amount can be found on the Recertification of
Family Income and Composition Form (HUD-93101-A) under Section B Assistance Computation on line 3.

The Formula 2 (Factor Method) has automatically been calculated for each project, and is based on the method described
in HUD Handbook 4330.1, Appendix 52. The F2 amount is a calculation of [original mortgage amount
(lookup factor) / 1000]. These values along with the current vear of the loan are visible by placing the curser over
the calculator & icon.

eLOCCS will determine the maximum subsidy amount based on the lesser of the two formulas.

If you have additional questions. please contact Yvette Ford on 202-402-3683 or Annie Luther on 202-402-4700 for

assistance.
Proiect No Recertification Formula 1 Formula 2
! Period Due Amount Calculation
1y 3740333286 10-2007 thru 09-2008 0.00] 161.00 3:'
2 374-0445166 02-2007 thra 01-2008 0.00/ 232.00 3:'
3) 3740440513 06-2007 thru 05-2008 0.00/ 155.13 3:'
4) 3740475378 02-2007 thru 01-2008 0.00 190.00 =
3y 3740528861 08-2007 thru 07-2008 0.00 135.13 &
6) 3740636120 09-2007 thru 08-2008 0.00 2625 &
or Local file to upload: @ (Upload Instructions)

[ ViewFile | [ File Upload |

Figure 4-19. Project List for Recertification

4.4.1.2 Formulal Submission — Two Methods

Method 1
The first method to recertify a project allows the user to enter F1 amounts to multiple project/periods.

In the example that follows below, the Service Provider has entered individual subsidy amounts for each
of their projects.
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Recertifications Log Off Bottem

lﬁ! Service Provider Menu  Auth

Menu == Recertifications

[ Recerts Due F1 Adjustments

The Formula 1 amount must be entered in the appropriate field below. This amount can be found on the Recertification of
Family Income and Composition Form (HUD-93101-A) under Section B Assistance Computation on line 3.

The Formula 2 (Factor Method) has automatically been calculated for each project. and is based on the method described
in HUD Handbook 4330.1, Appendix 52. The F2 amount is a calculation of [original mortgage amount *

(lookup factor) / 1000]. These vales along with the current year of the loan are visible by placing the curser over
the calculator & icon.

eLOCCS will determine the maximum subsidy amount based on the lesser of the two formulas.

If vou have additional questions, please contact Yvette Ford on 202-402-3683 or Annie Luther on 202-402-4700 for

assistance.
Project No Rece!'liﬁcation Formula 1 Formula? 2
Period Due Amount Calculation
1) 3740353286 102007 thr 09-2008 15100 5
7)) 3740443166 022007 thns 01-2008 23200 B
3) 3740449513 06-2007 thru 05-2008 15513 &
4 3740475378 022007 thru 01-2008 190.00 &
5) 3740528861 08-2007 thn1 07-2008 155.13 &

6)  374-0636120 09-2007 thra 08-2008 300.0 246235 8

or Local file to upload: | | Browse.. ] ]

Upload Instructions)

[ viewFile | [ FileUpload |

Figure 4-20. Projects for Recertification

After F1 amounts have been populated, click the *‘Submit’ button and eLOCCS will return the result.

In the example shown in the figure below, subsidy amounts have been accepted for all 6 projects
indicated by the check mark in the Status column. eLOCCS will return failure reasons for projects that
are not successful.
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h/ﬁ“- Service Provider Menu  Auth
CLOCCS. Submitted List Log Off Bottom
Menu == Recerifications == Submitted List
@Recen Accepted
. Next Formula 1 Formula 2
Pzl Recert Due Amount Calculation i

1) 374-0353286 10-2008 130.00 161.00 v

2 3740445166 02-2008 200.00 232.00 v

3) 3740449513 06-2008 150.00 155.13 v

4 3740475378 02-2008 130.00 190.00 v

3 374-0528861 08-2008 175.00 13313 v

6) 374-0636120 09-2008 300.00 24625 v

Figure 4-21. All F1 Subsidy Amounts Have Been Accepted

Method 2

The second method to recertify a project allows the user to enter F1 subsidy amounts to multiple
projects/periods by creating a tab-delimited file with two columns containing the following project
information.

e Project Number
e Formula 1 Calculation

The file is then uploaded in eLOCCS: This data must be submitted in an external tab-delimited file
format. (See Section 4.4.4, “Manually Creating a Tab-Delimited Text File” and also Section 5.3.2 which
includes tips for creating a tab-delimited text file from Microsoft Excel.)

Assuming the external file has been created, the next step is to upload the file. Instructions on uploading
the file are available by clicking on the ‘Upload instruction’ @ icon as shown in the Figure 4-22 below.

The following figure provides an example of the upload process.

Click on “‘Browse’ to target the external tab-delimited file.
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h/'\ Service Provider e
3 / Recertifications Log Off Bottom

| Recerts Due (BN

The Formula 1 amount must be entered in the appropriate field below. This amount can be found on the Recertification of
Family Income and Composition Form (HUD-93101-A) under Section B Assistance Computation on line 3.

The Formmla 2 (Factor Method) has automatically been calculated for each project, and is based on the method described
in HUD Handbook 4330.1, Appendix 52. The F2 amount is a calculation of [original mortgage amount *
(lookup factor) / 1000]. These vales along with the current vear of the loan are visible by placing the curser over
the calculator & icon.

2L OCCS will determine the maximum subsidy amount based on the lesser of the two formulas.

If vou have additional questions. please contact Yvette Ford on 202-402-3683 or Annie Luther on 202-402-4700 for

assistance.
Project No Rtla]certification @ Formula_l 2
eriod Due Amount : Calculation
1) 3740353286 10-2007 thru 09-2008 | i | 161.00 &
2y 3740445166 02-2007 thru 01-2008 ] 23200 B
3) 3740440513 06-2007 thru 05-2008 | | 13513 B
8 34MTnTE 022007 thru 01-2008 | | 19000 &
Sy 374.0523861 08-2007 theu 07-2008 | | 15513 B
6) 3740636120 09-2007 thru 08-2008 J 21625 B

or Local file to upload: | @ B (Upload Instructions)

[ ViewFile | [ File Upload |

Figure 4-22. Project List for Recertification

Once the file has been selected, click ‘Open’ to import the file (as shown in the figure below).

Lookin: | 5235 Recett File - «®mekE-

=1

My Recent
Documents

4
Desktop

My Networlc File name: ]Servic:ePrDviderGP Li Open |
Places
Files of type: jAII Files (.7 Lj Cancel

Figure 4-23. Select External Tab-delimited File to Import
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After the file has been imported successfully, the F1 amounts are populated with the corresponding
project periods. The file may also be viewed by clicking ‘View File’ (Figure 4-22).

At this point a user has the capability of manually adjusting any of the F1 amount fields before a final
submission.

Confirm the data, click the ‘Submit’ button and eLOCCS will return the result as shown in Figure 4-24
below.

Il/li:g Service Provider Menu  Auth
5.

Recertifications Log Off Bottom

‘ Recerts Due F1 Adjustments

The Formmila 1 amount must be entered in the appropriate field below. This amount can be found on the Recertification of
Family Income and Composition Form (HUD-93101-A) under Section B Assistance Computation on line 3.

The Fornula 2 (Factor Method) has automatically been calculated for each project, and is based on the method described
in HUD Handbook 43301, Appendix 52. The F2 amount is a calculation of [original mortgage amount =
(lookup factor) / 1000]. These values along with the current vear of the loan are visible by placing the curser over
the calculator & icon.

eLOCCS will determine the maximum subsidy amount based on the lesser of the two formulas.

If vou have additional questions, please contact Yvette Ford on 202-402-3683 or Annie Luther on 202-402-4700 for

assistance.
Proiect No Recertification Formula 1 Formula 2
1 Period Due Amount Calculation
) 3740353286 10-2007 thru 09-2008 ; 16100 B
2y 3 3166 02-2007 thru 01-2008 23200 @
3) 3740440513 06-2007 thru 05-2008 155.13 B
4) 3140473378 02-2007 thru 01-2008 190.00 &
3) 3740528861 08-2007 thru 07-2008 155.13 B
6  374-0636120 09-2007 thru 08-2008 24625 B
or Local file to upload: C-\Documents and _Sn_at_h_l:'\ [ (Upload Instructions)

[ ViewFile | [ FileUpload |

Figure 4-24. File Uploaded and F1 Amounts Populated

The figure below illustrates the submittal of all F1 amounts and edits have been successful as indicated by
a green checkmark icon. For projects that are not successful, eLOCCS will return failure reasons.
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h/]'l\ service Provider Memy  Auth
SLOCCS Submitted List Log Off Bottom
IMenu =» Recerlifications =» Submitted List
@Recen Accepted
0 Next Formula 1 Formula 2
FrEE Recert Due Amount Calculation a

1y 3740353286 10-2008 150.00 161.00 v

2) 374-0445166 02-2008 200,00 23200 v

3) 374-0440513 06-2008 150.00 155.13 v

4y 3740475378 02-2008 180.00 190.00 v

3) 374-0528861 08-2008 175.00 153.13 v

6) 374-0636120 09-2008 300,00 24625 v

Figure 4-25. File Submitted and All Projects Accepted

4.4.2 F1 adjustments

As recertification details change in the homeowners’ income, the result may affect the amount of
assistance that HUD pays to the Servicer on behalf of the homeowner. A Servicer is required to submit
an F1 Adjustment when the family income increases/decreases $50.00 or more during the year.

To submit an F1 Adjustment in eLOCCS, click on the ‘Recertifications’ hyperlink from the eLOCCS
main menu and a recertification page with two tabs will appear. The ‘Recerts Due’ is the default tab
which will display any projects awaiting recertification. Click on the ‘F1 Adjustment’ tab to display

projects that have previously certified periods.

In the example below, the highlighted Project No 374-0501767 has been selected for an F1 adjustment
(Figure 4-26). Mark the box to the right of the ‘Recert Period” entry *10-2007 thru 05-2008".

An F1 Entry page is returned with the subsidy period months selected, Submitted Subsidy amounts, Fee,
and subsidy balance including the F1 and F2 columns.

h/]‘.l\ Service Provider Menu  Auth
fwog, F1 Adjustments Log Off Bottom

Menu = Recertifications

F1 Adjustments |

Project No Recert Period (check one)
1) 3740353286 10-2007 thru 00-2008 [
b)] 374-0445166 102007 thru 012008 [
3) 5 10-2007 thm 052008 [
4) 3740475378 10-2007 thru 012008 [

5) 3740501767 10-2007 thru 052008 [
06-2008 thru 05-2000 [
6) 3740528861 102007 thru 07-2008 [

7 374-0636120 10-2007 thm 08-2008 [

Figure 4-26. Project Number and Period Selection for Recertification
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In this example F2 formula calculations equal $153.13. To adjust F1 subsidy amounts enter amounts in
appropriate subsidy fields, enter reason, and click ‘Submit’. The example in the figure below (Figure
4-27) shows that the user updated the F1 subsidy calculation amount from $200 to $250 effective 1/2008
through 5/2008.

Note: Currently the F1 Adjustment function is unavailable. When it becomes available the submit button
will not be blocked.

Simply enter the new F1 amount(s) for appropriate periods, a reason then click submit. See highlighted
notation on top of F1 Entry page.

F1 Entry Log Off Bottom

lfﬁj‘cg Service Provider Menu  Auth
LLOCCS -

Menu == Recerifications = F1 Entry
Project: 374-0501767 (5235) Section 235

Modifying the F1 amount before the projects annual recertification is due, is not currently
available. When available, you will simply enter the new F1 amount{s) for the appropriate periods,
a reason and then click submit.

Sub?idy Suhmi.tled T Subsidy El F2 .
Period Subsidy Balance Amount Calculation
D 10-2007 155.13 3.00 000 | 155.13
2) 112007 155.13 3.00 000 | 155.13
3) 122007 155.13 300 0.00 [ 155.13
) 012008 155.13 3.00 000 | 155.13
3 02-2008 0.00 0.00 15513 | 155.13
6 03-2008 0.00 0.00 15513 | 155.13
7 04-2008 0.00 0.00 15513 | 195.13
) 05-2008 0.00 0.00 15513 [ 155.03
Totals: $620.52 $12.00 $620.52
Reason:
Update Family Income change effective
1/2008.
D et
o |

Figure 4-27. F1 Entry
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4.4.3 Submitting a Voucher

eLOCCS enables Service Providers with the ability to submit a single voucher containing individual
subsidy period requests for each of the S235 projects in their portfolio. Whether a Service Provider has
one project in their portfolio or 1,000, the voucher information must be contained in an external tab-
delimited file.

The individual project subsidy amounts must be imported into the voucher process from an external tab-
delimited file containing three columns:

e Subsidy Period (MM-YYYY)
¢ HUD Project Number
e Payment Amount Request (subsidy only)

Service Providers must create the external tab-delimited file by whatever method is available to them.
Whether manually created or through an accounting software, as long as the three columns are defined
and delimited by a tab character, eLOCCS will accept the file. Although not required by HUD, it is
recommended that the file name be unique each month for tracking purposes.

4.4.4 Manually Creating a Tab-Delimited File

Most spreadsheet applications such as Microsoft Excel can be used to create this file. Figure 4-28 below
illustrates an example of a tab-delimited payment file containing the three data columns using Excel.
(See Section 5.3.2 in this guide for “Tips for Creating a Tab-Delimited Text File from Microsoft Excel’.)

CEX

File Edit View Insert Format Help

b=l Sk M By
10-2007 3T74-0353286 T0.00
11-2007 3T74-0353286 T0.00
02-2007 374-0353286 T0.00
10-2007 374-0445166 232.00
10-2007 374-0449513 125.00
11-2007 011-1942865 100.00

Figure 4-28. Example of Tab-delimited File with Required Voucher Information
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4.45 Payment Voucher Entry

Once a tab-delimited file has been prepared, the voucher draw process can begin.

@ Note that LOCCS makes disbursements for the majority of HUD’s grant, subsidy, and
loan programs, with many programs having unique processing and/or disbursement
requirements. Many screens in eLOCCS are generic in order to handle the diverse
requirements, and the Payment Voucher Selection screen is one of them.

Depending on the users’ authorizations and the number of HUD programs the
organization participates in, the Payment VVoucher Selection screen will display all the
available grants/subsidy/loans across all the available HUD programs for that
organization. Screen headings show Grant No., Authorized, Disbursed, and Balance to
provide as much information as possible.

From the eLOCCS Main Menu, select the *‘Payment Voucher Entry’ hyperlink which will display a
‘Payment Voucher Selection’ screen as shown in the figure below. Simply mark the desired check box
next to the grant or program and click the ‘Submit’ button.

/\(1 Service Provider Menu Auth
¢LOCCS -~ Payment Voucher Selection Log Off Bottom

Menu == Youcher Selection

Have your HUD-50080 payment voucher form(s) prefilled, in the order of selection. Mark the checkbox next to each
grant you are requesting a payment, and click the submit button.

Pr;grﬂm Grant No. Authorized Disbursed _Paymems Biatiatic Grant
rea in Process Balance
Section 235
8233 Secnon]ii
N/
[ Submit | [Reset| [ Cancel |

Figure 4-29. Payment VVoucher Selection

After the Servicer submits the payment voucher entry, a “Voucher Entry’ screen is displayed.

An expected tab-delimited payment file containing the Service Provider project information is required to
begin the voucher processing. Service Providers must prepare this payment file off-line in a tab-delimited
format described in Sections 4.4.4 and 5.3.2.

Click on the ‘Browse’ button to locate the file from your network.
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Service Provider
SLOCCS. $235 Voucher Entry

Menu == Voucher Selection =» 5235 Voucher Entry

1. [Browse...] for a local tab delimited .txt file
[period-project-amount]

ie. 08-2006{tab}14044022{tab}4898.24

2. Click [View File] to confirm the correct file has been selected.
3. Click [File Upload] for a Pre-Edit of this file.

Local file to upload: | |(Browse__]

[VlewF\Ie J [ File Upload ]

Figure 4-30. Browse to Locate File on Network

Select the tab-delimited file from your network and click ‘Open’.

Choose file

Look in: | 3 5235 Voucher File ~ Q& e m-

2 —fservice Provider Voucher

My Documents
My Computer
|i! _x
Mypll'detworlc File name: |Sewice Provider Voucher ﬂ Open
aces
Flesoftyps: Al Fles ) | nee!

Figure 4-31. Service Provider Voucher File
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l’ﬁl\ Service Provider Menu  Auth
LOCCS. $235 Voucher Entry Log Off Bottam

Wenu - Voucher Selection -+ S235 Voucher Entry

1. [Browse..] for a local tab delimited .txt file containing;
[period-project-amount]

ie. 08-2006{tab}14044022{tab}4898.24

2. Click [View File] to confirm the correct file has been selected.
3. Click [File Upload] for a Pre-Edit of this file.

Local file to upload: C:\Documents and Setil

[ File Upload |

Figure 4-32. S235 VVoucher Entry

The imported file as shown in the figure below can be viewed for confirmation by clicking ‘View File’
button. (Note: If prompted with ‘Do you want to open or save this file?’, click the ‘Open’ button to
view.)

_____ A

File Edit View Insert Format Help

el S& # By
10-2007 374-0353286 70.00
11-2007 374-0353286 70.00
02-2007 374-0353286 70.00
10-2007 374-0445166 232.00
10-2007 274-0449513 125.00
11-2007 011-1542865 100.00

Figure 4-33. Imported File for Viewing
Click the “File Upload’ button when ready to import and begin eLOCCS payment file processing.

eLOCCS has two file processing phases that the payment file will pass through before a payment voucher
request is made: Pre-edit of the payment file and Final processing of the payment file.

4.45.1 Phase 1 - Pre-Edit of Voucher Payment File

After selecting the ‘File Upload’ button, eLOCCS initially performs a pre-edit on the payment file before
final submission for processing. The primary purpose of the pre-edit phase is to validate the format of the
selected file. For example, the period must be a valid month and year and not more than 1 month in the
future.

The pre-edit phase also provides the final opportunity to review the results of the selected file. Once a
file is uploaded, eLOCCS will display a summary tab with the subsidy amount and project totaled. Along
with the summary tab a detail tab will also display detail project information. If the Servicer agrees with
the results of the pre-edit, the user will submit the file for final processing.
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There are two possible ‘Payment VVoucher’ pre-edit outcomes returned by eLOCCS.

1) A successful pre-edit file.
2) An unsuccessful pre-edit.

Regardless of possible pre-edit file outcomes, eLOCCS will return a Voucher Entry page with pre-edit tab
results.

If the pre-edit file is successful, the Servicer can click on the ‘Submit’ button to continue voucher
processing (Figure 4-34).

If errors are detected in the file, eLOCCS will not allow final submission of the voucher (Figure 4-36).
The errors in the file must be corrected outside of eLOCCS and re-imported for pre-edit processing again.

The following sections illustrate these two voucher file pre-edit conditions that may appear.

4.4.5.2 Successful Pre-Edit Payment File

On a successful pre-edit payment file, a “‘Summary’ and “View Data’ tab of the S235 Payment voucher
will be displayed indicating that the pre-editing of the file was successful. Figure 4-34 below illustrates a
payment voucher request of $699.00 for 4 projects.
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h/u“- Service Provider Menu  Auth
CLOCCS §235 Voucher Entry Log Off Bottom

Menu == Voucher Selection =» 5235 Voucher Entry

( Summary

eLOCCS U.5. Department of Housing
£235 Section 235 and Urban Development
Payment Voucher QTECA LI

Public reporting burden for this collection of information is estimated to average 15 minites per response, including the time for reviewing instructions, searching existing data souroes,
gathering and maintaining the data needed, and completing and reviewing the collection of information. This agency may not collect this information, and you are not required to
complete this form, unless it displays a currently valid OMB control number

HUD implemented the Line of Credit Control System/\eice Response System (LOCCS/VRS) to process requests for payments to grantees. Grant recipients fill out a voucher form for the

applicable HUD program with all the necessary information prior to making a telephone call using a touch tone to initiste the process. This i icn is required to
cbtain benefits under the U.S. Housing Act of 1937, as Thei i does not lend itself to confidentiality.
1. Voucher Number 2. LOCCS Pgrm Arss 2. Payment Period 4

102 = 8235 Pending
5. Voioe Response Mo. 8. Grantes Organization

nfa Service Provider
8. Grant or Project Mo. Ba. Grantee Organization TIN

nla 16-053 XXXX Service Provider

Import File: CliDocuments and SettingsS$235 Voucher FileiService Provider Voucher.txt

Number of Projects: ® Amount: $ 699.00

| certify the dats reported and funds requested on this voucher are comect and the amount requested is not in excess of immediate disbursement needs for this program. In the event the
funds provided become more than necessary, such excess will be promptly returned, as directed by HUD.

11. Name & Phone Number of Person completing this form 12. Name & Title of Authorized Signatory

User Name 13. Signature 14. Date of Request

03-29-2008

Warning: HUD will prosecute false claimes and statements. Conviction may result in oriminal and/or civil penalties. (18 U.S.C. 1001, 1010, 1012, 21 U.8.C.2728, 2802)

Privacy Statement: Public Law 97-255, Financial Integrity Act, 31 U.S.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
to collect all the information (except the Social Security Number (SSM)) which will be used by HUD to protect disbursement data from fraudulent
actions. The purpose of the data is to safequard the Line of Credit Control System (LOCCS) from unauthorized access. The data are used to ensure
that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on
the form may delay the processing of your approval for access to LOCCS. While the provision of the SSN is voluntary, HUD uses it as a unique
identifier for safeguarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
permitted or required by law.

form HUD-50080-5235-a (4/2000)

The Pre-Editing of this file was successful. Please verify the Number of Projects and Amount are correct. Then select the
Submit button for final processing.

Figure 4-34. Summary Tab of Successful Pre-Edit Voucher

A “View Data’ tab is available to view all the projects in the file (Figure 4-35). Notice the Fee column has
‘Pending’ for all 4 projects. LOCCS will determine if a $3.00 fee handling charge is appropriate for that
request on final processing.
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h/li\ Service Provider Menu  Auth
oL §235 Voucher Entry Lon0fiftiotiom

Menu == VVoucher Selection = 5235 Voucher Entry

?_?:I: Ir:'ll}e Period Project No. Amount Fee
1 10-2007 441-2588121 182.00 Pending
2 10-2007 4070437674 100.00 Pending
3 11-2007 4070437674 100.00 Pending
4 10-2007 3710902752 317.00 Pending
Total: $699.00

Figure 4-35. View Data Tab

4.45.3 Unsuccessful Pre-Edit Payment File

If the file pre-edit payment file was unsuccessful, a ‘Payment VVoucher’ screen (Figure 4-36) with a ‘Stop
Sign’ and message will appear, indicating that pre-edit errors were noted during the file pre-edit process.
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}ﬁi‘" Service Provider Menu  Auth
CLOCCS. §235 Voucher Entry Loq Off Bottom

Menu == Voucher Selection =» 5235 Voucher Entry

| Summary Pre-Edit Errors

eLOCCS U.5. Department of Housing
$235 Section 235 and Urban Development
Payment Voucher QAL

Public reporting burden for this collection of information is estimated to average 15 minites per response, including the time for reviewing instructions, searching existing data souroes,
gathering and maintaining the data needed, and completing and reviewing the collection of information. This agency may not colledt this information, and you are not required to
complete this form, unless it displays a currently valid OMB control number

HUD implemented the Line of Credit Control System/\eice Response System (LOCCS/VRS) to process requests for payments to grantees. Grant recipients fill out a voucher form for the

applicable HUD program with all the necessary information prior to making a telephene call using a touch tone to initiate the process. This is required to
obtain benefits under the U.5. Housing Act of 1837, as Thei i does not lend itself to confidentislity.
1. Vioucher Number 2. LOCCS Pgrm Ares 3. Peyment Period 4
102 7= $235 Pending
5. Voioe Response Mo. 8. Grantes Organization
nla Service Provider
8. Grant or Froject No. 8a. Grantee Organization TIN
nfa 16-053XxXX
Import File: C:\Documents and Settings$235 Voucher File\Service Provider Voucher.txt
Number of Projects: 4
You cannot submit this voucher because of Pre-Edit errors in the import data file. Click on the Pre-Edit Errors
tab for a description of these errors. Make changes to the data file and re-import for processing.

| certify the dats reported and funds requested on this voucher are comect and the amount requested is not in excess of immediate disbursement needs for this program. In the event the
funds provided become more than necessary, such excess will be promptly returned, as directed by HUD.

11. Name & Phone Number of Person completing this form 12. Mame & Title of Authorized Signatory

User Name
12. Signature 14. Date of Request

03-29-2008

Warning: HUD will prosecute false claimes and statements. Conviction may result in oriminal and/or civil penalties. {18 U.5.C. 1001, 1010, 1012,; 31 U.5.C.3729, 3802}

Privacy Statement: Public Law 97-255, Financial Integrity Act, 31 U.S.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
to collect all the information (except the Social Security Number (S5M)) which will be used by HUD to protect disbursement data from fraudulent
actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCS) from unauthorized access. The data are used to ensure
that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on
the form may delay the processing of your approval for access to LOCCS. While the provision of the SSN is voluntary, HUD uses it as a unique
identifier for safeguarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD. except as
permitted or required by law.

form HUD-50080-5235-a (4/2000)

Figure 4-36. Unsuccessful Entry Due to Pre-Edit Errors

Click the ‘Pre-Edit’ errors tab for a description of the errors. The errors are noted in the ‘Remarks’
section (Figure 4-37).

In the example shown below, the user entered *01-200P” instead of ‘01-2007° when creating the tab-
delimited file. The errors in the file must be corrected outside of eLOCCS and re-imported for pre-edit
processing.
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m Menu  Auth

¢LOCCS -~ 5235 Voucher Entry Log Off Bottom

Menu == Youcher Selection = 5235 Voucher Entry

Pre-Edit Errors |

Data File

2 Period Project No. Amount Remarks
Line No.

no match on file for requested period or

10-200P -238812 2. : :
: e LEIz] 15200 period on file not like mm/yyyy of mm-vyyy;

Figure 4-37. Pre-edit Errors

4.45.4 Phase 2 — Final Processing of Payment File

Once a payment voucher has successfully passed the pre-edit phase, the voucher is ready to be submitted
for the final processing/validation phase. Click ‘Submit’ on the “*Voucher Entry’ Summary tab screen.

Similar to eLOCCS performing pre-edits on the initial processing phase, eLOCCS performs additional
edits on final submission. For instance, a project for the specified subsidy period must be assigned to the
Servicer and cumulative subsidy amounts requested for the project period cannot exceed the lesser of F1
or F2 for the period.

There are three possible voucher outcomes returned by eLOCCS after a payment voucher has been submitted
for final processing:

o Approved Voucher Screen —eLOCCS approved all projects for payment.
e Rejected Voucher Screen - eLOCCS rejected all projects for payment.
o Approved/Rejected Combination Screen— eLOCCS approved/rejected projects for payment.

In an example of the first outcome, in (Figure 4-38), eLOCCS has approved all 4 projects for one total
voucher payment of $612.00 that includes the Service Provider fees. The estimated deposit date on which
funds will be wired appears at the bottom of the “Voucher Entry’ form.
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£
Menu == Youcher Selection == 5235 Voucher Entry

[ Summary View Data

lﬁi“g Service Provider Meny

§235 Voucher Entry Log Off

eLOCCS _
§235 Section 235 U.5. Department of Housing

and Urban Development
Payment Voucher
Publicreporting burden for this collection of informaticn is estimated to average 15 minites per response, incduding the time for reviewing instructions, searching existing data scurces,
gathering and maintaining the data needed, and completing and reviewing the collection of information. This agency may not oollect this information, and you are not required to

complete this form, unless it displays a cumrently valid OMB control number.

HUD implemented the Line of Credit Control System/Voice Response System (LOCCS/VRS) to process requests for payments to grantees. Grant recipients fill out a voucher form for the

applicable HUD program with all the necessary information pricr to making a telephone call using a touch tone to initiate the process. Thisi ion is required to
obtain benefits under the U.S. Housing Act of 1837, as Thei i does not lend itself to confidentiality.
1. Vioucher Number 2. LOCCS Pgrm Area 3. Payment Period 4
102-000020 $235 05-2008
£. Voice Response No. €. Grantee Organization
nla Service Provider
8. Grant or Project Mo. Bs. Grantee Organization TIN
nla 13-321xxxx
Count: Amount: Fee:
Submitted: 4 $ 600.00
Accepted: @ $ 600.00 $12.00
Rejected: 0 $0.00

. C:\Documents and Settings\Service Provider Payment File
Import File:

| c=rtify the data reported and funds requested on this voucher are comect and the amount requested is nat in =xcess of immediate disbursement needs for this program. In the svent the
funds provided become more than necsssary, such excess will be promptly returned, ss directed by HUD

11. Mame & Phone Mumber of Person completing this form 12. Mame & Title of Authorized Signatory

User Name 13, Signsture 14. Date of Request

04-11-2008

Warning: HUD will prosecute false claimes and statements. Conviction may result in criminal and/er civil penalties. {18 U.5.C. 1001, 1010, 1012,; 31 U.5.C.3729, 3802)

Privacy Statement: Public Law 97-255. Financial Integrity Act, 31 U.S.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
to collect all the information (except the Social Security Mumber (SSN)) which will be used by HUD to protect disbursement data from fraudulent
actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCS) from unauthorized access. The data are used to ensure
that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on
the form may delay the processing of your approval for access to LOCCS. While the provision of the SSN is voluntary, HUD uses it as a unique
identifier for safeguarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
permitted or required by law.

form HUD-50080-5235-a (4/2000)

This Payment Voucher was APPROVED...

A payment of $612.00 should be deposited in your account on Thursday May 01, 2008 . Please print this voucher, and retain for your
records.

Figure 4-38. Approved Payment VVoucher

To view the project payment information, click on the *View Data’ tab.
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h/u\ Sservice Provider Menu  Auth
¢LOCCS - 5235 Voucher Entry Log Off Bottom

Menu = Voucher Selection =» S235 Voucher Entry

View Data |

v Accepted
Project No. Period Amount Fee Remarks

) v 3740353286 02-2008 150.00 3.00

) v 3740333286 03-2008 150.00 3.00

3) v 3740353286 04-2008 150.00 3.00

) v 3740333286 05-2008 150.00 3.00
Submitted Totals: 600.00 12.00
Accepted Totals: 600.00 12.00 Totals include only values marked as Accepted .

Figure 4-39. View Data Tab: All Approved Projects

In the 2nd outcome (Figure 4-40), eLOCCS has rejected/canceled all projects for payment to the Service
Provider. In this instance, the entire voucher is cancelled by LOCCS.

Click on the “View Data’ or “‘Errors’ tab for description of errors eLOCCS found.
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h’ﬁ“ Service Provider Menu  Auth
¢LOCCS 5235 Voucher Entry Log Off Bottom

Menu = Voucher Selection = 5235 Voucher Entry

| Summary View Data Errors
eLOCCS U.S. Department of Housi
) .S. Department of Housing
g235 Se?ttl\:rﬂ 235h and Urban Development
ayment Voucher

Public reporting burden for this collection of information is estimated to sverage 15 minites per response, including the time for reviewing instructions, searching existing data sources,
gathering end maintaining the dsta needed, and comgleting and reviewing the collection of information. This agency may not collect this informaticn, and you are not required to
complete this form, unless it displays a cumently valid OMB control number.

HUD implemented the Line of Credit Control System/Voioe Response System (LOCCS/VRS) to process requests for payments to grantees. Grant recipients fill out a voucher form for the

applicable HUD program with all the necessary information pricr to making a telephone call using = touch tone to initiste the process. This information is required to
obtain benefits under the U.5. Housing Act of 1937, as Thei i does not lend itself to confidentiality.
1. Voucher Number 2. LOCCS Pgrm Area 3. Payment Period 4
102-000025 8235 Pending
5. Voice Response No. 8. Grantee Organizaticn
nla Service Provider
8. Grant or Project No. Ba. Grantee Organization TIN
nfa 16-053 xxxx
Count: Amount: Fee:
Submitted: 2 $332.00
Accepted: $ 0.00 $ 0.00
Rejected: 2 $332.00
. C:\Documents and Settings\Oct_Voucher.txt
Import File: —

| certify the data reported and funds requested on this voucher are comect and the amount requested is not in exoess of immediate disbursement needs for this program. In the event the
funds provided become more than necessary, such excess will be promptly returned, as directed by HUD.

11. Name & Phone Number of Person completing this form 12. Mame & Title of Authorized Signatory

User Name 13, Signsture 14. Date of Reguest

03-31-2008

Warning: HUD will prosecute false claimes and statements. Conviction may result in oriminal and/or civil penalties. (18 U.5.C. 1001, 1010, 1012,; 31 U.5.C.3729, 3802}

Privacy Statement: Public Law 97-255, Financial Integrity Act, 31 U.5.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
to collect all the information (except the Social Security Number (SSN)) which will be used by HUD to protect disbursement data from fraudulent
actions. The purpose of the data is to safeguard the Line of Credit Control Systemn (LOCCS) from unauthorized access. The data are used to ensure
that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on
the form may delay the processing of your approval for access to LOCCS. While the provision of the SSN is voluntary, HUD uses it as a unigue
identifier for safequarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
permitted or required by law.

form HUD-50080-5235-a (4/2000)

This Payment Voucher was not accepted and has been CANCELED...

Errors were found in the submission and all project requests were rejected. This has resulted in the voucher being automatically
canceled.

Figure 4-40. Rejected Projects

The ‘Remarks’ column (Figure 4-41) indicates that the first project was rejected because of an invalid
project number. The second project rejection was because the subsidy amount of $150 request exceeded
the $100 authorized amount.
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Service Provider Menu  Auth
¢ v §235 Voucher Entry

Menu == Youcher Selection =» 5235 Voucher Entry

View Data m

X Rejected

Summary

Project No. Period Amount Fee
1) X see remarks 10-2007 182.00
2 X 4970432733 10-2007

Remarks
0.00 Project 3210902306 does not exist

0.00 This request exceeds the F1 ceiling authorized for this period of +100.00
Total: 0.00  0.00 Totals include only values marked as Accepted ¢,

Figure 4-41. View Data Tab: Accepted/Rejected Projects

The primary difference between the two tabs (Figure 4-41 and Figure 4-42) is that the ‘View Data’ tab
will return accepted and rejected projects whereas the ‘Errors’ tab returns only rejected/canceled projects

Service Provider

Menu  Auth
& i $235 Voucher Entry Log Off Bottom

Menu == Youcher Selection = 3235 Youcher Entry

Summary View Data Errors |
X Rejected
Project No. Period  Amount Fee Remarks
n X see remarks 10-2007 18200 n'a Project 3210902306 does not exist
) X 4070432733 10-2007 15000 n'a This request exceeds the F1 ceiling authorized for this period of +100.00
Total: 332.00

Figure 4-42. Errors Tab: Rejected/Canceled Projects

In the third outcome, four projects have been submitted (Figure 4-43). eLOCCS has approved two
projects and rejected/canceled two projects.
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h/ﬁ\ Service Provider Menu  Auth
SLOCCS - $235 Voucher Entry Log Off Bottom

Menu = Voucher Selection = 5235 Voucher Entry

(LU S View Data | Errors

eLOCCS - Housi
8235 Section 935 .5. Department of Housing

and Urban Development
Payment Voucher

Publicreporting burden for this collection of information is estimated to average 15 minites per response, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the collection of information. This agency may not collect this information, and you are not required to
complete this form, unless it displays a cumently valid OMB contrel number.

HUD implemented the Line of Credit Control System/\Voice Response System (LOCCS/VRS) to prooess requests for payments to grantees. Grant recipients fill cut a voucher form for the

applicable HUD program with all the neocessary information prior to making a telephone call using a touch tone to initiate the process. This i ion is required to
obtain benefits under the U.S. Housing Act of 1937, as The i i does not lend itself to confidentiality.
1. Voucher Number 2. LOCCS Pgmm Area 3. Payment Period &
102-000015 §235 10-2007
5. Voice Response No 8. Grantee Organization
nia Service Provider
8. Grant or Project Mo. 8a. Grantee Organization TIN
nia 16-053XX%XX
Count: Amount: Fee:
Submitted: 4 $ 716.00
Accepted: 2 $ 417.00 $ 6.00
Rejected: @ 5 299.00
Import File: C:\Documents and Settings $235 Voucher File\Service Provider Voucher.txt

| certify the data reported and funds requested on this voucher are comect end the ameount requested is not in excess of immediate disbursement needs for this program. In the event the
funds provided become more than necessary, such excess will be promptly returned, as directed by HUD

11. Mame & Phone Mumber of Person completing this form 12. Mame & Title of Authorized Signatory

User Name 13, Signsture 14. Date of Request

03-29-2008

Warning: HUD will prosecute false claimes and statements. Conviction may result in criminal and/or civil penalties. {18 U.S.C. 1001, 1010, 1012,; 31 U.S.C.3729, 2802)

Privacy Statement: Public Law 97-255, Financial Integrity Act, 31 U.5.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
to collect all the information (except the Social Security Mumber (SSN)) which will be used by HUD to protect disbursement data from fraudulent
actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCS) from unauthorized access. The data are used to ensure
that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on
the form may delay the processing of your approval for access to LOCCS. While the provision of the SSN is voluntary, HUD uses it as a unique
identifier for safequarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
permitted or required by law.

form HUD-50080-5235-a (42000}

This Payment Voucher was A.PPRO‘?ED, however...

Errors were found in the submission and some project requests were rejected. Click on the errors tab for a list of these projects and the error. The
total amount to be paid on this voucher has automatically been reduced by the amount in these error vouchers. A payment of $423.00 (which
includes $6.00 of fees) should be deposited in your account on Wednesday April 02, 2008. Please print this voucher. and retain for your records.

Figure 4-43. Partially Approved Payment VVoucher

The “View’ Data Remarks column in Figure 4-44 below notes that project 441-2588129 has been rejected
because it does not exist for the Servicer. Project 497-0437674 is rejected because the cumulative
request of $117.00 exceeds the subsidy of $100.00 scheduled for that period. In this example, eLOCCS
will process only the two approved project periods.

S235 and S236 IRP Getting Started Guide 4-35



4.0 Section 235 elLOCCS Functions

Menu == Voucher Selection = 5235 Voucher Entry

Service Provider Menu uth
5235 Voucher Entry Log Off Bottom

V' Accepted X Rejected

Project No. Period  Amount

Fee Remarks

2) X 4870437674 10-2007

Total:

117.00 n'a This request exceeds the Fl ceiling authorized for this period of +100.00
299.00

1 see remarks 10-2007 18200  0.00 Project 4412388120 does not exist
2) 4070437674 10-2007 117.00  0.00 This request exceeds the F1 ceiling authorized for this period of +100.00
3 ¢ 4970437674 11-2007 100.00 5.00
4) v 3710902732 10-2007 317.00 3.00
Total: 417.00  6.00 Totals include only values marked as Accepted V.
Figure 4-44. View Data for Rejected and Accepted Projects
Kud Service Provider Menu  Autn
ZLOCCS. §235 Voucher Entry Log Off Bottom
Menu == Voucher Selection =» 5235 Voucher Entry
Summary View Data Errors |
X Rejected
Project No. Period Amount Fee Remarks
1 X see rematks 10-2007 18200 na Project 4412388120 does not exist

4

Figure 4-45. Errors for Rejected Projects

For files that contain more than 100 projects, eLOCCS will confirm the receipt
and acceptance of the voucher only. Because of the number of projects,

processing will be scheduled off-line. You will be notified via email of the final
processing outcome once eLOCCS processing has completed.

4.455 Voucher Submission with Negative Adjustment

Adjustments to previously submitted subsidy periods are allowed in the voucher file. As long as the
cumulative subsidy amount for the period requested does not exceed the lesser of the F1/F2 amounts
stored on the payment schedule, LOCCS will accept the request. However no handling fee will be added
by LOCCS on supplemental requests.

If previously paid subsidy periods need to be reduced, simply include the negative adjustment in the
voucher file with a negative amount.

For example:

05-2008
05-2008
03-2008
02-2008

Project#1
Project#2
Project#1
Project#3

100.00
120.00
-20.00
-10.00
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LOCCS will automatically offset any positive subsidy amount by any negative adjustments for a “net”
payment. In this example (assuming the 05-2008 subsidies will include two $3.00 handling fees), a
payment for $196.00 will be wired to the Servicer. (100.00 + 3.00 + 120.00 + 3.00 — 20.00 — 10.00).

Any negative adjustment cannot be more than what LOCCS has recorded as disbursed in that period. In
addition, if the entire subsidy for the period is reversed, LOCCS will automatically collect the $3.00
handling fee for that period.

4.45.6 Determining the Voucher Scheduled Pay Date

LOCCS does not split a voucher for payment; the voucher is paid in its entirety at the same time. By
allowing the S235 file to contain both project and period elements, the payments could technically be due
on different dates. For example, if a voucher file was submitted on 03-22-2008 with both 04-2008 and
03-2008 subsidy payments, the 04-2008 payments would not be due until 04-01-2008; however the 03-
2008 payments could be paid immediately.

LOCCS will not split a S235 voucher for payment and will automatically calculate a “voucher level”
payment deposit date based on the latest subsidy period accepted in the file. In the example given, this
would mean the generated voucher would have a 04-01-2008 scheduled deposit date. Any subsidy
payments in the file with periods prior to 04-2008, would wait until the 04-01-2008 pay date to be paid.
If the Servicer needed to have the 03-2008 and prior funds immediately, they could submit those
payments in a separate voucher which would be paid that night in LOCCS.

Multiple Projects in afile

LOCCS will allow multiple projects in a file, as long as they are for different periods. The entire voucher
will be rejected if a project with the same period is detected in the file more than once.

13™ Month Recertification Period

HUD allows a subsidy payment one month beyond the most currently submitted recertification period.
This provides a one month grace period in which the Servicer can receive subsidy while they are still
gathering information necessary for the recertification process. If LOCCS detects a subsidy request for
the 13th month, that period will automatically be created in the projects schedule with an F1 amount
equal to the F1 value in the prior month, which is the 12th month of the most recent recertification period.
Once recertified for the next 12 months, the Servicer provided new F1 amount will overlay the F1 amount
in that first month.

Pre 10-2007 Requests

Any pre 10-2007 request, whether a subsidy payment or negative adjustment, must be coordinated with
HUD-OCFO. LOCCS will accommodate a pre 10-2007 adjustment by using the 09-2007 period created
in every schedule. This period is initially created with a zero dollar F1/F2 amount, effectively preventing
any payment against it.

If a $50.00 subsidy payment for 08-2007 was missed, contact OCFO, and if approved, they will adjust the
F1/F2 amount in the 09-2007 period to $50.00. LOCCS will then accept an 08-2007 period voucher
request and edit and post against the 09-2007 schedule period. If additional pre 10-2007 subsidies are
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needed, once contacted and approved by OCFO, they will simply increase the F1/F2 threshold to
whatever cumulative pre 10-2007 amount that is agreed to.

4.4.6 Cancel aVoucher

Users who have the authority to create a voucher request can cancel that request prior to LOCCS payment
processing. The ‘Cancel Voucher’ option is accessed from the Main Menu. When this option is selected,
eLOCCS will display any outstanding unpaid vouchers that may be canceled (Figure 4-46).

lﬁl\ Service Provider Menu  Auth
SLOCCS Cancel Voucher Selection Log Off Bottom

Menu == Cancel Voucher Selection

To select a voucher to cancel, click on the cancel icon &l

P';?;:m Grant No. Voucher No. Entered Amount Action
Section 235
5233 Section 235 102-000036 03-31-2008 460.46
5233 Section 235 102-000035 03-31-2008 306.00 EI

Figure 4-46. Cancel Voucher Selection

Select the cancel icon ‘& under the *Action’ column and a list of projects for that voucher will appear
(Figure 4-47). Users have the ability to cancel an entire voucher or specific projects from the voucher
request.

In this example, the voucher has 2 projects that can be individually selected for cancellation.

After marking the desired boxes next to projects for cancellation, enter a reason, and click the ‘Submit’
button (Figure 4-47).

l'ﬁl\ Service Provider Meny  Auth
CLOCCS Cancel Voucher Log Off Bottom

Ienu = Cancel Voucher Selection =» Cancel Voucher

Voucher: 102-000036 (5235) Section 235

[ Cancel All
Project No. Period Amount Fee Remarks
1) 3741270136 11-2007 303.00 3.00
n O 1970425210 012008 16046 3.00
Total: $463.46 $6.00

Cancel T€asO01: |Incorrect project period entered

[ Submit ] [ Reset ] [Menu]

Figure 4-47. Cancel Voucher Reason

A confirmation of the voucher cancellation will be displayed.
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huq Service Provider Menu  Auth
£LOCCS - Cancel Voucher Confirmation Log Off Bottom

Menu = Cancel Voucher Selection == Cancel Voucher == Cancel Voucher Confirmation

Database Update Confirmed

More Menu

Figure 4-48. Cancel Voucher Confirmation

Another voucher may now be entered against the project, if needed.

4.5 Miscellaneous

451 Email Addresses
45.1.1 Maintain Email Addresses

The *“Maintain Email Addresses’ screen allows users to add/update the primary email address for the
user’s organization if it has not been provided (Figure 4-49). The purpose of maintaining the primary
email address is to receive notifications of HUD funding activities that impact the Business Partner
projects in a portfolio. The Business Partner maintains both the email address repository list and the
eLOCCS distribution of reports that each email address will receive.

To perform email address updates, users must be assigned the eLOCCS ‘Administrator’ role in FHA
Connection. See Section 2.1.2, “Assigning eLOCCS Application Roles in FHA Connection”. This will
allow the eLOCCS options, the ‘Maintain Email Addresses’, and ‘Maintain Email Assignments’ to appear
as hyperlinks on the eLOCCS Main Menu screen.

Clicking on ‘Maintain Email Addresses’ from the Main Menu displays a screen with an upper and lower
section as shown in Figure 4-49 that follows below.

The upper section specifies the primary LOCCS email address for the Business Partner. This email
address automatically receives all LOCCS email and no specific email assignment is necessary. For this
reason, it is suggested that the primary email address be a generic email mailbox for the organization.
This type of mailbox has the benefit of being accessible by multiple individuals.

To update your primary email address, click the ‘Update Primary’ button.
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Menu  Auth

Log Off Bottom

h/\ Service Provider
o Maintain Email Addresses

Use the Update Primary button to add/update your organizations primary email address.
Use the Add Additional button to add any additional email addresses. Don't forget to assign these additional addresses,

to a type of email from the Maintain Email Assignments option on the main menu.

PRIMARY Email Address: (rrimary receives ALL LOCCS Emails)

Name :  service Provider
Email :
Update Primary

ADDITIONAL Email Addresses: (click the name link to modify or delete}
Email Phone Ext.

Name

1
Add Additional

Figure 4-49. Maintain Email Addresses

The “Update Primary Email Address’ screen appears as shown in the figure below. Enter the email for
the organization. Users can add additional email addresses by clicking on the ‘Add Additional’ button on

the “Maintain Email Addresses’ screen as illustrated in the figure above.

Menu  Awuth

Log Off Bottom

Service Provider

Hut
.Mg, v Update Primary Email Address

Menu == Waintain Email Addresses =m Update Primary Email Address

UPDATE Primary Email Address:

Name : Service Provider

I Submit ] [ Resel] [ Cancel ]

EMail : | ServPro@sp.com |

Figure 4-50. Update Email Address

4-40
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45.1.2 Maintain Email Assighments

The “Maintain Email Assignments’ screen allows a user to map additional email addresses other than the
primary email address to specific emails generated by LOCCS. A user may choose between two
presentations of the mapping: (1) ‘By Addressee’ and (2) ‘By Type of Email’ via radio button.

Figure 4-51 depicts the email user ‘By Addressee’ where the types of email reports can be selected.

h’ﬁ* Service Provider Menu  Auth
SLOCCS Maintain Email Assignments (5235) Log Off Battom

IMenu == Maintain Email Assignments

@ By Addressee (O By Type of Email
Addressee Email Type of Email
1) John Smith JSmith@sp.com Wire Payments Summary [
Portfolio Action Summary [

[ Update ] [Resel] [ Cancel ]

Figure 4-51. Maintain Email Assignments by Addressee

When the presentation is ‘By Type of Email’, the type of email appears as a hyperlink along with users
that could be assigned to the email as illustrated in the Figure 4-52 below.

Clicking on a ‘Type of Email” hyperlink will display a description of the email as well as a sample email.

lﬁl\ Service Provider Menu  Auth
Maintain Email Assignments (8235) Log OFf Bottom

By Addressee (& By Type of Email

Type of Email Addressee Email
1) Wire Pavments Summary John Smith JSmith@sp.com
2) Portfolio Action Summary John Smith JSmith@sp.com

[ Update I [Reset] [ Cancel ]

Figure 4-52. Maintain Email Assignments by Type
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5.0 SECTION 236 eLOCCS FUNCTIONS

After providing the LOCCS User ID and password and clicking the ‘Log In’ button, the LOCCS
Authorizations screen is appears as illustrated in the figure below, showing the Program Area, Program
Area Name, Authorization, and Service Provider Tax ID number. This is the information mapped to your
LOCCS ID and submitted on the HUD-27054 (Section 2.1.2). To continue, the user should click on the
S236 hyperlink under ‘Program Area’.

Line of Credit Control System (eLOCCS)
LOCCS Authorizations

US. Dept. of Housing
b g LOCCS authorizations are based upon an approved HUD-27054 on file in the LOCCS
Security Office, andfor for S8 Contract Administrators, contract assignments in Secure
Systems. Under the Business Partner you are representing, select a program area link for
an appropriate set of menu options.

iﬁ

ﬁl“ ’

Secure Systems Program Area Program Area Name Authorization
$236 SERVICE PROVIDER  Tax ID: 70-0000037
About L OCCS 5236 S236/RP Drawedown

EAQ

Figure 5-1. eLOCCS Authorizations Screen
An ‘eLOCCS Information Needed’ screen as shown in the figure below will appear if the primary email
address for the user’s organization has not been provided. Execute the necessary steps, and then click
‘OK”.

Further information on eLOCCS emails is in Section 5.4.1.

eLLOCCS Information Needed

A Primary Email Address for the organization you represent, has not been provided.

This can be entered from the Main Menu (which you will see when you close this window) under Miscellaneous # Maintain
Email Addresses.

If vou do not have the Miscellaneous category on your Main Menu, contact vour Secure Systems Coordinator and
have the LOCCS Administrative Role assigned to you.

If vou need additional assistance, please call 571-766-2916 for help.

Figure 5-2. Primary Email Address Needed for eLOCCS
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5.1 Section 236 Main Menu Options

A variety of information is available through eLOCCS; but, depending upon a user’s program area
authority, menu options may vary. Figure 5-3 shows an example of a Main Menu screen in which the
Service Provider Program (S236) was selected from the eLOCCS Authorization screen. The left sidebar
provides the user with the following options:

Secure System Returns the user to the Secure Systems Main Menu.
User Profile Displays user information, roles assigned, and eLOCCS HUD-27054 authority
access level.

Change Password Every 60 days, users will be prompted by eLOCCS to change their passwords.
This option allows users to change their password prior to the 60 days, which
resets the password change date in eLOCCS.

About eLOCCS Displays basic eLOCCS information, hours of operation, points of contact, etc.

FAQ Reference to frequently asked questions.
Authorizations Returns the user to the eLOCCS Authorization Screen.
Mailbox Displays the eLOCCS electronic mailbox for users’ questions and comments.

The Main Menu options as depicted in the figure below are described in the subsections that follow.

il Line of Credit Control System (eLOCCS)
% “I""I # §236 SERVICE PROVIDER
B8 Prept a Wemitg S5236/IRP (S236)
and Urban Development
Secure Systems Queries
s Grant Porffolio (S236) « Wire Payments
User Profile s Youcher Submissions
Change Password Updates
About LOCCS + Payment Youcher Entry « iZancel Voucher
FAQ Miscellaneous
» Maintain Email Addresses » haintain Email Assignments
Authorizations + Payment Schedule Exract

Figure 5-3. eLOCCS S236 Main Menu
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As a user drills down into eLOCCS data through hyperlinks, the system tracks the path that appears on
the eLOCCS navigation bar as hyperlinks. The navigation bar provides the user with a hyperlink trail for
returning to a previous screen. The figure below shows the navigation bar, indicating the user started at
Menu > Portfolio > Project Information and ended on the “Voucher Details’ screen. To return to any of
the previous screens, click the desired hyperlink on the eLOCCS navigation bar.

]:ﬁi“-d 5236 SERVICE PROVIDER
SLOCCS. Voucher Details

Meny = Portfolio == Praject Infarmation = voucher Details

Figure 5-4. Navigational Trail Hyperlinks

@ Browsers provide a “Back” button that takes a user to a previous screen. eLOCCS
strongly recommends users refrain from using this button. Users should use the
eLOCCS-provided navigation trail. This is especially important when performing
updates.

Using the browser’s “Back” button will retrieve old documents that may not reflect the
LOCCS database, which is constantly changing.

5.2 Queries
5.2.1 Grant Portfolio

Under Queries, the Grant Portfolio (5236) hyperlink displays ‘All Grants’ in the user’s portfolio
(illustrated in Figure 5-5). If the user’s organization receives funding for other than the 236 program,
those grants will be listed as well. For most 236 providers, the ‘All Grants’ and ‘236’ tabs will be
identical.

The portfolio screen offers a budget snapshot of grant information with available balance amounts
including any new grants that have been assigned to the Portfolio within the past 30 days. A new icon "
will be displayed next to the grant for 30 days.

Icon Function

W Identifies a new grant in the Program Area.

D Identifies projects awaiting recertification.

B Represents a suspension. Click on grant to view reason for suspension.

In the example illustrated below, clicking on Grant number 084-44126 retrieves additional information on
the project with a ‘General’ tab set as default.
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lﬁi‘d 5236 SERVICE PROVIDER Menu  futh
£LOCCS -~ Fortfolio Log Off Hattam
| AUGrnts (TET
& see Grant Status " New Grant [ Show Zero Balance Grants
EEugian Grant No. Authorized Disbursed _Payments Zualiable
Area in Process Balance
S236/IRP
8336 05400201 B vt 365,503.35 104,130.20 0.0 76137315
8236 08444059 " 382,518.68 69,163,135 7,261 62 306,093 .85
8236 05444066 By vt 758,114.20 121,406.33 0.0 636,707 27
8236 T 603,343.00 22,387 43 10,263 02 S10,602.55
3336 02444150 " 436,735.72 51,721.14 736172 37765280
5236 Subiotal: $3046,21495 $428 808 25 $24 886 A8 $2.592.52022
Porifolio Totals: Grants: 5 $3.046,214.95 $428 80825 $24 886,48 $259252022

Figure 5-5. User's Portfolio

Descriptions and examples for the four tabs follow in this section. The *General’ tab details
organizational information, contract dates, and funding information specific to that project as shown in
the figure below.

h/“‘g 5236 SERVICE PROVIDER Menu  Auth
LLOCCS. -~

Froject Information Log Off Bottom

henu == Fortfolio == Project Information

(Project: 084-44126(5236) S236/IRP

| Genera Vouchers ' Schedule

Project Name: Contract Dates Funding
§236 Service Provider Ongln.al Verify: 08-27-2005 Aut!lorlzetl: 603,343.00
Address Effective Date: 02-01-2004 Dishursed: 8238743
Contractual O ization: iDL Assigned: 10-01-2004 In process: 10,263.02
Contractual Organization: - S 5109255
#236 SERVICE PROVIDER Collecti : 0.00

SERVICE PROVIDERS ADDRESS ollections:

FAIRFAX, VA 22030-0000
Payee Organization:

- same as coniractual-
Region: 11 Office: 97

Figure 5-6. S236 Project Information Screen (General)

Clicking on the “Vouchers’ tab shows general voucher information for the selected project (Figure 5-7).
The screen displays the period of each voucher, date/time entered, voucher amount and initial load
vouchers. The last column displays voucher numbers.

Since Project subsidy detail payments were not maintained in eLOCCS prior to 10-01-04, payments prior
to this period are reflected in an ‘initial load voucher’ with a voucher period of 09-30-04. Additionally,
subsequent project subsidy payments from 10-01-04 through the time when the project becomes active in
eLOCCS are reflected through individual initial load vouchers months. For instance, there may be one
large 09-30-04 initial load voucher covering the first subsidy payment through 09-30-04 (as shown in line
one), and 12 or more initial load vouchers covering 10-01-04 through 09-01-05, and possibly beyond.
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Click on a Voucher Number to retrieve descriptive information about that voucher. As an example,
Voucher Number 100-000078 has been selected in the figure below.

/u\ §236 SERVICE PROVIDER Menu  Auth
LOCCS. ~ Project Information Log Off Bottorm

Menu = Partfolio == Project Information

Project: 084-44126 (S236) S236/IRP

General BRLLEZE Schedule " History

v Paid ©F Awaiting Payment
\';);:?‘I;gr Entered Amount Vo:(;he'
n ¢ 09-2004 (Initial Load) 08-27-2005 12:18 41,240 96 100-000001
v 10-2004 (Initial Load) 02-27-2005 12:44 513512 100-000002
3y v 11-2004 (Initial Load) 08-27-2005 01:14 515512 100-000003
fH v 12-2004 (Initial Load) 02-27-2005 01:42 513512 100-000004
5 v 01-20035 (Initial Load) 08-27-2005 02:13 515507 100-000005
6 02-2005 (Initial Load) 08-27-2005 02:43 513151 100-000008
n v 03-2005 (Tnitial Load) 02-27-2005 03:10 513151 100-000007
8 v 042005 (Initial Load) 08-27-2005 03:36 513151 100-000002
9 v 07-2005 (Initial Load) 02-27-2005 04:42 513151 100-000011
10y O 09-2005 08-31-2005 12:46 513151 100-000062
1 & 08-2005 09-12-2005 04:03 513151 < 100-000078 )
—

Figure 5-7. Voucher Tab Screen

At a minimum, the “Voucher Details’ screen will display two tabs, ‘Summary’ and ‘Detail’, for each
voucher in the Project. The ‘Summary’ tab links to the “Voucher Summary’ screen as shown in the
example below.

L
h §236 SERVICE PROVIDER [P
0 5 Voticher Details oo Off Botiom

Meni = Porfioko == Project Information == Voucher Details

Voucher: 100000078 (S236) S236/1RP

el e |

Veucher No:  100-000078 Submitted by: John Smith
n on: 09122005 at 04:03 PR o
Due Date: 08-01-2005 Import File:  cinetpub wewioot eloccs fip 700000053095 11
Count: Amount:
Amount: $12443.24 Submitted: 3 T
Etalts: WAITING Accepted: 3 12443
Rejected: 0 § 0.00

Figure 5-8. Voucher Summary

Vouchers contain projects that have been submitted for payment. (See Section 5.3.1 on submitting a
voucher.) Clicking on the “Detail’ tab provides a ‘Detail’ screen as illustrated below (Figure 5-9) that
lists all vouchers accepted and/or rejected. A ‘Rejects’ tab will appear if there are any projects submitted
in the voucher that have been rejected or canceled by eLOCCS. Click the ‘Rejects’ tab to view Project
Numbers that have been rejected from the voucher and the reason for the rejection.
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/lil 5236 SERVICE PROVIDER Menu  duth
cLOCCS — Voucher Details Log Off Bottom

heny = POHiolio = Project Information = Youcher Details

Voucher: 100-000078 (S236) S236/IRP

v Accepied
Project No. Amount Remarks
1) v 084-4405% 5,630.84
2 v 084-44126 515151
3 v 084-44150 368089

Figure 5-9. Voucher Detail Screen

The “Schedule’ tab from Project Information page as shown in the figure below displays a screen showing
a monthly breakdown of each subsidy’s due date, total amount, payments submitted (paid or in process),
and any difference between the subsidy amount and the payment for a specific grant .

Line 1 of the “Schedule’ screen example shows a collapsed range of voucher period dates to reflect one
subsidy payment amount. As mentioned previously, this is part of the initial loading process of project
subsidy payments dates from 10-01-03 through 09-30-04, since project subsidy payments were not in
eLOCCS prior to 10-01-04. Also, subsequent project subsidy payments from 10-01-04 through the time
when the project becomes active in eLOCCS are reflected through individual initial monthly load
vouchers.

The amounts in the ‘In Process’ column display project subsidy payment requests that have been
submitted and accepted by eLOCCS, but not paid. A payment cycle is performed each night by LOCCS,
selecting payments 2 business days prior to their scheduled payment due date. Payments for that period
are packaged and sent to Treasury for deposit in the recipient’s bank account on the payment due date,
unless the payment due date falls on a weekend or banking holiday. In that case, the deposit is scheduled
for the next banking day following the payment due date. The ‘Paid” amounts column signifies project
subsidy payments that have been sent from HUD to Treasury for payment.
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-
I—ﬁi‘“‘ 5236 SERVICE FPROVIDER Meru  Auth
SLOCCS Project Information Log Off Bottom
heny = Porfolio = Project Information
Project: 012-005NI (5236} S236/IRP
General ' Vouchers [EEEEIUIE
v Paid
Submitted
Due Date Subsidy = Difference
Paid In Process

v 10-01-2003 thra
1) 00303004 440,932 92 440,032 92
14) v 10-01-2004 36,744.41 35,700.19 1,044.22

v
15) 11-01-2004 36,744.41 35,700.19 1,044.22
16) v 12-01-2004 36,744.41 35,700.1% 1,044.22

v
17 01-01-2005 36.744.41 3570019 1,044.22
18) v 02-01-2005 36,744.41 35,700.19 1,044.22
1% v 03-01-2005 36,744.41 35,700.19 1,044.22

Figure 5-10. Schedule Screen

The screen linked to the *History” tab as in the figure below provides project information regarding the
event, date and responsible party, any additional remarks, and references for a specific grant.

-~

Huc $236 SERVICE PROVIDER e o
FLOCC Project Information Log Off Bottom

Meny = Porfolio = Project Information

Project: 012-005NI (S236) S236/IRP
General = Vouchers Schedule History |
Event Date/ Who Remarks Reference
1) Assignment ”8'16'2103;%42 AM - AMERICAN PROPERTY FINANCING (700000037) Eff: 2004-10-01 3195966
02-16-2005 03:42 AM

2) Mew Schedule e 3195067
%) Voucher ”S'IS'EDI”R;%% AM youcher: 100-000012 Period: 05-2005 Amt: 35.700.19 (Accepted) 3202489
4) Voucher DS'IS'EDI”R;E;BI AM Noucher: 100-000013 Period: 09-2004 Amt: 440,932 92 (A ccepted) 3202490
5) Voucher ORI IBIS AN Soucher: 100000014 Period: 10-1004 Amt: 35.700.19 (A coepted) 3202491
6) Voucher ”S'IS'EDI”R;E?? AM Noucher: 100-000015 Period: 11-2004 Amt: 35.700.19 (Accepted) 3202492
7) Voucher ”S'IS'EDI”R;E?'S AM youcher: 100-000016 Period: 12-2004 Amt: 35.700.19 (Accepted) 3202493
8) Voucher 08.13.20101?;231:14 AM Srucher: 100.000017 Period: 01-2005 Amt: 3570019 (Accepted) 3202494
9) Voucher DS'IS'EDI”R;E?I AM youcher: 100-000018 Period: 02-2005 Amt: 35.700.19 (Accepted) 3202495

10) Voucher ”S'IS'EDI”R;Ei:‘” AM youcher: 100-000019 Period: 03-2005 Amt: 35.700.19 (Accepted) 3202496

11) Voucher ”S'IS'EDI”R;ﬁ% AM Srucher: 100-000020 Period: 042005 Amt: 3570019 (A ccepted) 3202497

Figure 5-11. History Screen
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5.2.2 Wire Payments

The “Wire Payments’ option from the eLOCCS 236 Main Menu screen links to a display of daily
summaries of all Wire/Check payments made to the Business Partner. Click on the ‘No of Payments’
column (Figure 5-12) to view the “Wire Payments Detail’ as illustrated in Figure 5-13 below. The
LOCCS voucher disbursements made on the Payment Cycle Date also appear on this screen. Click on the
voucher number to retrieve general information about the voucher.

l.l/li“ 5236 SERVICE PROVIDER Menu
. Wire/Check Payments Log Oft

Meny =

*Note: Actual deposit date may vary by mdividual bank.

LOCCS No of et Treasury * Estimated
Payment Cycle Payments Schedule Number Deposit Date
1) Tue 08-30-2005 2 89,933.58 LHZ225 Wed 08-31-2005

Figure 5-12. Wire/Check Payments

h/l‘l\ 5236 SERVICE PROVIDER Menu  Auth
£LOC Wire Payments Detail Lo Ot Bottom

Treasury Schedule; LH2225 LOCCS Processed; 08-30-2005 10:52.35
Progam Area Grant Voucher Amount

1y 2236 nfa 100-000022 4492374

) 5236 nfa 100-00001 5 45,009 84

Total: 89933158

Figure 5-13. Wire Payments Detail

5.2.3 Voucher Submissions

The “Voucher Submissions’ option displays a snapshot of vouchers that have been accepted and/or
rejected by eLOCCS as shown in the figure below. Click on the voucher number hyperlink to retrieve
descriptive information about that specific voucher.

]fl/\ 5236 SERVICE PROVIDER Menu  &uth
ELOCCS Voucher Submissions £og et Banon

Meny == Youcher Submissions

O Awaiting Payment

Voucher No. Period Submitted Amount Slg';::"nlml A?:lﬂ:?d Remarks
1) o 100-000078 08-2005 09-12-2005 12,443.24 ) 3

Figure 5-14. VVoucher Submissions Screen
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5.3 Updates

5.3.1 Submitting a Voucher

eLOCCS provides Service Providers the ability to submit a single voucher containing individual subsidy
requests for each of their S236 projects in their portfolio. The individual project subsidy amounts must be
imported into the voucher process from an external tab-delimited file containing three columns:

e Voucher Period (MM-YYYY)
o HUD Project number
e Payment Amount Request

Whether Service Providers have one project in their portfolio or 1,000, the voucher detail must be
contained in an external tab-delimited file. Accepted project payments will be summed up, and a single
wire transfer to the Service Provider will be made that is payable on the 1st of the month of the submitted
voucher period. If the 1st falls on a weekend or banking holiday, LOCCS will schedule payment for
deposit the first business day following the 1st of the month. If the voucher request is for a past subsidy
voucher period, payment will be made that night in LOCCS for a scheduled deposit in 2 business days.

It is up to Service Providers to create the external tab-delimited file by whatever method is available to
them. Whether manually created or created through their accounting software, as long as the three
columns are defined and delimited by a tab character, eLOCCS will accept the file. Although not required
by HUD, it is recommended that the file name be unique each month for tracking purposes. Section 5.3.2
that follows provides an example of how to manually create the file using Microsoft Excel.

@ For service providers submitting a voucher for HUD-Held properties, the local file
name must be in [yyyymm-##tHiH# txt] format, where ####H#HH is an 8 digit SF-
1081 number. eLOCCS utilizes this file name format to extract the SF-1081 number
and generate appropriate HUD accounting transactions. A reminder message will
appear if the file name is not in the specified format .

5.3.2 Manually Creating a Tab-Delimited File

Most spreadsheet applications such as Microsoft Excel can be used to create this file. The figure below
illustrates an example of a tab-delimited payment file containing the three data columns created in Excel.

B August 2005 Payment - WordPad

File Edit “iew Insert Format  Help

Led & #H o By
08-2005 01Z005NI 44.41
08-z005 01203 1NI 37.80
0&§-2005 012167NI 19.058
08-2005 013440NI 32.00

Figure 5-15. Tab De-Limited Payment File
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@ Tips for Creating a Tab-Delimited Text File from Microsoft Excel

Format the three column headings in a blank Excel spreadsheet prior to entering
any data. Column *A’ will be for entering voucher period date, Column ‘B’ the
HUD project number and Column *C’ payment requests.

Columns ‘A’ and ‘B” must have a text format. Highlight both columns and right
click to view the list of options. Choose ‘Format Cells’ and then select “Text’
from the list under the ‘Number’ category tab. Click ‘OK’ (Figure 5-16). This
allows the voucher period date column to have the ‘mm-yyyy’ format as well as
set column data.

Column “C’, the payment amount request column, must have a number format.
Highlight column “C” and right click to access the ‘Format Cells’ options.
Select ‘Number’ under the ‘“Number’ category list tab and select ‘2’ to specify
‘Decimal places’. Click ‘OK’ (Figure 5-17).

Enter all project subsidy information in their respective data columns.
Verify file before converting.

To convert the Microsoft Excel to a tab-delimited file, save the Excel File as
‘Text (Tab delimited)’ under ‘Save as type’ and choose the desired ‘Save in’
directory (Figure 5-18). Enter a local file name.

For a HUD-Held voucher, the local file name must be in [yyyymm-
#iHHEHE txt] format when converting, where ##H##H# is an 8 digit 1081
number (Figure 5-21).

Since the selected file does not support multiple sheets, click ‘OK” if prompted
(Figure 5-19).

You may see a prompt alert that the file may contain features not compatible
with the text file. Click “Yes’ to keep work in this format (Figure 5-20). As a
result, a tab-delimited file (Figure 5-15) is created and saved from the original
Excel spreadsheet file.

It is important to note that when exiting the Excel file, select ‘“No’ to save
changes since the file has already been saved. This will prevent the duplication
of saving the file and closing out the window prompts mentioned above.
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Rl == ==

L
L

Format Cells '

fumber | alignment Fonk Border || Patterns || Prokeckion
L - . -l Al
Cakeqgory: Sample

| eneral I

| Murnber

| Currency

| Accounting Text Format cells are treated as

|Date text even when a number is in the

| Time cell. The cellis displayed exactly as
|Percentage entered.
|Fraction

[ K ][ Cancel ]

Figure 5-16. Format Excel Spreadsheet for Columns 'A' and 'B' —* Text” Selection

D
Format Cells EIE'
Mumber | Alignment Font Border | Patterns | Protection
Currency Decimal places: |2 E
Accounting
Date
Time [ use 1000 Separator ()
Percentage Neqati e
Fraction Meqgative numbers:
Seientific ,10
Text 1234.10
Special (1234,10)
Custom (1234,10)

Mumber is used For general display of numbers, Currency and Accounting
offer specialized Formatting For monetary value,

[ Ok ] [ Cancel

Figure 5-17. Format Excel Spreadsheet for Column ‘C’
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e E\Iz_e. Edit Wiew Insert Format Tools Data  Window Help
CDEHR A G
A30 = b :
A B | C Save in: ![ﬁ S236File v| @~ @ Xy B - Toos~

| 1 |08-2005 0120050 44.141 N
| 2 |08-2005  O012031N1 37.80| 1 b
| 3 |08-2005  O12167MI | 19.08 My Recent
| 4 |03-2005 0134400 32.00 Documents

5 —
22 =
6 | _ _ [
7 Deskkop
6|
El
10 _ _
l | | My Documents
12
[13] i
14| _ _ e
i | | My Computer
16| -

17 : : T
ETE . Filename: | August 2005 Payment v [ save |
e ) | Iy Metwork,
ﬂ | | Places @ i B | Cancel

] — P

Figure 5-18. Save Excel File as "Tab delimited

Microsoft Excel

The selected file type does not support workbooks that contain multiple sheets.
! ‘\. + To save only the active sheet, click Ok,

+ To save all sheets, save them individually using a different file name for each, or choose a file type that supports
multiple sheets,

oK Cancel
Figure 5-19. Save Only the Active Sheet

g

Microsoft Excel El

August 2005 Payment.bxk may contain features that are not compatible with Text (Tab delimited). Do wou want to
= keep the workbook in this Format?
\.:!’) + To keep this Format, which leaves out any incompatible features, click Yes.
+ To preserve the Features, click Mo, Then save a copy in the latest Excel Farmat,
» To see what might be lost, click Help.

[_ s ] [ Mo ] [ Help ]

Figure 5-20. Click “Yes’ to Keep This Format

The figure below illustrates a reminder message for HUD-Held vouchers regarding the local file name
format.

Microsoft Internet Explorer

r For a HUD-Held woucher, the local file name must be in [yyywrnn-2 42 4 #4284 .ot ] format, where #2424 2448 is an
. & digit 1081 number.

Figure 5-21. Local File Name Format for a HUD-Held Voucher
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5.3.3 Payment Voucher Entry

Once a tab-delimited file has been prepared as described above, the voucher draw process can begin.
From the eLOCCS Main Menu, select the ‘Payment VVoucher Entry’ hyperlink which will display a
‘Payment Voucher Selection’ screen as shown in the figure below. Simply mark the desired check box
next to the grant and click the submit button.

&5

LOCCS makes disbursements for the majority of HUD’s grant, subsidy, and loan
programs, with many programs having unique processing and/or disbursement
requirements. Many screens in eLOCCS are generic in order to handle the diverse
requirements, and the Payment VVoucher Selection screen is one of them.

Depending on the users’ authorizations and the number of HUD programs in which the
organization participates, the Payment Voucher Selection screen will display all the
available grants/subsidy/loans across all the available HUD programs for that
organization. This is why the headings on the screen show Grant No., Authorized,
Disbursed, and Balance.

Most Service Providers will not receive any other payments from LOCCS other than
the S236 Program, which is why there probably will only be one entry in the voucher
selection. With most HUD programs, the organization makes its request at a grant
level, specifying the grant and program from which it wishes to perform a drawdown.
Since the S236 program essentially submits a single voucher for the "portfolio," there is
simply a check box for the S236 program indicating the user wants to begin S236 draw
process.

Meny == Youcher Selection

5236 SERVICE PROVIDER Menu  duth
Payment Voucher Selection Log Off Battom

Have your HUD-50080 payment voucher form(s) prefilled, in the order of selection. Mark the checkbox next to each
grant you are requesting a payment, and click the submit button.

Pr;gmm Grant No. Authorized Disbursed _F'aymenis Svailable, Grant
rea in Process Balance
S5236/IRP
gi36 I:J\ Interest Reduction Payments
83
[ Submit ] [ Resetl [ Cancel ]

i g
o] SN 102

Figure 5-22. Payment Voucher Selection

The “Voucher Entry’ screen will be displayed (Figure 5-23) with two required fields:
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(1) A “Voucher Period’ using the ‘mm-yyyy’ date format and
(2) The expected tab-delimited payment file containing the Service Provider’s project information request
for payment.

Service Providers must prepare this payment file off-line in a tab-delimited format described in Section
5.3.2. Enter the “Voucher Period’ and then click on the “‘Browse’ button to locate the file from your
network as shown in the figure below. Select the tab-delimited file and click ‘Open’.

The imported file (Figure 5-25) can be viewed for confirmation by clicking “View File’ button shown in
Figure 5-23.

(Note: If prompted with ‘Do you want to open or save this file?’, click the ‘Open’ button to view.)

/u\ $236 SERVICE PROVIDER Menu  Auth
LOCCS. Voucher Entry Loq Off Bottom

IMeny = Youcher Selection =w Yaucher Entry

Enter the Voucher Period and local tab delimited file containing the project information. View File to confirm the
correct file has been selected and click File Upload for a Pre-edit of this file.

Voucher Period (mm-yyyy): -08—2005i '_

Local file to import: | Browss.. ]
[ File Upload | [ iewFile |

Figure 5-23. Voucher Entry

Click on the ‘File Upload’ button when ready to import and begin eLOCCS payment file processing.
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Choose file

Look in: |9 5236 | @ e B~

E. SAugust 2005 Payment
L r;] July 2005 Payments

My Recent [£] 1une 2005 Pavments
Documerts I?l May 2005 Payments
=

L

Dezktop

kdy CompLiter
.
My Metwark.  File name: |.~'1'«ugust 2005 Payrment j Open |
Places
Files of type: | & Files %) - Cancel

Figure 5-24. Network of Files

& | L:Mugust 2005 Payment.txt - Microsoft Internet Explorer

03-2005 012005NWI 44.41
08-z2005 01203 1NI 37.80
03-2005 012167NI 12.08
05-2005 013440NI Jz2.00

Figure 5-25. View of Imported File

eLOCCS has two file processing phases that the payment file will pass through before a payment voucher
request is made: the pre-edit of the payment file and the final processing of the payment file. The
processing phases are detailed in subsections below.

5.3.3.1 Phase | - Pre-Edit of Voucher Payment File

After selecting the ‘File Upload’ button, eLOCCS initially performs a pre-edit on the payment file before
final submission for processing. The primary purpose of the pre-edit phase is to validate that the file
selected is in the correct format and that all the requested payments in the file are for the specified
voucher period from the “Voucher Entry’ screen. Subsidy periods cannot be mixed in the same request
file. If there is a need to request subsidy payments for 2 months at the same time, two vouchers must be
entered with two separate tab-delimited files imported. Also, a voucher cannot be submitted for a period
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that is more than 1 month in the future. For example, a “12-2005” voucher cannot be submitted prior to
11-01-2005’.

The pre-edit phase also provides the final opportunity to visually validate the file that was selected.
eLOCCS will sum the subsidy amounts in the file and provide a count of the projects being requested.
Along with the voucher summary tab, a detail tab will display the detail project information.

There are two possible ‘Payment VVoucher’ pre-edit outcomes returned by eLOCCS - either the pre-edit
was successful or it was not. If any pre-edit errors are detected, eLOCCS will not allow final submission
of the voucher. The errors in the file must be corrected outside of eLOCCS and re-imported for pre-edit
processing again. Upon a successful pre-edit phase, eLOCCS will display a *Submit’ button which will
submit the voucher for final LOCCS processing. Figure 5-26 and Figure 5-27 illustrate a successful pre-
edit phase, and Figure 5-28 and Figure 5-29 show a failed pre-edit scenario.

5.3.3.2 Successful Pre-Edit Payment File

After a successful pre-edit of the payment file, a *Summary’ tab of the S236/IRP Payment voucher will be
displayed indicating that the pre-editing of the file was successful. The figure below illustrates a payment
voucher request of $476,918.34 for 11 projects. A ‘View Data’ tab is available to view all the projects in
the file (Figure 5-27).
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5236 SERVICE PROVIDER Moy
Voucher Entry Lo 06

| Sumamary  JETRIGININ

A4
Buoon

eLOCCS L5, Depattment of Housing
5236 srwanRp and Urban Development
Payment Voucher Offic of Housing

Publi g mng bbb 190 THE b iBas o PSR AN 8 ammaiad b Searbin 15 M ilns s inigiase, inokida g e Bme 18 tariomit B O, S0 AMRISY axifling 440 ieloes.
gathaing sad maindsining Be 400 ssaded, and complating and rvissiag the colliticn of infoamation, Thin sgancy may net callsot hir isfeomation, aed wou 218 nob seguind &
complate B fairs, wnbam it Soplive 8 certenty vafid QNS costd runbar.

HUD inplamantsd tha Lies of Credd Conbul SyrtemAleics Rarponns Srlam (LOCCRARE) b procem requass for pryma s B grantasr, Orast wolpient Bl st 3 weuchat foam Rot thy
appieatln HUE progiarmwith 41 Ta Anskimary WisimaBon pesi B mashg & Selaphora call uning i leach loas Mlnphond B et B dissdoen procem. Thin afeamation i requised o

#lain banais vadar i LS. Heaning Aol of 137, &5 Tha [ dekk Foul Bard AN b s rSdanba by
1 Wowshar Humbat 2. LOCEE Pgm Ama 3. Paymaed Pariad 4

100 o= §235 08-2005
5. Vialps Reaparas W . Guanbes Caganization

na 5236 SERVICE PROVIDER
B Gurd o1 Prajact Ma. B Sraetes Grganezatian TiN

nda TOL00003T7

lmnpoit File: ez imetpuh wwwrooleloccs ip TOO000OETOES._SYM
Mumber of Projects: " ) C Amounk ) §ATEI183

U oty I Rl bap el dAd Tondd s gaadind 4R Dhel v thon it saneel and e arveusl sequarind o Aol is aobam o7 o idi st dibaaamatl Sands 100 s (55 gram, I Me den il e
Sinedn prelad bRooma mete AR NEckary, Bich wacass sl b6 prompthy seternad, S5 dinkited by KD

11, Wamn & Phoas Mambar of Pessn canpleliog Mistarm. 12, Mame & Tils of Asiivarzad Sigraisry

Uszer Marme 12 Shgnatess 84 Date af Requart

08-22-2005

Wesming: MUD vl poapkoats false claimas 0d Aalemanis. Convictian may tessl in stminal anis il panatties, (10 US.C. 1009, 4040, 50520 34 U5 2725, 30023
Privacy Statement: Public Law 37-255, Finascisl laegaty Act, 31 5.0 3512, authosizes the Depariment of Housing snd Wsban Devalopment (HUD)
to collect all the information (oxcept the Social Security Numbes (SSNJ) which will be used by HUD to peolect desbursament dala from fraudiabent
actions. The purpsee of the data i 1o safeguand the Line of Cradit Control System (LOCCS) frem wnauthenzed access. The dala s used fo ersure
that ndnadusls wha no fosger requing access 10 LOCCS hive their access capabily promplly delefed. Falure 10 proede 1he information réquadted on
tha form may delay the peocessing of your appeoeal for access o LOCCE. While the provsion of the SEM is voluntary, HUD uses it as & unique
ndeniliber for saleguardeg tbe LOCCS from unbuthenzed sccess. This inforenalie will nol be cthersase drcloded or feleased outssde of HUD, except a3
permatiod or mequined by kew

Pty BIUD-S00 TR ()

The Pre-Edditing of this file was suceessful Flease verify the Number of Projects and Amount soe corvect. Then select the
Subumit burron for final processing

o) (G

Figure 5-26. Voucher Entry — Successful Pre-Editing

§236 SERVICE PROVIDER Meny
Voucher Entry

Ve Dot |

Data File = -

‘ Line No. Period Project No. Amount

\ 1 | 03-2003 012005N1 | 36,744.41

\ 2 | 03-2003 012031N1 | 75,637.83

\ 3 | 08-2005 012105N1 | 71,819.08

\ 4 [ 03-2005 [ 012167N1 [ 133,232.53

\ 5 | 082005 012163N1 | 76,747 00

\ 6 | 03-2003 01344014 | 16,526.05

1 7 | 03-2005 01444034 | 12,931.46 |
\ 2 [ 022005 04344064 [ 17,460.39 |
\ 9 | 03-2003 04344077 | 16,390.03

\ 10 | 03-2003 05144043 | 261799

\ 11 | 08-2005 13644117 | 475152

| Total: | 47691834

Figure 5-27. View Data Screen
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5.3.3.3 Unsuccessful Pre-Edit Payment File

If the file pre-edit payment file was unsuccessful, a ‘Payment VVoucher’ screen with a *Stop Sign” and
message will appear as shown in the example below, indicating that pre-edit errors were noted during the
file pre-edit process.

| Sy

eLOCCs U.S. Department of Housing
$236 s2o5ARP and Urban Development
Office of Hausin
Payment Voucher 5
Fublic reporting burden far this collaction of infarmation is estimated to average 15 minites paer . including the time for instructi . searching evisting data sources,
gathering and maintaining the data needed, and pleting and iewing the collection of information. Thiz agenoy may not collect this information, and you are not required to

complete this form, unless it displays a currently valid OMB control number.

HUD implemented the Line of Credit Control Systemfoice Response System (LOCCSARS)to process requests for paymentsto grantees. Grant recipients fill out a woucher form for the
applicable HUD program with all the neceszary information prior to making a telephone call using a touch tone teleph to initiate the d d process. Thizinformation iz required to
abtain benefitz underthe U.S. Housing Act of 1937, as amendad. The information requested does not lend itself to confidentiality.

1, Wausher Number 2. LOCCS Pgrm Area 3. Payment Period 4
100 -+ S236 09-2005
| 5. Woice Response No. |G. Grantee Organization
nla $236 SERVICE PROVIDER
| 2. Grant ar Project Mo. |Ga. Grantee Organization TIN
nla 700000037
Import File: clinetpubiwwwrootieloccs'ftp'700000037085._SYM
Number of Projects: 1
You cannot submit this voucher because of pre-edit errors in the import data file. Click on the Pre-edit Errors
tab for a description of these errors. Make changes to the data file and re-import for processing.

Figure 5-28. Payment VVoucher Screen Noting Pre-edit Errors

Click on the “Pre-Edit’ errors tab for a description of the errors. The errors are noted in the ‘Remarks’
section as illustrated in the figure below.

In the example illustrated in the two figures that follow below, the user entered a voucher payment period
of ‘09-2005’ on the initial “Voucher Entry’ screen. However, the payment voucher period on the
imported file is “‘08-2005".

Users should verify information so that both period dates correspond and then re-import for processing.

BeEii |
?.?I‘I:; EI‘I)& Period Project No. Amount Remarks
1 08-2005 012005M1 36,744.41 penibd B0 e quired
or incorrectly entered
2 08-2005 012031N1 75,637.83 Pt ISAR0a e gtired
or incotrectly entered
3 08-2005 012105M1 71,819.08 penibd LI e quired
of incorrectly entered
4 08-2005 01Z167N1 133,232.58 Pt ISA00A e tired
ot incorrectly entered
5 08-2005 012168N1 76,747.00 peniod LI Ye quired
ot incorrectly entered

Figure 5-29. Pre-Edit Errors Screen with Remarks

S235 and S236 IRP Getting Started Guide 5-18



5.0 Section 236 eLOCCS Functions

5.3.3.4 Phase 2 - Final Processing of Payment File

Once a payment voucher has successfully passed the pre-edit phase, the voucher is ready to be submitted
for final processing/validation phase. Click ‘Submit’” on the “Voucher Entry’ screen (Figure 5-26).

eLOCCS will validate the projects submitted to confirm that they are a payment of record to the Service
Provider. eLOCCS also validates that the project amount requested does not exceed the cumulative
authorized project’s payment scheduled amount for that period.

@ For files that contain large number of projects, for example, 200 or more records,
eLOCCS will confirm the receipt and acceptance of this voucher only. Because of the
number of projects in this request, processing will be scheduled off-line. You will be
notified via email of the final processing outcome once eLOCCS processing has
completed.

There are three possible voucher outcomes returned by eLOCCS after a payment voucher has been submitted
for final processing.

e Approved Voucher Screen — eLOCCS approved all projects for payment.
e Rejected Voucher Screen - eLOCCS rejected all projects for payment.
o Approved/Rejected Combination — eLOCCS approved/rejected projects for payment.

As an example of the first outcome, eLOCCS has accepted and approved all 11 projects for one total
voucher payment of $476,918.34 to the Service Provider as shown in the example which follows below.
The estimated deposit date on which funds will be wired appears at the bottom of the “Voucher Entry’
form.

To view the project payment information, click on the ‘View Data’ tab.
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5236 SERVICE PROVIDER Menu  Auth
Voucher Entry Log Off Bottom

ther Entry

| Sy

eLOCCS
S$236 s236/RP
Payment Voucher

Fublic reporing burden for this of information is estimated to average 15 minites per response, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed. and and ing the ion of informatien. This agency may not collect this information. and you are not required to
complete this form, unless it displays a currently valid OMB control number.

U.S. Department of Housing
and Urban Development

HUD implemented the Line of Cradit Contrel Systemfvaice Response System (LOCCSA/RE) te process requests for payments to grantees, Grant recipients fill out a vousher farm for the
applicable HUD program with all the necessary infermation priarto making a telephone call using & toush fone telephone to initiate the drawdown process. This infermation is required to

obtain benefits under the U.5. Housing Act of 1037, as ded. The infarmati sted daes not lend itself to confidentiality.
1. Vauchar Numbar 2. LDECS Pam Area 2. Payment Period 4
100-000054 5236 08-2005
| 5. Voice Respanze No. 6. Grantea Organization
nia $236 SERVICE PROVIDER
8. Grant or Project No. 2. Grantaa Drganization TIN
nia 700000037
Count: Amount:
Submitted: " $ 476,918.34
Accepted: 1" $ 476,918.34
Rejected: 0 $ 0.00
Import File: clinetpubwwwrootieloces\ftp 700000037085, SYM

| sertify the data reported and funds requested on this veucher are comect and the amount requested is net in exeess of immediate disbusement needs for this program. In the eventthe
funds provided became more than necessary, sush excess will be promptly retumed, as dirested by HUD.

11.Hame & Phone Number of Person completing this form 12, Hame & Title of Authorized Signatony

User Name 13. Signature 14. Date of Request

08-22-2005

Warning: HUD will prosesute false slaimes and statements. Conwiction may result in ciminal and/or civil penalties. (18 U.5.C. 1001, 1010, 1042, 31 U.5.C.3728, 3802)

Privacy Statement: Public Law 57-255 Financial Integrity Act, 31 U.5.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
to collect all the information (except the Social Security Mumber (SSN]) which will be used by HUD to protect disbursernent data from fraudulent
actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCS) from unauthorized access. The data are used to ensure
that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information regquested on
the form may delay the processing of your approval for access to LOCCS. While the provision of the SSM is voluntary, HUD uses it as a unigue
identifier for safeguarding the LOCCS from unauthorized access. This information will not be otherwise disclosed or released outside of HUD, except as
permitted or required by law,

form HUD-50080-5236-3 (4/2000)

Tlus Payment Voucher was APPROVED...

A payment of $476 918.34 shonld be deposited in your accomt on Wednesday Angust 24, 2005 . Please print this voucher, and retain for
your records.

Figure 5-30. Approved Voucher Entry Form
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In the second outcome illustrated in the figure below, eLOCCS has rejected and canceled all 11 projects
for payment to the Service Provider.

-l;[f[.' 5136 EFRVICE FPROVIDER
i

EE
Bk

Voucher Entiy

eLOCCS
15, I 1 of Housd
:23’5 Sﬂﬁfnp 4 ﬂldlll::ﬂz:.llll:pmnm -
ayment Voucher

Public Mpaing Bundsr far thn colla cbion of mtamabion it srimated B svips B3 minden pa mmpenas, wvoiudiog e Boe for svisssng e cont, a8 sshing asring 425 s
QB R 3P RIS Dhn A SEE RRded §of R EATR B0 vl T SRR S AR Theil B op Moy il el Tl et ek, 35 s 68 B fR sl
dmplale i Aeem wlars M dupasT @ curantly i B canbl radibet

B imapl e siad Ben Ring of Conl Conbrnl Tyt tuios Bprpans Sysbim (LOCCSATE) in Froces seqaants $1 paymasis b guasier, & el i oeionk 8 svt 3 e foem a1 Bes
Bppticabia FUDH prigiife milh 51 T favethafy lerR e h pide b Sing @ Telephofe 0P wiag o taeih lae Talaphenn 4o A liile e Smliost piscam TR (B0 ien o ingabed I8
+hLHn benatdy sr-dar®a UL Weuning Aol o 1007 m amandad. Tha svisrmabise e guased dear i land Sz is corfdant oty

1. Voache Hurdar 2. LOCLE Fyon Ama 3 Poyrast Fased L
100300116 S2¥5 08-20:05
B, Wbt Pkt & Grasing Daganizanes
i $235 SERVICE PROVIDER
0. daek ar Projed He. B, Durbis Digaairation T
nia T
Ctmiz Aot
Sathmittad: 1 §ATE 9184
Bcceplad: 0.0
Rejectad; n §ATE 01830
lmpart Fite: erinatpulb wearwiost #locot Mp Adgallwiong projease

Dimdrty Py data dwpistnd a i Pevdd moguediad i Bl wharbnd doe darind b e aSiai] regwkdled b 85 8 evind &l iddalidle digko e bl Seadi Nir T piagrad 18 T guih] B
tar-dn gravifad decome more Ry raosmety, Ivch aocoi v b prompbly aberead, an dvclad by HUD

VU Wien & Ploaton Mamleai o Pt ampiting el o | 12 Hisven & Tilth & Al Blghdtely

13 Signatie A Pt o Ragaan
User Mare 08.26.2005

waring: HUD sl piateouts frien dhumar and friamasts. Corwiction may mewH in cominal ssdies ol panafiea (18 U5.C 1004, 1090, 1012.: 31 U5 C.3720, 3003)

Privacy Statement: Public Law 97-255, Financial Inbegrity Act, 31 U.5.C. 3512, scthorzes the Department of Howsing and Urban Development (HUD
1o collect all the infoemation (evcept the Social Secunty Moember (S5M]) whach will be used by HRUD 10 profect disbursement data from fraodulent
actions. The purpose of the data is to safegosed 1he Une of Cresit Control System (LOCCS) from unauthorized access. The data ane gsad 1o ensure
1hat individals wha no borsger requine accass to LOCCE have thair access capabilty promplly delolad. Failwe 1o peovda the infarmation requestad on
1ha faren may dalay the peocessing of your sppeoval for acoess 10 LOCCS. While the provision of the SSN is voluntary, HUD vses £ a5 @ uniqua
idenkfiar for safaguarding the LOCCE fom unauthonzed access. Thes nformation will not be otherwise disciosed or neloased o side of HUD, except as
permitted or regained by law

Foavs HUHDHSOMR0L S50 (RWC200N00)

Thas Payment Veucher was not accepted and has been CANCELELD...

Ervers were fonnd im the submisson and all progect requeces were pegected  This has reculied in the voucher bemg antomatically
came eled

Figure 5-31. Canceled Voucher Entry Summary

Click on the “Errors’ tab to view a description of errors eLOCCS found (Figure 5-32).

The ‘Remarks’ column in that example indicates that all projects were rejected because there were invalid
project numbers.
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Il/li‘g 5236 SERVICE PROVIDER Menu  Auth
£LOCCS. -~ Voucher Entry Log Oif Bottom
?_;:: ';"‘I: Period Project No. Amount Remarks

1 (08-2005 see temarks [ 36,744.41 | Project 012005N v does not exist

2 082005 see temarks 75637 83| Project 012031 does not exist

3 (03-2005 see remarks 71,319.08 | Project 012105N v does not exist

4 (02-2005 see temarks 13323258 | Project 012167H v does not exist

3 (08-2005 see temarks T6,747.00 | Project 012168 v does not exist

é 08-2005 see temarks 16,5?6.05 ProjectDléMUlv does not exist

7 08-2005 see remarks 18,931 .46 | Project 0144405 does not exist

3 (08-2005 see temarks 17,460.39 | Project 0434406+ does not exist

9 08-2005 see remarks [ 16,390.03 | Project 0434407 does not exist

10 08-2005 see temarks 561799 | Project 0514404 does not exist

11 02-2005 see temarks 475152 | Project 136441 1w does not exist

Figure 5-32. Voucher Entry Errors Screen

In the third outcome (Figure 5-33), 11 projects were submitted. eLOCCS accepted/approved 10 projects
for payment and rejected/canceled 1 project.

@ Multiple subsidy requests for the same project and period will be accepted by LOCCS
as long as the cumulative requests do not exceed the subsidy amount.
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5236 SERVICE PROVIDER Menu  Auth
Voucher Entry Log Off Bottom

-her Entry

| Summary @5y

eLOCCs
$236 s23e/RP
Payment Voucher

Fublic reporting burden for this ion of infarmation is estimated to average 15 minites per response, ing the time for ing i ions, hing existing data sources,
gathering and maintaining the data needed, and completing and ing the sollection of information. This agency may nat sallzct this infermation, and you are not requirzd te
camplete this form, unless it displays a curently valid OMB sentral number.

U.S. Department of Housing
and Urban Development

HUD implemented the Line of Credit Contrel Systemifoice Response System (LOCCEMARE) to proscess requests for payments to grantees. $rant recipients fill out a vaucher form for the
applicable HUD pragram with all the necessary information priorto making a telephone call using a touch tone telaphone fo initiste the diawdown process. This infarmation is required to
obtain bensfits under the U.S. Housing Act of 1837, as amended. The information requested does not lend itself to confidentiality

1. Woucher Humber 2. LOCCS Pgrm Area 3. Payment Period 4
100-000078 S$236 08-2005
(5. voics Response Ho 5. Grantes Organization
| nia /5236 SERVICE PROVIDER
8. Grant or Project Mo, fGa. Grantee Organization TIN
nfa | 700000037
Count: Amount:
Submitted: 11 $ 476,918.34
Accepted: 10 $ 440,173.93
Rejected: 1 §36,744.41
Import File: ciiinetpub'wwwroot'eloces\ftp'700000037085._SYM

| cartify the data reperted and funds requested on this veusher are comect and the amaunt requested is not in excess of immediate disbursement needs for this pragram. In the eventthe
funds provided become mare than necessany, such exeess will be prampily retumed, as dirscted by HUD.

1. Hame & Phone Humber of Peron completing this form 12 Hame & Title of Authorized Signatone

User Name 13. Signature 14. Date of Request

08-25-2005

| warning: HUD mill prosecute false laimes and statements, Conwiction may result in eriminal andor civil penalties. (18 U.5.C. 1001, 1010, 1012, 31 U.5.C.3729, 3802)

Privacy Statement: Public Law 97-255, Financial Integrity Act, 31 U.5.C. 3512, authorizes the Department of Housing and Urban Development (HUD)
(to collect all the information (except the Social Secunty Mumber (SSM)) which will be used by HUD to pratect disburserment data from fraudulent
actions. The purpose of the data is to safeguard the Line of Credit Control System (LOCCS) from unauthorized access. The data are used to ensure
(that individuals who no longer require access to LOCCS have their access capability promptly deleted. Failure to provide the information requested on
(the form may delay the processing of your approval for access to LOCCS. While the provision of the SSN is voluntary, HUD uses it as a unigue
identifier for safeguarding the LOCCS from unauthorized access. This infarmation will not be otherwise disclosed or released outside of HUD, except as
permitted or required by (2w

form HUD-S0020. 52363 (4/2000)

This Payment Voucher was APPROVED, nowever...

Errors were found in the submission and sotne project requests were rejected  Click on the etrors tab for a list of these projects and the error. The
total amount to be paid on this voucher has automatically been reduced by the amount in these error vouchers. A payment of $440,173.93 should be
deposited in your account on Monday August 29, 2005, Please print this voucher, and retam for your records.

Figure 5-33. Voucher Entry with Accepted and Rejected Requests
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Click the “Errors’ tab to view the voucher entry error remarks. (Figure 5-34). The ‘Remarks’ column
indicates that Project 012005NI has been rejected because the cumulative request of $36,888.41 exceeds
the subsidy of $36,744.41 scheduled for that period.

hfu\ 5236 SERVICE FROVIDER Menu  Auth
SLOCCS -~ Voucher Entry Log Off Bottom

hiehu = YYoucher Selection = Youcher Entry

D?ta file Period | Project No. | Amount Remarks
Line No.
1 02-2005 01200511 36,744.41 | Cumulative requests of +36,882.41 exceeds the subsidy of +36,744.41 for this period

Figure 5-34. Voucher Entry Errors

5.3.4 Cancel Voucher

Users who have the authority to create a voucher request can cancel that request prior to LOCCS payment
processing. The ‘Cancel Voucher’ option is accessed from the Main Menu. When this option is selected,
eLOCCS will display any outstanding unpaid vouchers that may be canceled as shown in the figure
below.

Icon | Icon Function

& | Links to list of projects for the selected voucher.

]fﬁ'" 5236 SERVICE FROVIDER Menu  Auth
I o Cancel Voucher Selection Loo Off Bettom

Menu = Youcher Selection = Youcher Entry = Cancel Youcher Selection

To select a voucher to cancel, click on the cancel icon §|

P';:J;:m Grant No. Voucher No. Entered Amount Action
S236/IRP
0238 Hection 238-IRP 100-000023 (08-19-2005 47691834 E

JI-\ i 979
Backto TDpI 1% K

Privacy Statement

Figure 5-35. Cancel Voucher Selection Screen

Select the cancel icon ‘2l under the *Action’ column and a list of projects for that voucher will appear
(Figure 5-36).
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Users have the ability to cancel an entire voucher or specific projects from the voucher request. In this
example, the voucher has 11 projects that can be individually selected for cancellation.

After marking the desired boxes next to projects for cancellation, enter a reason, and click the “‘Submit’
button. Another voucher may now be entered against the project, if needed.

[h/\ $236 SERVICE PROVIDER Meru  futh
CLOCCS Cancel Voucher Log Oft Battom
Voucher: 100000023 (5236) $236/IRP Period: 08012005
Cancel A1
Project No. Amount Remarks
1 112-005H1 36,74 41
2 012-031H1 75,637.83
k3] 013-105H1 71,210.08
1) 112-167HI 133,232 528
5 013-168H1 76,747.00
&) 013-44014 16,586.05
] 0144434 18,931 46
8) (43-44064 17,460.39
)] 043-44077 16,300.03
10 051-44047% ZAIT99
11y 13644117 475152
Total: $476.918.34
Cancel reagson: [incor=ctFile
% [ Submit } [ Feset ] [ Ienu ]

Figure 5-36. Projects List on Cancel Voucher

5.4 Miscellaneous

5.4.1 Email Addresses
5.4.1.1 Maintain Email Addresses

The *Maintain Email Addresses’ screen allows users to add/update the primary email address for the
user’s organization if it has not been provided (Figure 5-37). The purpose of maintaining the primary
email address is to receive notifications of HUD funding activities that impact the Business Partner
projects in a portfolio. The Business Partner maintains both the email address repository list and the
eLOCCS distribution of reports that each email address will receive.

To perform email address updates, users must be assigned the FHA LOCCS ‘Administrator’ role. See
Section 2.1.2, Assigning eLOCCS application Roles in FHA Connection. This will allow the eLOCCS
options, the ‘Maintain Email Addresses’, and ‘Maintain Email Assignments’ to appear as hyperlinks on
the eLOCCS Main Menu screen.

Clicking on ‘Maintain Email Addresses’ from the Main Menu, displays a screen with an upper and lower
section as shown in the figure that follows below.
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The upper section specifies the primary LOCCS email address for the Business Partner. This email
address automatically receives all LOCCS email; no specific email assignment is necessary. For this
reason, it is suggested that the primary email address be a generic email mailbox for the organization.
This type of mailbox has the benefit of being accessible by multiple individuals.

To update your primary email address, click the ‘Update Primary’ button.

lﬁi‘“ 5236 SERVICE PROVIDER Menu  Auth
SLOCCS. Maintain Fraail Addresses Log Off Bottom

Menu = hMaintain Email Add

IUse the Update Primary button to add/update your organizations primary email address.
se the Add Additional button to add any additional email addresses. Don't forget to assign these additional
addresses, to atype of email from the Maintain Email Assignments option on the main menu.

PRIMARY Email Address: (rrimaryreceives ALL LOCES Emails)
Name : AMERICAN PROPERTY FINANCING
Email :

Update Primary
ADDITIONAL Email Addresses: (clickthe name link to madify or delete]

Name Email Phone Ext.
1
Add Additional

‘1\| ?
Back to Top| % ?H:‘JE

Privacy Statement

Figure 5-37. Maintain Email Addresses Screen

The *Update Primary Email Address’ screen appears as shown in the figure below. Enter the email for
the organization. Users can add additional email addresses by clicking on the ‘Add Additional’ button on
the “Maintain Email Addresses’ screen as illustrated in the figure above.

m 5236 SERVICE PROVIDER
{LOCCS Update Primary Email Address

Meny = Maintain Email Add ps = Update Primary Email Address

UPDATE Primary Email Address:
Name : S236 SERVICE PROVIDER

EMail : :.ISe.r\l{_lf-_’_méﬁpq:cqm_ [ Subrmit ] [ F’ieset] [ Cancel ]

Figure 5-38. Update Primary Email Address Screen
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5.4.1.2 Maintain Email Assignments

The “Maintain Email Assignments’ screen allows a user to map additional email addresses other than the
primary email address to specific emails generated by LOCCS. A user may choose between two
presentations of the mapping: (1) ‘By Addressee’ and (2) By Type of Email’ via radio button.

Figure 5-39 depicts the email user ‘By Addressee’ with the types of emails selected.

l{ﬁ‘q 5236 SERVICE PROVIDER Menu
cLOCCS Maintain Email Assignments (5236) Log Oft

heny == haintain Email Assignments

@ By Addressee O By Type of Email
Addressee Email Type of Email
1) David Jones DJones@wire. com Wire Payments Summary
Portfolio Action Summary

[ Update ] [Reset] [ Cancel ]

Figure 5-39. Maintain Email Assignments By Addressee

When the presentation is ‘By Type of Email’, the type of email appears as a hyperlink along with users
that could be assigned to the email as illustrated in the figure below.

Clicking on a ‘Type of Email’” hyperlink will display a description of the email as well as a sample email.

5236 SERVICE PROVIDEER Menu
2L 4 Maintain Fmail Assigmments (S236) Log Off

(O By Addresses @ By Type of Email

Type of Email Addressee Email
1) Wire Payments Smnmary David Jones [] DiJones@mwire. com
2y Portfolio Action Smnraary David Jones [] DJones@wire.com

[ Update ] [ Reset] [ Cancel ]

Figure 5-40. Maintain Email Assignments by Type

5.4.2 Payment Schedule Extract

This option allows users to request a payment schedule extract of all the projects currently in their
portfolio. The payment schedule extract will be generated in a tab-delimited file format as an attachment
to the ‘Primary Email’ address, along with any additional addresses.

To perform this task, select the ‘Payment Schedule Extract’ link from the eLOCCS Main Menu; the email
payment schedule screen will be displayed (Figure 5-41). Mark the check box next to the name(s) to
whom the payment schedule extract is to be delivered and click ‘Submit’. By default, the primary email
address will be included.
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If there are additional addresses that you wish to include, use the ‘Maintain Email Addresses’ option on
the Main Menu to add additional addresses.

/l'i“' 5236 SERVICE FPROVIDER Menu
£LOCCS Email Payvient Schedule Log Off
Meny == Ermail Payrment Schedule

This option allows you to request a payment schedule extract of all the projects currently in your portfolio. The
schedules will be generated in a tab delimited file and emailed as an attachment to the Primary Email address,
along with any additional addresses you check in the below list.

If there are additional addresses that you would like to have the email sent to, use the Maintain Email
Addresses option on the Main Menu to add additional ones.

Email Addresses:
Name Email
AMERICAN FPROPERTY FINAMCIMNG SerPro@spd.com
O David Jones Ddones@wire.com
[ Submit ] [ Cancel ]

Figure 5-41. Email Payment Schedule
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6.1 Troubleshooting Tips

The most frequent problem encountered by users is difficulty accessing eLOCCS. This is due to the FHA
Coordinator’s improper setup of eLOCCS administrator rights in FHA Connection. Once access has been
established in eLOCCS through Secure Systems, users report very few problems logging into eLOCCS.
Listed below are some eLOCCS troubleshooting tips, common problems, and resolutions.

e I’mauser and | do not see the eLOCCS hyperlink on my Secure Systems Main Menu.

The FHA Coordinator has not assigned either the eLOCCS — Query and/or Administrator role to you.
The association of these roles will place the LOCCS hyperlink on your Secure Systems Main Menu.
Contact your FHA Coordinator for eLOCCS application authorization.

e Can I change my password in e LOCCS prior to the 60-day prompt?

Yes. After a program area has been selected from the Authorization screen, the ‘Change Password’
option will be on the left sidebar of any program area menu, directly under the ‘User Profile’ option.

e | do not have any e-mail options displayed on my LOCCS menu.

You were not assigned the LOCCS — Administrator role by your Coordinator. Have your FHA
coordinator add this role to you.

e | do not see a particular program area on the Authorization screen, but it shows up on the
Grant Portfolio screen off the eLOCCS main menu.

This means you are authorized for query access only for that program area. To have drawdown
capability, add the program area to your HUD-27054 form and forward to your local Field Office for
review. The Field Office will, in turn, forward the form to LOCCS Security. The program will then
appear on your eLOCCS Authorization screen after the approval process. To view your LOCCS
HUD-27054 security profile, click on the User Profile hyperlink from the left sidebar main menu
screen.

6.2 Important URL Links

Depending on your URL objective, below are several important links that may quickly assist your online
access destination.

FHA Connection (Coordinator or User) Registration Information URL
https://entp.hud.gov/clas/info.html

LOCCS VRS Access Authorization HUD-27054 Form
http://www.hud.gov/offices/adm/hudclips/forms/hud2.cfm
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*Secure Systems URL Sign On
http://www.hud.gov/offices/reac/online/reasyst.cfm

*FHA Connection URL Sign On
https://entp.hud.gov/clas/index.html

*Two sign-on options to eLOCCS.

6.3 Help Desk Contact Information

Multiple components and systems support eLOCCS access; therefore, the nature of the particular problem
will determine the contact person.

Please use the mailbox at eLOCCS@HUD.Gov to relay appropriate information. The following table
provides Help Desk Contact Information by System to determine the help desk appropriate to contact.

Help Desk System Contact Information
FHA Connection Help Desk FHA Connection Sfadmin@Hud.Gov
eLLOCCS Help Desk eLOCCS 571-766-2916
LOCCS Security Office LOCCS 877-705-7504
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