Users Guide

v

Q (0)

’ ||I||
(%)

) * @

> ~
% G
<, Qé

)
G"l/\/ DE\]Q\’

Section 8 Contract Administrator (S8CA)

Line of Credit Control System (eLOCCS)

U.S. Department of Housing and Urban Development

August 2004



USERS GUIDE

TABLE OF CONTENTS
Page #
1.0  INTRODUCTION TO @LOCCS c..cuuueiesruriossarisssarisssarisssasesssasssssassssssssssssssssssssssssssssssssses 1-1
1.1 What is LOCCS/ELIOCCTS? uuuuiiiivrricssnncssnncsssncssssesssssssssssessssesssssesssssossssssssssssssssssses 1-1
1.2 CLIOCCS ROIES....coueierrrricssanesssanessanssssansssssssssssssssssssssasssssasssssassssssssssssssssssssssssssssnsssses 1-1
1.3 HoUTrs 0f OPEration .......ciccccceeecccscsaniecsssnsecsssssssecssssasssssssssssssssssssesssssssssssssasssssssssssasss 1-2
14 Problems or QUESLIONS....uceiiiiceiiiicssssnssiieessssssssssssssascsssssssssssssssesssssssssssssssssssssssssssasssss 1-2
2.0  ACCESSING LOCCES ..uuuoevueresvuuiossaniossssisssssisssssssssasesssssesssssssssssssssssessssssssssssssssssssssssses 2-1
2.1 Secure Systems Main IMENU ....ueeeceissneecssssaneessssssssesssssssasssssassssssssnssssssssssssssssssssssssse 2-1
2.2 eLOCCS Authorizations SCreeMN ......ccocveriecsssnrecsssssssssssssssscsssssssesssssssssssssssssssssssssaes 2-3
2.3 CLOCCS MAIN MENU..uuueeiiossrrericssssassecssssssscsssssssasssssasssssssssssssssssssesssssassssssssssssssssassasss 2-3
2.3.1  Left SidebDar OPtIONS. .. .ccveruieiieieeieeiiesiterieeteertestestesteeteesseesaessaesseeseeseensesnsesseesseanseenseansesssesseensees 2-4
24 NAVIZALION c.vererreressrnicsssnncsssnsssssnsssssnssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssses 2-5
3.0 CLOCCS MENU OPTIONS.....cucoonsiissssrssssarssssssssssssssassssssssssssssssssssssssssssssssssssssssnsssssnss 3-1
3.1 Contract POrtfolio ..cccceeeeceressencssnecssnnecssnnecssnnessnnecssssncssssscssssesssssessssessssssssssasssssessanes 3-1
3.1.1  Portfolio by EXPiration Date.........cccueeruiierieiiiiieeieeiiieeiie et esteesiveesaeesebeeseveeseveessseesaseessseessseessseessns 3-2
3.1.2  POTEIOLIO OFFSELS tiouvrieiiiiiiieiie ettt ettt ettt ettt e s e et eesaaeestbeessaeessbaesssaessseeesseenssaessseensss 3-2
3.1.3  Problem CONIACES ...eccvieieeieeiesiieiteeteeteeteeteesteesteesseesseesseessessaesseeseesseessesssesseesssesseesseessenssenssesseessees 3-3
T V4 U1 1 72 o P TUUSS 3-4
3.2 CoNtract SElECtiON ....uueeicrirsniecssssanicssesansecsssssssesssssssssssssssssssssssssssssssssasssssassssssssssssssss 3-5
33 Contract Detail......cccceeeeceressnncssnicssnnecsssnecsssnesssncssssncssssscssssesssssssssssesssssesssssssssssssases 3-6
R 70 N € 1= 1= v 1 SRRSO 3-6
3.3.2  BUAEO . uiiiiiieeiie ettt ettt ettt e et e e e b e et b e e et e et b e e aabe e tbeeanteetbeeasaeetbeesreesaeennaeenn 3-7
3.3.3  VOUCKEEIS ..ottt ettt ettt et et e et e et b et e e be e beesbeenbeeraeeseeese e seenbeenbeesbeesaenneenneas 3-8
3.3.4  DIOCUITIENIES ...veeueieeniieenite ettt ette ettt ettt ettt ette e bt e esut e e bt e eeee e bt e esateebeeesbe e bt e esabeesteessbeennbeesabeeseeesaseenares 3-8
I T T Ny e 0110 1<) 0L £ PRSP 3-9
34 Administrative Fee CONEIACE ....ccceeecrirraniecsssraricssssassecssssnsscsssssssssssssassasssssssssssssassasss 3-10
3.5 Outstanding DOCUIMENLS .....eereeeessssrecsssssresssssssessssssssssssssssssssssssssssssssssssssssssssssssssssss 3-11
3.6 Wire PAVINENLS ..cuvveeicrsssnniecsssnneecsssassecsssnssesssssasssssssssssssssssssesssssassssssssssssssssssssssssnanss 3-11
3.6.1  Wire Payments DEtailS.........ccvevuieriiiiierieriiesiteieete ettt et et ae st e e st e see et enseesteenaessaeseeseenseennennes 3-12
3.7 Recent Funding CRANGES....ccceiccicsnricssssansecssssassesssssnsscsssssssesssssasssssssssssssssssasssssnanss 3-12
3.8 MiSSed PAYINENLS . ..ccecevreressnecssanccsssncssnnessasscssssscssssasssssesssssesssssesssssesssssessssasssssssssssses 3-13
3.9 CULOVEL DALE....uureeiierirrneiccisssnrecssssansesssssnsscsssssssesssssssssssssssssssssssssssssssassssssssassssssssssssss 3-14

S8CA eLOCCS Users Guide Page ii



3.10 Maintain EMAIl AQAIESSES ..ceveeeeceereeneceereenecersssescessssessessssssssssssesssssssesssssssssssssssssssss 3-16

3.11 Maintain Email ASSISNIMENTES.....cccceeerrrrrerseereeeeecccssssanseeeecccsssssssnssssesecssssssssanssssassns 3-18

3.12 Email Wire Payments RePOTIt.....eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeseeesesessssssssssssssess 3-19

3.13  Portfolio ACtion SUINIMIATY ....ceceeeeeeeeeerrsscsnereececccssssssansessesccsssssssnssssaseessssssssanssssassns 3-20

LIST OF FIGURES

Page #
Figure 2-1 Secure Systems Main MENU..........coovvvuureriiiieeiiiiiiieeeeeeeeeeeeirreeeeeeeeeeeesararereeeeeesens 2-1
Figure 2-2 eLOCCS LOZ IN SCIEEIM ..uvvvviiiiieiiiiiieiiiiiiteeeee ettt eeevat e e e e s esaaaaareeeeeeseas 2-2
Figure 2-3 eLOCCS Authorization SCIEEM ...........ccvvuviieeeiirieeeeeireeeeeeteeeeeeereeeeeerreeeeeereeeeeeanes 2-3
Figure 2-4 eLOCCS MaIN MEIU .......uvvvveiiiiieiiiiiiiieeieeeeeeeeeiiteeeeeeeeeeeesinerreeeeeeeeeessarereeeseeeeenns 2-4
Figure 2-5 eLLOCCS NAVIZALION .....ccoovvvvreiiieeeeiieiiiieeieeeeeeeeieiteeeeeeeeeesessssssseeeeseesssissssrereeseesssnns 2-5
Figure 3-1 Contract POrtfolio SCIEEM ... ..uuiiiiiiiiiiiiiiiiieeee e 3-1
Figure 3-2 BY EXP Date Tab......ccoovviiiieiiieeeeeieee ettt 3-2
Figure 3-3 OffSELS TaD ...uviiiieeiiieieeieie ettt eate e e e e e e eeaaaeeeeeaees 3-3
Figure 3-4 Problem Contracts Tab...........eevviiiiiiiiiiiieieieceeeeeeeeeeee et eeerareee e e 3-4
Figure 3-5 WIthdraWn TaD.........cooooiiiiiiiiiiiiiiiieeeceieeee ettt ettt s e aar e e e e e e s e 3-4
Figure 3-6 Contract S€leCtiON SCIEEI ........cceivuviiieeiiiieeeeireeeeeereee et e eeere e e eeaaeeeeeeraeeeeeanes 3-5
Figure 3-7 Contract Detail SCIECI ......uuvvviiiiiiiiiiiiiiieiie ettt eeeer e e e e eerarer e e e e e e eennns 3-6
Figure 3-8 Budget SChedUle SCIEEIM.....uuuuviiiiiiiiiiiieeieee et e e 3-7
F1gure 3-9 VOUCKHET TAD.....uviiiiiiiiiiieeeeeeee ettt s et e e e e e e e s e 3-8
Figure 3-10 DocuUmMENtS TaD .....coooiuviiiiieiiieee ettt e e 3-9
Figure 3-11 ASSIgNMENS TaAD......ccuvviiiioiiiiieceieeee et 3-9
Figure 3-12 Administrative Fee Contract SCIEEM ........ccovviviivreeiieieiieeiieeeeeeee e eeeieeeeee e 3-10
Figure 3-13 Outstanding DOCUMENTS SCIEEI ......uuvvvviiieeiiiiiiiiiiiiieeeeeeeieiiereeeeeeeeeesaaeereeeeeeeeeas 3-11
Figure 3-14 Wire Payments SCIEEM ......cocvviiieeireieeceireeeeeeeeee et eeeae e eeetae e e eetreeeeeeareeeeens 3-12
Figure 3-15 Wire Payments Detail SCICEM .....ccvvvvviiiiiiiieiiieeeeee e 3-12
Figure 3-16 Recent Funding Changes SCIEEM.......uuuviiiiiiiiiiiiireeiieeeeeeeeeiieeeeeeee e eeeiaeeeee e 3-13
Figure 3-17 MiSS€d PAYIMENT SCIEEI ..uuvvviiiiiiiiiiiiitieiieee ettt eee e eeeet e e e e e eaaarreeeeeeeas 3-13
Figure 3-18 Cutover Date ENtry SCIEEN .......coovviiiiiiiiiiieeeieiee et 3-14
Figure 3-19 Cutover Dates ENtry SCICEM......cccovvuuvriiiiiiiiieiieeeiee et e e 3-15
Figure 3-20 Cutover Date BNV ....ooocuvvveeiiiiiiieeceieeeeee et e et e e e e e 3-15
Figure 3-21 Updated CUtOVEL DAtES ...uvvvvvieiiiiiiiiiiiieiieeeeeeeeiieieetee e eeeietee e e e e e s esaaaaereeeeseeas 3-16
Figure 3-22 Maintain Email AddreSses SCreem .......c.uviiiiviuviieieiieie et 3-17
Figure 3-23 Maintain Email Assignments (S8CA) SCICeN.......eiivviviieviireeiieeeeieeiieeeeeeeeeeeenns 3-18
Figure 3-24 Sample EMail TEXt.....coooouvreiiiiiiiiieiieieieeee ettt e e et ee e e e e 3-19
Figure 3-25 Sample EMail TEXt.....ooooouvriiiiiiiiiieiiiiiieeee ettt ettt e s eeaaaar e e e e e e e e 3-20

S8CA eLOCCS Users Guide Page iii



LIST OF TABLES

Page #
Table 1-1. CLOCES ROLES . .oeeetetieieeee et e e e e e e e e e e e e e e raaaeeeeeeeeaenaaaeeeens 1-1
Table 3-1. Contract POrtfolio QUETY ICOMS ..uuuueeeeeeeeeeeeee e e e eereae e 3-2
Table 3-2. MiSSEd PAYIMENLS TCOMS .uuueeeeeeeeeeeeeee e et e e e e e e e e e e e e e e e eeeeeaeaeeeeeeeeaenenaans 3-14

S8CA eLOCCS Users Guide Page iv



1.0 Introduction to eLOCCS

1.0 INTRODUCTION TO eLOCCS

S8CA eLOCCS Users Guide



1.0 Introduction to eLOCCS

1.0 INTRODUCTION TO eLOCCS

1.1 What is LOCCS/eLOCCS?

The Line of Credit Control System (LOCCS) is the U.S. Department of Housing and Urban
Development’s (HUD) primary disbursement and cash management system, currently managing
disbursements for the majority of HUD Programs, including Section 8 Contract Administrators
(CA). LOCCS automates many recipient payment decisions, providing cash management
savings using electronic funds transfer, and ensures payments are made in a timely manner but
not in excess of the recipients cash needs.

eLOCCS is the web-enabled module in LOCCS, which allows authorized CAs, or
representatives, to access LOCCS through HUD’s Secure Systems. Once eLOCCS access has
been authorized, the user is allowed to view a wide range of Housing Assistance Payments
(HAP) contract-level information regarding HUD contract payments to the CA and/or HUD
payments made directly to the HAP owner. eLOCCS has a close relationship with the Tenant
Rental Assistance Certification System (TRACS). Owner Agents and CAs submit vouchers to
TRACS where validation edits are performed. If the TRACS edits are passed, the request is then
forwarded to LOCCS for payment to the CA or directly to the HAP owner if a CA does not
administer the contract.

1.2 eLOCCS Roles

Secure Systems allows system-level roles to be established, and the use of those roles is defined
by each system. eLOCCS has defined three user-type roles. Table 1-1 defines these roles and
their use in eLOCCS.

Table 1-1. eLOCCS Roles

Role Code | Description Remarks

QRY Query Query access allows viewing of any contract within the
CA’s portfolio.

REQ Requisition Allows entry of a contract cutover date, thus establishing
a date to begin making payment to the CA.

ADM Administrator Allows updating of email addresses for eLOCCS
correspondences.

The Administrator role is a Wild-Card entry for cutover
dates. The Administrator will be allowed to enter cutover
dates for any contract in the eLOCCS portfolio, thus not
be limited to only those contracts assigned to them in
Secure Systems.

S8CA eLOCCS Users Guide Page 1-1



1.0 Introduction to eLOCCS

1.3 Hours of Operation

Monday — Saturday  6:00 a.m. to 8:00 p.m. EST
Sunday Not Available

1.4 Problems or Questions

Not being able to access the LOCCS hyperlink on the Secure Systems menu is a Secure Systems
issue. The user should:

¢ Contact your Coordinator and make sure the proper eLOCCS roles (refer to Section 1.2)
have been assigned to your User identification (User ID). The hyperlink will not appear if
improper eLOCCS roles are assigned.

e If problems persist, contact the REAC Technical Assistance Center
at 1-888-245-4860.

All other issues most likely will be related to eLOCCS. Please use the eLOCCS mailbox at
eLOCCS_WEB_COMMENTS@HUD.GOV to relay appropriate information. If you have an
immediate need for resolution, contact Sean Juman at the LOCCS Help desk (703) 506-8229, ext
4279 or Chris Davies at (202) 708-1313, ext 3758.
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2.0 ACCESSING eLOCCS

2.1 Secure Systems Main Menu

i = Main Menu mail | heln | search | home | logd
AR
Secure Systems
Systems
welcome + Financial Assessment Submission - PHA (FASPHA)
" + Financial Asse tem - IMultifarmily Housing (FASSTR)

il “Line of Credit Control System (eLOCCS)
. W + Manacement fzsessment oubsystem (MMASS)
. w + Physical Assessment Subsystem (PASS)
+ Password Change + Public Housthe Assessment Systemn: Scores and Status (NASS)
+ User Maintenance + Besident Assessment Subsystem (BEASS)

+ Tenant Assessment Subsystem (TASS)
+ Tenant Eental Assistance Certification System (TEACE)

» Financial Assessmen
;ubmissio: - PHA t .. .
Caseua) System Administration
Subsystem - Multifamily + Business Partners Maintenance

Housing (FASSUE
+ Line of Credit Control « PHA Assionment Wamtenance
System (el OCCS)
» Management Assessment + Password Ch@;ge
Subsystem (MASS) .
« Physical Assessment + Uzer Mantenance
Subsystem (PASS)

Figure 2-1 Secure Systems Main Menu

Access to Secure Systems and eLOCCS is authorized by the Business Partners Secure Systems
Coordinator. Assuming access has been granted, the main menu of Secure Systems will have a
Line of Credit Control System (eLOCCS) hyperlink. (Figure 2-1) is similar to what will be
displayed. Clicking on the hyperlink will access the eLOCCS Log In Screen (Figure 2-2).
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Line of Credit Control System (eLOCCS)

Log In
1.5, Dept. of Housing
and Urban Development
Secure Systems LOCCS User ID:

Help Password:

Note: Leave password blanl,
* if'the 1st time logging on, or
* yvour LOCCE ID was just remstated or
* you're logging i as an Approving Official only.

83 Contract Administrators click here

Figure 2-2 ¢LOCCS Log In Screen

CAs do not have a LOCCS User ID; therefore, the eLOCCS Log In page has a separate button
for SSCA entry. This button is only displayed if the user has at least one Performance Based
contract assigned to them in Secure System. If the CA does not have the SSCA Only button
displayed, it is not a LOCCS issue but rather a HEREMS contract assignment issue. Clicking
the SSCA Only button will display specific eLOCCS authorizations.
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2.2 eLOCCS Authorizations Screen

The eLOCCS Authorizations Screen (Figure 2-3) displays the user’s authorized eLOCCS access
by Business Partner and eLOCCS program area. The Section 8 Contract Administrator program
is identified in eLOCCS by the 4-character code, S8CA; and for the majority of Contract
Administrators, a single authorization line will appear. If the user has additional eLOCCS
authorization through an approved HUD-27054 eLOCCS security form or SSCA authorization
for multiple Contract Administrators, additional program area authority may appear on this
screen. Each eLOCCS program area will be a hyperlink, and selecting the program area
hyperlink will display a customized menu for the program area. Once in eLOCCS, the user is
wearing one hat at a time. Users authorized for multiple Business Partners can return to the
Authorization page and select another Business Partner link.

|||||| Line of Credit Control System (eLOCCS)
“""l ) LOCCS Authorizations

U8, Dept, of Honsing
0 Tivkam [rerelopment LOCCE authorizations are based upon an approved HUD-27054 on file in the LOCCS
Securtty Office, andfor for 38 Contract Admimstrators, contract assignments m Secure
Systems. Under the Business Partner you are representing, select a program area link for an
approppate set of menu options.

*{

Secure Systems Program Area Program Area Name Authorization
RHODE ISLAND HSNG&MORT FINANCE(RIB00) TaxID: XX-XXXXXXX
Ahout LOCCS BRCA Section & Contract Administrators

FAQ

Figure 2-3 eLOCCS Authorization Screen

2.3 eLOCCS Main Menu

The eLOCCS Main Menu (Figure 2-4) displays options, depending on the eLOCCS roles
assigned by the Secure Systems Coordinator. The sidebar in the left-hand side of the menu
contains a hyperlink that will return the user to the Secure Systems menu. Other hyperlinks in
the sidebar are useful, but are less used eLOCCS options. The main body of the menu contains
frequently used hyperlinks; the Main Menu is further described in Section 3.0, eLOCCS Menu
Options.
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US. Dept. of Housing
and Urban Developoent

||| Line of Credit Control System (eLOCCS)
* Rhode Island Hsng&Mort Finance(RI800)
Sectiorn § Contract Administrators (S8CA)

Secure Systems Cueries
* Contract Portfoho ¢ Contract Detail
User Profile o A dmnistrative Fee Contract o Cutstanding Documents
About LOCCS * "Wire Payments * Eecent Funding Chanpes
| 0] s Missed Pavments
Data Eniry
Authorizations * Cutover Date s HTD-smooor (Year-End Settlement)
Miscellaneonus
* Maintain Email Addresses o Lfantain Email Assigiments

Figure 2-4 ¢LOCCS Main Menu

2.3.1 Left Sidebar Options

The sidebar in the left-hand side of the eLOCCS Main Menu provides the following options:

Secure Systems — Returns the user to the Secure Systems Main Menu.

User Profile — Displays user information, name, roles assigned, and eLOCCS HUD-
27054 authority, if any.

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

Authorizations — Returns the user to the eLOCCS Authorizations Screen.

Mailbox — Displays the eLOCCS electronic mailbox for users’ questions and comments.
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2.4 Navigation

The Program Area Main Menu, the anchor point for eLOCCS navigation, provides a starting
point for “drilling down” to grant and voucher information. The drill-down trail is tracked and
displayed through a navigation bar just underneath the eLOCCS logo at the top of the page, as
shown in Figure 2-5. As successive hyperlinks are selected on each page, the navigation bar
adds the selection to the list. For example, if the portfolio hyperlink is selected from the menu
and then a specific grant and voucher within the grant are selected, the navigation bar displays
the following:

Menu == Contract Portfolio == Contract Detail

To return anywhere on the navigation path, click a hyperlink on the navigation bar and the
selected page will appear. To begin another navigation path, select the Menu hyperlink.

NOTE: Browsers provide a “Back” button that takes a user to a previous document. We
recommend not using this button; instead, use the eLOCCS-provided navigation. This is
especially important when performing updates. The browser’s “Back” button pulls up old
documents in the computer cache memory that may not reflect the eLOCCS database, which is
constantly changing.

Hﬁ‘“ Ehode Island Hsng&Mort Finance(RIB00) Menu  Auth
FLOCCS. Contract Detail Log Off Bottom

IMeny = Contract Porfolio = Contract Detail

Figure 2-5 ¢eLOCCS Navigation
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3.0 eLOCCS Menu Options

3.0 eLOCCS MENU OPTIONS
3.1 Contract Portfolio

From the eLOCCS Main Menu, click on the Contract Portfolio menu option to display the entire
portfolio of HAP contracts sorted by contract number (as shown in Figure 3-1). The contract
expiration date, current funded, disbursed, and balance is displayed along with a portfolio total at
the bottom of the screen for each of these dollar fields. The expiration date for expired contracts
is displayed in red and icons are displayed next to the contract number, if appropriate, along with
a legend at the top of the table. The contract number appears as a hyperlink on the portfolio
screen as well as many other screens. Clicking the contract hyperlink on any screen will display
the Contract Detail Screen, as described in Section 3.3, Contract Detail.

l:i""u"" Ehode Island Hsng&Mort Finance(RIZ00) Auth

F

CLOCCS Contract Fortfolio Lo, (O] Eliim

Menu = Contract Portfolio

| Portfolio 2 Offsets Prohlem Contracts Withdrawn
* Contracts with red dates have expired.
Contract Name Exp Date Funded Disbursed Balance
1) RIG042201 GRACE CHURCH HOUSING CORPORATION  10-31-2004 13,146 384 20 12,822,286 0 324,098.00
2)  BI430232202 SHALOM HSGINMC 01-31-2003 10,207,400.00 10,266,205.00 541,195.00
3) ERI432940203 PEACE DALEHOUSE 07-31-2003 10,689 817 60 10,570,952 .60 11%,235.00
4) BI432023001 CUMBERLAWD HOUSING AUTHORITY 05-31-2003 ¥,208,504.00 7,930,367 .00 36%,137.00
5) BI432023003 HAMNORA LIFPITT MIILLE, R3C ACCOUNT 11-30-2023 16,983 557.00 16,674,254.00 309,303.00
6) EI43E000003 SOUTHLAWN PALLIS APTA 01-15-2008 7.991,001.14 7,432,004.14 558,997.00
7y ERI43E000004 MOUNT HOFPE COURT APARTMEMTS 04-30-2003 2,763,043.00 2,433,180.00 329.243.00
8) EI43E000005 LAWEREWCE APARTMENTS 02-28-2004 360,522.00 306,721.00 53,201.00
9) ERI43H023001 RHODEISLAND HOUSIMG & MORTGAGE 05-31-2004 421,668.00 177.316.00 244.352.00
10) EI43H023002 RHODE ISLAND HOUSING & MORTGAGE 12-14-2008 234,836.00 3721200 197,624.00

Figure 3-1 Contract Portfolio Screen

S8CA eLOCCS Users Guide Page 3-1



3.0 eLOCCS Menu Options

Table 3-1 shows the current icons that may be displayed on the contract portfolio query.

Table 3-1. Contract Portfolio Query Icons

Icon | Description

=) Contract is suspended. No payments
will be made.

g Contract Administrator Cutover date
has not been entered/approved.

3.1.1 Portfolio by Expiration Date

Selecting the By Exp Date tab (Figure 3-2) displays the same portfolio information sorted by
earliest expiration date.

l:‘l‘ﬁ“ Ehode Island Hsng&Mort Finance(RTI800) Menu  Auth
SLOCCS Contract Portfolio Log Off Bottem

Mery = Contract Portfolio

By Exp Date (ffsets Problem Contracts Withdravm

* Contracts with red dates have expired.

Contract Name Exp Date Funded Disbursed Balance
1) EI43HO23004 RHODE ISLAND HOUSING & MORTGAGE 01-31-2003 244.802.00 0.00 244 802.00
2y BI4SRO00001 SCITUATEH/A 01-23-2004 2,568,280.00 2,554070.00 13,310.00
3) EI43E000005 LAWERENCE APARTMENTS 02-22-2004 360,522.00 306,721.00 53,201.00
4) El43H023073 RHODEISLAND HOUSING & MORTGAGE 04-30-2004 151,039.00 41,402.00 109,637.00
5) BRI43L000026 FOXFIFE APTS 05-31-2004 £39,302.00 616,603.00 22.780.00
6) El43H023001 RHODEISLAND HOUSING & MORTGAGE 05-31-2004 421 668,00 17731600 24435200
Ty BI4SnI000102 EAGLE I APARTMENTS 05-31-2004 1,332,183.00 1,315,856.00 16,327.00

Figure 3-2 By Exp Date Tab

3.1.2 Portfolio Offsets

Selecting the Offsets tab in the Contract Portfolio Screen (Figure 3-3) displays those contracts in
the portfolio that have an outstanding eLOCCS offset that will be applied to the next payment.
eLOCCS tracks Section 202 loan offsets and any manual offset entered by HUD. The Year-End
Settlement column is not used at this time.
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l:i""u\ Rhode Island Hsng&MMort Finance (RIS00) Menu  Auth
FLOCCS. Contract Portfolio Log Off Bottom

Mery = Contract Portfolio

Portfolio By Exp Date Offsets Problem Contracts Withdravm

Contract No Name 202 Loans Year-End Other Total
1y El4E0142301  GRACE CHURCH HOUSIMG CORPORATION 23,154 26 .00 noo 23,154 26
2) ERI4E0232302 SHALOM H3GINC 22,591 Aa .00 noo 22,591 AR
3) EI452940203 PFACEDALEHOUSE 24105 18 .00 noo 2410318
4) ERI43T7E1001 RIVERVIEW TERREACE 24944 09 .00 noo 24,544 09
5) ERI43T7E1003 GRAWDVIEW REALTY 352180 .00 noo 3,541.80
6) ERI43T721004 PATHWAYS-COMMUMITY CC 2988 70 .00 noo 2.8EET0
Tv o RIAITINNR  FIAAWARD COONEY HOTTAR REAS I nnn nnn REAS I

Figure 3-3 Offsets Tab

3.1.3 Problem Contracts

The Problem Contracts tab (Figure 3-4) displays contracts that have expiration or funding issues.
A 5-month window of 1 month prior to the current month, the current month, and 3 months in
the future is displayed. Any contract in the portfolio that is expired or will expire in the next 3
months is identified with an hourglass icon & in the month it expires, and subsequent months.
Likewise, contracts that do not have sufficient funds to meet current spending are also identified.
They are identified with a red dollar sign $ in the 1st month, which indicates that an eLOCCS
payment will not be made due to insufficient funds, including all subsequent months. The
projection uses the average monthly payment, calculated by adding the payments that have
occurred for the contract in the last 12 months, divided by the number of payments in that period.
This is not an exact science, but the projection does give a quick visual of when there may be
payment problems with a contract.

The Problem Contracts page is not a real-time query. The data is based upon the contract status
after the eLOCCS overnight payment cycle, but it will be recalculated and refreshed every night.
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. Rhode Island Hsng&MMort Finance (RIS00) Menu  Auth
o P LOCC Contract Portfolio Log Off Bottom

Mery = Contract Portfolio

" Portfolic ' By Exp Date = Offsets Problem Contracts (<8 N

As of COB 05-17-2004: 3 Expired $ Insufficient Funding
Contract Name 2000 | 2000 | 2004 | 2004 | 2008
1)| RI432940203 | PEACE DALEHOUSE $
2) | RI438023001  CUMBERLAND HOUSING AUTHORITY 2 3 3
3)| EI43F000005 |LAWRENCE APARTMENTS E | B z 2 2
4) | RI43H023001  RHODEISLAND HOUSING & MORTGAGE 2 3 3
5) | RI43H023004 RHODE ISLAND HOUSING & MORTGAGE E | E = 2 a2
6) | RI43H023010  RHODEISLAND HOUSING & MORTGAGE 3 Zs
7) | RI43H023023  RHODE ISLAND HOUSING & MORTGAGE 2% | Z%
8) | RI43H023073  RHODEISLAND HOUSING & MORTGAGE 2 2 3 3

Figure 3-4 Problem Contracts Tab

3.1.4 Withdrawn

The Withdrawn tab (Figure 3-5) shows contracts that once were assigned to the CA but have
been withdrawn because they have opted out of the program, have been transferred to another
CA, or have become HUD administered. This tab provides a list of those contracts with a link to
the contract detail page for researching activity that occurred during the time it was assigned to
the CA.

: Ehode Island Hsng&Mort Finance(RIS00) Menu  Auth
o ¢ LOCC Contract Portfolio Log Off Bottom

hdery = Contract Portfalio

' Portfolio . Offsets  Problem Contracts =1 Withdrawn |
Contract Name Exp Date Funded Dishursed Balance
13 EI430001001 RHODE ISLAND HOUIING & MORTGAGE 12-21-2004 17,117,136.72 16,759,168 .72 35756200
2) ERI4EDE?1002 ROLAND LI BOUCHER APARTMENTS 11-04-2011 6,120,720.00 3,192,720.00 2,922 000.00
Total: 2320785672 190951 88872 3345068.00

Figure 3-5 Withdrawn Tab
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3.2 Contract Selection

From the eLOCCS Main Menu, click on the Contract Detail menu option to display the Contract
Selection Screen (Figure 3-6); a contract may be chosen from the dropdown list box or manually
entered. Clicking the Submit button will display the Contract Detail Screen.

ontract Selection - Hetscape

Fil= Edit %iew Go Communicator Help

J' Bookmarks \g& Location:Ihttp:Nntatsloccsﬁeloccs.n’sScaJproisel.cfm?&'l1:34:29 j ﬁ'\a\ihat's Felated m
Ehode Island Hsng&Mort Finance(RI300) Meny  Auth
Contract Selection Leg Off Bottom

MeEnL = Contrac

Select Contract Ma: - Select a Contract

- RI430142201 GRACE CHURCH HOUSING CORPORATION

Enter Contract Mo: RI430232202 SHALOM HEG IMC

RI432940203 PEACE DALE HOLUSE

RI438023001 CUMBERLAND HOUSING AUTHORITY —
RI438023003 HAMORA LIPPITT MILLS, RSC ACCOUNT
RI43EOO0003 SOUTHLAWN PALMS APTS

RI43E000004 MOUNT HOPE COURT APARTMEMTS
RI43EOO000S LAWYREMNCE APARTMENTS

RI43H0Z3001 RHODE ISLAND HOUSING & MORTGAGE
RI43H023002 RHODE ISLAND HOUSING & MORTGAGE
RI43H023004 RHODE ISLAND HOUSING & MORTGAGE
RI43H023010 RHODE ISLAND HOUSING & MORTGAGE
RI43H023013 RHODE ISLAND HOUSING & MORTGAGE
RI43H023023 RHODE ISLAND HOUSING & MORTGAGE
RI43H023034 RHODE ISLAND HOUSING & MORTGAGE
RI43H023043 RHODE ISLAND HOUSING & MORTGAGE
RI43H023073 RHODE ISLAND HOUSING & MORTGAGE
RI43H023096 RHODE ISLAND HOUSING & MORTGAGE
RI43L000001 BLACKSTOME APARTMENTS -

[ == |Document: Done

Figure 3-6 Contract Selection Screen
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3.3 Contract Detail

After selecting a contract hyperlink or manually entering a contract number in the appropriate
field on the Contract Selection Screen and then clicking the Submit button, the Contract Detail
Screen (Figure 3-7) displays. The Contract Detail screen displays basic contract information
including name, address of the property, effective/expiration dates of the contract, and current
funding.

l:i""u\ Rhode Island Hsng&MMort Finance (RIS00) Menu  Auth
FLOCCS. Contract Detail Log Off Bottom

Mery = Contract Selection = Contract Detail

Contract: R143-2940-203 PEACE DALE HOUSE

| eneral " Vouchers  Documents = Assignments
Contract RI43-2940-203 Funding
Name: PEACE DALE HOUSE Reserved: 10,689,817.60
Address: ELDERLY HOUSING MGMT Obligated: 10,689,817.60
165 CLINTONVILLE RD Funded: 10,689,817.60
NORTH HAVEN CT. 064730000 Dishursed(-) 10,570,982.60
CA Cutover Date: 03-01-2001 Dish in Process(]) 52,922.00
Effective Date: 08-01-1980 Contract 65.913.00
Expiration Date: 07-31-2005 Balance:
Offsets
Next Payment: 24,103.18

Figure 3-7 Contract Detail Screen

3.3.1 General

A critical element on the Contract Detail Screen is the CA Cutover Date, which will initially be
blank for all contracts. It will automatically be filled by eLOCCS when the Contract
Administrator Oversight Manager (CAOM) approves the cutover date entered by the CA. At
that time, the date will also be sent to TRACS to assist in controlling the transmission of the
voucher. LOCCS will use the cutover date to determine who should be paid. If a voucher from
TRACS has a period prior to the cutover date or if there is no cutover date, LOCCS will pay the
HAP owner directly. TRACS vouchers with a period on or after the cutover date (but prior to a
withdrawn date) are paid to the CA.

The funding definitions shown in the Contract Detail Screen include the following:

¢ Funded — The total Budget Authority committed by HUD for the term of the contract.
eLOCCS will not make payment beyond the Budget Authority balance.
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¢ Disbursed — Funds disbursed against the contract, either to the HAP owner directly or the
CA.

¢ Disbursed in Process — Generally zero, but may show a warehoused voucher awaiting
payment date.

¢ Balance — Remaining undisbursed Budget Authority.

3.3.2 Budget

Click on the Budget tab to display the Budget Schedule Screen (Figure 3-8). This screen
displays the budget years of the contract and the prorated budget estimate calculated by eLOCCS
at the time of CA conversion. The ‘per year’ estimate is based on the last 12 months of
disbursements on the project. It is purely an estimate that, if insufficient, eLOCCS will
automatically self adjust and use available balance in other years to satisfy a disbursement. This
process will use any HAP reserve funds first and, once that is exhausted, borrow estimated
scheduled funds from future years. This process assumes Housing analysis will see a shortfall in
funding prior to those funds actually being needed in future years.

A circle @ next to the first funding year represents a conversion year, where all disbursements
and funding is rolled up into a single year.

l:‘l"ﬁ‘q Ehode Island Hsng&Mort Finance(RTI800) Menu  Auth
SLOCCS. Contract Detail Log Off Bottom

Mleny = Contract Selection = Contract Detail

Contract: R143-2940-203 PEACE DALE HOUSE

Budget

YVouchers Documents Assionments
© Conversion Year * Dishursment in process

Fiscal Year From Date To Date Estimate(+) Dishursed() HAP Reserves(+) Balance
© 2000 02-01-1920 02-28-2001 678,902 60 2 A7TE,502.60 39,150.00 39,150.00
2001 03-01-2001 06-30-2001 179.391.00 179,391.00 33,200.00 33,200.00
2002 07-01-2001 06-30-2002 373,445.00 573,445.00 101,400.00 101,400.00
2003 07-01-2002 06-30-2003 381,608.00 5E9.283.00 124,297.00 116,622.00
2004 07-01-2003 06-30-2004 0.00 * A02,283.00 171,756.00 (431,127.00)
2005 07-01-2004 06-30-2003 171,756.00 0.00 0.00 171,756.00
2006 07-01-2003 06-30-2006 14,512.00 0.00 0.00 14,512.00
Totals 10,199 414 60 10,623,904.60 490403.00 65913.00

Funded 10,689 817.60

Figure 3-8 Budget Schedule Screen
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3.3.3 Vouchers

Clicking on the Vouchers tab (Figure 3-9) provides payment level information with the most
recent payments displayed first. Initially, when the Contract Administrator module was
implemented in October 2000, eLOCCS made payments based upon the HUD-52663 payment
schedule submitted by the CA and approved by the CAOM. For those payments, eLOCCS
generated a voucher number beginning with ‘CA’, followed by a 10-digit payment reference
number, and the document source was HUD-52263. In April 2001, payments made directly
from the HUD-52663 were terminated, and eLOCCS began paying based on the voucher actuals
sent from TRACS. Those payments have the TRACS voucher number in the Voucher column.
In the Source column, “TRACS/CA” indicates if the Contract Administrator was paid and
“TRACS” if the Owner Agent was paid. The Offset column indicates any eLOCCS offset
applied to the voucher amount. The Wired Amount column represents the amount (if any) wired
for payment.

l:i'ﬁ“ Ehode Island Hsng&Mort Finance(RT300) Menu  Auth
FLOCCS. Contract Detail Log Off Beftom

Meny = Cortract Selection = Contract Detail

Contract: R143-2940-203 PEACE DALE HOUSE Past 12-month average: 50,424.00
General Budget Vouchers Documents Assignments
¢ Paid @ Tobe Paid B Canceled Bows 1 -50 DNext

Voucher Status Source Period Amount Offset Wired Amount
1) 040600453200 ] TRACE/CA 06-2004 5292200 000 0.00
2) 040500537700 v TRACICA 035-2004 51.304.00 2410318 2720082
3 040400477400 v TRACE/CA 04-2004 4837200 2410318 24 268 B2
4) 040300306200 v TRACECA 03-2004 A7 95700 24,103.12 23,253 82
5) 040201263200 v TRACE/CA 02-2004 5077500 2410318 26,671 .82

Figure 3-9 Voucher Tab

3.3.4 Documents

Selecting the Documents tab (Figure 3-10) displays any submitted contract documents and their
status. Currently, only the entry and approval of a Cutover date is tracked. The documents are
displayed in the most recently submitted document order.
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Rhode Island Hsng&MMort Finance (RIS00) Menu  Auth
2 / Contract Detail Log Off Bottom

bderiy = Cortrac ection = Cortract Detai

Contract: R143-2940-203 PEACE DALE HOUSE

—

_ GGeneral " Vouchers
Reference Document FY Action Remarks
2522583 CutOvverDate Approved  02-27-2001 at 12:00:00 by LOCCS  (CutOwver=2001-03-01)
2463824 HUD-52663 2004 Submitted  03-08-2003 at 12:14:38 by DONNA GIARRUZ30
2207311 HUD-52663 2003 Submitted  03-22-2002 at 02:55:06 by DONNA GIARRUISI0
1932309 HUD-52663 2002 Submitted  03-31-2001 at 02:01:28 by SUSAN MONACGHAN
1907792 HUD-52663 2001 Submitted  02-26-2001 at 11:17:54 by SUSAN MONACGHAN
Approved  02-27-2001 at 10:46:39 by RICHARD MIDDLERISS
Total Documents: 5

Figure 3-10 Documents Tab

3.3.5 Assignments

Selecting the Assignments tab (Figure 3-11) displays the contracts assignment history. Most will
have a single entry; however, some may show multiple lines if they were withdrawn from one
CA and reassigned to another.

Ehode Island Hsng&Mort Finance(RIS00) Menu  Auth
¢ s Contract Detail Log Off Bottom

Meny = Cortrac ection = Contract Detail

Contract: R143-2940-203 PEACE DALE HOUSE

" General = Budget = Vouchers  Documents Assignments |
CA Organization Date Assigned Cutover Date Withdrawn Date
Rhode Island Heng &Mort Finance(RIS00), RIS00 12-01-2000 03-01-2001 A ctive

Figure 3-11 Assignments Tab
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3.4 Administrative Fee Contract

From the eLOCCS Main Menu, click the Administrative Fee Contract menu option to display the
Administrative Fee Contract Screen (Figure 3-12), which is established for administrative fee
payments. Any admin fee payments made against the contract may be viewed by clicking the
Contract Payments tab.

l:‘l‘ﬁ“ Ehode Island Hsng&Mort Finance(RTI800) Menu  Auth
|,{)ogl, 4 Administrative Fee Contract Log O# Bottom

henu = Contract Detail

Contract; RIS0-0CC0-001 Administrative Fee

| General Contract Payments

Contract RIS0O0CCO001 Funding
Name: Administrative Fee Reserved: £,460,724.00
Obligated: 5,466,724.00
Miscellaneous Funded: 5,460,724.00
Effective Date: 07-01-2000 Dishursed(-) 3,088,285.00
Expiration Date: Dishb in Process(-) 325,160.00
Contract Balance: 1,153,279.00
Offsets
Next Payment:

I.'i"ﬁ“‘ Ehode Island Hsng&Mort Finance(RTIS00) Menu  Auth
] Administrative Fee Contract Log Off Bottam
TSN e etail = Administrative Fee Contract
Contract: RIS0-0CC0-001 Admimstrative Fee Past 12-month average: 118,161.00
Contract Payments |
¢ Paid B Awiat Verify = Canceled Rows 1- 50
Voucher Status Source Period Amount Offset Wired Amount
1) RIEDOFEEDQS0 B SF1034 03-2004 325,160.00 000 0.00
2) RIEDOFEEDQ4S v SF1034 02-2004 A0, 288 .00 0on &0,288.00
3) RIEDOFEEDO4E v SF1034 01-2004 a0, 288 .00 000 a0, 28800
4) RIEDOFEEDOSAY H SF1034 01-2004 A0, 228 .00 0on é0,228.00
5) RIEDOFEEDQ4E v SF1034 12-2003 173,096.00 000 173,096 00

Figure 3-12 Administrative Fee Contract Screen
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3.5 Outstanding Documents

From the eLOCCS Main Menu, click the Outstanding Documents menu option to display the
Outstanding Documents Screen (Figure 3-13), which displays any outstanding documents
requiring action by the CAOM. The only CAOM action tracked by eLOCCS is the approval of a
contracts cutover date. Contracts that have the initial cutover date entered by the CA and now
await approval by the CAOM will appear on this screen.

I.'i‘ﬁ‘“ Ehode Island Hsng&Mort Finance(RTIS00) Menu  Auth
FLOCCS. Qutstanding Documents Log Off Bottom

feny = Outstanding Documents

I Contract No Cutover Date Date Submitted Name Pending Action

No outstanding documents found

Figure 3-13 Outstanding Documents Screen

3.6 Wire Payments

From the eLOCCS Main Menu, click the Wire Payments menu option to display any payments
made by eLOCCS to the CA (Figure 3-14); the most recent payments will be shown first. All
HAP payments will be rolled up into a single wire transfer for any payment date. Administrative
fee payments will be a separate wire transfer, even if the same bank and account are used on the
1199 Direct Deposit form. The remarks indicate an anticipated account deposit date. Once
Treasury has confirmed the schedule, an actual deposit date will be displayed. It should be noted
this is a Treasury aggregate “schedule” deposit date and does not guarantee every individual
wire transfer on a schedule was successful. Clicking on the No of Contracts hyperlink displays
detail wire payments information (Figure 3-15).
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l:i""u\ Rhode Island Hsng&MMort Finance (RIS00) Menu  Auth
FLOCCS. Wire Payments Log Off Bottom

Menu = tWire Payments

Rows 1 -50 Next
LOCCS Payment No of Type of Estimate Offset Wired ST:;:?:I?; Remarks
Cycle Contracts Contracts Amount  Amount  Amount
Number
1)  Sat 05-08-2004 3 HAPs 136,9%69.00 0.00 136,962.00 LHO292 05-11-2004
2)  Thu05-06-2004 1 HAPs 2728000 0.oa 27.280.00 LHO285 05-07-2004
3)  Wed05-05-2004 3 HAPs 85,712.00 0.00 85,712.00 LHOZ81 05-06-2004
4)  Tue05-04-2004 é HAPs 145 328,00 0.oa 149 322 .00 LHOZ7E 05-05-2004
5)  3at05-01-2004 3 HAPs 18228500 2410318 158,181 82 LHOZ75 05-04-2004
G) Fii04-30-2004 i} HAPs 2,456,72000 28520050  2,171,429.50 LHOZ68 05-03-2004
Ty Bat 04242004 1 HAPs 63,182.00 0.00 63,182.00 LHO242 04-27-2004

Figure 3-14 Wire Payments Screen

3.6.1 Wire Payments Details

Displays detail wire payment information such as offset and wired amounts.

l:‘l‘ﬁ“ Ehode Island Hsng&Mort Finance(RTI800) Menu  Auth
SLOCCS. Wire Payments Detail Log Off Bottem

flery = Wire Payments = Yire Payments Detail

LOCCS Processed: 05-08-2004 02:35:30 Sequence No: 302

Contract Name Period Scheduled ngflft?sz] O?f-tsi:;ta[rs} Ab:'.ni;ﬁﬂt
1) EI43HO23001 RHODEISLAND HOUSING & MORTGAGE 05-2004 55,437.00 0.o0 0.o0 55437.00
2y EI43H023013 FHODE ISLAND HOUSING & MORTGAGE 04-2004 41,232.00 0.o0 0.o0 41,232.00
3) EI43000004: ROCK RIDGE APTS 05-2004 40,300.00 0.o0 0.o0 40,300.,00
Total: 136.969.,00 0.00 0.00 136.969.,00

Figure 3-15 Wire Payments Detail Screen

3.7 Recent Funding Changes

The Recent Funding Changes Screen (Figure 3-16) shows any contract funding changes that
occurred in the portfolio within the last 30 days. Reserved and Obligated changes are not
tracked by eLOCCS; only funding changes that affect the available balance used for a payment
decision is reflected in this query.
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Rhode Island Hsng&Mort Finance(RT200)
Recent Funding Changes

Menu  Auth
Log Off Bottom

tleny = Funcding

Rows 1-50 Next

Contract Name Applied Date Exp. Date Amount
1) EI438023000 CUMBERLAND HOUSING AUTHORITY 05-18-2004 05-31-2004 +295,000.00
2y ERI43E000004  MOUNT HOPE COURT APARTMENTSR 05-12-2004 05-31-2004 +213,000.00
3) ERI43L00002F  BULLOCKS POINT ASSOCIATES 03-05-2004 04-30-2004 +310,000.00
4) EI43T721003 GRANDVIEW REALTY 05-05-2004 03-04-2004 +32,000.00
5) ERI432040203 PEACE DALEHOUSE 05-01-2004 07-31-2005 +127,000.00
6) ERI430000001 BLACKSTCONE APARTMENTS 05-01-2004 05-31-2003 +163,000,00
7y EBI431000024  FIVERBEWD ASSOCIATER 03-01-2004 02-20-2008 +370,000.00
8) EI431000025  EVERGREEN ASZOCIATES 05-01-2004 03-31-2005 +203,000.00
9) ERI431000031 LAWN TERRACE 05-01-2004 04-30-2006 +244,000.00

3.8

Figure 3-16 Recent Funding Changes Screen

Missed Payments

The Missed Payments query screen (Figure 3-17) shows any contract where a payment for a
month was missed, with a window beginning 2 months prior to the current month. A series of
icons display the status of the period and provide some insight concerning why the payment was
missed. In many cases, the contract has expired or there are insufficient funds to cover the
voucher. In those instances, if TRACS has sent the voucher, eLOCCS will hold the voucher
until the expiration date is extended or additional funds are added in the accounting system.
eLOCCS will immediately release and pay the voucher when that occurs; no action is required
by the CA. eLOCCS will begin tracking the next month’s period on the 1* business day
following the 15™ of the month.

Rhode Island Hsng&MMort Finance (RIS00)

Menu FAuth

Missed Payments Loa Off Bottom
hEnL) = by o Payments
As of COEB 05-17-2004:
@ Missed CAPayment o Expired Contract £ Held TRACS Actual < No TRACS Actual
E Missed 04 Payment @ Suspended $ Insufficient Funds
Mar Apr May Jun
Contract Hame 2004 2004 2004 2004
1) | RI430232207 |SHALOM HSG INC <&
7) | El432023001 |CUMEERLAND HOUSING AUTHORITY ¢ I
%) | 432023003 |HANORA LIPPITT MILLS, RSC ACCOUNT &
4) | RI43ED00005 |LAWRENCE APARTMENTS ¢ 3
5) | RIM43H023001 |RHODE ISLAND HOUSING & MORTGAGE ¢ 32
6) | EI43H023004 |RHODE [SLAND HOUSING & MORTGAGE @Z @aAIZ <CE
7) | RM43H023010 |RHODE ISLAND HOUSING & MORTGAGE <&
§) | EI43H023023 |RHODE ISLAND HOUSING & MORTGAGE &
Figure 3-17 Missed Payment Screen
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Table 3-2 shows the current icons that are displayed on the Missed Payments Screen.

Table 3-2. Missed Payments Icons

Icon | Description

) A red sad face indicates a payment was missed being made to the
Contract Administrator. This is determined by the period missed
equal to or later than the contract cutover date.

5 A yellow sad face indicates a payment was missed being made
directly to the Owner Agent. This is determined by the period
missed being before the cutover date, or a cutover date has not been
established yet.

Indicates an expired contract.

Indicates a suspended contract.

Indicates TRACS sent a voucher to eLOCCS, and eLOCCS is
holding the voucher because of a condition indicated by another
icon.

I+ | P |

$ Indicates insufficient funds to make the payment.

< A warning indicator that the voucher for the next month has not
been received by eLOCCS from TRACS. This will only show in the
next month’s column starting after the 15™ of the month, when
eLOCCS begins tracking the next months payments.

3.9 Cutover Date

From the eLOCCS Main Menu, click on the Cutover Date menu option to display any contract in
the portfolio which does not have a cutover date. Figure 3-18 shows the screen if all contracts
have had their cutover date entered, and Figure 3-19 shows a list of contracts whose cutover
dates have not been entered (in this case from another CA—State of Missouri MO800).

1."1""\ Ehode Island Hsng&Mort Finance(RI200) Menu  Auth
CLOCCS Cutover Date Entry Log Off Bottom

CA Cutover Date

Contract Ho Hame
(mm/yyyy)

No blank Cutover Dates found

Figure 3-18 Cutover Date Entry Screen
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l:i""u\ State of Missouri Menu  Auth
¢ g Cutover Date Entry Leog Dff Boftom

Mery = Cutover Date Entey

CA Cutover Date

Contract No Name (mmAyyyy)
1) MO1SE0000D4 BLUE VALLEY COURT TOWNHOUSES [
2y  LIOLEMO00130 NORTHEAST VIEW APARTMENTS LLC
3)  MOLEMO0DITS Greenleaf Apis/Greenleaf Associates [

4) MO3E2023008 CASTLEPARK APTS I
5) MO3ERI000063 HILLVALE APTS I

Submit | Cancel |

Figure 3-19 Cutover Dates Entry Screen

Enter a cutover date in ‘mm/yyyy’ format for any of the selected contracts and click the Submit
button (Figure 3-19). LOCCS will perform an edit on the date(s) which includes making sure the
entered date is within a 180-day range, i.e., the entered date cannot be further than 90 days in the
future or 90 days in the past (Figure 3-20). Accepted entries are returned with a green check
next to the date; ones that fail any edits are returned with appropriate information (Figure 3-21).
Accepted cutover date entries should now appear on the Outstanding documents query, since
they need to be approved by the CAOM before they become effective.

The screen will only show 20 contracts at a time; to display additional contracts, click the Next
button.

l:‘l‘ﬁ“ State of Missouri Menu  Auth
¢ Cutover Date Entry Log Off Bottom
Mleny = Cutover Date Entry
Contract Ho Hame L (it Lz
(mm/yyyy)

1) LIC] sEQO0004 BLUE VALLEY COURT TOWNHOUSES ID?/ 2004

2)  MO16M000130 NORTHEAST VIEW APARTMENTS LLC |

k3] LIC1aMI0001TE Greenleaf Apis/Greenleaf Associates I

Figure 3-20 Cutover Date Entry
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H’"“‘ State of Missouri Menu  Auth
ZLOCCS. Updated Cutover Dates Log OFf Befttom

er Date Entry = Updated Cutaver Dates

v Checked Dates are successfuly updated.

Contract No HAmE CA Cutover Date
(mm/yyyy)
1) LICOTAEO00004 BLUE VALLEY COURT TOWNHOUSES 07/2004 ¢
hfore Updates | Menu |

Figure 3-21 Updated Cutover Dates

3.10 Maintain Email Addresses

A feature of eLOCCS is the ability to provide information via email. The Business Partner is
responsible for maintaining both the email repository list and the eLOCCS email that each email
address will receive.

In order to update or maintain email addresses, users must have the Secure Systems eLOCCS
role “Administrator” (ADM) assigned to them. With this role, the eLOCCS menu options,
Maintain Email Addresses, and Maintain Email Assignments will appear on any Program Area
main menu.

Selecting Maintain Email Addresses displays an entry screen with an upper and lower section
(Figure 3-22). The upper section specifies the primary eLOCCS email address for the Business
Partner. This email address automatically receives all eLOCCS email; no specific email
assignment is necessary. For this reason, it is suggested the primary email address be a generic
eLOCCS email mailbox for the organization rather than the address being an individual so it can
be accessible by multiple individuals.

The bottom portion of the Maintain Email Addresses provides an area to add, delete, and update
any number of additional email addresses for individuals in the organization. These additional
email addresses will not automatically receive any email. They must manually be mapped to an
email through the Email Assignment option.
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l:i""u\ Rhode Island Hsng&MMort Finance (RIS00) Menu  Auth
4 MIaintain Email Addresses Log Off Bottom

teriy = Mairtzin Email &ddr

Use the Update Primary button to addfupdate 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: {Primary receives ALL LOCCS Emails)
Name : Rhode Island Hsng&Mort Finance({RIS00)
Email : smonaghang@rihousing.com

Update Primary

ADDITIONAL Email Addresses: (Click the name link to modify or delete)

Name Email Phone Ext.
1)  John H. Gordan jnordon@rihousing. com (4013-457-1223
2)  Mancy Beal Mancy Beal@HUD. gov (617)-994-8554
3)  Alma Guzman aguzmani@@rhousing. com (4013-457-1233
Add Additional

Figure 3-22 Maintain Email Addresses Screen

S8CA eLOCCS Users Guide Page 3-17



3.0 eLOCCS Menu Options

3.11 Maintain Email Assignments

From the eLOCCS Main Menu, select the Maintain Email Assignment menu option to display
the Maintain Email Assignments (S8CA) Screen (Figure 3-23). This screen displays a grid of
email individuals (listed down the page) and the available eLOCCS email (across the top), with a
check box at the intersection of each. To mark the individual for the email, check the check box
and click the Submit button. To remove an individual from an eLOCCS email, uncheck the
check box and click the Submit button.

The emails available to CAs are Wire Payments Summary and Portfolio Action Summary.
Section 202 Offsets is not available as an email, even though it is a selection. Use the Offset tab
on the portfolio page for this information.

Hﬁ“- Rhode Island Hsng&Mort Finance(RI300) Menu  Auth
SLOCCS. Maintain Email Assignments (S8CA) Log Off Boftom

fenu = Maintain Email Lssignments

& By Addressee & By Type of Email

Addressee Email Type of Email

1y John H. Gordon jgordon@rhousing com Wire Payments Summary
Portfolio Action Summary [

Section 202 Offsets ¥

2y Nancy Beal Hancy Beal@HUD gov Wire Payments Summary
Portfolio Action Summary [

Section 202 Offsets

%) Alma Guzman aguzman(@rihousing com Wire Payments Summary
Portfolio Action Summary

Section 202 Offsets ¥

Update | Reset | Cancel |

Figure 3-23 Maintain Email Assignments (S8CA) Screen
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3.12 Email Wire Payments Report

Wire Payment Email summaries contain a single line summary of the payments made during the
previous eLOCCS payment cycle. Included in the email is a tab-delimited file containing a
detail list of contract information. The file may be imported into an MS Excel or equivalent
database worksheet for reconciliation or additional analysis. Figure 3-24 shows sample email
text.

Thiz-isran-automated-emalil -generated by -eLOCC3, with-an-attached-fileq
listing-detail-HAP-ander-FEE-pa?ments-made-by-ELOCCS-against-yuur-purtfuliu-
in-the-specified-payment-cycle.q

T

Deposit-in-your-bank-account-for-these-payvients-should-occur-on-q
11-26-2001.9

T

T

Source: - HUD—eLOCC3q

Feport: -CA-Payment-Detailq

Pavient-Cyole: - 11-22-2001-01:23:247

ESt'DEEDSit":'ll—ZE—Eﬂﬂlﬂ
T

PASO0- -Pennsvlvania-Housing-Finance - Agencyd

gl
gl
................... Scheduled: -« = =202 creresnsafdher = ==+« Tiredq
..................... Amount - == -0OffSet -+« OFffsetg -+ -+ -« - hpountJ
e S5-Contractse .- TE,910.,00 - - - .. 1,647 .00 =2 enenn LSOO e TE,263.009

{Seerattached file: -PASO0OLETLNECZO011122015230. TET)Y

Figure 3-24 Sample Email Text
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3.13 Portfolio Action Summary

The Portfolio Action Summary email generally contains a list of contracts from the CA portfolio
that had a funding change, either positive or negative. In addition, any contracts assigned or
withdrawn from the portfolio are listed. Figure 3-25 shows sample email text.

Source: *HUD—eLiOiS S s« = = s = s s = s s 2 s s« = ¢ 2 = ¢ ¢ =2 = = # ¢ ¢ =% 5 ¢ =2 2 = "5 ¢ 0 ® 8 8 %5 2 %2 " 6 6 % ® " W EEEEEEEEEEEEEEE
Repurt Portfolio-Action: Smmar? --------------------------------------------------
Grantes: - PEnnSFlVanla «Hous= 1ng. Finance- AgEnc? ......................................
Tear-958 - Contract - Adrﬂinistratar; ...................................................
++The-followingractions-were-recently-applied-to-your-portfolioshy- s annnnn
LOZCS - andf." OF "HUD st aff . = =« = ¢ ¢ s 0 0 0 s s s m s s w0 s s & = 2 s & 0 0 m & & % 6% m & & = E s E R E NN R EEEE e
PrDj [=1nd LB RCRER PlatnE = = = = = s s 0 2 ¢ 2 0 s 0 0 0 0 0 2 2 2 2 2 Tate =« s s s a Afmount = = = At iors = = s s = s 0 2w a
PAZAMOOOOSS - MAWNUTA - GARDENS-EAST- APTS - - 2004-07-30----+227,000.00-Funding- change- - - -
PALZENO000079 s CAMDEN - HILLS » APTS e ¢ v v e s n = o) Z004-07-30-++1,063,000.00-Funding-change- - - -

Figure 3-25 Sample Email Text
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