Voucher-Tenant Internet User Guide Chapter 16: Verification Query

Objectives

Ver |f| C atl on By the end of this chapter, you will be

able to:
QU ery e View HUD-50059s to determine

Verification Reports are designed to help exceptions or inconsistencies
determine whether owners and agents e View query data from browser
are using the approved passbook rates, e Download and print a Verification
income limits, contracts rents, utility Report

allowances, gross rents, and 236/BMIR
market rents. Verification reports allow
you to quickly scan data submitted on
the HUD-50059’s and eliminate the need
to access each individual certification to
check for correct values. Once correct
and current information is gathered, the
reports help users to quickly review the
lists of values and effectively determine
exceptions or inconsistencies.

The Verification Query can be selected
from the TRACS Queries Menu.
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16.1 To Generate a Verification Report (Sorted by
Household Head):

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

Verification Query

Enter the Project Mumber if it exists; otherwise enter a Contract Mumber.

Contract Mumber: CT2EMO00NSS ar Project Mumber:

SORTBY. (@ Household Head O Unit O Bedroom Count
REPORTBY. @ Browser (O Download

Submit | Feset I

Figure 1- Verification Query Window
Select Contract Number or Project Number.
Select Household Head sort by radio button.
Select Report By: Browser radio button.

Click on Submit, and the TRACS Verification Report screen (Figure 2)
displays.

o A~ WD
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U.S. Department of Housing and Urban Development
TRACS Verification Report

Contract Number: CT26M000055 Sorted By: Household Head

Each row is the most up-to-date certification for an active household

Very Low Lowr

Household Income Income  Contract Utility Gross Market

Project Bedroom Member Head Tenant Head Limit Limit Rent  Allow  Rent Rent
Humber  Count Count Unit Hame Tenant SSN (%) (%) ($) 1) (%) ($)
01744134 | 1 1 1503 %'ggg'f';'_' 0007513 | 28100.00 | 44800.00  1041.00 | 0.00 104100 0.00
01744134 1 1 by DORERT | 00007513 | 2810000 44800.00 104100 | 0.00 104100 | 0.00
01744134 | 1 1 ;14 DANAI W, | )0OOO(0643 | 28100.00 | 44800.00  1041.00 | 0.00 104100 0.00
01744134 1 1 ;14 DANAI W, | JOOOOK0B43 | 28100.00 | 44800.00  1041.00 | 0.00 104100 0.00
01744134 | 1 1 1;5 STEF?{JCM' XO0O(1767 | 27400.00 | 43050.00  1041.00 | 0.00  1041.00 | 0.00
01744134 | 1 1 g FTERANEMN 000061767 | 2740000 | 4305000 | 104100 | 000 | 104100 | 0.00
01744134 | 1 1 1;5 STEF?{JC'“' JOOO(1TE7 | 27400.00 4305000 99500 | 0.00 99500 | 0.00
01744134 | 1 1 oe O 000007211 | 2810000 | 4480000 | 104100 | 000 104100 | 0.00
01744134 | 1 1 95: TRUJL_'I'_-LO © 300007211 | 28100.00  44800.00 | 104100 0.00 104100 0.00

Back to Query

Figure 2- Verification Report Sorted By Household Head

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

= Project Number (or Contract Number)
= Bedroom Count

= Household Member Count

= Unit, Head Tenant Name

= Head Tenant SSN
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25 Note: The first five characters of the social security number (SSN), taxpayer
identification number (TIN), and date of birth (DOB) display in the following
format to protect the privacy of the individual.

SSN — XXXXXNNNN
TIN = XXXXXNNNN
DOB — XX/XX/NNNN

= Very Low Income Limit ($)

*= Low Income Limit ($)
= Contract Rent ($)

= Utility Allow ($)

* Gross Rent (%)

= Market Rent ($)

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

U.S. Department of Housing and Urban Development
TRACS Verification Report
Contract Number: CT26M000055 Sorted By: Unit
Each row is the most up-to-dee cortification for an active household
Very Low Low
Household Income Income Contract Utility Gross Market
Project Bedroom Member HeadTenant  Head Limit  Limit  Rent Allow Rent  Rent
Humber  Count Count Unit Name Tenant SSH ($) ($) (%) (%) (%) (%)
01744134 1 1 g STERNON 0000767 | 2740000 | 43050.00 | 104100 000 | 104100 0.00
01744134 | 1 1 g STEFNCIN 500001767 | 27400.00 | 43050.00 | 1041.00 | 0.00 | 104100 0.00
01744124 1 1 e TR 00001767 | 27400.00 | 43050.00 | 995.00 | 0.00 | 995.00 | 0.0
A CIARELLF | e | o
01744134 1 1 g SAREHE 00007513 | 2810000 | 44800.00 | 104100 000 | 104100 0.00
A CIARELLE | \vrnrran | o
01744134 1 1 ey CeREL 00007513 | 28100.00 | 44800.00 | 104100 | 0.00 | 104100 000
01744134 1 1 S, DANAILM. | 00000543 | 2310000 | 44800.00 | 104100 000 104100 000
01744138 1 1 S, DANALM. | 00060643 | 2810000 44800.00 104100 000 104100 000
01744134 1 1 oy ROOHEO T 00007211 | 2810000 | 44800.00 | 1041.00 | 0.00 | 104100 000
01744134 | 1 1 oo TRULLO 500007211 | 28100.00 | 44800.00 | 1041.00 | 0.00 | 104100 000
Back to Query
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Figure 3- Verification Report Sorted By Unit

U.S. Department of Housing and Urban Development
TRACS Verification Report

Contract Number: CT26M000055 Sorted By: Bedroom Count

Each row is the most up-to-daie certification for an active household

Very Low Low

Household Income  Income Contract Utility Gross Market
Project Bedroom Member Head Tenant Head Limit Limit Rent  Allow Rent Rent
HNumber  Count Count Unit Hame Tenant SSH (%) (%) (%) (%) %) (%)
A = ANCI
01744134 1 1 1'1'15 "'TEF'[fINCIN' HOOOO0TET | 27400.00 | 43050.00 | 1041.00 | 0.00 | 1041.00 | 0.00
A = ANCI
01744134 1 1 - STEFANCIN, HOOOO1TET | 2740000 | 43050.00 | 1041.00 | 0.00 | 1041.00 | 0.00

1316 I,

A- | BTEFAMNCIM, | ..\

01744134 1 1 17316 I JOCGOTET | 2740000 0 4305000 | 99500 | 0.00 | 995.00 0.00
01744134 1 1 1;03 gaggl_l[_:l JOUGOTE13 | 2810000 | 4480000 | 1041.00 0 0.00 | 1047.00  0.00
01744134 1 1 1;03 gaggl_l[_:l JOUGOTE13 | 2810000 | 4480000 | 1041.00 0 0.00 | 1047.00  0.00
01744134 1 1 Q'EIE TRUJ[JI'_'LO' HOGOGTE11 | 28100.00 0 44800.00 0 1041.00 0 0.00 | 1041.00  0.00
01744134 1 1 Q'EIE TRUJ[JI'_'LO' HOGOGTE11 | 28100.00 0 44800.00 0 1041.00 0 0.00 | 1041.00  0.00
01744134 1 1 _:14 DAMAL, M, | J0GO0643 | 28100.00 0 4450000 | 10471.00  0.00 | 104700 0.00
01744134 1 1 > DAMAL, M, | J0GO0643 | 28100.00 0 4450000 | 10471.00  0.00 | 104700 0.00

714

Back te Query

Figure 4 - Verification Report Sorted By Bedroom Count

6. Click on the browser’s Back button to return to the Verification Report screen.
7. Click on Back to Query to return to the Verification Query screen.

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

October 2010 16-5



Voucher-Tenant Internet User Guide Chapter 16: Verification Query

TRACS

Verification Report

Printing the Report

1. Click the File menu option at the top of vour screen.

Click Page Setup from the drop-down memu and a dialog box is displaved. Set all four margins to () inches if needed. If
Document Title and Document Location are displaved in the Header box, click them both off ff required.

Y oumay need to decrease the font size to print all the records in the report on one page. If using Netscape
Communicator, select Edit from the main menu, click on Preferences. Under Appearance, click on Fonts and decrease
the font size for the variable width font bv one (e.g. from 12 to 11).

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

Choose Properties and set the orientation to Landscape. You may also set the Paper Size to Legal (8 5 by 14 inches) if
required.

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

(2]
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Interpreting the TRACS Verification Report

The TRACS Verification Report is generated based on the contract/project mumber and report tvpe provided by the user.
Each displayed row in the report is the most up-to-date certification for active households only. All the data listed under each
report colunn has been electronically submitted bv the O/A or CA and stored in TRACS as a certification. The data displaved
in the report mav need to be verified by vou, because it cannot be verified by TRACS. The certification list in the report is
sorted at vour request by household head's last and first name, or the unit number, or the bedroom count.

If queried by Contract and a project number exists for the certification, the project number is displaved in the Project or
Contract Number colunn. If queried bv Project and a contract number exists, the contract number is displaved in the
column.

Figure 5- Interpreting and Printing Page

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

U.S. Department of Housing and Urban Development
TRACS Verification Report

Mo Verification information was found for the project/contract number submitted
Either the projecticontract number does not exist in TRACS, or
Mo active households exist for the project/contract number submitted

Back to Query

Figure 6- Error Window

TRACS provides the capability for users to download Verification Report information.
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16.2 To Download a Verification Report:
1. From the TRACS Verification Query screen, select either Contract Number or
Project Number.
2. Select Report By: Download option.
3. Click on Submit, and the TRACS Verification Report download screen (Figure
7) displays.

File Download

Do pou want to open or zave this file?

] Mame: TracsDownload.krx

Type: trx_auko_File
From: bwvauadéaz? . hud, goy

Open ]’ Save l| Cancel |

harm your cormputer. If you do not trugt the gource, do not open or

i '; | While files from the [nternet can be uzeful, zome filez can potentially
-,
= save this file. Yhat s the risk?

Figure7- File Download Window

4. Click on Save to save the file to your hard drive, or click on Open to open the
file.

If a query is submitted using the Report By: Download function on the query screen, the
data is reported in flat file format, which is downloaded to your PC’s hard drive. The
data displays in the order of the Header Field Names (Figure 8).
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Fontra:t Number; Project Number; Bedroom Count; Household Member Count;
Unit; Head Tenant Name; Head Tenant SSN; Very Low Income Limit; Low
Income Limit; Contract Rent; Utility Allow; Gross Rent; Markst Rent
CTZcMO00055;01744134;1;1;2-1403;CIRRELLI-R0OSS, F.
FENX7513;,28100.00;,44800.0071041.00;70.00,1041.00;0.00
CTZ2eMO00055;01744134;1;1;2-1403;CIRRELLI-RCSS, F.
FEEHXKT512;28100.00,44800.00,1041.00;0.00,1041.00;0.00
CTZ2eMO00055;01744134;1;1;2-714;DANAT, M.

s KEXXX0643;28100.00,44800.00,;,1041.00;0.00,1041.00;0.00
CTZecMO00055;01744134;1;1;2-714;DANAT, M.
FEXHXX0643;28100.00,44800.00,;,1041.00;,0.00;,1041.00;0.00
CT26M000055;01744134;1:1;A-1316;STEFANCIN, M.
FR1767;27400.00;43050.0071041.00;70.00;1041.00;0.00
CT26M000055;,01744134;1;1;A-12316;STEFANCIN, M.
FEEHXK1Te7;27400.007,43050.00,1041.00;,0.00;,1041.00;0.00
CTZ26M000052;01744134;1;1;A-131¢; STEFANCIN, M.
EEHXX1T767;27400.00;,43050.00;995.00;0.00;995.00;0.00
CTZeMO00055;01744134;1;1,;2-9205; TRUJILLO, M.
FOO0O(T211,;28100.007,44800.00,1041.00;,0.00710421.00;0.00
CTZcMO00055;01744134;1;1,;2-905;TRUJILLO, M.
JEEMNKT211;28100.00,44800.00,1041.00;0.00;1041.00;0.00

Figure 8- Download Report
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